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Appendix 2 

RIDDOR in Education 2013 

Health and Safety 
Executive 
Education Information Sheet No1 (Revision 3) 
1 of 4 pages 
Health and Safety 
Executive 

HSE information sheet Education Information Sheet No1 (Revision 3)

Incident reporting in schools 
(accidents, diseases 
and dangerous occurrences) 
Guidance for employers 
Introduction 
This information sheet gives guidance on how the 
Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 2013 (RIDDOR) apply to 
schools. Most incidents that happen in schools or 
on school trips do not need to be reported. Only in 
limited circumstances will an incident need notifying to 
the Health and Safety Executive (HSE) under RIDDOR. 
The information sheet gives practical guidance to 
schools about what they need to report and how to 
do it. 
What needs to be reported? 
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. 
The information sheet includes examples of the 
incidents that sometimes result from schools’ activities 
and are reportable under RIDDOR. The sheet contains 
three sections, which cover: 
■■ injuries and ill health involving employees
(Section 1);
■■ injuries involving pupils and other people not at
work (Section 2);
■■ dangerous occurrences (Section 3).
Who should report? 
The duty to notify and report rests with the 
‘responsible person’. For incidents involving pupils 
and school staff, this is normally the main employer at 
the school. The education pages on HSE’s website 
at www.hse.gov.uk/services/education provide 
information about who the employer is in different 
types of schools. 
Some school employers may have centrally 
co-ordinated reporting procedures. In others, reporting 
may be delegated to the school management team. 
The health and safety policy should set out the 
responsibilities and arrangements for reporting in 
each school. 
Incidents involving contractors working on school 
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premises are normally reportable by their employers. 
Contractors could be, eg builders, maintenance staff, 
cleaners or catering staff. 
If a self-employed contractor is working in school 
premises and they suffer a specified injury or an 
over-seven-day injury, the person in control of the 
premises will be the responsible person. (See HSE’s 
RIDDOR web pages at www.hse.gov.uk/riddor for 
more detail on the reporting arrangements for selfemployed 
people.) 
Who do I report to? 
For general advice about how to report, see HSE’s 
RIDDOR web pages. You can report all incidents 
online and there is a telephone service for reporting 
fatal and specified injuries only. Reporting details 
for out of hours incidents are available from HSE’s 
out of hours web page at www.hse.gov.uk/contact/ 
contact.htm. 
For incidents on school premises involving members 
of staff, pupils or visitors, HSE is the enforcing 
authority and you should submit your reports to 
them. HSE is also the enforcing authority for nursery 
provision provided and operated by local authorities. 
For privately run nursery schools, the local authority is 
the enforcing authority. 
What records must I keep? 
You must keep records of: 
■■ any reportable death, specified injury, disease
or dangerous occurrence that requires reporting
under RIDDOR;
Incident reporting in schools (accidents, diseases and dangerous occurrences) 2 of 4 pages 
Health and Safety 
Executive 
■■ all occupational injuries where a worker is away
from work or incapacitated for more than three
consecutive days. From 6 April 2012 you don’t
have to report over-three-day injuries, but you
must keep a record of them. Employers can
record these injuries in their accident book.
You must keep records for at least three years after
the incident.
Section 1: Injuries and ill health to 
people at work 
Under RIDDOR, the responsible person must report 
the following work-related accidents, including those 
caused by physical violence, if an employee is injured, 
wherever they are working: 
■■ accidents which result in death or a specified injury
must be reported without delay (see ‘Reportable
specified injuries’);
■■ 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.
The responsible person must also report any case
of a work-related disease, specified under RIDDOR,
that affects an employee and that a doctor confirms
in writing (see ‘Reportable diseases’). You can find
detailed guidance about RIDDOR reporting and online
reporting procedures at www.hse.gov.uk/riddor/
report.htm.
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If you are in control of premises, you are also required 
to report any work-related deaths and certain injuries 
to self-employed people that take place while they are 
working at the premises. 
Reportable specified injuries 
These include: 
■■ fractures, other than to fingers, thumbs and toes;
■■ amputations;
■■ any injury likely to lead to permanent loss of sight
or reduction in sight;
■■ any crush injury to the head or torso causing
damage to the brain or internal organs;
■■ 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;
■■ any scalping requiring hospital treatment;
■■ any loss of consciousness caused by head injury
or asphyxia;
■■ any other injury arising from working in an enclosed
space which:
––leads to hypothermia or heat-induced illness; or
––requires resuscitation or admittance to hospital
for more than 24 hours.
Physical violence
Some acts of non-consensual physical violence to
a person at work, which result in death, a specified
injury or a person being incapacitated for over seven
days, are reportable. In the case of an over-seven-day
injury, the incapacity must arise from a physical injury,
not a psychological reaction to the act of violence.
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 arises out of or in connection
with work.
Reportable occupational diseases
Employers must report occupational diseases when
they receive a written diagnosis from a doctor that
their employee has a reportable disease linked to
occupational exposure. (See www.hse.gov.uk/riddor
for details of the reporting arrangements for selfemployed
people.)
These include:
■■ carpal tunnel syndrome;
■■ severe cramp of the hand or forearm;
■■ occupational dermatitis, eg from work involving
strong acids or alkalis, including domestic bleach;
■■ hand-arm vibration syndrome;
■■ occupational asthma, eg from wood dust and
soldering using rosin flux;
■■ tendonitis or tenosynovitis of the hand or forearm;
■■ any occupational cancer;
■■ any disease attributed to an occupational exposure
to a biological agent.
Stress
Work-related stress and stress-related illnesses
(including post-traumatic stress disorder) are not
reportable under RIDDOR. To be reportable, an injury
must have resulted from an ‘accident’ arising out of or
in connection with work.
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In relation to RIDDOR, an accident is a discrete, 
identifiable, unintended incident which causes physical 
injury. Stress-related conditions usually result from 
a prolonged period of pressure, often from many 
factors, not just one distinct event. 
Incident reporting in schools (accidents, diseases and dangerous occurrences) 3 of 4 pages 
Health and Safety 
Executive 
Section 2: Incidents to pupils and other 
people who are not at work 
Injuries to pupils and visitors who are involved in an 
accident at school or on an activity organised by 
the school are only reportable under RIDDOR if the 
accident results in: 
■■ the death of the person, and arose out of or in
connection with a work activity; or
■■ 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 described
in Section 1 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.
How do I decide whether an accident to a pupil
‘arises out of or is in connection with work’?
The responsible person at the school should consider
whether the incident was caused by:
■■ a failure in the way a work activity was organised
(eg inadequate supervision of a field trip);
■■ the way equipment or substances were used (eg
lifts, machinery, experiments etc); and/or
■■ the condition of the premises (eg poorly maintained
or slippery floors).
So, if a pupil is taken to hospital after breaking an
arm during an ICT class, following a fall over a trailing
cable, the incident would be reportable. If a pupil
is taken to hospital because of a medical condition
(eg an asthma attack or epileptic seizure) this would
not be reportable, as it did not result from the work
activity.
This means that many of the common incidents
that cause injuries to pupils at school tend not to
be reportable under RIDDOR, as they do not arise
directly from the way the school undertakes a work
activity. Remember, in all these cases, you only need
to consider reporting where an accident results
in a pupil’s death or they are taken directly
from the scene of the accident to hospital for
treatment. There is no need to report incidents
where people are taken to hospital purely as a
precaution, when no injury is apparent.
What about accidents to pupils during sports
activities?
Not all sports injuries to pupils are reportable under
RIDDOR, as organised sports activities can lead
to sports injuries that are not connected with how
schools manage the risks from the activity.
The essential test is whether the accident was caused
by the condition, design or maintenance of the
premises or equipment, or because of inadequate



8 

arrangements for supervision of an activity. If an 
accident that results in an injury arises because of the 
normal rough and tumble of a game, the accident and 
resulting injury would not be reportable. Examples of 
reportable incidents include where: 
■■ the condition of the premises or sports equipment
was a factor in the incident, eg where a pupil slips
and fractures an arm because a member of staff
had polished the sports hall floor and left it too
slippery for sports; or
■■ there was inadequate supervision to prevent
an incident, or failings in the organisation and
management of an event.
What about accidents to pupils in a playground?
Most playground accidents due to collisions, slips,
trips and falls are not normally reportable. Incidents
are only reportable where the injury results in a pupil
either being killed or taken directly to a hospital for
treatment. Either is only reportable if they were caused
by an accident that happened from or in connection
with a work activity.
This includes incidents arising because:
■■ the condition of the premises or equipment was
poor, eg badly maintained play equipment; or
■■ the school had not provided adequate supervision,
eg where particular risks were identified, but no
action was taken to provide suitable supervision.
Physical violence
Violence between pupils is a school discipline matter
and not reportable under RIDDOR, as it does not arise
out of or in connection with a work activity.
Other scenarios
Injuries to pupils while travelling on a school bus
If another vehicle strikes the school bus while pupils
are getting on or off and pupils are injured and taken
to hospital, this is normally reportable under RIDDOR.
4 of 4 pages 
Health and Safety 
Executive 
Published by the Health and Safety Executive EDIS1(rev3) 10/13 
However, you do not have to report deaths and 
injuries resulting from a road traffic accident involving 
a school vehicle travelling on the public highway under 
RIDDOR. These are classed as road traffic incidents 
and are investigated by the police. 
Incidents involving pupils on overseas trips 
RIDDOR only applies to activities which take place 
in Great Britain. So, any incident overseas is not 
reportable to HSE. 
Incidents to pupils on work experience placements 
If pupils are on a training scheme or work placement, 
they are deemed to be employees for the period of 
the placement. In these circumstances, the employer, 
as the responsible person, should report a death, 
injury or disease to a pupil, which arises out of or in 
connection with work. This means the wider range of 
reporting categories for employees is applicable. 
Section 3: Dangerous occurrences 
These are specified near-miss events, which are only 
reportable if listed under RIDDOR. 
Reportable dangerous occurrences in schools typically 
include: 
■■ the collapse or failure of load-bearing parts of lifts
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and lifting equipment; 
■■ the accidental release of a biological agent likely to
cause severe human illness;
■■ the accidental release or escape of any substance
that may cause a serious injury or damage to
health;
■■ an electrical short circuit or overload causing a fire
or explosion.
Supplementary information 
Consultation 
Under the Safety Representatives and Safety 
Committees Regulations 1977 and the Health and 
Safety (Consultation with Employees) Regulations 
1996, employers must make relevant health and safety 
documents available to safety representatives. 
This includes records kept under RIDDOR, except 
where they reveal personal health information 
about individuals. Further information is available in 
Consulting employees on health and safety: A brief 
guide to the law Leaflet INDG232(rev2) HSE Books 
2013 www.hse.gov.uk/pubns/indg232.htm. 
Reporting requirements of other regulators 
There may be other reporting requirements placed 
on schools by other regulators in the education 
sector. The requirements of these other regulators are 
separate to, and distinct from, the legal duty to report 
incidents under RIDDOR. 
Further information 
For information about health and safety, or to report 
inconsistencies or inaccuracies in this guidance, visit 
www.hse.gov.uk/. You can view HSE guidance online 
and order priced publications from the website. HSE 
priced publications are also available from bookshops. 
This guidance is issued by the Health and Safety 
Executive. Following the guidance is not compulsory, 
unless specifically stated, and you are free to take 
other action. But if you do follow the guidance you 
will normally be doing enough to comply with the law. 
Health and safety inspectors seek to secure compliance 
with the law and may refer to this guidance. 
This information sheet is available at: 
www.hse.gov.uk/pubns/edis1.htm. 
© Crown copyright If you wish to reuse this 
information visit www.hse.gov.uk/copyright.htm for 
details. First published 10/13. 
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APPENDIX 3 
First Aid Arrangements 

1. General

Any pupil requiring First Aid should be sent the School Office whose staff are qualified as the First 
Aiders.  The office is fully equipped for all First Aid needs.  In the case of any accident requiring First 
Aid, a member of staff who deals with the situation in the first instance should liaise with the First Aid 
Assistant to ensure an Accident Report form is completed.  A copy of the report is given to the child to 
take home and the teacher makes a note in the pupils home/school diary.  The accident report is then 
filed with the headmaster secretary who does a termly analysis which is used at the termly health and 
safety meetings. 

Kim Upson is the named First Aider and is qualified in First Aider Valid until 08/2019 
responsible for: 
Keeping First Aid Supplies Stocked 
Keeping records of pupils with specific medical requirements and circulating this information to all 
staff. 
Is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority. 
Sue Chiverton Valid until 02/2018 
Janet Harnan Valid until 06/2019 
Marie Goddard Valid until 02/2018 
Susan Trantor  Valid until 10/2019 
Rosie Gibbs Valid until 02/2018 
Louise Eveleigh Valid until 03/2020 

There is always a fully qualified first aider based in the school office to administer general first aid to pupils and 
staff. 

Sarah Woodcock Valid until 11/2017 
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Lynette Howell  Valid until 02/2018 
Angela Salmon Valid until 01/2018 
Sam Selkirk  Valid until 04/2018 
Catriona O’Neil Valid until 11/2018 
Lynn Chippendale Valid until 11/2018 
Annie Clarke Valid until 09/2018 

There are 14 fully qualified First Aiders 7 of which are Paediatric First Aid qualified first aiders and are available 
specifically to pupils in Green Shoots Kindergarten and Reception classes. 

All staff receive Emergency First Aid, CPR and epi pen training.  The last whole school training is 
Valid until 09/2018. Staff who miss the whole school training take an on line basic first aid course 
valid for 3 years. 

Administration of medicines 

Pupils who are required to have their medicine available at all times, such as insulin, epipens, or 
asthma inhalers, should be instructed in its administration by a medical professional. The school office 
will keep the medication in case of emergency if requested.  Where it is more appropriate the medicine 
can be kept in the classroom under the direct control of the teacher. 

All other medication, including over-the-counter medication, should be handed into the office for safe 
keeping and administration. The school medical administration form must be completed by the parent 
before the school may administer any medicine.  It is the responsibility of the parents when depositing 
medication with the school that they collect it when they leave the school each day.  All medicines 
should be carried to school by a parent or adult, not the pupil.  

Acting on guidelines from the DfE, the school does not dispense paracetamol or other pain 
relief for occasional requirements, unless the parents of the pupil have provided it. 

It is the responsibility of the parents to provide the school with medication for remedial pain relief for a 
regular medical condition such as menstrual pain or anti-inflammatory for sporting injuries. 
On all trips, it is the responsibility of parents to liaise with the trip leader with regard to the 
administration of any medication.  It is the right of any member of staff to decline the administration of 
any medication. 
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APPENDIX 4 
 

 
Standard First Aid Box Contents 
 
1 Guidance Card 
Individually wrapped sterile dressings 
2 Sterile eye pads 
6 Individually wrapped triangular bandages 
6 Safety pins 
6 Medium sized individually wrapped sterile unmedicated wound dressings (10cm x 8cm) 
2 Large sized individually wrapped sterile unmedicated wound  

dressings (13cm x 9cm) 
3 Extra large individually wrapped sterile unmedicated wound dressings (28cm x 7.5cm) 
10 Individually wrapped antiseptic cleaning wipes 
 
Also to be included with first aid boxes should be the following items for dealing with body fluid 
spillages. 
Disposable latex gloves 
Plastic waste disposal bags 
(Quantity of above dependant on numbers of persons in area where treatment might be required) 
Where there is no ready access to tap water, consideration should also be given to providing sealed 
bottles of sterile saline solution containing at least 300mls which must not be re-used once the seal 
has been broken. 
Where there is a risk of chemical splash then the bottle contents must be a minimum of 900mls 
 
 
 
LOCATION OF FIRST AID BOXES 
 
 The School Office 

 The Reception of the Sports Hall 

     School Minibuses 
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APPENDIX 5 

Fire Procedures 
In the event of the Fire Alarm sounding 

The fire alarm is a continuous sounding siren or bell. It is important that on any occasion when the fire 
alarm sounds continually, all staff treat it as a genuine alarm and evacuate the buildings immediately, 
setting a good example to pupils. Emergency evacuation procedures are displayed in all rooms, and should 
be consulted in advance by staff. The assembly point is on the MUGA by the bottom of the staff car park. 
Once assembled in rows of form groups, the office staff will distribute registers and form teachers hold up 
their register to show that all pupils are accounted for.  
 Fire Evacuation/Emergency Evacuation on hearing the fire alarm: 

 
Headmaster (HM) • If possible take emergency loud hailer 

• Supervise evacuation – co ordinate as necessary – If parents/visitors in 
playground area use loud hailer to inform them to move to the assembly 
point. 

• Go to Assembly point 
• Liaise with HMS and Bursar to establish if there is a fire, and if any 

person missing. 
• Instruct Teachers in charge of classes accordingly 

Deputy Head teacher 
(DH) 

• If teaching take class to assembly point  
• Assist or take over HM  if absent 

Receptionist • Take radio and registers to the assembly point  
• Guide and assist any visitors who are in the reception area or toilet to the 

assembly point 
Headmasters 
secretary (HMS) or in 
her absence Admin 
Staff. 

• Take radio and go to the assembly point 
• Put on Fire Warden Jacket 
• Assist handing out registers  to class teachers 
• Emergency evacuation red file – HMS/DH to liaise with Admin staff and 

tick off evacuation by class sheet then to hand file to HM or Bursar.  
Report to HMS all present or inform of any missing parties. 

Admin staff • Take radio and pupils medical evacuation bags, registers and staff sign in 
sheets - go to assembly point 

• Once at assembly point hand out registers  
• check if all staff that have signed in are present 
• check if all visitors that have signed in are present. 
• Have emergency Backpacks containing pupils medication, general first 

aid, mobile phone and pupils contact sheet ready if needed. 
• Report to HM all present or inform of any missing parties. 

Fire Officer (The 
Bursar) or in her 
absence the Senior 
Fire Warden.  

• Take radio 
• If there is evidence of a fire i.e visual smoke / flames seen by any one on 

site - immediately call 999 
• If safe to do so view the fire panel in the school office and await 

Maintenance staff confirmation of evidence of a fire in that Zone.  In the 
event of a fire phone 999.   

• Go down to the Assembly point and establish from HM if there are any 
missing staff, visitors or pupils and report then liaise directly with the fire 
brigade using Emergency evacuation file containing school plans and tick 
off evacuation sheet. 

Teaching staff • Vacate the classroom you are in by sending your children out via the 
safest exit 

• Take your class register from the HMS or Admin staff and check class 
and hold up register if all pupils present or report any discrepancies back 
to the HM Immediately 
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First Aider • Go to Assembly point – stand with Admin staff take possession of 
evacuation packs.  Manage and direct 1st aid situation as appropriate. 
Keep HM informed of situation. 

Fire Wardens  • If safe to do so sweep the area that you are in when the fire alarm 
sounds then exit to the assembly point put on Fire Warden Jacket and 
Report to HM for further instruction  

Maintenance Staff • Take radio 
• If safe to do so view the nearest fire panel and investigate the cause of 

the alarm and report to the Bursar and the Headmaster. 
• Be available to direct the Fire Brigade 

The Kitchen Staff • Turn off all appliances  
• Go down to the Assembly point and make their presence know to the 

Admin staff. 
Cleaning staff and 
contract staff 

• Evacuate through nearest fire exit and go to the assembly point.  

Choir and Lay Clarks • Evacuate through nearest fire exit to the assembly point and make 
yourself know to the Admin staff. 

Peripatetic Teaching 
staff 

• Vacate the room you are in by sending your children out via the safest 
exit . 

• Go to the Assembly point and take your child to their form teacher 
• Make yourself known to the admin staff  
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Electrical Safety 

DEFINITIONS 

Portable electrical equipment: 
Any electrical equipment that utilises a 13Amp plug 
Group “A” - Hand held or operated whilst connected to the supply. 
Group “B” - All other items connected via 13Amp plug but excluding Group “C & D”. 
Group “C” - Business Equipment. 
Group “D” - Low Voltage Equipment e.g. below 50 volts. 

Fixed electrical equipment  
Any electrical equipment that is permanently wired into the mains supply 

Business Equipment 
Any electrical equipment used within a classroom or office environment, (e.g. Computers, FAX, 
Telephones, Modems, Answer M/C, Scanners, Printers, Photocopiers etc,) which are connected to 
240 volt mains services and not frequently moved. 

Low Voltage Equipment 
Any electrical equipment that operates via a low voltage supply, including plug-in transformer units, (e.g. 
below 50 volts). 

Electrical Installation 

All electrical services must comply with the current requirements as detailed in the Electricity at Work 
Regulations 1989 and the Institution of Electrical Engineers Wiring Regulations (BS 7671).  All fixed 
equipment must also be installed in accordance with the IEE Regulations Edition 17 by a competent and 
suitably qualified person. 

Under no circumstances must any changes be made to the fixed electrical installation, whether 
permanent or temporary, without proper authorisation from the Bursar, who will arrange for any 
necessary work to be undertaken on behalf of the school. 

Apparatus 

Most of the electrical equipment used within the school will be of the normal domestic or commercial 
pattern.  As such it will comply with the Electrical Equipment (Safety) Regulations 1994 or the current 
British/EU Standard applicable to that particular item of equipment and should, therefore, be safe in 
normal use. 

Staff responsible for the acquisition and purchase of electrical equipment for use within the school must 
ensure that all electrical equipment purchased for school use meets either the applicable British / EU 
Standard or some other nationally recognised standard before completing the purchase arrangements

APPENDIX 6 



16 

All portable electrical equipment held in Departments shall be subject to a routine test and inspection at 
least every 3 years, more frequently as determined by the risk assessment, and the results of these tests 
recorded in a register designated for that purpose. 

Fixed electrical equipment shall be subject to a routine inspection and test every 5 years, and the results 
of these tests recorded in a register designated for that purpose 

Maintenance of Flexible Leads And Plugs 

Defective plugs, sockets, leads and other accessories cause more electrical accidents than the 
appliances with which they are used.  Such defects may for example result in external metalwork of an 
appliance, which is normally earthed and safe to handle, becoming live at a dangerous voltage. 

Flexible leads, plugs and sockets will deteriorate in service, so regular maintenance is essential to ensure 
user safety.  Routine inspections should be made by someone who is capable of recognising faults and 
defects which should then be repaired by an electrician or other competent person 

Residual Current Devices 

Residual current devices (R C D’s), otherwise known as earth-leakage breakers  
(E L C B’s), are fitted to some items of equipment.  Every RCD unit has a test button and this should be 
used routinely to check the operation of the RCD and to free the mechanism of any friction.  It is 
recommended that all R C D’s in regular use are tested in this way at least every month and those which 
are fitted to high risk equipment, such as water cleaners, are tested each time the equipment is used. 
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APPENDIX 7 
Display Screen Equipment  
Workstation Assessment Form 
 
Department  Location  
Room No.  Workstation User  
Assessment Date  Workstation Assessor  

 
1  Display Screen (circle Yes or No as appropriate) 
 
1.1 Are the screen characters properly formed and readable? 

1.2 Is the screen image stable and free from flicker? 

1.3 Are adjustable controls fitted, e.g. brightness, colour? 

1.4 Can the screen swivel and tilt easily?   

1.5 Is the screen free of reflective glare and reflections? 

1.6 Are screen cleaning materials provided ? 

1.7 Can the screen height and distance be adjusted? 

1.8 Is the screen at a comfortable viewing height? 

 (adjusted to minimize head, neck and eye movement) 

Action Required 
 
 
 
 

 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

 

 

No 

No 

No 

No 

No 

No 

No 

No 

 
2 Key Board 
 

2.1 Is the keyboard separate from the screen? 

2.2 Is it possible to easily adjust the tilt of the keyboard? 

2.3 Is the keyboard style and arrangement of keys designed for ease of use? 

2.4 Are the symbols legible and adequately contrasted? 

2.5 Does the keyboard have a matt surface to avoid glare? 

2.6 Is there adequate space in front of the keyboard to support wrists and  
 forearms of the user? 
2.7 Can work be done so that forearms and wrists are held horizontally? 

2.8 Is wrist rest provided? 

Action required 
 
 
 
 

 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 
 

Yes 

Yes 

 

No 

No 

No 

No 

No 

No 
 

No 
No 
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3 Work desk Surface 

3.1 Is the surface reflective? 

3.2 Is a document holder provided that is stable and easily adjustable? 

3.3 Is the work desk surface at a height which allows adequate clearance 
for the users lower limbs? 

3.4 Is the work desk large enough to permit flexible arrangement of equipment? 

3.5 Is the area around the workstation free from tripping hazards? 

3.6 Is there anything that prevents the user from easily changing their sitting position? 

Action required 

Yes 

Yes 

Yes 

Yes 
Yes 

Yes 

No 

No 

No 

No 
No 

No 

4 Work chair 

4.1 Is the chair upholstered without a hard front edge? 

4.2 Is it stable and does it allow easy freedom of movement? 

4.3 Can the seat height and seat back height and angle be easily adjusted? 

4.4 Can a comfortable sitting position be achieved? 

4.5 Is a footrest provided ? 

Action required. 

Yes 

Yes 

Yes 

Yes 

Yes 

No 

No 

No 

No 

No 

5 Space Requirements 

5.1 Does the space allocated provide for a comfortable working environment? 

5.2 Does the space permit reasonable changes to be made in the position of the 
furniture and equipment?  

Action Required 

Yes 

Yes 

No 

No 
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6 Lighting 
 
6.1 Is the room lighting adequate and satisfactory for all tasks being carried out? 
 
6.2 When looking away from the screen, does any part of the room seem too  
 bright or too dark? 
 
6.3   In the normal working position are there windows to: 
 (please tick as appropriate) 
 
 The left The right Behind  In front  
 
Action Required 
 
 
 
 

 
Yes 
 
Yes 

 
No 
 
No 

 
7 Reflections and Glare 
 
7.1  Are curtains or blinds fitted to windows to reduce reflection / glare? 
 
Action required. 
 
 
 
 

 
Yes 

 
No 

 
8 Heating & Ventilation 
 
8.1 Are temperature levels comfortable for the workstation user? 
 
8.2 Are they maintained at consistent levels? 
 
8.3 Is any equipment producing excessive heat? 
 
8.4 Is the workstation adequately ventilated? 
 
8.5 Is a thermometer available to check temperature levels? 
 
Action required: 
 
 

 
Yes 
 
Yes 
 
Yes 
 
Yes 
 
Yes 
 

 
No 
 
No 
 
No 
 
No 
 
No 
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9. Noise 
 
9.1 Is the workstation too noisy? 
 
9.2 If yes, can the noise be controlled? 
 
9.3 Is normal conversation difficult due to the working environment? 
 
9.4 Does the noise disturb or distract the user ? 
 
Action required. 
 
 
 

 
Yes 
 
Yes 
 
Yes 
 
Yes 
 

 
No 
 
No 
 
No 
 
No 

 
10. Software / User Compatibility 
 
10.1 Is the software provided suitable for the work required to be carried out? 
 
10.2 Is the user familiar with it? 
 
10.3 Has information and training in its use been provided? 
 
10.4 Can the work rate be adjusted to suit the individual user's ability? 
 
10.5 Is the information being processed too complex for the user? 
 
10.6 Is a help-desk service available? 
 
Action required 
 
 
 

 
Yes 
 
Yes 
 
Yes 
 
Yes 
 
Yes 
 
Yes 

 
No 
 
No 
 
No 
 
No 
 
No 
 
No 

 
11 Eyesight Testing 
 
11.1 Does the user experience any visual problems in seeing / reading source 
 material? 
 
11.2 Has this been reported to their line manager? 
 
11.3 Has the user recently had an eye test? 
 
11.4 What date was it? ---------------------- 
 
11.5 Has the user been advised of the School’s eye testing policy? 
 
Action required. 
 
 
 

 
Yes 
 
 
Yes 
 
Yes 
 
 
 
Yes 

 
No 
 
 
No 
 
No 
 
 
 
No 
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12 Work Practices 

12.1 If female, does the user have any anxiety about working with the equipment 
when pregnant? 

12.2 Is the user able to take sufficient breaks during the day either built in to the 
job, or through natural changes in work activity? 

12.3 Does the user understand how to adjust the workstation to suit him/her? 

12.4 Does the user know who to report faults with the equipment to? 

Action required 

Yes 

Yes 

Yes 

Yes 

No 

No 

No 

No 

13 Prevention of Upper Limb Strain 

13.1 Has the user experienced any aches / pains in wrists, arms or shoulders as a 
result of working at their workstation? 

13.2 Has this been reported to their line manager? 

13.3 When was it reported?------------------- 

13.4 What does the user consider to be the cause?------------------------------------- 
-------------------------------------------------------------------------------------------------- 
-------------------------------------------------------------------------------------------------- 

(use additional sheet of paper if required) 

Action required. 

Yes 

Yes 

No 

No 

14 Training 
Has the user been given training in the following areas? 

14.1 Adjusting the workstation equipment and furniture? 

14.2 Importance of adopting a comfortable posture when sitting at the 
workstation? 

14.3 Correct positioning of the upper limbs in relation to the work surface and 
keyboard? 

Action required. 

Yes 

Yes 

Yes 

No 

No 

No 
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APPENDIX 8 
What can I do to help myself? 
You should make full use of the adjustment facilities for your PC and work environment to get the best 
from them and avoid potential health problems.   

Adjusting your workstation to suit you 

• Adjust your chair and screen to find the most comfortable position for your work.  As a
broad guide, your arms should be approximately horizontal and your eyes at the same
height as the top of the screen casing.

• Make sure there is enough space underneath your desk to move your legs freely. Move
any obstacles such as boxes or equipment

• Avoid excess pressure on the backs of your legs and knees. A footrest, particularly for
smaller users, may be helpful.

• Don't sit in the same position for long periods. Make sure you change your posture as
often as practicable.  Some movement is desirable, but avoid repeat stretching
movements.

• Adjust your keyboard and screen to get a good keying and viewing position.  A space in
front of the keyboard Is sometimes helpful for resting the hands and wrists whilst not
keying.

• Don't bend your hands up at the wrist when keying. Try to keep a soft touch on the keys
and don't over stretch your fingers. Good keyboard technique is important.

• Try different layouts of keyboard, screen and document holder to find the best
arrangement for you.

• Make sure the characters on your screen are sharply focused and can be read easily.
They shouldn't flicker or move.

• Make sure there are no layers of dirt, grime or finger marks on the screen.

• Make sure you have enough work space to take whatever documents you need.  A
document holder may help you to avoid awkward neck movements.

• Arrange your desk and screen so that bright lights are not reflected in the screen.  You
should avoid directly facing windows or bright lights.

• Adjust curtains or blinds to prevent unwanted light.

• Use the brightness control on the screen to suit the lighting conditions in the room
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Safe Working With Laptops 
 
Using a laptop is a trade-off between getting the keyboard in a comfortable position and locating the 
screen within a comfortable viewing distance.  When using a laptop try and observe the following 
guidance: 

• Don't sit forward in hunched up position 

• Don't place the laptop to close to the edge of the desk this will cause you to look down too much 
and put your head and neck in a stressful posture 

• You may find it better to push the laptop backwards a little. This can be more comfortable for you 
head and neck and your arms can rest on the desktop, which will make it easier to keep your 
wrists in a relaxed or neutral position. 

• Sit right back in your chair so that its backrest can support you 

• Avoid leaning or bending to one side to read your screen or hard copies 

• Remove any obstructions that prevent you from sitting directly in front of your display 

• If you're reading from a hard copy tried to keep it as close to the laptop as possible and use a 
probably designed copy stand where ever possible 

• Avoid sitting too high or too low to minimise the risk of strain injuries particularly to your wrist 

• When using the track ball or glide pad keep your hand flat and fingers relaxed 

• Glare or reflected light can be a problem for laptop users. Try to ensure that screen is roughly 
perpendicular to your line of sight and avoid sitting with your back towards any windows 

• Avoid slouched or unsupported working postures.  It is recommended that you do not use a laptop 
whilst sitting on a sofa or easy chair 

• If working on a train try and avoid sitting in a seat with a table attached to the rear of the seat in 
front of you which will not provide sufficient space to work in.  Try and reserve a space at a 
communal table with facing seats.  This will give you more room and enable you to position the 
laptop more comfortably 

• When carrying your laptop always try and use a proper carry case with a padded shoulder strap to 
avoid putting excessive strain on your arms or risking damage to equipment if it knocks against 
something. 
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APPENDIX 9 

Workplace Health, Safety & Welfare 

Maintenance 

The workplace, the equipment and any devices must be maintained in an efficient state, in efficient 
working order and in good repair. This requires the operation of a suitable system of planned 
maintenance particularly where the failure of an item or device would result in danger or which was 
likely to result in a failure to comply with any of the Regulations concerned.  

The system of maintenance should be based upon an adequate assessment of the risks and must be 
documented by the keeping of suitable records relating to the scheme in operation, the results of any 
tests or assessments undertaken, and a record of any repairs etc carried out. 

Ventilation 

Effective and suitable methods of ventilation must maintain a wholesome atmosphere in all indoor 
areas where persons are at work. Effective ventilation should ensure the introduction and circulation of 
fresh or purified air to the workplace and the removal of stale, contaminated or hot air in a manner that 
does not cause discomfort. 

As a general guide the fresh air supply rate should not fall below 3 litres per second per person. 
However for areas where contamination is present such as dust or fumes then higher rates of 
extraction may be required in order to control a hazardous substance. 

Temperature 

The temperature in any workroom should be maintained to provide reasonable comfort without the need 
for special clothing. 
The temperature in classrooms where there is a normal level of physical activity should be at least 16°C.  
In areas where there is a higher than normal physical activity, e.g. in sports halls, washrooms and general 
circulation spaces, the temperature should be at least 15°C. 

The temperature in rest facilities should be at least 16°C. 

Adequate numbers of thermometers should be available at convenient places in the workplace to 
enable persons at work to determine the temperature in any workplace inside a building. 

Lighting 

Suitable and sufficient lighting must be provided and maintained throughout the workplace including 
outside were necessary. The requirements with regard to specific use, special group needs and 
emergency provisions must be taken into account when deciding upon the level of lighting. 

As far as possible lighting should be provided by natural means. Where adequate natural light can be 
provided it must be maintained by adequate window cleaning schemes and controlled by shading if 
necessary. 

Cleanliness and Waste Materials 

The surfaces of floors, walls and ceilings of all workplaces inside buildings must be maintained in a 
clean condition free from contamination and other harmful substances, and in good decorative order. 

Furniture and fittings must be maintained in a clean and serviceable condition. 
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Waste materials must not be allowed to accumulate in the workplace except in suitable containers. 
 
The standards applied here should reflect the nature of the environment but should not in anyway 
prejudice the health, safety or welfare of those affected. Due regard must also be given to those areas 
where hygiene standards need particular attention, e.g. kitchens, food storage, cold rooms, toilets, first 
aid areas and waste collection points. 

 
Space Requirements 
 
Every non-teaching room where persons work must have sufficient floor area, height and unoccupied 
space for the purposes of health, safety and welfare. Each person should, having regard to their work, 
have sufficient free floor space and height to allow movement which is safe and without risk to their 
health, safety and welfare. 

 
Teaching areas such as classrooms, workshops and laboratories are covered by guidance issued by 
statutory bodies such as the DfE for example and regard needs to taken to adhere to the appropriate 
guidelines. 
 
Workstations and Seating 
 
Every workstation must be designed to allow any person who works there, adequate freedom of 
movement, the ability to stand upright, to reach and, where necessary, lift materials and operate 
machinery without risk to their own health and safety or that of others. Particular regard should be 
given to emergency egress and the prevention of slips and falls. 
 
Condition of Floors and Traffic Routes 
 
All floors, stairways, passageways, gangways and access routes must be properly constructed and 
maintained. Floors should be free of tripping hazards, and provide a secure foothold. 
 
A secure and substantial handrail should be provided and maintained on at least one side of every 
staircase. Handrails should be provided on both sides if the stairs are heavily used, are more than one 
metre wide, have narrow treads or uneven risers. 
 
Effective measures should be available to deal with holes, bumps or uneven surfaces resulting from 
damage or wear and tear, which may cause a person to trip or fall. Such measures should include a 
prescribed course of action in the event that immediate repairs are not possible, e.g., the provision of 
barriers or conspicuous markings etc. 
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Prevention of Falls and Falling Objects 
 
Physical safeguards must be used to prevent falls of persons or objects from heights or from persons 
being struck by falling objects both inside and outside the premises. Where such safeguards are not 
practicable then 'danger areas' should be designated with restricted access, those authorised to enter 
should be both protected and adequately instructed. 
 
Where there is a risk of a person falling 2 metres or more, or a risk of injury to people caused by falling 
objects, effective fencing should be provided and maintained.  This must take into account both the 
nature of the risk and the type of person requiring the protection, e.g. children, and the disabled or 
handicapped, and any vehicles and materials that might be involved. The fencing itself should not 
present additional risk. 
 
Changes of level, such as a step or slope between floors, which is not obvious, should be marked to 
make it conspicuous. Consideration should be given to the visual capability of those effected, the 
adequacy of the available lighting, both natural and artificial, and any foreseeable emergency 
conditions. 
 
Materials and objects should be stored and stacked in such a way that they are not likely to fall and 
cause injury. Racking should be of adequate strength and stability having regard to the loads, both 
imposed and applied, including the effects which vehicles and weather may have. 
 
Glazing: Windows, Doors, Gates and Walls  
 
Every window or other transparent or translucent surface in a wall or partition, door or gate must be of 
a safety material or otherwise protected against breakage and be appropriately marked to make it 
apparent under the following conditions; 

(a) Where any part of the glazing material is at or below shoulder level in the case of doors and 
gates; 

(b) Where any part of the glazing material is at or below waist level in the case of windows, walls 
and partitions. 

 
Glazing: Windows, Skylights and Ventilators 
 
Windows, skylights and other means of ventilation must be usable without risk to health or safety. This 
will require the provision of suitable devices, where necessary, to allow anyone to open or close them 
safely. 
 
The open window or ventilator must not project into areas where people may collide with them. 
 
Provision must be made for the routine cleaning and maintenance requirements of all windows, 
skylights and ventilators which will allow them to be serviced from a position of safety from either, 
inside the building, from ground level outside or with the aid of suitable equipment.  
 
Traffic Routes 
 
The layout, construction and operation of all workplace traffic routes must be safe. Traffic routes 
include any footpath, gangway, passageway, stairs, etc, intended for use by pedestrians, or roadways 
for use by either vehicles or pedestrians or both. 
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The main points for consideration with regard to any traffic route are: 
 
(a) Persons working next to a traffic route must not be placed in a position of danger 
(b) There must be provided adequate space and effective separation between pedestrians, routes, 

access points and gates or doors where vehicles operate 
(c) Where pedestrians and vehicles use the same traffic route there should be sufficient 

separation between them 
(d) All traffic routes should be adequately identified where necessary for health and safety 
Any safe system of work should to take into account the needs of the disabled, visually impaired and 
others who may have difficulty understanding conventional signage. 
 
Contractors and visitors must be advised of any special arrangements that are necessary to maintain 
the safety of all traffic routes and to protect the persons using the workplace. 
 
Doors and Gates 
 
All doors, and gates within, or giving access to, the workplace must be safely constructed, properly 
maintained and fitted with adequate safety devices to prevent injury. 
 
Appropriate consideration should be given to the needs of the disabled when designing or refurbishing 
a workplace. 
 
Where power operated mechanisms are used these must not prevent manual operation in the event of 
a power failure or other emergency. 
 
Sanitary and Washing Facilities 
 
Suitable and sufficient sanitary and washing facilities must be provided for the use of all persons who 
work at or from the workplace. They should be designed to allow use with reasonable ease by all 
persons, including those with disabilities, and maintained in a clean and hygienic condition.  
 
Guidance on the appropriate number of sanitary facilities and changing accommodation for schools is 
given in Regulations 3 and 4 of the Education (School Premises) Regulations 1996  
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APPENDIX 10 
General Guidance on the Use of Work Equipment 
 
Suitability of Work Equipment 
 
The following should be considered when deciding upon the selection of suitable work equipment: 
 
(a) Risk assessment will help in the selection of work equipment by assessing its suitability for 

particular tasks, and safe systems of work, or method statements, will ensure safe use of the 
equipment. 
 

(b) Equipment must be suitable by design, construction or adaptation, for the actual work and/or 
environment for which it has been provided. 
 

(c) Staff will need to assess the location in which the work equipment is to be used and take into 
account any risk that may arise 
 

(d) The provision of adequate supervision to ensure that work equipment is not used for tasks for which 
it would be unsuitable is also important. 

 
Maintenance 
 
All work equipment must be maintained in an efficient state, in efficient working order and in good 
repair with adequate records kept. The depth of the requirement is extensive and includes the need for 
both routine and planned maintenance schemes, which must be properly documented. The aim of 
such procedures is to actively prevent failures occurring whilst equipment is in use particularly where 
such a failure would result in a dangerous situation. 
 
Maintenance work should only be undertaken by a person who is competent to do so and who has been 
properly appointed by the employer. This could be an adequately trained employee or a contractor 
appointed for the purpose of maintaining specific plant or equipment. 

 
The requirement here is for a formal system which will ensure that both routine and planned 
preventative maintenance arrangements are both directed and undertaken by competent people 
whether these be staff of the employer or an outside undertaking contracted to provide the service. 
 
All work equipment used in the workplace must meet current standards of safety under relevant 
statutory requirements and the management and operation of all work equipment must be in 
accordance with the requirements of the Provision and Use of Work Equipment Regulations 1998 
Heads of Department will need to ensure that anybody using work equipment has been given sufficient 
information and instruction, as necessary for their safety. This can be in the way of safe systems of work, 
information provided by manufacturers, suppliers or the employer and will need to cover these areas 
adequately; 
 
(a) The conditions in which and the methods by which the work equipment may be used; 
(b) Foreseeable abnormal situations and the action to be taken if such a situation were to occur; and, 
(c) Any conclusions to be drawn from experience in using the work equipment. 
(d) Written information and instructions must be available and readily comprehensible to those 

concerned 
(e) Where work equipment presents a significant risk when operated, it is only to be used by a 

competent person.  (Competency is defined as having the necessary, experience, training, 
knowledge and skill) 
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(f) Adequate information including the results of risk assessments, instruction and training must be
provided for both users and SLT.

(g) All dangerous parts of work equipment are to be adequately protected.
(h) Guards, protection devices and protective appliances are to be of suitable construction for their

intended purpose and maintained in efficient working order and good repair.
(i) Personal protective equipment such as goggles, overalls, gloves, footwear etc, must be provided

and used in the workplace and be appropriate for the risks of the activity being carried out.
(j) Appropriate and clearly visible health and safety markings shall be placed on all powered work

equipment where relevant and appropriate written safety notices and safety signs shall be
displayed in the working area as necessary.

(k) All means of stopping fixed powered work equipment must be clearly identified on the equipment
itself, and additional means of isolating power from all work equipment in places such as
workshops and craft areas must be clearly identified and signed with the appropriate safety sign.

(l) When an area containing powered and non-powered work equipment is not in use, then it must
be secured against access by non - authorised persons.

APPENDIX 11 

Working with Ladders and Stepladders 

Latest advice from the H&S executive on working safely with Ladders and Stepladders 

http://www.hse.gov.uk/pubns/indg455.pdf 
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APPENDIX 12 
GENERAL ACCESS PERMIT 

PERMIT NO. VALID FROM: EXPIRES  
DATE/TIME: 

AREA: 

CONTRACTOR DETAILS: 

Supervisor: No. of Operatives 

Names of Operatives: 
(if known) 

RSM Contact: 
This person is to escort 
the contractor 

If no, comment on arrangements: 

YES NO 

HEALTH & SAFETY INFORMATION 
Method statements and risk assessments supplied by contractor and agreed by 
Bursar YES NO 

Contractor supplied with RSM Safety Information YES NO 
Other Health and Safety information which the contractor should consult 

HAZARDS AND PRECAUTIONS 

In addition to the matters mentioned in the  RSM Safety Information above, are there:- 
a) any special hazards which may be introduced by the work taking place in this
location at this time?

YES NO 

Please specify 

b) any special precautions needed before work can commence? YES NO   

Please specify 

Name of person responsible for these precautions 

OTHER PERMITS REQUIRED YES NO 

WORKING AT HEIGHTS HOT WORKS CONFINED SPACE ELECTRICAL 

ALARM AND SAFETY 
SYSTEMS 

HEAVY LIFTING INC
MACHINERY 

OTHER (specify) 

REIGATE ST MARY’S AUTHORISATION 
I approve the works subject to any permits being issued as set out above. 

Signature:                                                            Date: 
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GENERAL ACCESS PERMIT 

ACCEPTANCE BY CONTRACTOR’S SUPERVISOR 
I confirm: 

• I understand the scope of the work to be done.
• I have read and understood the H&S Information and have given all relevant information to

the operatives.
• I understand the terms and conditions of any Permits to Work relevant to the work and have

explained these to the operatives.
• I will ensure that the works will be carried out in accordance with the method statements

and the H&S Information.
• If a named operative is replaced or additional operatives are brought to site I will notify the

site contact.
• The contractor will supply all tools to be used in the works.

Signature:       Date: 

HAND BACK BY CONTRACTORS’ SUPERVISOR (Delete this section where appropriate) 
I certify that the work has been *suspended/completed and all workers have been withdrawn.  
All contractors’ tools and equipment have been removed from the work area. 

Name Signature Date Time 

Signatures must be legible 

DETAILED PROCEDURES 
ON ARRIVAL 
The Contractor’s Supervisor will be issued with the Permit and all Operatives with a Visitors’ 
badge, if during term time. The Site Contact will not necessarily escort the contractor unless 
other arrangements are specified. 
ON LEAVING  
Unless other arrangements are specified the Bursar is to accept the completed 
form and any associated Permits when ALL operatives involved in the work have 
left the premises. This hand back is for security purposes only and is not an 
acceptance of the work by Reigate St Mary’s School. 
LONG TERM CONTRACTORS 
Hand Back may be deleted for long term ‘multiple use’ permits e.g. Painters. 
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PERMIT-TO-WORK 

PERMIT NO. VALID FROM: 
DATE: 

 
TIME: 

EXPIRES  
DATE: 

 
TIME: 

 

TYPE OF PERMIT   

WORKING AT HEIGHT HOT WORK CONFINED SPACE  ELECTRICAL 

ALARM AND SAFETY 
SYSTEMS 

HEAVY LIFTING INC 
MACHINERY 

OTHER (specify)  

 

PRECAUTIONS 
Precautions required to be taken in view of the nature, location and time of the work (in addition to those set 
out in the Site Safety Information) 
1. 
 
2. 

3.  

Name of person responsible for these precautions  
 

ISOLATIONS 
Isolations required  

Specify isolation type Time of isolation Expiry time 

1.   

2.   
Name of person responsible for the isolation  

 

SUSPENSION OF WORKS 
If work has to be suspended I certify that it is in a safe state. 

The work area/ equipment has been made safe.   YES NO   
If not, detail below the specific arrangements agreed with the appropriate manager. 

 

 

Responsible Person’s signature  Time: 

RSM contact’s signature  Time: 

RECOMMENCEMENT APPROVED  Time: 

 RSM contact’s signature  Time: 
 

COMPLETION OF WORKS and CANCELLATION OF PERMIT 
I confirm that the specific work related to this permit has been completed.  It is now safe for the: 

*Area/plant/equipment  to be used / tested / recommissioned YES NO   
*Delete where not applicable 

Responsible Person’s  signature  Time: 

RSM Bursar’s signature  Time: 
 

PERMITS SAVE LIVES – GIVE THEM PROPER ATTENTION 
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APPENDIX 13 

General Guidance on the Use of Substances Hazardous to Health 
Hazard symbols and hazard pictograms 
You are probably already familiar with the current CHIP hazard symbols that appear on some chemical 
labels: 

Old CHIP symbols 

• 

• 

These symbols help us to know that the chemicals we are using might be explosive, oxidising, highly or 

extremely flammable, (very) toxic, harmful, irritant, corrosive, or dangerous for the environment. One or more 

might appear on a single chemical. 

These symbols are being replaced by others because the law on chemical classification and labelling has 

recently changed. 

The new symbols, called pictograms, show similar images just a slightly different shape and colour. 

New CLP symbols 

• 

• 

You’ll see that the harmful symbol is missing. This has been replaced by the exclamation mark 

pictogram: 

•
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This pictogram will refer to less serious health hazards such as skin irritancy / sensitisation. 

A couple of new pictograms have also been introduced: 

• 

This pictogram reflects serious longer term health hazards such as carcinogenicity and respiratory sensitization, 

as well as .mutagenics, which are unlikely to be found at Reigate St Mary’s. 

• 

This pictogram means “Contains gas under pressure” 

, 
Hazardous substances can include 

These may be 

Routes of contamination 

 Inhalation: Dust, fume, vapours caused by work process
 Ingestion: Contamination of hands, clothes transmitted by eating drinking smoking
 Absorption: Contamination of skin or clothing
 Direct entry: Contamination of cuts, grazes or injected by sharp object

 Liquids
 Powders
 Fumes
 Solids
 

 Gases
 Vapours
 Dusts
 Living organisms

 Toxic
 Irritant
 Explosive
 Reactive

 Allergenic
 Corrosive
 Carcinogenic
 Flammable
 Infective
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Management Responsibility 

All Staff are to  

1. Ensure that all substances and materials used in their areas of responsibility are identified and
assessed obtaining relevant manufacturers hazard data sheets for the substances where
appropriate.

2. Ensure that there is a suitably competent person available to carry out an assessment of all
identified hazardous substances

3. Maintain a current record of all substances and materials, containing assessments results and all
hazard data information

4. Ensure that all staff are aware of the location of the hazard data sheets and that they understand
and follow the safe working procedure in them.

5. Ensure that suitable personal protective clothing is provided and worn where appropriate and is
correct for use with the identified hazardous substance.

COSHH based on assessment 

“No employer to carry on work liable to expose any employee to any substance hazardous to health 
unless a suitable and sufficient assessment has been made of the health risk and required control 
measures”. 
(Regulation 6 COSHH Regulations 1999) 

COSHH Assessment 

COSHH assessments must be undertaken before a substance is used and should include, 

(I) An assessment of the risks to health;
(ii) Consideration of the practicability of preventing exposure to hazardous substances;
(iii) The steps necessary to achieve adequate control of exposure;
(iv) Identification of actions needed to comply with regulations concerning,

• the use of control measures

• maintenance, examination & test of control measures

• monitoring of exposure

• health surveillance

• information, instruction, and training
(v) The measures necessary to ensure safe storage, monitoring of use and disposal of both used and

unwanted substances.
An assessment of the risks should take into account:

(i) The type of substance, including biological agents to which staff and pupils are liable to be exposed
(ii) What effect these substances have on the body;
(iii) Where the substances are likely to be present and in what form;
(iv) The extent of likely exposure including any foreseeable deterioration or failure in the control

measures adopted;
(v) An estimate of exposure taking account of existing control measures including engineering 

controls and systems of work 
(vi) Comparison of estimated exposure levels with published standards.
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Prevention or Control of Exposure 

Prevention of 
exposure 

 Eliminate use of substance
 Replace with a less hazardous

substance or in a less hazardous
form

 Exclude non-essential persons

Control by 
engineering 
means 

 Enclose process and handling
systems

 Use Local Exhaust Ventilation

Procedural 
controls 

 Reduce number of people exposed
and the period of exposure

 Carryout regular cleaning of floors
and working surfaces

 Provision and use of good washing
facilities

 Adherence to safe working
procedures and practices

Use of Personal 
Protective 
Equipment 

Measure of last resort 
 Respiratory protective equipment
 Protective clothing, footwear,

gloves

 Eye protection
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APPENDIX 14 
General Guidance on Manual Handling Operations 

Manual Handling is “the transporting or supporting of any item or object, including any person or 
animal, by hand or bodily force.” Guidance on whether there is a necessity to carry out a full risk 
assessment is at the end of this section. 

Includes: Lifting, lowering pushing, pulling and carrying 

Physical Manual Handling Problems 

Employers duties 
• Avoid need for manual handling operations where possible

• Make a suitable and sufficient assessment of any manual handling operations

• Minimise or control exposure to risk of injury

Manual Handling Assessment 

• Tasks:-  carried out in the workplace 

• Individuals: - involved in carrying out the tasks

• Loads: - which are being handled 

• Environment: -  in which the loads are being handled

Manual Handling Operations 

Making Objects Safe to Move 

• Split loads that are excessively heavy whenever possible

• Bear in mind the centre of gravity of objects when lifting and moving

• Push or pull objects to get them close for lifting

• Assess the weight of objects by bearing the weight gradually when lifting.  Stop if it feels
to heavy

• Seek help if you consider objects too heavy or bulky to move on your own.

• Use a suitable mechanical aid if available

• Do not overload trolleys

• Take care not to rush when moving objects to avoid straining yourself or putting others at
risk

• Do not let the load obstruct your view.  Make sure your route is clear before you start
moving anything.

• Take extra care when carrying objects on stairs

• Sprains
• Strains
• Crushes
• Bruises
• Cuts

• Fractures
• Trapped nerves
• Ruptures
• Hernias
• Back disorders
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Maintaining a Safe Workplace 

• Store heavy or frequently used objects at waist height.

• Always use a stepladder or step stool to access items on high shelves.

• Ensure that nothing obstructs you from lifting objects close to the body.

• Avoid lifting heavy loads in restricted areas that force stooped postures, by using pulling
or pushing techniques.

• Organise workstation layouts to remove or reduce the need for twisting or bending whilst
standing or when seated.

• Do not try to lift an object when seated.

• Clear up all spillage’s as soon as they occur.

• Keep all floor space, gangways, walkways and access routes free from obstructions and tripping
hazards

Lifting and Moving Techniques 

• Do not lift at all if it can be avoided

• Make as much use as you can of mechanical appliances to assist you

• Think before you lift

• Stand as close to the load as possible

• Bend the knees keeping the back in a natural line

• Ensure that your grip on the load is comfortable and firm

• Raise your head as you start to lift and look in the direction of travel

• Lift using the strength in your legs

• Pull the load in close to the centre of the body

• Avoid twisting from the waist when holding a load, move your feet to turn in the direction
you wish to go or to place the load.

• Ensure all lifts from floor to head height are split mid-way so that you can change you
grip on the object.

• Do not carry a load under one arm resting on the hip

Guideline Figures for Lifting and Lowering Female Male 

If the handler's hands enter more than one of the 
box zones during the operation, the smallest weight 
figures apply. It is important to remember however, 
that the transition from one box zone to another is 
not abrupt; an intermediate figure may be chosen 
where the handler's hands are close to a boundary 

Where lifting or lowering with the hands beyond the 
box zones is unavoidable, a more detailed 
assessment should always be made. 

THESE FIGHURES ARE FOR GUIDANCE ONLY 



39 

MANUAL HANDLING ASSESSMENT FORM 

YES NO CONTROLS 
THE TASKS - do they involve: 
Holding loads away from the trunk? 
Twisting? 
Stooping? 
Reaching upwards? 
Large vertical movements? 
Long carrying distances? 
Strenuous pushing or pulling? 
Unpredictable movement of loads? 
Repetitive movements? 
Insufficient rest & recovery periods? 
A work rate imposed by a process? 
THE LOADS - are they: 
Heavy? 
Bulky/unwieldy? 
Difficult to grasp? 
Unstable or unpredictable? 
Intrinsically hazardous i.e. sharp 
edges  
THE ENVIRONMENT - are there: 
Constraints on posture? 
Poor floors? 
Uneven surfaces? 
Hot, cold or humid conditions? 
Strong air movements? 
Poor lighting conditions? 
THE INDIVIDUALS - does the job : 
Require unusual capabilities? 
Hazard those with health problems? 
Hazard pregnant workers or nursing 
mothers? 
Require special training or 
information? 
OTHERS: 
Does PPE interfere with any aspect of 
the task? 
TOTALS: 
The totals of YES and NO answers should guide you in your evaluation of risk, the more YES 
answers the higher the risk. 
Is the risk adequately controlled? YES NO 

ASSESSOR: DATE: 
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APPENDIX 15 
 
Stress Management 
 
Managing Stress at Work 
 
What is stress? 
 
(a) Work-a related stress is ‘ the adverse reaction people have to excessive pressure or other types 

of demands placed on them’. 
 

(b) Work-related stress is not an illness, but can lead to increased problems with health if it is 
prolonged or particularly intense.  Stress can involve 

• Physical effects such as raised heart rate, headache, increased sweating, aching neck 
and shoulders and lowering of resistance to infection. 

• Behavioural effects such as increased anxiety and irritability, difficulty in sleeping, poor 
concentration and an inability to deal calmly with everyday tasks and situations. 

 
(c) These effects are usually short-lived and cause no lasting harm.  When pressure recedes there 

is a quick return to feeling normal. 
 

(d) There is no simple way of predicting what will cause harmful stress, people respond to different 
types of pressure in different ways.  What one person may see as a challenge another person 
may see as a daunting task.  How susceptible we are to stress depends on our personalities, 
experience, motivation and the support available from managers, colleagues, families and 
friends. 
 

(e) In general, harmful levels of stress are most likely to occur where 

• Pressures pile on top of each other or are prolonged; 

• People feel trapped or unable to exert any control over demands placed on them; 

• People are confused by conflicting demands made on them; 

• People feel there is a lack of appropriate management or supervisory direction and support. 
 
(f) Physical conditions in the working environment can also be stressful and these may include 

excessive noise, heat, humidity, poor ventilation and lighting, cramped work surroundings and 
working in isolation. 

 
Legal position 
 
(a) There is no specific legislation covering stress at work because not enough is known to set 

detailed standards or requirements.  However under general health and safety legislation 
employers have a duty to; 

• Ensure so far as is reasonably practicable that their workplaces are safe and without risk to 
health 

• Carry out assessments of the nature and scale of risks to health and safety from their 
activities and provide suitable and sufficient control measures where required. 

 
(b) Employers should bear stress in mind therefore when assessing possible health hazards in the 

workplace, monitoring for developing problems and being prepared to act if harm to health 
seems likely. 
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Managing Stress 

Employer responsibility 

(a) The school is committed to finding ways of reducing work related stress so far as is reasonably
practicable.  In particular it will seek to develop good management practices and procedures that
ensure the problem of work-related stress is understood and taken seriously throughout the
organisation.

(b) The school recognises the importance of ensuring that individual staff are not made to feel guilty
about their stress problems, but are given encouragement to seek help and support to manage
the situation.

(c) This will be achieved through;

• Clear school objectives involving staff contribution where possible

• Good communications

• Good employee support

• Planned and agreed working hours allowing for flexibility

• Work targets that are stretching but obtainable

• Effective systems for dealing with interpersonal conflict

• Referral to the HR department for confidential counselling and medical evaluation.

Employee responsibility 

(a) Individuals have a personal responsibility to;

• Plan, prioritise and undertake their work systematically, and to seek advice and guidance
from the SLT when faced with what they consider to be conflicting priorities, or deadlines /
targets that they feel unable to achieve.

• Inform the SLT and seek to identify any situation where they feel they are unclear about
their priorities or objectives.

• Discuss with the Headmaster or Bursar during staff development interviews, any situation
that is causing undue stress and which may be rectified by training or staff development.

• Support their colleagues if they believe they are experiencing work-related stress.
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APPENDIX 16 
 
General Guidance on Lone Working 
 
1. A Lone Worker is defined as a person who whilst at work has neither, visual or audible 

communication with someone who can summon assistance, but excludes those who work alone 
off-site. 

 
2. It is inevitable that at certain times, staff will find themselves working alone.  These occasions 

can occur, for example, at the beginning and end of working periods, during holidays, during the 
night and at weekends. 

 
3. Whilst there is no overall legal prohibition on working alone, the general duties of the Health & 

Safety at Work Act and the specific duties of the Management of Health and Safety at Work 
Regulations still apply.  

 
4. These require the identification of the hazards of the work, assessment of any significant risks 

involved, and devising and implementing safe working arrangements to ensure that the risks are 
either eliminated or adequately controlled. 

 
5. Lone working should not be undertaken where there is a reasonably foreseeable risk that the 

work might result in an accident which would be sufficiently serious to require a second person 
to be available to summon help or provide assistance. 
 

6. Situations Where ‘Lone Working’ Is Prohibited By Law 
 

The following examples specify systems of work, which require more than one person. 
 

• Entry into confined spaces such as tanks, manholes, pipes, flues, ducts, ceiling voids, 
enclosed basement rooms, and other spaces where there may be inadequate natural 
ventilation or restricted access.  

 
• Use of ladders which cannot be secured and require “footing” by a second person or 

the use of high step-ladders, i.e. those designed to reach above two metres or provide 
access to a place of work which is above two metres. 

 
• Erection and disassembly of scaffolding and access towers including the moving of 

such items where there is provision for the physical movement of the assembled 
structure whether by powered assistance or not. 

 
 7.       Use of specified dangerous machines 

Persons are prohibited from working alone at certain types of machines unless they have 
received sufficient training in work at those machines.  Examples of these are: 
 

• Woodworking machines, 

• Dough mixers, 

• Metal milling machines, 

• Guillotine machines (both powered and manual), 

• Slicing machines used in catering (both powered and manual), 

• Hydraulic and pneumatic power presses, 

• Food mixing machines when used with attachments for mincing, slicing, chipping or 
any other cutting operations or for crumbling. 

 



43 

6. Establishing safe working arrangements for lone workers is no different from organising
the safety of other staff.  The obvious question that has to be asked is whether the risks of the work 
can be adequately controlled by one person, or are more people necessary? 

7. Lone workers should not be exposed to significantly higher risks than others who work
together.  Precautions should take account of normal working conditions and foreseeable emergency 
situations, e.g. fire, equipment failure, illness and accidents.  All situations where staff may be 
working alone should be identified and the following questions asked. 

(a) Will situations that are legally prohibited arise?
(b) Does the workplace present a special risk to the lone worker?
(c) Is there safe access and exit for that person?
(d) Can one person safely handle all the plant and equipment needed?
(e) Can all the substances and materials involved in the work be handled safely by one

person?
(f) Will there be a risk of violence ?
(g) Are those working on their own at particular risk?

12. Lone Workers should be capable of responding correctly in emergency situations.

13. Suitable systems should be devised to monitor the conditions of Lone Workers and include at
least a check at the end of the working period.

14. Procedures where regular contact between the Lone Worker and a member of supervisory staff
or the caretakers office is maintained using either a telephone or radio.

15. At times where there is no one else on the school site the Lone Worker should arrange for
telephone checking of his/her safety, and an agreed time that the Lone Worker should have
finished at the school and be back in contact with family or friends.
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 APPENDIX 17 

General guidance on Safety Committees 

Members of the Health and 

SafetyCommittee2020-2021

Chairman   Roisin Gibbs

  Secretary Teresa Manser 

Operations Manager RSM 

Headmasters P.A. RSM 

School Governor responsible for Health and Safety Mr Brian Day  
John Foster  
Barbara Hopkins 
Tina Reed 
Annette Wright 
Rob Forsyth  
Kim Upson    
Sam Selkirk  

Maintenance RSM 
Lower School TA 
Lower School TA 
Deputy Head 
Head of Games 
Medical Officer 
Head of Lower School and Early Years 
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