
 

TOGETHER WE RAISE ASPIRATIONS FOR INDEPENDENCE AND LIFELONG LEARNING 

 

  

 
 
 
 
 
 
 
 
 
 

 
WOOLDANDS SCHOOL HEALTH AND SAFETY POLICY 

REVIEWED:  October 2021    

 

HEADTEACHER/CHAIR OF GOVERNORS: Diane Whaite 



 

1 
 

AIMS OF THE POLICY ................................................................................................................................... 3 

Staff and Governor Responsibilities ....................................................................................................... 3 

The Governing Body ............................................................................................................................... 3 

School Health And Safety Co-Ordinator ................................................................................................. 4 

Teaching/Non-Teaching Staff Holding Positions Of Special Responsibility ............................................ 4 

Class Teachers  Class teachers are expected to: .................................................................................... 5 

School Health And Safety Representatives ............................................................................................ 5 

All Employees .......................................................................................................................................... 6 

Students .................................................................................................................................................. 6 

PROCEDURES AND ARRANGEMENTS ......................................................................................................... 7 

Introduction ............................................................................................................................................ 7 

Maternity Risk Assessment..................................................................................................................... 7 

Curriculum Activities ............................................................................................................................... 7 

Fire .......................................................................................................................................................... 7 

Manual Handling..................................................................................................................................... 7 

Computers and Workstations ................................................................................................................. 7 

Hazardous Substances ............................................................................................................................ 8 

Violence .................................................................................................................................................. 8 

School Transport – Drop off and Pick Up ............................................................................................... 8 

Fire and Evacuation ................................................................................................................................ 8 

First Aid ................................................................................................................................................... 8 

Transport to Hospital: ............................................................................................................................. 9 

Accidents within the school and its grounds .......................................................................................... 9 

Accidents Out Of School ....................................................................................................................... 10 

Bomb Hoaxes and Bomb Alerts ............................................................................................................ 10 

Gas Leaks .............................................................................................................................................. 11 

HEALTH AND SAFETY TRAINING ............................................................................................................... 11 

Training for Staff ................................................................................................................................... 11 

Minibus Training ................................................................................................................................... 11 

Oxygen in School .................................................................................................................................. 11 

INSPECTION AND TESTING OF PLANT AND EQUIPMENT ......................................................................... 12 

Statutory Inspections ............................................................................................................................ 12 

Equipment Maintenance – Curriculum ................................................................................................ 12 

Ladders and Access Equipment ............................................................................................................ 12 

Minibuses .............................................................................................................................................. 13 

Inspection of Premises ......................................................................................................................... 13 

Consultation .......................................................................................................................................... 13 

Communication of Information ............................................................................................................ 13 

Supervision of Students ........................................................................................................................ 13 

Security and Visitors ............................................................................................................................. 13 

Vehicles on Site/Parking ....................................................................................................................... 14 

Arrangements for Disabled Persons ..................................................................................................... 14 



 

2 
 

Building Maintenance ........................................................................................................................... 14 

Asbestos ................................................................................................................................................ 14 

Control of Contractors .......................................................................................................................... 14 

REVIEW ..................................................................................................................................................... 15 

APPENDIX 1 WOODLANDS SCHOOL HEALTH AND SAFETY ORGANISATIONAL CHART ............................ 16 

APPENDIX 2 – ROLES AND RESPONSIBILITIES ........................................................................................... 17 

 
  



 

3 
 

AIMS OF THE POLICY 

The Governing Body believes that ensuring the health and safety of staff, students and visitors is 
essential to the success of the school. We will, so far as is reasonably practicable, comply with the 
Health & Safety at Work Act 1974, and all other statutory provisions, which applies to its employees, 
residential contractors, students and visitors.  

We are committed to: 

 Providing a safe and healthy working and learning environment 

 Preventing accidents and work related ill health 

 Assessing and controlling risks from curriculum and non-curriculum work activities 

 Complying with statutory requirements as a minimum 

 Ensuring safe working methods and providing safe equipment 

 Providing effective information, instruction and training 

 Monitoring and reviewing systems to make sure they are effective 

 Developing and maintaining a positive health and safety culture through communication and 
consultation with employees and their representatives on health and safety matters 

 Setting targets and objectives to develop a culture of continuous improvement 

 Ensuring adequate welfare facilities exist at the school 

 Ensuring adequate resources are made available for health and safety issues, so far as is 
reasonably practicable 

 

Staff and Governor Responsibilities 

To comply with the Governing Body’s Statement of Intent the school’s normal management structure 
have had additional responsibilities assigned, as detailed below. 
 
An organisational chart showing the school’s health and safety management structure is attached at 
Appendix 1 and a list of relevant staff and personnel at Appendix 2. 

 
The Governing Body 
 
The Governing Body has the following responsibilities to ensure: 

 

 A clear written policy statement is created which promotes the correct attitude towards safety 
in staff and students. 

 Responsibilities for health, safety and welfare are allocated to specific people and those 
persons are informed of these responsibilities. 

 Persons have sufficient experience, knowledge and training to perform the tasks required of 
them. 

 Clear procedures are created which assess the risk from hazards and produce safe systems of 
work. 

 Sufficient funds are set aside with which to operate safe systems of work. 

 Health and safety performance is measured both actively and reactively. 

 The school’s health and safety policy and performance is reviewed annually. 
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THE HEADTEACHER 
 
The Headteacher has the following responsibilities: 
 

 To be fully committed to the Governing Body’s Statement of Intent for Health and Safety. 

 Ensure that a clear written local Policy for Health and Safety is created. 

 Ensure that the Policy is communicated adequately to all relevant persons 

 Ensure appropriate information on significant risk activities is given to visitors and contractors. 

 Ensure appropriate consultation arrangements are in place for staff and their Trade Union 
representatives. 

 Ensure that all staff are provided with adequate information, instruction and training on health 
and safety issues. 

 Make or arrange for risk assessments of the premises and working practices to be undertaken. 
These are stored on the Staff Drive. 

 Ensure safe systems of work are in place as identified from risk assessments. 

 Ensure that emergency procedures are in place. 

 Ensure that equipment is inspected and tested to ensure it remains in a safe condition. 

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

 Ensure arrangements are in place to monitor premises and performance. 

 Ensure that all accidents are investigated and any remedial actions required are taken or 
requested. 

 Report to the Governing Body annually on the health and safety performance of the school. 
 

School Health and Safety Co-Ordinator 
 

 The School Health and Safety Co-ordinator has the following responsibilities: 

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

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

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

 To advise the Headteacher of situations or activities which are potentially hazardous to the 
health and safety of staff, students and visitors. 

 To ensure that staff are adequately instructed in safety and welfare matters about their specific 
work place and the school generally. 

 Carrying out any other functions devolved to her by the Headteacher or Governing Body. 
 

Teaching/Non-Teaching Staff Holding Positions of Special Responsibility 

This includes Middle Leaders, School Business Manager, and Site Supervisors. They have the following 
responsibilities: 
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 Apply the school’s Health and Safety Policy or relevant Local Authority Health and Safety Code 
of Practice to their own department or area of work and be directly responsible to the 
Headteacher for the application of the health and safety procedures and arrangements. 

 Carry out regular health and safety risk assessments of the activities for which they are 
responsible. 

 Ensure that all staff under their control are familiar with the health and safety Code of Practice, 
if issued, for their area of work. 

 Resolve health, safety and welfare problems members of staff refer to them, or refer to the 
Headteacher any problems to which they cannot achieve a satisfactory solution within the 
resources available to them. 

 Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture 
and activities are safe and record these inspections where required. 

 Ensure, so far as is reasonably practicable, the provision of sufficient information, instruction, 
training and supervision to enable other employees and students to avoid hazards and 
contribute positively to their own health and safety. 

 Investigate any accidents that occur within their area of responsibility. 
 

Class Teachers 
 
Class teachers are expected to: 

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

 Follow the particular health and safety measures to be adopted in their own teaching areas as 
laid down in the relevant Code of Practice, if issued, and to ensure that they are applied. 

 Give clear oral and written instructions and warnings to students when necessary. 

 Follow safe working procedures. 

 Require the use of protective clothing and guards where necessary. 

 Make recommendations to their Headteacher or Middle Leaders on health and safety 
equipment and on additions or necessary improvements to plant, tools, equipment or 
machinery. 

 Integrate all relevant aspects of safety into the teaching process. 

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

 Report all accidents, defects and dangerous occurrences to the relevant person. 
 

School Health and Safety Representatives 

The Governing Body recognises the role of the Health and Safety Representative. Health and Safety 
Representatives will be allowed to investigate accidents and potential hazards, pursue employee 
complaints and carry out school inspections. They will also be consulted on health and safety matters 
affecting all staff. 
 
They are also entitled to certain information, e.g. about accidents and to paid time off to train for and 
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carry out their health and safety functions. However, they are not part of the management structure 
and do not carry out duties on behalf of the Headteacher or Governing Body. 

All Employees 

All employees have individual legal responsibilities to take reasonable care for the health and safety of 
themselves and for others who may be affected by their acts or omissions. In particular, employees 
must: 
 

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

 Co-operate with school management in complying with relevant health and safety law. 

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

 Report to their immediate line manager any hazardous situations and defects in equipment 
found in their work places. 

 Report all incidents in line with current incident reporting procedure. 

 Act in accordance with any specific health and safety training received. 

 Inform their health and safety representative of what they consider to be shortcomings in the 
school’s health and safety arrangements. 

 Exercise good standards of housekeeping and cleanliness. 

 Co-operate with appointed Trade Union Health and Safety Representative(s). 
 

Students 
 

Students, allowing for their special needs and aptitude, are expected to: 

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

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

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

 Use and not wilfully misuse, neglect or interfere with things provided for their health and 
safety. 
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PROCEDURES AND ARRANGEMENTS 

Introduction 

The following procedures and arrangements have been adopted to ensure compliance with the 
Governing Body’s Statement of Intent. 
 
Risk Assessment 
 
General Risk Assessment 

General Risk Assessment will be co-ordinated by the School Business Manager following guidance 
contained in the Blackpool Council Occupational Health and Safety Manual. 

A generic risk assessment has been set up for outdoor educational visits and public building visits. The 
visit leader uses a back sheet to add any additional risks specific to a visit and ensures that the 
assessments are read and understood by all staff prior to the visit.  

Risk assessments are reviewed each year during the health and safety audit. 

Maternity Risk Assessment 

Maternity Risk Assessments will be carried out by  the School Business Manager following guidance 
from Blackpool Council Education HR. 

Curriculum Activities  

Risk Assessments for Curriculum activities will be carried out by relevant teachers. 

Fire  

A fire risk assessment will be carried out by the Site Supervisors following guidance contained in 
section 3 subsection 3 of the Blackpool Council Occupational Health and Safety Manual. 

Manual Handling 

Manual handling risk assessments will be carried out by the relevant supervisor following guidance 
contained in section 3 subsection 10 of the Blackpool Council Occupational Health and Safety Manual.   
In the case of the handling of students, the Centaur trainers will carry out a manual transfer risk 
assessment for each student prior to them starting school which will be reviewed annually and when 
necessary. 

Computers and Workstations 

VDU risk assessments will be carried out by users following guidance in section 3 subsection 5 of the 
Blackpool Council Occupational Health and Safety Manual. Ipool training on VDU assessment is 
available. 
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Hazardous Substances 

The Site Supervisors will identify hazardous substances for which no generic risk assessment exists in 
line with section 3 subsection 2 of the Blackpool Council Occupational Health and Safety Manual. 

Violence  

Assessment of the risks of violence to staff will be carried out by the relevant Head of Department 
along with the relevant class teacher following guidance contained in section 3 sub section7 of the 
Blackpool Council Occupational Health and Safety Manual. 

School Transport – Drop off and Pick Up 

Where possible, school transport should use the designated transport road for drop off and pick up of 
students. 

The road is opened at a specific time by the Site Supervisors and locked with all vehicle engines turned 
off to allow students to access and leave classrooms safely. 

Once all students are in class/on vehicles, the Site Supervisors manage the safe release of transport 
vehicles 

 EMERGENCY PROCEDURES 
 

Fire and Evacuation 

 Raise the alarm at once by operating the nearest fire alarm call point (break the glass and press 
the alarm)  

 If the fire is small enough to be safely extinguished, attempt to do so using the nearest correct 
type of extinguisher.  Do not take personal risks and always call for assistance.  Never attempt 
to fight fires alone.   

 In all cases ensure that the children and any visitors in your charge are evacuated from the 
building by the nearest fire exit.  Wherever possible close doors and windows.  Do not stop to 
collect personal belongings. 

 Report to the fire assembly area.   
 

The Site Supervisors in school will undertake Fire Warden training regularly to ensure that there is 
suitable and sufficient provision in place to manage a fire evacuation. 

First Aid 

4 members of staff  have completed a 4 day course with a number of others taking part in the 4 hour 
course. 
 
First aid kits and record books are located in classes, in the medical room the dining room and in the 
school minibus.  There is also a portable kit to be taken on school visits.  
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The following staff are available to provide first aid for staff and students: 

 Designated Certificated (First Aid at Work qualified) First Aiders: Charlotte Weber, Luis Gray, 
Andy Cox, Dave Hartley 

In event of needing first aid assistance, either: - 
 
Locate the nearest first aider or phone the office who will locate the nearest first aider and cover a 
class if required. 

Transport to Hospital: 

If an ambulance is required, call 9 for an outside line, then “999”. It may be appropriate in less severe 
cases to transport a student to a casualty department without using an ambulance, but this should 
always be on a voluntary basis. If a member of staff uses their own car for these purposes, they must 
ensure that they have obtained specific cover from their insurance company. The school will reimburse 
additional insurance premiums where necessary. 
 
No casualty should be allowed to travel to hospital unaccompanied. the Headteacher or the Deputy 
will designate an accompanying adult in emergencies where parents cannot be contacted. 

Incident Reporting 
All incidents will be reported in accordance with guidance in the Blackpool Borough Council 
Occupational Health and Safety Manual.  

When to report –  

All staff work related accidents, incidents, near misses must be reported to a member of the Senior 
Leadership Team immediately. The ‘Accident/Incident/Near Miss Report Form’ should be completed at 
the very earliest opportunity if a member of staff requires medical treatment for their injury.  

If the accidents, incidents, near misses or ill health is not deemed to be work related the details do not 
require forwarding to the Health and Safety Team.  

In addition to this the school has its own accident/incident procedures 

Accidents within the school and its grounds 

 If a student has an accident in school call for a first aid representative using the school raido. 
Bumps to the head must be reported immediately. 

 Depending on the severity of the accident staff should telephone, prior to the child arriving 
home, or write to the student’s parents to inform them. 

 In more severe cases it may be necessary to take the student to the A&E Department at 
Victoria Hospital or the Whitegate Drive Walk In Centre. If there is time parents can be 
telephoned and asked to collect their child from school so they can take him/her to the most 
appropriate facility. 

 In more urgent cases two members of staff may need to take the student to hospital or an 
ambulance may be required.   
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 Please ensure you take a copy of the student’s personal details from the file in the school 
office.   

 Efforts will be made to contact parents by phone, requesting them to go to the hospital.  If 
parents cannot be contacted hospital staff will make the decision whether to treat the student 
without parents being present. 

 If a member of staff has an accident it must be recorded in the incident book or an accident 
form completed. 

 Reporting procedures are: 

 Minor accidents are to be recorded on CPOMS for children Those that result in bleeding, 
bruising or where a child or member of staff is upset should be recorded using the most up to 
date accident form in the Blackpool Borough Council Occupational Health manual. 

 If there has been any physical control, intervention or restraint of a student this should be 
noted on the incident log. 

 Minor incidents between a student and a member of staff that do not result in injury are to be 
recorded on CPOMS along with incidents of behaviour to identify patterns that may inform a 
behaviour support/risk assessment for an individual child 

 Accidents ‘worse than average’ and all ‘send homes’, hospital visits etc. to be recorded on the 
relevant forms (occupational health and safety manual). 

 All forms should be given in to the office for the attention of the Head or Deputy. 
 

Accidents Out Of School 

 If an accident occurs out of school administer first aid or seek medical assistance.  

 If it is a serious injury, staff should telephone the school giving details so that parents may be 
contacted.   

 The incident reporting procedures must be completed on the return to school. 

 Students with epilepsy who require rectal diazepam or Midazolam can be taken out of school 
providing parents have agreed to emergency procedures.  In the case of a major seizure, this 
would involve the use of the mobile phone to call for an ambulance and the school.  The 
student should be taken to the nearest hospital immediately.  In some cases parents are 
happier to join trips and visits so that they can administer the appropriate medication if needed 
or they may give permission for a member of staff to administer it.  These named members of 
staff have volunteered to undertake such procedures and have received training from the 
health authority. Individual care plans and prescribed medication must be taken on off site 
visits.   

 
Bomb Hoaxes and Bomb Alerts 

 Responses to bomb threats will follow guidance contained in section 3 subsection 19 of the 
Blackpool Council Occupational Health and Safety Manual. 

 The Headteacher, or in their absence, the most senior member of staff available, will decide on 
action to be taken in the event of an incident.  

 The control point from where such an incident will be handled is the Headteacher office 

 The signal for evacuation of the building, should this be necessary, will be: the use of the fire 
alarm 
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 The normal evacuation procedure should be followed. Our assembly point in the event of a 
bomb alert is the Stanley Park Sports Centre for both Woodlands and Westbury Sixth Form 
Centre 

 

Gas Leaks 

 Any member of staff discovering a suspected gas leak should make an informed judgement 
based on how strong the smell is as to whether they immediately evacuate the building and 
telephone National Grid on 0800 111 999. 

 If there is a slight smell of gas, the first action should be to check that all gas appliances are 
switched off. This may clear the smell of gas. Windows should be opened. 

 
HEALTH AND SAFETY TRAINING 

Training for Staff 

Health and safety induction training will be provided for all new employees by the Deputy Headteacher 
following the Induction Checklist. 

 

The following staff have received or will receive health and safety training in the following areas: 

 Risk assessment - School Business Manager 

 Manual Handling - Site Supervisors 

 Manual Handling of Students - Designated staff 

 Educational Visits - School Business Manager/Educational Visits Coordinator 

 Positive Handling – Designated staff 

 First Aid - Voluntary First Aid representative 

 Paediatric First Aid – At least 1 member of staff from each department 

 Fire Risk Assessment - School Business Manager, Site Supervisors 

 Working at Height - Site Supervisors 
 

Minibus Training 

 MIDAS – staff undertake MIDAS training on a voluntary basis. 

 Training records are held by the School Business Manager on SIMS 

Oxygen in School 

It is practical for Woodlands school to accommodate and educate a child who needs oxygen therapy. 
Depending on the child’s needs, the equipment may be in the form of cylinders, liquid oxygen in a 
tank, or an oxygen concentrator. The supply is normally arranged via the school nurse.  

Consent and Recording 

Medical oxygen should be treated by the school in the same way as any other medicine. Written 
parental consent detailing the dosage will be held by the school for the administration. The consent 
should be renewed periodically, termly, and whenever the dosage changes. If the oxygen is for 
intermittent use then the consent must detail the signs and symptoms for which administration is 
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appropriate. The dose is measured in flow rate and length of administration. This may be expressed as 
‘give until patient colour returns to normal’ or similar phrase. 

A record of administration will be made and the parents informed that oxygen has been given. This 
would normally occur using the same documents and procedures as for other medicines. 

Flammability and Safety Precautions 

OXYGEN IS NOT FLAMMABLE BUT STRONGLY SUPPORTS COMBUSTION. It accelerates fire and assists 
the burning of materials that do not normally burn in air. Some of the safety precautions listed in the 
data sheets are aimed to keep the gas away from such materials, e.g. oils, greases, flames, fuel gases 
and stores of paint. In addition it is wise not to drape any fabrics on, over or near the oxygen 
equipment. It is important that any gas escaping is rapidly dispersed and diluted with air. 

Oxygen is slightly denser than air. Cold gas is much denser than air. Oxygen escapes need to be treated 
by minimising the risk of oxygen enrichment and in addition for liquid oxygen contact with the 
intensely cold liquid. In the event of a leak being suspected the equipment should be turned off and, if 
portable, moved to an open space away from people and combustible material. Do not attempt to 
repair oxygen equipment or seal leaks. Summon expert help immediately. Once the equipment has 
been safely isolated, ventilate the affected area and air oxygenated clothing by walking in fresh, open 
air for 2 minutes. 

The equipment should be demonstrated to the relevant school staff by the supplier who would 
normally be the community pharmacist or oxygen company.  

 
INSPECTION AND TESTING OF PLANT AND EQUIPMENT 

Statutory Inspections  

All plant and equipment requiring statutory inspection will be inspected by appropriate contractors 
through the Property Service SLA. 

 Portable Electrical Appliances 

 Legionella 

 Gym Equipment 

 Boiler Servicing 

 Fire Fighting Equipment 

Equipment Maintenance – Curriculum 

Subject Advisors will be responsible for ensuring that maintenance of equipment for their areas of the 
curriculum is identified and implemented. 

Ladders and Access Equipment 

The Site Supervisors will be responsible for inspection and maintenance of ladders and other access 
equipment following guidance provided in training by Blackpool Borough Council. 
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Minibuses 

Minibuses and hoists are serviced in line with current regulations. The Site Supervisors organise 
maintenance and servicing of minibuses. 

Inspection of Premises 

General Workplace Inspections will be co-ordinated by the Health and Safety Committee. 
 
CONSULTATION AND COMMUNICATION OF INFORMATION 

Consultation 

The premises Health and Safety Committee meets annually, to discuss health, safety and welfare 
issues affecting staff, students or visitors, with any other health and safety issues being discussed as 
part of the weekly senior leadership meetings. Action points from meetings are brought forward for 
review by school management. 
 
Committee members are: Headteacher, Chair of Governors, Staff Health and Safety representative, 
Site Supervisors, School Business Manager. 

Communication of Information 

The Headteacher will ensure that systems are established so that staff and students are familiar with 
the arrangements set out in this document. 
 
The" Health and Safety Law poster"  is displayed in the staff room. 
 
Health and safety advice is available from the School Health and Safety Co-coordinator, or the 
Occupational Health and Safety Team. 
 
PREMISES MANAGEMENT  

Supervision of Students 

Students are supervised at all times. 

Security and Visitors 

 Names of visitors leaving and entering the building must be entered on the electronic signing in 
system in the Reception area 

 Names of staff and students leaving and entering the building must be  entered on a signing out 
sheet 

 All visitors must wear an identification badge  

 The exception to this is when parents/carers who are known to school staff are visiting for a 
school event such as a coffee morning, where they will be given visitor labels 
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 All staff wear ID badges/access fobs that allow them access to the school building and specific 
rooms in school during the working day.  Beyond the working day access to all rooms occupied 
by students, including classrooms, is via a fob access. 

 Staff must inform the school office if ID badges or fobs are lost or stolen so that the fobs can be 
removed from the access system. 

Vehicles on Site/Parking 

 Cars must be parked in designated areas. 

 All pedestrians must use the pedestrian paths. 

 The risks of persons and vehicles coming into contact will be controlled by the Headteacher. 

 Delivery/contractor vehicles must park in the front car park. 

Arrangements for Disabled Persons 

 There is a designated car park space for disabled visitors to school 

Building Maintenance 

General building maintenance is carried out by Blackpool Council Property Services, the Site 
Supervisors are responsible for ensuring that all identified general building maintenance is carried out 
by either Property Services or identified contractors. 

Asbestos 

The asbestos register is held in the main office.  The office staff, or Site Supervisors are responsible for 
ensuring that contractors who may be working in areas of the premises where asbestos materials have 
been identified sign the register and that any changes to the register are notified to Property Services. 

Any contractor who may be breaking into the fabric of building or carrying our any intrusive work 
should be signing the register – this should include school staff. 

Control of Contractors 

All contractors must report to the main office where they will be asked to sign the visitors book and 
wear an identification badge. Contractors will be issued with guidance on fire procedures, local 
management arrangements and vehicle movement restrictions.  
 

The Site Supervisors and School Business Manager are responsible for monitoring areas where the 
contractor’s work may directly affect staff and students and for keeping records of all contractor work. 
 

Lettings 
Lettings are managed by the Headteacher and the School Business Manager in line with Woodlands 
School Charging and Lettings Policy. 
 
Other Policies and Procedures Related to This Policy 

 Critical Incident Policy 

 Managing Medication in Schools 
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 Educational Visits 
 
REVIEW 
These arrangements will be reviewed annually and revised as new topics arise which may affect the 
process of managing health and safety for staff, students, contractors and other visitors. 
 
 



 

16 
 

APPENDIX 1 WOODLANDS SCHOOL HEALTH AND SAFETY ORGANISATIONAL CHART  
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APPENDIX 2 – ROLES AND RESPONSIBILITIES  
 

Name of Establishment Woodlands Special School 

Manager responsible for establishment Headteacher 

School’s Health and Safety Co-ordinator School Business Manager 

Health and Safety Governor Stephen Poole 

Location of Fire Register Site Supervisors’ room 

Location of Occupational Health and Safety 
Folder 

One Drive, portal 

Procedure for accident reporting School Business Manager (documents in Forms 
and Masters folder on staff Drive) 

 

Firs Aider/Appointed Person Charlotte Weber, Luis Gray, Andy Cox, Dave 
Hartley 

Procedure for reporting hazards In first instance to Site Supervisor  

Trade Union Representatives/Named Contact None in school 

Fire assembly point Front Car Park 

Transport Road 

Astro Turf Playground 

Fire Marshall/Evacuation Officer As per fire procedure 

Day and time of weekly fire alarm tests Friday after 3:00 p.m 

Name address and telephone number of nearest 
hospital 

Blackpool Hospital 

Whinney Heys Road 

Blackpool 

Lancashire 

FY3 8NR 

01253 300000 
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Or Whitegate Drive Health Centre 

 

Location of first aid boxes Hall 

Medical Room 

Classrooms 

Office 

LA Contacts Property Services Help Desk 01253 476100 

LA Health and Safety Contacts Tracey Lovick/Kevin Dacre 

Tel: 01253 477264  

 


