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Preface  

 

Safeguarding: 

The safeguarding of children and young people underpins the work of the academy and must be 

adhered to as a prime responsibility. 

 

Equality: 

Knole Academy is committed to providing all staff, students, parents, visitors and members of the 

wider community using the site with equality of opportunity in line with legislation about protected 

characteristics.  All policies are screened for their impact on equality and issues are addressed if they 

arise.  Knole Academy will provide special consideration on an individual basis if anyone is considered 

to have a specific special need.  Any parent who feels that their child has such a need should contact 

the relevant Pastoral Leader in the first instance to explain their concerns.   

 

This policy, and its associated procedures and protocols, is based on these key principles.   
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Health and Safety Policy 

 

Introduction 

 

This policy is based on the principle that the Governors of Knole Academy are directed by the 

Education Reform Act of 1988 to be the body responsible for the implementation of The Health & 

Safety at Work Act 1974. 

 

The Act specifies the following Health & Safety duties: 

(a) The Health & Safety at Work Act 1974 (HSW Act) places duties on employers to safeguard so far 

as is reasonably practicable, the health, safety and welfare of their employees (Section 2 of the 

HSW Act) and the health and safety of persons not employed (Section 3 of the HSW Act) but who 

may be affected by the work activities, such as students and visitors. Employers have additional 

duties under other health and safety legislation such as the Control of Substances Hazardous to 

Health Regulations (COSHH). 

 

(b) Persons who conduct an undertaking which involves control of premises also have duties under 

Section 4 of the HSW Act to take reasonable measures to ensure so far as is reasonably 

practicable that the premises and any plant and substances provided for work use are safe and 

without risk to health. 

 

(c) All employees have duties under Section 7 of the HSW Act to ensure they work in ways which are 

safe and without risk to health either to themselves, other staff and visitors. They must also co-

operate with other people who have health and safety duties, for example by adhering to advice 

and instructions on health and safety matters from their supervisors and by reporting unsafe 

practices. 

 

(d) Under Section 36(1), where any person commits an offence under health and safety legislation 

which is due to the act or default of some other person, that other person may be charged with 

and convicted of the offence. 

 

Knole Academy has adopted as policy the Kent County Council’s ‘Framework for Health and Safety’ in 

conjunction with the guidelines outlined in ‘The Responsibilities of Academy Governors for Health and 

Safety’ (HMSO). 

It is important that in implementing the policy the Governors recognise a number of key areas. The 

major consideration in all matters relating to the Health and Safety of any individual associated with 

the Academy is to ensure that ‘all reasonable and practical’ steps be taken. 

The key issues are: 

STRUCTURE 

 

The structure for implementation is to be based on a number of levels of responsibility, so creating a 

management chain of responsibility and communication. This is to be organised on the format 

outlined. 

 

Management chain for:  KNOLE ACADEMY 

Governing Body 

Level I      Headteacher and SLT 

Level 2                                              Subject Leaders/Site Manager 
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Level 3                                   Teachers/Administration Staff (if appropriate) 

 

Allocation of functions 

Level 1 

 

• take day-to-day responsibility for all Health and Safety matters in the academy 

• liaise with Governors/LA on policy issues 

• chair Academy Health & Safety Committee and ensure policy is activated 

• ensure that problems in implementing the Health & Safety Policy are reported to governors 

Level 2 

 

• draw up departmental procedures and review annually 

• CPD coordinator to arrange for staff to be informed/trained  

• check procedures are followed in department 

• act on reports from Level 3 within agreed timescale and report problems to Level 1 

Level 3 

 

• check classroom/work area is safe 

• check equipment used is safe before use 

• ensure safe procedures are followed 

• ensure protective equipment is used 

• report defects to Level 2 

• carry out special tasks (e.g. First Aid, membership of Health and Safety Committee) 

 

ORGANISATION 

 

1. The Governing Body, as the employer, has overall responsibility for health and safety, making 

appropriate provision within the Academy's delegated budget and generally supporting and 

monitoring health and safety within the Academy.   

 

 This includes a requirement under Section 4 of the Health and Safety at Work etc., Act 1974 to 

take measures which are within their power to make sure that premises are safe and without 

risk to health to others who use the academy.   

 

 So far as reasonably practicable, the Governing Body must ensure: 

 

• The health, safety and welfare of teachers and other education staff 

 

• The health and safety of students in the academy and on off-site visits,  

 

• The health and safety of visitors to the academy, and volunteers involved in any academy 

activity 

 

2. The Governing Body has delegated responsibility for all aspects of health and safety to the 

Finance and Premises Committee.  This Committee will receive reports from the Site Manager 

for consideration at every meeting covering such aspects as: 
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• The review of performance data resulting from risk assessments and accident/incident 

data 

 

• Compliance with legislation 

 

• All matters arising from the management of health and safety throughout the academy 

 

4. The Headteacher has overall responsibility for health and safety within the academy. 

 

In particular, the Headteacher must: 

 

• Ensure that the academy has a Health and Safety Policy Statement 

 

• Review it regularly  

 

• Include issues in the Academy Improvement Plan, if necessary 

 

• Check that the Health and Safety requirements are actually implemented e.g. risk 

assessments, and records kept of the periodic monitoring which is undertaken.   

 

5. The Site Manager has delegated responsibility for ensuring that staff, students and other 

visitors (including contractors) adopt safe working practices and generally conduct themselves 

in such a way that they will not injure themselves or others. 

 

In addition, the Site Manager has day to day responsibility for ensuring that the premises are 

safe and to ensure compliance with the policy. In so doing, he/she may delegate certain tasks 

and responsibilities to other members of staff or other competent persons when specialist 

advice is needed.  

 

In particular, the Headteacher must: 

 

• Ensure that all staff, students and visitors either have a copy of the Policy Statement and 

the relevant supporting documents or know where the Policy can be seen.  Appropriate 

documents will be issued to new staff as part of their induction.  

 

• Ensure that each employee's responsibility regarding health and safety is included in 

his/her job description 

 

• Undertake or commission a competent person to undertake Risk Assessments and record 

items of significance; (this is a statutory requirement under Regulation 3 of the 

Management of Health and Safety at Work Regulations 1999 and should be reviewed 

annually) 

 

• Carry out regular health and safety inspections (at least once a term) and reduce the risks 

to health and safety as appropriate 

 

• Receive and deal promptly with complaints about unsafe premises, equipment or work 

practices 

 

• Ensure that emergency evacuation procedures are in place 

 

• Ensure that the requirements of the Health & Safety Executive (HSE), Fire Authority and 

Environmental Health Officers are properly addressed, and 
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• Ensure that adequate First Aid provision is made. 

 

 

6. The Site Manager has delegated responsibility for ensuring the premises are safe and to ensure 

compliance with the policy.    

 

 In particular, the Site Manager and his/her staff must: 

 

• Ensure that property matters such as the Asbestos Survey, testing of fixed electrical 

wiring, tree audit or fixed gas appliances, are properly dealt with – if necessary, premises 

or fixed equipment shall be taken out of use if unsafe. 

 

• Liaise with KCC Property Services where appropriate and/or with contractors to resolve 

property maintenance issues 

 

• All fire equipment is regularly tested, maintained and logged in the Fire Safety Log Book, 

along with all other actions relating to fire drills, training etc. 

 

                                             

7. The person with responsibility for first aid has delegated responsibility for recording all 

accidents together with the treatment delivered to the individual.  Accident reports must be 

given to the Headteacher and Finance and Premises Committee to ensure that the 

circumstances surrounding an accident are investigated and any appropriate action taken to 

prevent recurrence. 

 

8. All Staff in the Academy have PERSONAL RESPONSIBILITY for the health and safety of 

themselves, their colleagues, students and visitors.  These are specified more precisely in the 

Arrangements Section below. They have also a duty in law under the Management of Health and 

Safety Regulations 1999 to report any shortcomings in the employer’s health and safety 

arrangements for the protection of people at work and who may be affected by them. 

 

 

9. The Safety Representatives of a Trade Union or the Representatives of the Professional 

Associations of Staff are responsible for deciding whether they wish to attend the Finance and 

Premises Committee who have been granted delegated responsibility for Health and Safety 

matters by the Governing Body.  

 

 

ARRANGEMENTS 

 

General Practices applying to all Staff, and for Students and Visitors in their Care 

 

1. Supervision of Students 

 

  All staff have a duty of care to themselves, as well as others.  The safety of the students is of 

paramount importance, whether on the academy site during the normal academy day, or when 

attending an off-site visit. 

 Please refer to the Academy “Information Pack” for Academy Trips and Visits that can be 

obtained from the Educational Visits Co-ordinator in the Administration Office for more 

guidance, and Section 2.9 below.  

2. Visitors 

 

  All visitors shall be directed by clear signage to the Reception and must report to the reception 
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(except for parents bringing or collecting children to the academy). 

 

 There will be an appropriate arrangement for the signing in and out of visitors and noting of 

vehicle registration numbers as appropriate. This is important for reasons of security and fire 

safety.  Visitors are required to wear a visitor’s badge. 

 

 Contractors will be expected to report to the Reception and to also read and sign the Asbestos 

Register, where appropriate before carrying out alterations to the fabric of the academy 

buildings. 

 

3. Fire Safety 

 

 Fire risk assessments are a legal requirement and are carried out by Kent County Council on 

behalf of the Academy.  

 

 (a) Fire Instructions 

• Fire Instructions are posted throughout the academy 

 

• Names of fire wardens should be known by staff.  

 

• Emergency Exits, Assembly Point and Assembly Point Instructions are clearly 

identified by safety signs and notices. 

 

 (b) Fire Alarms 

• Instructions to employees are included in the appropriate staff manual/guidance.   

 

• Regular testing of fire alarms will occur at weekends 

 

• The Fire Log Book will be kept by the Caretakers.  The result of each test will be 

properly recorded in the Fire Log Book and be available for a visiting Fire Officer. 

 

 (c) Fire Drills 

•     Fire drills will be carried out at least once a term (Three times a year) 

•     A record of the drill must be kept in the Fire Log Book. (This will also record when 

fire wardens have received instruction or training for their duties). 

 

 (d) Fire Fighting 

• All staff should receive training on the use of fire extinguishers. When trained, they 

should only use the extinguisher if confident to do so and not put themselves at 

undue risk. There should always be a clear escape available. Ensure the alarm is 

raised BEFORE attempting to tackle a fire. (NB: Students will have been taught “Get 

out; stay out; call the Brigade out”).  

 

 (e) Fire Hazards  

• Storage, of flammables and chemicals. 

Risk assessments are required for substances that are hazardous to health and/or 

whose risks need to be controlled. 

 

• Material Safety Data Sheets (‘Hazard sheets’) for Chemicals and flammable 

substances.   

These will be kept by the Head of Science and the Site Manager as appropriate. 

 

• Advice may be sought from the local Fire Prevention Officer. 

The Fire Safety Service may be contacted at 01732 369429. 
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• Fire hazards are reduced by the carrying out of regular, routine inspections. 

 

(f) Maintenance of Fire Precautions. 

  The Academy will ensure regular maintenance of: 

 

• Emergency lighting and other emergency equipment 

 

• Fire extinguishers 

 

• Fire alarms 

 

• Fire doors 

 

• Lightning Protection System 

 

• Boiler House fusible link and fuel shut-off mechanisms (if fitted). 

 

• Fire Safety Signs and identification of escape routes. 

 

• A “Fire Risk Assessment” will be carried out using the guidance given by the Health 

and Safety Executive 

 

4. Bomb Alerts  

 

 If a bomb threat has been made or a suspicious package has been found, a member of the 

Leadership Team should be contacted and the Academy must be evacuated immediately – DO 

NOT USE THE FIRE ALARM, TWO-WAY RADIOS OR MOBILE PHONES AS THESE CAN 

DETONATE SOME DEVICES. 

 

5. Other Emergency Procedures 

 

The academy has procedures in place for alerting parents to collect children (for example in the 

event of severe weather) – please contact the Academy Admin Office. 

 

6. First Aid/Illness – see First Aid policy 

 

 

7. Administration of Medicines/Medical Treatment – see Students with Medical Needs policy 

 

 

8. Accident Reporting and Recording 

 

  All accidents, including "near misses" must be reported immediately either in the Accident Book 

and/or on the appropriate form depending on the type of incident or accident, which are 

located in the General Admin Office. These records will be reviewed by the Headteacher/Site 

Manager on a quarterly basis, and a report made to the Governing Body, via the Finance and 

Premises Committee.  

 

           The Headteacher/Site Manager will investigate all accidents immediately and, in the case of any 

accident or incident to staff and significant injury to students, complete KCC Accident 

Investigation Form HS160 (Oct 2005), and a report to the HSE if necessary. 
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9.  Blood Spillages 

 

 Disposable gloves and plastic aprons should always be worn for cleaning up spillages. 

 

 All spillages should be cleaned up as quickly as possible. On floor surfaces, the speed and 

thoroughness of cleaning up the spillage is more important than the use of disinfectants. 

Cleaning with a detergent solution and water may be adequate for most spillages. 

 

 Further guidance can be obtained from “Infection Control” given on ClusterWeb (under 

Framework for Health & Safety) which must be followed. This also gives advice to avoid the 

possibility of staff contracting infectious diseases such as AIDS, Hepatitis B and Gastro-Enteric 

diseases.  

 

10. Electrical Safety 

 

 All staff should monitor the condition of plugs, cables and electrical equipment. 

 

 All staff are required to report to the Caretakers any damaged electrical apparatus or wiring - 

including portable equipment and permanent wiring. 

 

 They must not attempt any repairs.   

11. Housekeeping 

 

 (a) Cleanliness  

 

The academy buildings will be cleaned by the Academy Contract Cleaners, supplemented as 

necessary by students/staff as part of practical lessons (for example, after craft work and 

cookery).  Cleaning associated with the provision of academy meals will be undertaken by the 

catering staff. 

 

 The surrounds to the buildings will be kept clean by the Caretakers after having completed the 

appropriate risk assessments.  

 

 (b) Waste Disposal 

 

  Normal, small amounts of clinical waste can be disposed of as ordinary household waste i.e. 

placed in appropriate bins within the building and its surrounds and removed each day by the 

cleaners to the designated storage area prior to removal by a Refuse Service Contractor. 

 

  Large amounts of Hazardous Waste such as sanitary towels and chemicals used in laboratories 

or for cleaning etc. will be removed by a specialist contractor who will require the academy to 

sign a 'Duty of Care' consignment note to state that the waste will be disposed of in a properly 

managed way.   

 

 (c) Stacking and Storage 

 

  Materials, equipment and any other items will be kept in appropriate storage areas.  Where this 

is not possible for temporary reasons, the staff responsible for those materials will ensure that 

they are stacked tidily, to a height which does not constitute a hazard and in such a way that 

they do not impede the movement of staff, students or visitors. 
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 (d) Pedestrian Routes 

 

 Stairs, corridors, cloakrooms and exits etc., will be kept clear of obstructions (including 

electrical cables). 

 

 (e) Classrooms 

 

  Teachers will be alert on a daily basis to the following and will report any hazards to the Site 

Manager or the Headteacher.  

 

 Teachers have a responsibility to:    

 

• Check that classroom and work areas are safe 

• Check equipment is safe before use 

• Ensure safe procedures are followed 

• Ensure any accidents are reported and recorded 

• Ensure protective equipment is used 

• Ensure guidelines and training are followed 

    

12.  External Access 

 

The car parks will be kept clear of unauthorised parked vehicles, and access from the road 

shall be kept clear for emergency vehicles. 

 

13. Food and Food Hygiene 

 

  All catering staff are required to hold the basic Food Hygiene Certificate.  The Catering Manager 

will advise on recommendations regarding food prepared by staff for their own consumption 

and student lunches as appropriate 

  

14.  Moving and Handling  

 

  All staff are required to undertake Manual Handling Training when appointed. Injuries can be 

caused by incorrect moving and handling of objects, (which need not be large or heavy), or 

people.   

 

 Generic Risk Assessments are undertaken, and staff engaged in the specified activities will be 

required to adopt the particular safe working practices outlined, after the appropriate training.   

 

More Specific/Focused/Particular Arrangements 

15. Inspection of Premises, Plant and Equipment 

 

The Site Manager will arrange for regular visual inspection of the premises, plant and 

equipment each term.  The nominated Health and Safety governor will accompany him at least 

once a year.  

 

If the Professional Associations have appointed Health and Safety Representatives, they may be 

involved in inspections, investigations, etc.  

 

 Access to storerooms, boiler rooms, tank and plant rooms should also be checked, including 

ladders or other equipment.  These should also be suitable for the use of caretaking staff.   

 

 Where damaged asbestos is encountered or suspected, procedures as laid down in Asbestos 
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Guidance will be followed as appropriate.   

16. Control of Dust and Fumes 

 

 All practical equipment will be installed and used as recommended by the manufacturers’ 

guidance. The Site Manager will organise the regular inspection and testing of fixed fume 

extraction systems at least every 14 months as per COSHH Regulations, together with mobile 

fume extraction plant.  

 

 Work in laboratories leading to the production of fumes should only be undertaken within the 

recommendations of the CLEAPPS documents: 

 

  “L196: Managing Risk Assessment in Science”, and 

 “PS25: Model Risk Assessments for Laboratory Technician Activities”. 

 

17.  Mini-Buses  

 

 All minibus drivers should receive training by the KCC Road Safety Unit; drivers will be issued 

with a copy of the code at the training sessions.  The mini coach may only be driven by 

authorised users. 

18. Bank Runs 

 

 Arrangements will be reviewed with the Finance Director from time to time so that the day, 

time, route etc., are varied as much as possible and money banked frequently.  The member of 

staff involved will report to the Finance Director when he/she has returned from the bank.    

                                                                   

19. Physical Education, Games and Dance 

 

 The Subject Leader PE and the Subject Leader Dance are responsible for ensuring that these 

activities will be conducted within the recommendations of the current version of BAALPE “Safe 

Practice in Physical Education and Academy Sport" and risk assessments completed 

annually. 

 

20. Science 

 

 The Subject Leader Science will ensure that the latest KCC version of CLEAPSS “Model Science 

Health & Safety Policy L223” will be followed. 

 

 Procedures recommended in the “CLEAPPS Science CD ROM 2006” (for Secondary Schools) will 

be followed. 

 

Radiation safety should be governed by the document AM1/92 “The use of radioactive 

sources in schools (AM 1/92): Local Rules for Teachers and Radiation Protection 

Supervisors”. 

 

21. Technology including Food Technology and Catering  

 

 The Subject Leaders in Technology will ensure that the recommendations in the KCC manual 

"Safety and Risk Assessment in School Technology Rooms and Practical Areas" will be 

followed.   

 

 In addition, Culinary Skills students follow the Safer Food, Better Business Management Pack 

published by the Foods Standards Agency -food.gov.uk/sfbb.  They must pass Level 2 Food 
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Safety in Catering Certificate to aid their understanding of food hygiene regulations. 

   

 

22. Electrical Plant and Equipment 

 

 The Site Manager arranges for all portable electrical equipment to be checked regularly and 

keeps a record of these checks.  

 

 No unauthorised personnel may operate any plant or machines on site. 

 

23. Activities outside the Academy Site 

 

 Approval must be gained for some categories of Offsite Visits.  When organising Offsite 

Educational Visits, the academy will follow in the first instance the guidance contained within 

the “Information Pack” on Academy Trips and Visits.  This can be obtained from the Finance 

Director’s Office. 

 

  The Academy will have an appointed Educational Offsite Visits Co-ordinator who has undergone 

training.  

 

Miscellaneous Procedures 

 

The following should be followed as and when appropriate: 

 

24. Opening and Closing Procedure, including Winter Weather arrangements – see Appendix A 

24. Stress (see Policy) 

25. Alcohol and Drugs (See Policy) 

 

26. Dealing with Violence (see Policy) 

 

27.  Home Visits 

 

 Home visits shall only be made in consultation with the Headteacher. 

 

28.  Display Screen Equipment (DSE) 

 

 Ill health and injury can result from incorrect use of DSE.  All significant users e.g. clerical and 

administration staff shall have a DSE assessment carried out by their line manager.  Staff can 

claim a reasonable reimbursement towards the cost of a regular eye test and, if required 

exclusively for work purposes, a reasonable amount of up to £50.00 towards the cost of 

prescription glasses. 

           The academy will source and pay for any equipment (chair, wrist support etc) that may be 

required to support an effective working environment. 

 

 

29. COSHH 

 

 Every attempt will be made to avoid, or choose the least harmful of, substances which fall under 

the “Control of Substances Hazardous to Health Regulations 2004” (the “COSHH” 

Regulations).  

 

 Care will be taken in ordering supplies of hazardous substances and contractors will be asked 
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to refrain from their use if safer alternatives are available.  Where hazardous materials must be 

used, only the smallest practicable quantities will be brought onto the site, where they will be 

stored securely under the personal responsibility of a member of staff or contractor.  If the 

substances have been brought on to site for a specific "one-off" purpose, any remaining 

quantities will be removed from site as quickly as possible and disposed of safely.   

 

 Regular checks will be made by the Headteacher/Finance Director to ensure that no substances 

have been brought on to the site without his/her prior knowledge.  Particular attention will be 

paid to cleaners' stores, technology areas and, if appropriate, grounds person's stores and 

kitchens. 

 

 Safety Data Sheets for approved chemicals and cleaning agents used by may be obtained from 

the supplier. 

30. Asbestos Management 

 

  The Asbestos Register will be held in the Reception Area for visiting contractors to read and 

sign.  This is irrespective of whether or not asbestos is known to be present in the academy.  

The location of asbestos containing materials will be drawn to the attention of a contractor 

working on the fabric of the building at the planning stage. All staff who deal with contractors 

will understand their responsibilities with regard to the management of asbestos.  

 

31.  Working Alone – see Lone Working policy 

 

32. Risk Assessments 

 

 Risk assessments shall be undertaken and recorded for all tasks with a possibility of significant 

risk. The results of the risk assessments must be brought to the attention of those employees 

to whom they relate. 

33. Training 

 

 The responsibility for safety training and/or refresher training rests with the Governing Body.  

The Headteacher and appropriate staff are responsible for ensuring that they are sufficiently 

trained, and that appropriate staff receive the necessary training. 

   

 Each member of staff is also responsible for drawing the CPD Coordinator’s attention to their 

own personal needs for training and for not undertaking duties unless they are confident that 

they have the necessary competence.   

 

 All staff need some understanding of health and safety issues even if they do not go on specific 

courses, but information can be cascaded down from others who do know.  Staff will be 

expected to have knowledge on what to do when an accident or violent incident occurs, know 

the fire, critical incident and first aid procedures and understand the basics of infection control 

and manual handing. 

 

 The CPD Coordinator is responsible for keeping records of the training which has been 

undertaken.  The Senior First Aider is responsible for having a system for ensuring that 

refresher training in first aid is undertaken within the prescribed time limits.   

  

 Periodic examination of training records site staff will be made by the Site Manager and, if 

training needs are identified, appropriate training should be provided.  This may be particularly 

urgent for those who need to work with dangerous parts of machinery, handle dangerous 
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chemicals or undertake risky processes. 

 

 

34. Monitoring, Evaluation and Review 

The Governors will review this policy at least every three years and assess its implementation 

and effectiveness.  The policy will be promoted and implemented throughout the Academy. 

 

 

 

 

35. Links to other policies: 

• First Aid policy 

• Students with Medical Needs policy 

• Lone Working policy 
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Appendix A   

 

Opening and Closing Procedure 

Site Manager 

 

1. The main functions of the Site Manager: 

 

(a) To ensure the opening and closing procedure is followed in accordance with the 

schedule set out in the procedure documentation. 

(b) To ensure all caretaking personnel have read the procedure and are aware of their 

responsibilities when opening and closing all buildings. 

(c) Provide training where necessary to all caretaking staff. 

(d) Liaise with third party organisations such as cleaners, caterers and contractors, ensuring 

they are also aware of the opening and closing procedure. 

(e) Liaise with staff who also have responsibility in shutting down high risk areas such as 

food tech rooms and science rooms, ensuring that these areas are closed down when 

not in use. 

(f) Reporting security, health & safety issues and fire risks to senior management.  

(g) To ensure that third party hirers through the Sports / Lettings Manager are aware of the 

opening & closing procedure and their responsibility to adhere to such procedure. 

 

Caretaking Staff and / or Sports Centre Staff 

 

2. Their main functions are: 

 

(a) To open and close buildings in accordance to the procedure set out. 

(b) Report any security, health & safety issues and fire risks to the Site Manager.  

(c) Liaise with third party organisations such as cleaners, caterers and contractors, ensuring 

they are also aware of the opening and closing procedure. 

(d) Liaise with staff who also have responsibility in shutting down high risk areas such as 

food tech rooms and science rooms, ensuring that these areas are closed down when 

not in use. 

(e) To ensure that third party hirers are aware of the opening & closing procedure and to 

their responsibility to adhere to such procedure. 

Other Staff 

 

3. Their main functions are: 

 

(a) To take responsibility for shutting down their areas when not in use, high risk areas are 

especially important, and staff should follow their department’s opening & closing 

procedure. Site Manager or Caretaking Staff. 
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Opening Procedure 

 

a) Site Staff should arrive promptly to unset the Intruder alarm for the New Building (The Place) at 

07:00 via the main entrance and at the Main Building by 07:05 via the final exit door in the 

under-croft. 

b) All external doors should be unlocked and checked that they are opening free; any defaults 

should be reported to the Site Manager. 

c) All double leaf external doors should be unbolted so that both pairs of doors can be opened 

quickly in the event of the fire alarm being activated. 

d) External exits in the science block, dance studio need to be unlocked and checked that they are 

opening free; any defaults should be reported to the Site Manager. 

e) Site Staff should check that all fire doors are in the closed position unless held open on the fire 

release maglocks, fire exits are not blocked and that fire extinguishers are in place.  

f) Check that the fire alarm panel has power to it. 

 

Closing Procedure 

 

a) Site Staff are required to shut down areas of the Academy as soon as is reasonably practicable 

before a final lockdown should be carried out. 

b) A walk round of all areas should be carried out around 16:00 hrs closing windows where 

possible and closing external doors in areas that are unoccupied, lights and electrical 

appliances should be turned off. 

c) Teaching staff in the science block and food tech rooms should have closed down gas supplies, 

this can be checked by site staff when closing windows. 

d) A brief report should be conveyed to the evening caretaker or Sports Manager so that he is 

aware of what areas are still unsecured. 

e) The evening Caretaker and/or Sports Centre Staff should liaise with the cleaning company, 

enabling them to close down areas as soon as they have been cleaned. 

f) The evening caretaker and/or Sports Centre Staff should ensure all windows are closed, all fire 

exits doors external and internally are closed and free from obstruction, doors should be 

checked for free movement and any defaults reported to the Site Manager. 

g) Classrooms should be locked when not in use by both teaching staff and duty caretaker, all 

lights and electrical items should be turned off. 

h) Check that fire extinguishers are in place. 

i) A final lockdown ensuring all external doors are locked prior to leaving site at the designated 

time should be carried out. 

j) External letting clients or staff who have access to the Academy Buildings should be made 

aware of the responsibilities to ensure they are following the opening and closing procedure.    

 

 

Winter Weather  

 

Amendment to Opening and Closing Procedure 

 

a) Due to the expanse of the site it is recognised that it is impossible to immediately clear snow 

and ice from the many pathways and car parks on the site. The procedures do however require 

those responsible to exercise careful judgement in prioritising key access, egress and routes 

throughout the site as well as outline the responsibilities of all users to exercise their own 

initiative in ensuring their own and others safety during times of snow and ice in the Academy 

grounds. 

 

b) Whilst following the opening and closing procedure, site staff need to make allowances for bad 

weather, for example snow and ice. During the winter months there is a need to monitor 
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weather forecasts so that decisions can be made as to whether there is a need to salt/grit 

roads, pathways and car parks the night before the Academy is due to open. 

 

 

c) There may be a need for the evening caretaker to grit surfaces and should he feel that he 

requires help then he should contact the Site Manager or Assistant Site Manager. A risk 

assessment for such activities should be carried out. 

 

d) On the morning of opening the Academy the duty caretaker will need to assess the condition of 

the site as soon as reasonably practical. After his initial opening procedure, he should then look 

to perform the task of gritting, again should help be required he should contact the Site 

Manager or Assistant Site Manager. 

 

e) Due to the size of the site, the procedure for gritting will be carried out in an order of priority to 

minimise the risk of danger involving trips or slips. All staff working on site must be aware of 

the opening and closing procedure and of the areas that may be safely accessed at the time of 

their arrival, this may be indicated by signage advising staff, pupils and the general public of 

current conditions and actions taking place. 

 

f) During heavy snowfall it may only be possible to provide pathways decreased in size to 1 metre 

wide. All staff, pupils and visitors should use only the paths and walkways that have been 

gritted, where this is not possible care should be taken to make your way to an access point 

that has been cleared and gritted. 

 

g) Areas of the site will be gritted or cleared of snow and ice in priority order. (1.) The lower car 

park and side road leading up to the round-about, (2.) The front round-about entrance and 

pupil, staff and visitors’ pathways giving access to the front and left hand side of the Academy, 

(3.) The main staff car park to the southeast of the Academy, (4.) the visitor’s car park to the 

front of the Academy followed by (5.) any other untreated areas. (see attached plan for order of 

priority).  

 

h) The Academy will endeavour at all times to stay open. During heavy snow predictions the Site 

Manager may request that his staff start much earlier than normal allowing time for the site to 

be safely accessible as reasonably practical, during heavy snowfall work to keep the site clear 

will continue throughout the day, and again a risk assessment should be in place to allow for 

adequate breaks during freezing temperatures. Site Staff must ensure they are appropriately 

dressed and have the correct PPE and training for use of any machinery. 

 

i) The Site Manager will be in contact with the Headteacher or Vice Headteacher re the safety of 

the site and any decisions regarding closing will be made by the Headteacher. Any decisions 

taken will consider how snow and ice may affect the operation of the Academy e.g. transport 

difficulties in getting to the Academy and the availability of staff and other services. 

 

j) It may be necessary to restrict access to certain areas of the Academy if it is deemed unsafe and 

where possible signage will be used. 

 

k) It is the responsibility of staff to ensure they wear appropriate footwear for such weather 

conditions to reduce the risk of slips, trips and falls. Staff should move around the site  

 

l) carefully and to use pathways that have been treated.  
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