
 

HULME GRAMMAR SCHOOL 
HEALTH, SAFETY & ENVIRONMENT POLICY 

This policy is applicable from EYFS through to year 13 

Part 1 - General Statement of Health and Safety Policy 

As Governors of  Hulme Grammar School we fully recognise our collective responsibility for providing, 
so far as is reasonably practicable, a safe and healthy school for all of our employees, pupils, 
contractors, visitors (including parents) and others who could be affected by our activities.  In our role 
as employer, we attach a high priority to ensuring that all the operations within the school 
environment, both educational and support, are delivered in an appropriate manner. The governors 
are committed to promoting the welfare of all in our community so that effective learning can take 
place.  
  
We fulfil our responsibility as Governors of the School by appointing a Governor with responsibility for 
overseeing health and safety.  
  
Day-to-day responsibility for the operation of health and safety at the school is vested with the 
Director of Finance and Operations . However, as governors, we have specified that the school should 
adopt the following framework for managing health and safety:  

●​ The governor overseeing health and safety chairs the termly meetings of the School's Health, 
Safety & Environment Committee and receives copies of all relevant paperwork. 

●​ The Health, Safety & Environment Committee has a standard agenda covering: accidents to 
pupils, staff and visitors; security and premises; fire safety; and updates to risk assessments. 
Any changes to policies or procedures are also approved by this committee 

●​ The minutes of the Health, Safety & Environment Committee meetings are tabled at each 
meeting of the full Governing Board together with any other issues on health and safety that 
the committee chairman wishes to bring to the Board's attention.  

●​ The external fabric of the School, its plant, equipment and systems of work are surveyed and 
inspected regularly by the Estates Manager and outside professional advisers when 
appropriate.  

●​ The school's adherence to health and safety in catering and the cleaning of the food 
preparation and eating areas is subject to external inspection by the Environmental Health 
Officer (EHO).  In addition, the Catering Manager ensures that all catering staff are trained in 
safe and hygienic food preparation and arranges regular external deep cleaning and pest 
control services. 

●​ The School has fire risk assessments, carried out by a competent person, which are reviewed 
annually for progress on completion of items in the action plan. They are updated on a regular 
basis or earlier if significant changes are made to the interior of a building. 

●​ The school utilises specialists to carry out some risk assessments such as legionella, and 
asbestos. 

●​ The school has a comprehensive procedure in place for the training and induction of new staff 
in health and safety related issues which should include fire evacuation procedures, basic 
'manual handling' and 'working at height training' and all other training which is appropriate 
for the colleague’s role.  Health and safety training that is related to an individual member of 
staff's role, such as science technician, will be provided in addition to the 'standard' induction 
training. 
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All members of staff are responsible for taking reasonable care of their own safety, that of pupils, 
visitors, temporary staff, volunteers and contractors. They are responsible for co-operating with the 
Principal, Director of Finance and Operations  and other members of the Senior Leadership Team in 
order to enable the Governors to comply with health and safety duties. Finally, all members of staff 
are responsible for reporting any significant risks or issues to the Director of Finance and Operations . 
Swift and effective reporting of such issues is facilitated by the use of the ‘Every’ system and staff 
have received clear guidance in the use of the system. 
  
Part 2 - Organisation 
This part of the Policy deals with the organisation, planning, implementation, operational monitoring 
and management review of the General Policy which is detailed in a separate document.  It also 
covers the development of the General Policy and how we train our employees (and others) to carry 
out our activities.  
  
Board of Governors ("The Board") 
The Board has overall collective responsibility for health and safety within the School. It has a 
responsibility to ensure that health and safety issues are considered and addressed and that the 
Policy is implemented throughout the School. They will also make adequate resources available so far 
as is reasonably practicable, to enable legal obligations in respect of health and safety to be met. 
Where appropriate, advice from a competent person will be sought to advise the School and tasks will 
be delegated to suitable employees in order to assist the Board in carrying out its duties. The Board 
will designate a governor to oversee health and safety and chair the School’s Health Safety and 
Environment Committee. 
  
School Health, Safety & Environment Committee  
The Committee will meet once a term, and will be chaired by the Governor who is responsible for 
overseeing health and safety. The other members of the Committee will be: 

●​ the Principal  
●​ the Head of Prep 
●​ the Estates Manager 
●​ the Director of Finance and Operations  (Vice Chair) 
●​ the HR Manager 
●​ any other Governors wishing to serve on the Committee 

 
The role of the Committee is to:  

●​ discuss matters concerning health and safety, including any changes to regulations 
●​ monitor the effectiveness of health and safety within the school 
●​ review accidents and near misses, and discuss preventative measures 
●​ review and update risk assessments 
●​ discuss training requirements 
●​ monitor the implementation of professional advice 
●​ review the safety policy guidance and updating it 
●​ assist in the development of safety rules and safe systems of work 
●​ monitor communication and publicity relating to health and safety in the workplace 
●​ encourage suggestions and reporting of defects by all members of staff.  

  
The Director of Finance and Operations  
The Director of Finance and Operations  will assist the Board in directing the overall management and 
development of the Policy, defining the aims of the Policy and communicating the responsibilities 
associated with the management of health and safety within the School. The Director of Finance and 
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Operations  will also report to the Board on health and safety performance and assist the Board in 
implementing changes in the Policy which the Board has approved. 
 
The Director of Finance and Operations  will have day to day management responsibility for ensuring 
that, so far as is reasonably practicable, arrangements are in place for: 

●​ Safety and security 
●​ Fire safety 
●​ Electrical safety 
●​ Gas safety 
●​ Water quality 
●​ Asbestos 
●​ Emergencies including epidemics and pandemics 

 
They will also act as the School Safety Coordinator, whose duties will include: 

●​ advising the Principal on maintenance requirements 
●​ co-ordinating advice from specialist safety advisors and producing associated action plans 
●​ monitoring health and safety within the School and raising concerns with the Principal 
●​ compliance with the Construction (Design and Management ) Regulations 

  
Heads of Department (Teaching) 
The Heads of Department will ensure, so far as is reasonably practicable, the health and safety of 
those affected by activities under their control.  They are responsible for maintaining up to date risk 
assessments for areas under their control. Specific risk assessment requirements are: 

●​ Science subject (including control and storage of harmful substances and flammable 
materials) - Heads of Chemistry, Biology and Physics 

●​ Sports activities - Director of Sport 
●​ Drama - Head of Drama 
●​ Art (including harmful substances and flammable materials) - Head of Art 
●​ Music - Head of Music 
●​ Design & Technology - Head of Design & Technology 
●​ Outdoor lessons - Director of Studies 
●​ Trips and visits – Principal and Head of Prep (Educational Visits Coordinators)  
●​ Food Technology - Head of Food Technology  

  
They will also be responsible for identifying, organising (and maintaining records) of training that is 
relevant to their area of control. 
 
Estates Manager 
The Estates Manager will assist the Director of Finance and Operations  with the following:  

●​ Ensure the site and buildings are maintained in a safe condition, identifying and addressing 
hazards promptly 

●​ Oversee and maintain fire safety systems, including alarms, extinguishers, emergency lighting 
and evacuation routes 

●​ Ensure regular inspections of buildings and grounds are carried out and recorded 
●​ Manage and monitor contractors on site, ensuring compliance with H&S procedures and safe 

working practices 
●​ Ensure appropriate risk assessments and method statements (RAMS) are in place for all works 
●​ Maintain safe access and egress across the site, including paths, walkways and external areas 
●​ Ensure safe management of working at height activities (e.g. roofs, ladders, maintenance 

tasks) 
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●​ Oversee legionella control measures and water hygiene compliance 
●​ Ensure all IT equipment is safe, maintained and regularly tested (including PAT testing where 

required) 
●​ Ensure safe storage and use of tools, machinery and maintenance equipment 
●​ Monitor and manage weather-related risks (e.g. ice, snow, high winds) 
●​ Ensure appropriate signage and safety notices are displayed across the site 
●​ Support and maintain emergency procedures, including lockdown and evacuation 

arrangements 
●​ Ensure safe management of waste disposal and recycling processes 
●​ Liaise with external authorities and contractors regarding compliance, inspections and 

remedial works 
●​ Maintain accurate and up-to-date H&S records, certificates and compliance documentation 
●​ Ensure the CCTV system is maintained, operational and regularly checked 
●​ Ensure compliance with data protection and CCTV policy requirements, including appropriate 

signage  

Catering Manager 
The Catering Manager will be responsible for: 

●​ Ensure compliance with food safety legislation and HACCP principles 
●​ Maintain safe food storage, preparation, temperature control and allergen management 
●​ Ensure high standards of kitchen hygiene, cleanliness and waste disposal 
●​ Oversee training of catering staff in food hygiene and H&S procedures 
●​ Ensure safe use, maintenance and inspection of equipment and facilities 
●​ Manage COSHH, PPE and manual handling practices 
●​ Carry out and review risk assessments 
●​ Ensure effective pest prevention, monitoring and control measures 
●​ Maintain clean, secure food storage areas and report issues promptly 
●​ Liaise with external pest control contractors via the Estates Manager and keep records 
●​ Record and report accidents, incidents and near misses 
●​ Ensure fire safety and first aid arrangements are in place 
●​ Liaise with SLT/H&S leads on compliance, audits and improvements 
●​ Ensure safe supervision of pupils in dining areas 

Medical Officer and Mental Health Lead  
The School Medical Officer and Mental Health Lead will be responsible for: 

●​ Provide an oversight of medical provision within the school 
●​ Ensure compliance with statutory health requirements (e.g. EYFS, ISI standards) 
●​ Oversee and review individual healthcare plans (IHCPs) for pupils with medical needs 
●​ Advise on management of medical conditions, including allergies, asthma, diabetes, and 

epilepsy 
●​ Ensure appropriate storage, handling and administration of medication 
●​ Support protocols for medical emergencies and first aid response 
●​ Provide guidance on infection control and communicable disease 
●​ Reporting notifiable accidents to the Health & Safety Executive through Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). 
 

Liaise with: 
●​ parents 
●​ GPs / NHS services 
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●​ external health professionals 

Support staff training on: 
●​ medical conditions 
●​ use of EpiPens, inhalers etc. 

Review and contribute to risk assessments involving medical needs 
Maintain confidentiality of medical information in line with GDPR 
 
Mental Health and Wellbeing. 
Act as the a point of contact for mental health concerns 
Support identification of: 

●​ anxiety 
●​ depression 
●​ behavioural concerns 
●​ safeguarding-related mental health issues 

Coordinate early intervention and pastoral support plans 
Work closely with: 

●​ DSL / safeguarding team 
●​ pastoral staff 
●​ external agencies (CAMHS, counsellors) 

Provide guidance and support to staff on: 
●​ recognising mental health issues 
●​ appropriate responses 

Support staff wellbeing and signposting to support where needed 
Ensure pupils know how to access support and speak up 
Contribute to risk assessments involving mental well-being 
Maintain appropriate records of concerns and interventions 
Support crisis response where needed (e.g. self-harm, serious incidents) 
  
Human Resources Manager 
The Human Resources manager will be responsible for: 
Maintaining and keeping the staff accident book up to date, ensuring all incidents are accurately 
recorded 
Monitor and support the reporting of accidents, incidents and near misses 
Ensure compliance with RIDDOR reporting requirements (where applicable) 
Maintain accurate records of staff H&S training and ensure mandatory training is kept up to date 
Coordinate and track training, including: 

●​ safeguarding 
●​ first aid 
●​ fire safety 
●​ manual handling 

Support induction processes to ensure all new staff receive H&S information and training 
Monitor staff absence related to accidents or work-related illness 
Support risk assessments relating to staff wellbeing and workplace safety 
Ensure appropriate policies and procedures are communicated to staff 
Liaise with SLT and H&S leads on compliance, audits and inspections 
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Maintain confidential and accurate personnel records relating to H&S matters 
 
 
IT Manager  

●​ Manage safe installation and positioning of equipment to avoid trip hazards and electrical 
risks 

●​ Ensure compliance with electrical safety standards and safe use of power supplies and cabling 
●​ Support and advise on Display Screen Equipment (DSE) assessments for staff 
●​ Maintain secure and safe server rooms and IT infrastructure areas (including ventilation and 

access control) 
●​ Ensure appropriate cybersecurity and data protection measures are in place to support safe 

operations 
●​ Provide guidance to staff on the safe use of IT equipment and systems 
●​ Ensure back-up systems and disaster recovery plans are in place and tested 
●​ Support business continuity in the event of system failure or IT-related incidents 
●​ Liaise with SLT and H&S leads on IT-related risks, incidents and compliance 

 
Staff 
The cooperation of all staff is essential to the success of the Policy and the School requests that staff 
should notify their Head of Department or the Director of Finance and Operations  of any hazards to 
health and safety which they notice and of any suggestions they wish to make regarding health and 
safety. Staff are required to:- 

●​ follow the Policy 
●​ take reasonable care for the health and safety of themselves and others who may be affected 
●​ follow requirements imposed on the school or any other person under health and safety law 

and cooperate fully so as to enable the duties upon them to be performed 
●​ carry out all reasonable instructions given by managers / senior staff 
●​ make proper use of anything provided in the interests of their health and safety such as 

protective equipment. Reckless or intentional interference with such equipment will 
potentially be regarded as a dismissible offence 

●​ ensure that all personal electrical equipment they bring to use on School premises must be 
new, or PAT tested 

●​ comply with any reasonable request made by any of the persons named above in relation to 
the fulfilment of their duties. 

 
Arrangements for consulting and involving employees 
The school has a JCC Committee, which is chaired by the Principal and has representatives from the 
school’s Governing body in attendance. This committee meets termly and minutes are made available 
to all members of staff. 
 
The composition of the committee is designed to ensure that there is coverage across all sections of 
the school and both academic and support staff. 
 
This committee provides the vehicle for consultation with employees on matters relating to Health 
and Safety. 
 
External Health and Safety Advisors 
The Director of Finance and Operations will arrange as appropriate for external consultants to advise 
on matters of health and safety within the School. Such provision may include: 
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●​ Structural surveyors to give advice on the external fabric of the School 
●​ Engineers monitor and service the school's plant, equipment, including boilers, lifts and hoists 

annually 
●​ Gym and fitness equipment and machinery used in both design and technology and in the 

maintenance department, are serviced annually 
●​ In addition to the weekly fire alarm tests, the alarm system, together with all smoke detectors, 

emergency lighting, and extinguishers are tested annually by a qualified contractor 
●​ The school has a suitable and sufficient risk assessment for Legionella 
●​ The school maintains an asbestos register, and the Estates Manager is responsible for 

ensuring that it is kept up-to-date and for any sampling or removal before works take place.  
They are also responsible for the maintenance of an asbestos management plan. They are also 
responsible for the selection and safe management of contractors and making sure that 
contractors are fully briefed on areas of asbestos before starting work. The Estates Manager 
will work closely with the school’s HR Manager with regard to safeguarding arrangements 
regarding contractors and ensuring the appropriate level of supervision if necessary. 

 
  
Part 3 - Procedures and Specific Policies  

●​ Evacuation procedures 
●​ Stay Safe Procedure 
●​ Risk Assessment Guidance Policy 
●​ Inspections and Records Policy 
●​ Swimming Pool Normal Operating Procedure and Emergency Operating Procedure 
●​ Health, Safety and Environment Committee Terms of Reference 

 
School Trips and Visits 
The school has a detailed policy and procedure for: planning, approving and risk assessing Trips and 
Visits. This process is overseen by the Deputy Principal. This School Visits policy can be read here. 
 
First Aid 
The school employs a Medical officer and has a detailed First Aid Policy as well as a Supporting Pupils 
with Medical Conditions Policy. The policies outline in detail the roles and responsibilities of staff in 
these areas, training provided to staff and medical procedures, including the administration of 
medicines. 
 
Staff who have been off on long-term sickness can be referred to Occupational Health prior to a 
return to work.  The school uses Optima Health as and when needed  
 
Dealing with Emergencies 
In dealing with a health and safety emergency, either on or off-site the school will follow its Critical 
Incident Policy. This policy outlines the school’s management of such an incident, areas of 
responsibility, communication and details key contacts. 
 
Investigating Accidents and Incidents 
In response to a significant accident or incident, including near misses, the Principal will appoint a 
suitable member of the school’s Senior Leadership Team to investigate and report findings. This will 
involve an analysis of how the incident occurred and recommendations for the prevention of further 
such incidents. Such a report will also be presented to the school’s Health, Safety and Environment 
Committee. 
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https://docs.google.com/document/d/1fWVB58IqK6CEJbCvQQiwNe9cg84dkmBDMBSzA9pO1HY/edit?usp=sharing
https://docs.google.com/document/d/1CGdZaqxPNfwIUKQc1eWoIQchGq6oMXaZzuEO-JgW9xA/edit?usp=sharing
https://docs.google.com/document/d/1NjxS-uQFboqOxH0n8SM8ANvtJVNVntfJZvRuUDs-q0g/edit?usp=sharing
https://docs.google.com/document/d/1iR6UMFNjaTkI5bACZm8DYUc8GBYd8DHqP_54JBBWUWo/edit?usp=sharing
https://drive.google.com/open?id=1YKm3yzdVeVAtYA-29Y2pXnJJYyLcXoAFLmIWGRVxnxg
https://docs.google.com/document/d/1uARFqNeC4m2DGJR-ntMwM1sYMAklk-swjfIqnqTiXB8/edit?usp=sharing
https://docs.google.com/document/d/14kjE0zjc1_q-MEMem_4077qQTqZ0ULKGpBKtQJHR-8o/edit?usp=sharing
https://docs.google.com/document/d/1gtZvZVgtxs2pzYHLdYnVaRKWOm76cE8h0PC6LdsJ_so/edit?usp=sharing
https://docs.google.com/document/d/1W5Uf5hMNyUgvzNQtr6iTstyZj4h7Zpa183Byn5GfR8M/edit?usp=sharing
https://docs.google.com/document/d/1W5Uf5hMNyUgvzNQtr6iTstyZj4h7Zpa183Byn5GfR8M/edit?usp=sharing
https://docs.google.com/document/d/1PiA7h_-UX8eTQl6GVgfamxSAShyjVnV7k_RyzWkXtHw/edit?usp=sharing
https://docs.google.com/document/d/1PiA7h_-UX8eTQl6GVgfamxSAShyjVnV7k_RyzWkXtHw/edit?usp=sharing


 
External Lettings 
Where the school is being let to external groups, the school requires them to have the appropriate 
insurance and policies in place and to undertake relevant risk assessments. 
 
Health and Safety Policy Reviewed: April  2026 
 

Next Review Due: April 2027 
 
Please complete the following form to confirm that you have read and understood the policy 
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