HEALTH AND SAFETY POLICY

Policy Statement:
We will provide and maintain a healthy and safe working environment with the objective of
minimizing the number of instances of accidents and illnesses.
•
•
•
•
•
•
•

Paying particular attention to:
Providing sufficient control of health and safety risks arising from the workplace
Consult and involve employees on matters affecting their health and safety
To provide safe equipment and maintenance wherever possible
Providing information, instruction, and supervision for employees where we can, and ensure all
employees are competent in their roles and give training when appropriate.
Prevent accidents where possible
Maintaining safe and healthy working conditions
To review and revise this Health and Safety Policy as necessary at regular intervals.

Responsibilities:
We are committed to ensuring the health, safety and welfare of our staff, volunteers, students,
children, adults at risk, as well as carer’s, guardians and leaders who use our services and facilities.
We will establish procedures and systems necessary to implement this commitment and to comply
with our statutory obligations on health and safety. It is the responsibility of each person involved
with the organization to familiarize themselves and comply with the procedures and systems
relating to health and safety.
It is the duty of every staff member, volunteer, child, adult at risk, parent and career to take
reasonable care of their own and other people’s health, safety and welfare and to report to us any
situation which may pose a serious or imminent threat to the well-being of themselves or of any
other person.
We also recognize our duty to protect the health and safety of all visitors to our establishment,
including any members of the public who might be affected by our work.
•

Organization: The Director has overall responsibility for health and safety in the organization. We
have appointed a named Health & Safety Officer who has the day-to-day responsibility for
overseeing, implementing and monitoring health and safety procedures for the organization - and
for reporting back to the Director on health and safety matters. The Health & Safety Officer will
also conduct regular inspections of the workplace and facilities; maintains safety records; as well
as investigating and reporting on accidents.

•

Employees Responsibility: All employees have a legal responsibility to take care of their own health
and safety at work, take care of the health and safety of others, co-operate with their employer,
report dangerous situations to their line manager or the Management and not misuse or interfere
with anything provided for health and safety purposes.

•

Students Responsibility: It is the responsibility of the students to cooperate with the staff and
management to achieve a safe learning and working environment and to take reasonable care of
themselves and others.

•

Policy Information: Our Health & Safety policy will be reviewed on an annual basis.

Accidents and Incidents:

-

All accidents or incidents that occur and require first aid treatment, within our company and its
facilities, are to be recorded in the Accident Book.
These can include:
Classroom activities, such as role play, play time.
Social events organized within the facilities
Full day and part day excursions and activities to places of interest, etc.
All injuries, however small, sustained by any person on our facilities must be reported to either a
manager or the DSO and recorded in the Accident Book. Accident records are crucial to the effective
monitoring of health and safety procedures and must therefore be accurate and comprehensive. The
Health & Safety Officer will inspect the accident book on a regular basis and all accidents will be
investigated and a report prepared, with any necessary action being taken to prevent a recurrence
of the problem

•

First aid: First aid boxes are to be located at strategic points around our facilities and there are
appointed persons and designated first aid personnel responsible for managing first aid incidents.
In the case of serious accident or illness requiring urgent or immediate medical attention the nearest
local hospitals are:
Royal Devon & Exeter Hospital, Emergency Department – 01392 411611
Address - Barrack Rd, Exeter EX2 5DW
In an emergency an ambulance should be called by dialling 999
In serious cases the Director or person in charge is responsible for contacting the employee's or
student's family. In the case of a student lodging with a host family, the latter must also be
contacted.

Risk Assessments:
Risk assessments are also carried out for all activities organised by the school, whether on or off
premises. These risk assessments are reviewed annually.
Any machine, piece of equipment or substance that could potentially cause harm to anyone on the
premises and, as such, any potential hazard, should be brought to the attention of the manager and
anyone else who may come into contact with the hazard.

Fire Safety:
•
•
•
•

All classrooms and public areas have clear notices describing the correct action to take in the event
of fire.
In the event of fire, the fire alarm must be sounded, and the fire brigade called. The premises must
be evacuated as quickly as possible.
Any missing students must be reported missing to the DOS, or person in charge.
All marked fire escape routes must be kept clear and easy to access at all times

Fire notices provide the following information:
•
•
•
•
•

Instructions to sound the nearest alarm
Instructions to leave the building by the nearest escape route
No one should stop to collect personal belongings
No one should return to the building
Everyone should assemble at the named assembly point away from the building
Fire Extinguishers will be checked and maintained annually.
Homestay Fire Safety information can be found on our website, and as below. All homestay hosts
have to have up to date and verified gas safety certificates, tested fire and carbon monoxide alarms
and perform a fire risk assessment.

Homestay Health and Safety:
Host families must clearly explain to the students “safety in their own home”, where they explain
how the shower works, oven, washing machine, home alarms, safes, and any other household items
they may use.
Family members are reminded to not leave out any medicines, etc, ensuring they are kept away
safely.
The minimum health and safety check we perform on homestay hosts are as follows…
•
•
•
•
•
•
•

Smoke alarm safety and checking, making sure they are up to date and working fully.
A carbon monoxide alarm is installed in any room containing gas.
Annual gas safety certificates are checked, we make sure they have been done by a registered Gas
Safe engineer with a copy of the certificate.
Ensure that all electrical systems appear safe and installed correctly
Check that the homestay host has a written or verbal fire evacuation procedure
A basic first aid kit should be available, with plasters, bandages, etc
All alcohol and prescription drugs to be stored away safely whilst students are staying
Risk Assessment – homestay providers must have a fire risk assessment, this needs to be shown and
explained to any student arriving, as well as other risks in the home. The Fire Risk Assessment can be
found on our website
More information can be found in the Homestay Guidelines and our other homestay documents and
information, which can be all found on our website.

General Premises and Working Environment:
•
•
•

Any problems should be made aware to the Director or the next senior member of staff
The premises, floors and stairs, furniture and fittings are cleaned regularly, and all dirt, dust, refuse
and waste removed
Toilet supplies of paper and soap are provided and regularly checked and special arrangements are
made for the removal of sanitary waste

•
•
•
•
•
•
•

Supplies and equipment are stored safely and away from public areas.
Any food areas are to be cleaned regularly to ensure they are free from pests/vermin, all food waste
to be disposed of correctly.
Hand sanitiser to be made available throughout all premises used, in line with current COVID-19
guidelines
Aim to provide a safe working and comfortable environment for all staff
All lighting will be replaced when necessary to ensure adequate lighting at all times
All electrical portable equipment is regularly checked (P.A.T.) in accordance with risk assessment
regulations
Staff should report any damaged or frayed cables, broken sockets or plugs or any other electrical
appliance that is not functioning correctly

Training:
All employees will receive all the training necessary to ensure that they are able to do their work
safely. Any specific training required to allow the employee to do their job safely will be identified
and arranged. Training records will be kept in the individual’s personnel file.

Disability:
Bearing in mind the Equality Act 2010, the school will do everything it reasonably can do to meet the
requirements and needs of staff, students and visitors with any type of disability.

Monitoring:
Where necessary, we will investigate accidents or work-related absences and ensure that any
measures required to prevent their re-occurrence are taken.

