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1. Aims 

Our Provision aims to: 

Provide and maintain a safe and healthy environment  

Establish and maintain safe working procedures amongst staff, learners and all visitors to the Provision 
site 

Have robust procedures in place in case of emergencies  

Ensure that the premises and equipment are maintained safely, and are regularly inspected 

Roles and responsibilities 

The Board of Directors and Head of Provision 

The Board of Directors and Head of Provision have ultimate responsibility for health and safety matters in the 
Provision. 

The Board of Directors has a duty to take reasonable steps to ensure that staff and learners are not exposed 
to risks to their health and safety. This applies to activities on or off the Provision premises.  

The Provision, as the employer, also has a duty to: 

Assess the risks to staff and others affected by provision activities in order to identify and introduce the 
health and safety measures necessary to manage those risks 

Inform employees about risks and the measures in place to manage them 

Ensuring there is enough staff to safely supervise learners 

Head of Provision 

The Head of Provision is responsible for health and safety day-to-day. This involves: 

Implementing the health and safety policy 

Ensuring that the provision premises are safe and regularly inspected  

Reporting to the Board of Directors on health and safety matters 

Ensuring appropriate evacuation procedures are in place  

Ensuring that in their absence, health and safety responsibilities are delegated to another member of staff 

Ensuring all risk assessments are completed and reviewed 

Health and safety lead 

The nominated health and safety lead is the Head of Provision 

Staff 

Provision staff have a duty to take care of learners in the same way that a prudent parent would do so. 

Staff will: 

Take reasonable care of their own health and safety and that of others who may be affected by what they 
do at work 

Co-operate with the provision on health and safety matters 

Work in accordance with training and instructions 

Inform the appropriate person of any work situation representing a serious and immediate danger so that 
remedial action can be taken 

Model safe and hygienic practice for learners 
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Understand emergency evacuation procedures and feel confident in implementing them 

Learners and parents 

Learners and parents are responsible for following the provision’s health and safety advice, on-site and off-
site, and for reporting any health and safety incidents to a member of staff.  

Site security 

The Executive Company Director and Board of Directors are responsible for the security of the provision 
sites, in and out of provision hours. They are responsible for visual inspections of the site, and for the 
intruder and fire alarm systems. 

Fire 

Emergency exits, assembly points and assembly point instructions are clearly identified by safety signs and 
notices. Fire risk assessment of the premises will be reviewed regularly by an approved agent.  

New staff will be trained in fire safety and all staff and learners will be made aware of any new fire risks. 

In the event of a fire: 

The alarm will be raised immediately by whoever discovers the fire and emergency services contacted. 
Evacuation procedures will also begin immediately 

Fire extinguishers may be used by staff only, and only then if staff are trained in how to operate them and 
are confident they can use them without putting themselves or others at risk 

Staff and learners will congregate at the assembly points as identified  

Provision staff will take a register of learners, which will then be checked against the attendance register 
of that day 

Staff and learners will remain outside the building until the emergency services say it is safe to re-enter  

The provision will have special arrangements in place for the evacuation of people with mobility and the 
fire risk assessments will also pay particular attention to those with disabilities. 

COSHH 

Provisions are required to control hazardous substances, which can take many forms, including: 

Chemicals 

Products containing chemicals 

Fumes 

Dusts 

Vapours 

Mists 

Gases and asphyxiating gases 

Germs that cause diseases, such as leptospirosis or legionnaires disease  

Control of substances hazardous to health (COSHH) risk assessments are completed by designated staff 
and circulated to all employees who work with hazardous substances. Staff will also be provided with 
protective equipment, where necessary.  

Our staff use and store hazardous products in accordance with instructions on the product label. All 
hazardous products are kept in their original containers, with clear labelling and product information with 
limited, supervised learner access. 

Any hazardous products are disposed of in accordance with specific disposal procedures. 

Emergency procedures, including procedures for dealing with spillages, are displayed near where hazardous 
products are stored and in areas where they are routinely used. 
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Equipment 

All equipment and machinery is maintained in accordance with the manufacturer’s instructions. In 
addition, maintenance schedules outline when extra checks should take place 

When new equipment is purchased, it is checked to ensure that it meets appropriate educational 
standards.  

Outdoor Activity equipment 

Staff are taught how to carry out and set up outdoor activity equipment safely and efficiently and check 
that equipment is safe to use. 

Any concerns about the condition of the equipment will be reported to the Head of Provision 

Lone working 

Lone working may include: 

Late working 

Home or site visits 

Weekend working 

Working in a single occupancy office 

If lone working is to be undertaken, a colleague, friend or family member will be informed about where the 
member of staff is and when they are likely to return.  

The lone worker will ensure that they are medically fit to work alone. 

Off-site visits 

When taking learners off the provision premises, we will ensure that: 

Risk assessments will be completed where off-site visits and activities require them 

All off-site visits are appropriately staffed  

All offsite visits are recorded and approved by the Head of Provision, and where appropriate, the LA 

Staff will take a Provision mobile phone, a portable first aid kit, information about the specific medical 
needs of learners along with the parents’ contact details  

There will always be at least one first aider on Provision trips and visits 

Violence at work 

We believe that staff should not be in any danger at work and will not tolerate violent or threatening 
behaviour towards our staff.  

All staff will report any incidents of aggression or violence (or near misses) directed to themselves to their 
line manager/Head of Provision immediately. This applies to violence from learners, visitors or other staff. 

Smoking 

Smoking is not permitted anywhere on the provision premises. 

Infection prevention and control 

We follow national guidance published by Public Health England (PHE) when responding to infection control 
issues. We will encourage staff and learners to follow this good hygiene practice, outlined below, where 
applicable.  

Working with Animals 

Wash hands before and after handling any animals 
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Keep animals’ living quarters clean and away from food areas 

Dispose of animal waste regularly, and keep litter boxes away from learners 

Supervise learners when playing with animals  

Seek veterinary advice on animal welfare and animal health issues, and the suitability of the animal as a 
pet  

Occupational stress 

We are committed to promoting high levels of health and wellbeing and recognise the importance of 
identifying and reducing workplace stressors through risk assessment. 

Systems are in place within the provision for responding to individual concerns and monitoring staff 
workloads.  

The provision offers access to free information support and counselling to its employees 

Accident reporting 

Accident record book 

An accident report will be completed as soon as possible after the accident occurs by the member of staff 
or first aider who deals with it, be this staff or learner. As much detail as possible will be supplied when 
reporting an accident 

Records held in the first aid and accident book will be retained by the Provision for a minimum of 3 years 

 

Notifying parents 

The Head of Provision or designated staff member will inform parents of any accident or injury sustained by 
a learner, and any first aid treatment given, on the same day, or as soon as reasonably practicable. 



 
 

BSTS CIC Health and Safety Policy  
 

 

Appendix 1. Fire safety checklist 

 

Issue to check Yes/No 

Are fire regulations prominently displayed? YES 

Is fire-fighting equipment, including fire blankets, 
in place? 

YES 

Does fire-fighting equipment give details for the 
type of fire it should be used for? 

YES 

Are fire exits clearly labelled? YES 

Are fire doors fitted with self-closing mechanisms? NO 

Are flammable materials stored away from open 
flames? 

YES 

Do all staff and learners understand what to do in 
the event of a fire? 

YES 

Can you easily hear the fire alarm from all areas? YES – vocal alarm 
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