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The Health and Safety at Work Act 1974 (HSW Act 1974) places duties on employers to 
safeguard, so far as is reasonably practicable, the health, safety and welfare of their 
employees and persons not employed but who may be affected by work activities, such 
as pupils and visitors.  
 
The aim of the centre policy and statement of intent is to ensure that all reasonably 
practicable steps are taken to secure the health, safety and welfare of all persons using 
these premises and in particular:   

• to provide adequate control of the health and safety risks arising out of our 
activities   

• to consult with our employees on matters affecting their health and safety   
• to provide and maintain a safe place and equipment   
• to ensure safe handling and use of substances   
• to provide information, instruction and supervision for employees   
• to ensure all employees are competent to do their tasks, and to give them 

adequate training   
• to prevent accidents and cases of work-related ill health   
• to maintain safe and healthy working conditions   
• to review and revise this policy as necessary at regular intervals.  

 
The CEO will review this policy statement if there is any significant change or at least 
annually and update, modify or amend it as is considered necessary.  
 
 
 
 
 
 
Part 2: Health & Safety Responsibilities   
The CEO has responsibility for the day-to-day operation of health, safety and welfare 
policies and practices, as delegated by the governing body, within all areas of the 
school's undertakings. In addition, the CEO will ensure that health and safety policy and 
procedures are part of the day-to-day running of the alternative provision. In order to 
comply with regulatory controls, the CEO is responsible for ensuring that advice from 
competent advisers is sought on health and safety matters.  
Employees are responsible for their own health and safety, that of their colleagues and 
members of the public who may be affected by their work activities.   
 
 
 
Part 3: Centre Health & Safety Management Arrangements   
Toucan commits to following the procedures detailed below to ensure that employees, 
pupils and members of the public are not put at risk by AP activities.  
 
Incident reporting & investigation  



Specific centre 
arrangements  

 All accidents and incidents are recorded on CPOMS and shared 
with DSL and parents/ carers and the child’s named school via 
encrypted email. 
  
More serious accidents, where a child needs further medical 
assistance are recorded on an online form by the staff involved, 
which generates a report sent to the Operations Director and 
Head of Alternative Provision.  

 
Senior management team is responsible for reporting relevant 
accidents, near misses, diseases and dangerous occurrences to 
the Council's Health & Safety Team in accordance with EDP-HS-
OI. Staff are to complete HS20 (resources/accident reporting) 
sections A & B and advise SBM who will complete section C and 
email to CS HR Health & Safety within 5 days.   

 
 
Administration & management of medicines  
Specific centre 
arrangements  

A specific Medication policy for the centre has been developed, 
and this is in our resources/policies/medication policy. All 
necessary paperwork to be uploaded to CPOMS on child’s file.   

 
 
Hazardous Substances  
Specific centre 
arrangements  

CEO will be responsible for identifying all substances which 
need a COSHH assessment and maintaining an inventory.  

The CEO and senior management team is responsible for 
completing written risk assessments and ensuring that all 
actions identified in the assessments are implemented. The 
safeguarding advisor oversees the children’s risk assessments 
and safety planning.   

  
 
 
 
Infection Control  



Specific centre 
arrangements  

If an infectious disease is suspected, the CEO must be informed 
immediately. The CEO will discuss with the local authority and 
agree action according to the Health Authority guidelines. The 
CEO is to inform all staff involved with the pupil of the situation, 
including implications for handling/management.  
If we receive information of a diagnosis by GP of any of these 
diseases, then the centre manager is to ensure all staff involved 
with the pupil are aware of the situation as soon as possible, 
including implication for management/handling.  
The CEO will discuss /report the situation to the CCDC 
(Consultant in Communicable Disease Control). If we receive 
information of a diagnosis by GP of any of these diseases, then 
the class teacher is to inform the management team 
immediately and ensure all staff involved with the pupil are 
aware of the situation as soon as possible including implication 
for management/handling. The management team will also 
inform the Health & Safety Department as required.  

 
 
Statutory Maintenance and Testing / Management of Premises  
Specific centre 
arrangements  

The Local Authority and our CEO are responsible for periodically 
monitoring the maintenance, inspection, examination or testing 
by the contractor.  

Centre records of Statutory Maintenance and Testing Schedule 
are kept updated within the provision.  

 
 
First Aid  
Specific centre 
arrangements  

The first aid boxes/bags are located on the bottom floor.  

The appointed first aiders are as indicated in posters around the 
centre, and the first aiders are responsible for maintaining the 
contents of our first aid boxes. First aid boxes are monitored 
termly.  
It is the responsibility of the CEO/ senior management to let 
parents/ carers know about any injuries to children and to 
ensure to record on CPOMS. 

  
  
 Risk Assessment  
Specific centre 
arrangements  

All staff are responsible for carrying out risk assessments  

The findings of the risk assessment will be reported to CEO 

Risk assessments will be approved by the CEO  



CEO has responsibility for ensuring any actions required are 
implemented  

All risk assessments are reviewed annually and when any 
significant changes occur that could impact risk posed to a child 
or staff.   

  
 
Security/ Violence at work — See Behaviour Management Policy  

Specific centre 
arrangements  

Visitors to centre are made aware of the centre's emergency 
evacuation procedures. 

The CEO and senior management are responsible for the 
opening and locking of the centre, which is alarmed.  
Any fault or damage affecting security is to be reported to the 
CEO immediately and then to the Authority with any necessary 
repair requirements.  
  
Entry is by the front door only for all visitors to the centre. All 
visitors are to report to the reception on arrival and comply with 
signing in arrangements.  
Staff should be notified of expected visitors or workmen on the 
premises. Unknown visitors are to be asked for identification. 
Staff should avoid being alone in the building at any time.  
If a pupil is to be handed over to anyone other than a recognised 
parent or carer, the consent of the parent or carer must be 
sought, and prior arrangements agreed.  

 
 
Lone Working  
Specific school 
arrangements  

Toucan do not encourage lone working; all initial home visits are 
undertaken by 2 members of staff. Behavioural specialists may 
do 1:1 session with children in the community but this is only 
once the child’s needs and risk assessments have been 
completed, and it is felt the risks can be mitigated and managed 
by the specific member of staff.   

  
 
Display Screen Equipment  
Specific Centre 
arrangements  

Regular DSE Users have been identified as PV/SP  

DSE workstation assessments have been completed by the 
external DSE assessors  

 
 
 
 



Fire  
Specific centre 
arrangements  

PV/LV is responsible for regularly reviewing the fire risk 
assessment. Fire wardens HUB 1 Karen Richardson / HUB 2 Beth 
Johnson.  
PV/LV is responsible for keeping the fire logbook regularly 
updated  

 
 
Stress  
Specific centre 
arrangements  

Workplace stress is recognised by the management of Toucan 
Education as a legitimate problem affecting staff and one which 
needs careful and sympathetic management. It is recognised 
and accepted that undue stress can lead to adverse effects on 
the emotional and physical well-being of staff and consequently 
to the efficiency of the organisation as a whole. Whilst individual 
reactions to stress vary widely, the need to recognise and act 
upon potentially stressful situations is essential. Regular 
consultation with members of staff and discussion groups is 
encouraged in order that a pro-active approach may be taken on 
a continuing basis, in order that such situations may be avoided 
or their effects upon staff reduced. It is accepted that major 
changes in working practices or management structures within 
any organisation can be stressful and therefore it is the policy of 
Toucan Education that where appropriate, members of staff will 
be kept informed of any major changes in so far as they may 
affect their own activities in the workplace, and additional 
training made available as necessary. Members of staff shall be 
encouraged to seek advice from management regarding any 
situation they feel is causing them undue stress; such 
consultations will be treated without prejudice and in the 
strictest confidence.  

  
 
Manual handling  
Specific centre 
arrangements  

All staff trained and log kept of date for up-dates. Manual 
Handling risk assessments completed and reviewed regularly.  
All children who require moving and handling have programmes 
and risk assessments drawn up by the class team. These 
programmes must be strictly adhered to and any difficulties 
brought to the attention of management. Training is provided for 
all staff. New staff members will be supported by their 
colleagues to become familiar with moving/handling routines.  

 
 
Educational Visits  

The centre's Educational Visits Coordinator(s) is PV.  



Specific school 
arrangements  

The LA's safety guidelines for Educational Visits will be followed. 
This includes information on farm and residential visits. Staff 
should complete an educational visit form for parents for all full 
day visits and any visits out of the authority. A copy of the risk 
assessments must be approved by senior management and 
saved on file.   
  

  
 
Electrical Safety  

Specific centre 
arrangements  

The CEO has been designated the responsible person for 
preparing and maintaining an accurate up to date electrical 
maintenance register for portable appliances used.  

A register is kept of all electrical equipment, and any faulty 
equipment is either repaired promptly by a competent person or 
discarded.  
A visual check of portable equipment must be carried out by 
staff before its use. Staff to report any defective equipment e.g. 
loose plugs or cables to the caretaker.  
Pupils to be taught about the dangers of electricity and safe 
practice is encouraged, where possible.  
Trailing wires e.g. for computer equipment, should not run 
across walkways. Tape down wires form audio-visual 
presentation equipment when in use.  

 
Footnote: Further assistance and guidance is available by contacting Health and Safety, 
telephone number 0191 433 2272 / 2281 / 2270 / 2237 / 2371 / 3827. 
  


