FINTON HOUSE

SCHOOL

HEALTH & SAFETY HANDBOOK
ISSUE 5 | UPDATED SEPTEMBER 2025

TO BE READ IN CONJUNCTION WITH HEALTH & SAFETY STATEMENT OF ORGANISATION




Health & Safety Handbook | Issue 5 | September 2025

Contents
1 V=TT Y T @ 1 ' TS 6
2 POLCY OWNEISNID ottt ettt et sttt e s e e be s e e bt ese e st bebeasseebebeseeeebebase s ebebese s etebenensssatanens 6
S oY TV =1 =] 0 4 7<) 0| o 6
A ASDESTOS bbb bbb bbb bbb bbb bbb bbb bbbkttt bbbt 7
5 AUAIO & VISUAI ATGS ottt sttt ettt sttt ettt bttt et ettt et et et et et et et e st ebetetesesesnsnsaee 7
LT N U T TR 7
2 O - 11 o Yo o o 1= 7
S Oe) g ) d 2= Tt Y g\ F= T T=Te [T 0 g U] | SO 8
8.1 Ledislation & GUIAANCE ... 9
8.2 Who Can ENGage CONtraCtOrS.. ...ttt 9
8.3 Planning Contractor APpPOIiNtMENTS ... 9
8.4 Competent CoONTraClorS. . 10
8.5 Risk Assessments & Safe Systems of Working......iccecscecece s N
8.6 Pre-STart MEETINGS .. s s be b ssbesbesaeesbeens n
8.7 MONItOrING CONEFACEONS ..o s s 12
8.8 Record Keeping & Compliance TraCKing ...ttt 12
9 Control of Substances Hazardous to Health (COSHH) ... 13
9.1 2 Y T TSSOSO 13
9.2 RISKS 1.tttetiteteieteieiei ittt ettt 14
9.3 RIS o TeT a1 oY1 LA =T 14
9.4 Substance Inventory & Assessment (COSHH Redgister) ....icciccecececenas 15
9.5 CONTIOI MBASUIES ..ottt ettt st ettt sa e e et se e ss et sanens 15
9.6 Personal Protective EQUIPMENT ...ttt 16
9.7 Information, INStruction & TraiNING ... 16
9.8 STOrA0E & SIGNATE it sttt st e s be s be s besbesbesbeebeebeetesteeresaesrenten 16
9.9 EMErgenCy PrOCEAUIES ...ttt bbbt s ae s st n b nns 16
9.10 [T Yo LY=o 16
10 Display SCreen EQUIPMENT ...ttt sttt st b s e b st ae st ene s be e be s enessenestennetenes 17
10.1 YN TST =TS o Y= o | SR PRU 17
10.2 BrEAKS .ttt ettt R et bRt ne bR e et bebe et eteranens 17
10.3 EYE TSt & GlaSSES ..ttt sttt st sttt ss et ne et ne s e b nens 18
T Driving, TranSPOIrt & VENICIES. ...ttt et et a b bbb s et be b s 18
1.1 Yot o 1TSS 18
1.2 RESIPONSIDIITIES ..t e be b e b sbesbesbesbe e 19
1.3 SAfe DIIVING PrOCEAUIC.....cici s beebe e 20
11.3.1 DIFIVEE RUIBS ...ttt bbbttt ettt bttt ettt t b satee 20
11.3.2 DT A Y I 2= 11 o Y1 T R 21
11.3.3 VeEhiICle MaAINTENANCE ..o sanas 21
1n.3.4 (o) aTe =TGN Lo U] g o =Y AR 22
1.4 L LT =T A=Y o ol L= 22
1.4.1 HIriNG Self-Drive VENICIES ...ttt et en e 22
1.4.2 HIFING COQCNES ..ttt b et ettt ae sttt ne e et ne s st 22



Health & Safety Handbook | Issue 5 | September 2025

1.4.3 L LT T T T 1= D R 23

1.5 MINTDUSES ..ot bbb bbb bbbt 24

11.5.1 SECHION 1O POIMILS ...ttt ee st enenena 24

11.5.2 Minibus Driving Licences and Refresher Training ... 24

11.5.3 MINTDUS DIIVEIS ..ttt bbb 24

11.5.4 INSUFNCE ..ttt s e e bt e s bt ne e nn e 25

11.5.5 Maintenance, Repair anNd SEerVICING ...ttt 25

11.5.6 W RIGNT LIMIES ottt sttt sttt ettt e s nenans 26

1.5.7 TranSPOrt ON SCHOOI TIPS ciiiiicicecece e be b e 26

1.6 Driving under the INfluenNce Of DIUGS ... 26

n.7 Seatbelts & Child ReSTraints ... 27

1.7.1 CArS AN TAXIS.uiiriuterireritreirirertasies s sesees et is st be s s bbb se e s b b eEse s bbb se b b et ee e bebes sttt et 27

1.7.2 MiINIbUSES @Nd COACNES........cii s 27

1.8 [ T =Y gl [ gl =t ol ] g o 27

1.9 VAV AT L =Yl 1 g AVA1 o T T 28

11.10 [T 2T a e T 28

11.10.1 Parking DY SEaf ...ttt st ne 28

11.10.2  ParKiNg DY ViSItOrS .ottt ettt et seae e e 28

11.10.3  Parking fOr MAjOr EVENES ..ot s 28

11.10.4  Parking DY Par@ntS.... ettt s a s nnens 28

11.10.5  Parking DY CoONtraCtOrS. ..t 29

nn Deliveries & COllECTIONS ... 29

1n.12 VERNICIES ON SIT@ .ttt 29

11.12.1 POAESTIIANS ... 29

1n.12.2 CYCIE & SCOOLEI ACCESS .ottt sttt bbb e ae s be s b et ebesbenssbensebeneas 29

D2 = [U [T o] Y=Y o | SRR 29
13 EleCtriCal & GAs SAfELY .t st et b e e b e et eaesteneebe e bennereanan 30
T4 BV NS bR R R R R R R e AR AR R b bbb bt es 30
15 FIEE HAZAIAS ettt bbbt b R E st b e e bbbt b b st et 30
LES IR oYY I A 1=1 0 1= TSSOSO 30
17 FUINITUFE & FIEEINGS oottt bbb b bbb s b e b e e besbe s besbesbeebesbeebesbeebeebeebeebeebeeneerennis 30
18  LEGIONEIA CONIIOL ...ttt s ae st e b st ae s teae st e s e besaebesteneeteseebeneesenseseanan 30
LES T oY o V=3V AV o Y £ T O 31
19.1 D EINITION ..ttt 31

19.2 (=TT F= 1 T o OSSO STRRRR 31

19.3 [SSUES 1O CONSIAEN ..ttt bbbt 31

19.4 RISK ASSESSMENT ..ot 32

19.4.1 [AENEITY LONE WOTKEIS .ottt be bbb bssbe b e 32

19.4.2 Controlling the Risks Associated with Lone Working.......ccuveieeecececececeenens 32

19.5 LONE-WOIKING PrOCEAUIE .....oueee ettt ettt ennas 33

20 MaANUAI HANAIING .ottt sttt ettt e b ettt b sttt eae st b ebesesesbebene s etebese s seebesensesesesens 33
21 MEAICAL i E A A A e e R e e e e e et e bt ettt ettt en et e 34
N A G101 de [0 Yo g R ST Ze [ oYU | T F 34



23
24

25
26

27
28
29
30

31

32
33
34

Health & Safety Handbook | Issue 5 | September 2025

Pandemic Flu & INFECTION CONETFOL ... 35
Personal Protection EQUIPMENT (PPE) ...ttt tess st s s st stens e 35
24.1 WhY iS PPE IMPOFTANT? ...ttt sttt ettt st 35
24.2 What do | haVe 0 O 35
243 SElECLION ANA USE ..o 35
24.4 MaAINTENANCE....cc s 36
24.5 COVIATG bbb bbbt bbb bbbttt 36
Planned & Reactive MaiNtENANCE ...ttt 36
RO U ettt bbb bbb R bR b AR b AR b b AR b £ A bbb bbb e 36
26.1 GENEIAI WASTE ..ot et 36
26.2 FOOA WASTE ..ottt 36
26.3 RECY CIING ottt ettt ettt et ettt sa et be s ettt ese et ebebese s ssebese s esetenennasanas 36
EleCtric BIKES @Nd SCOOTEIS ...ttt n s 36
(24 oTeY g u[aTe e} i @e] ool =T g o OO TRTRSR 37
RISK ASSESSIMENT ..ottt eb bbb bbb E et R bbb bbb bbbt 37
oY1 I O{ o 1 [ T« TR 38
30.1 Setting Off/PreParatioN..... ettt sttt esssas et senanes 38
30.2 Walking on a local pavement to Games/Clubs/Music/a church etc.. .................. 38
30.3 CrOSSING @ ROAU ...ttt ettt se et s bbb s seebebe s se b benees 38
RS LU N A Tl =Y1 39
31.1 BUIAING A CCESS .o sb e s b e b e s besbesbesbesbesbesbesbesreas 39
31.1.1 Disclosure & Barring DiSCIOSUIES ... 39
31.1.2 5] = | OO 39
31.1.3 AFter SChOOI ACTIVITIES ... 39
31.1.4 BT o1 1 K 39
31.1.5 R T o] =SSOSR 39
31.1.6 EVNTS s 39
31.1.7 CONTFACTONS ..ttt b et bbbt ns et 40

31.2 LOCKING UP PrOCEAUIE ...ttt sttt ee 40
31.2.1 Locking up: Monday - Friday (term time) .. 40
31.2.2 LOCKING UP: WEEKENAS ...ttt 40

31.3 Accidental Alarm SOUNAING ...t e es 41
3.4 Intruder & Harassment ProCeaure ...t 41
31.4.1 UNIAentified PerSONS ..ottt 41
31.4.2 Emergency Calls t0 the PoOliCe ... 41
31.4.3 INEFUSION DY T PreSS .ttt et n e 41

31.5 Y= U [ 2R 42
31.5.1 CCTV SYSTOM ottt et 42
31.5.2 Personal POssessions & Valuables........e s 42
31.5.3 SCROOI EQUIPMENT ...ttt sttt st st b e s s s b seebe e enesseseenenaenens 42
SHIPS, THIPS & FAllS ..ottt st se et sttt ae st st ebese st et bese e st e bese e st bane s seetanens 42
SMOKING, DIUJS & AICONOL ...ttt et et et st b et st e s e e bt e se e be e e tenens 42
SEFESS & W I RING it e e b b e b e s b e e b e s b e s b e e b e sbesbesbesbesbesbesbeebeabeabeans 43



Health & Safety Handbook | Issue 5 | September 2025

34.1 [ T L T U T =T 43
34.2 SErVICES AVAIlADIE ..ottt nee 43
34.3 WElIDEING POFLAI ...ttt ettt ettt ae e enenenan 44
34.4 Health €-HUD MODIIE AP v 44
ST VAT 0 01 1 T 45
TSR VAV 1 o 1= PPN 45
37 WOIKING @t HEIGNT ..ottt et ettt et bbbt e bbb s et be st ebesensenenanan 45



Health & Safety Handbook | Issue 5 | September 2025

1 Version Control

Version Comments

Issue 5 - Aug 2025

Issue 4 - Aug 2024 Updated wording in Asbestos - Section 4
Updated wording in Food Waste - Section 26.2

Updated contact details

Issue 3 - Oct 2023 Updated Lone working policy & procedure

2 Policy Ownership

A hardcopy of this policy is available to all governors on request from the School Office. It is
accessible to all staff electronically (in the Policy folder on the Staff Admin Drive) and a hardcopy
held on file in the Head’s Office.

Ownership: The Bursar

Executive Responsibility: Ben Freeman, Head

Governor Oversight: Finance & General Purposes Committee

3 Policy Statement

Repeated from Health & Safety Statement of Organisation

The Governing Body of Finton House Educational Trust, recognise and accept that under the
Health & Safety at Work etc., Act 1974 (‘the Act’) and in particular The Management of Health and
Safety at Work Regulations 1999 (as amended) they have legal responsibility to provide, so far as
is reasonably practicable, for the health, safety and welfare of all their employees and also that
they have certain duties towards pupils, the public, and people who from time to time use their
premises.

It is the policy of the Board, through a risk management approach, to meet its responsibilities
under the Act, Regulations and approved Codes of Practice, and all other regulatory requirements
and it will therefore take appropriate steps to:

1. Provide and maintain, as far as is reasonably practicable, safe and healthy places of work; safe
plant, equipment and machinery; safe systems and methods of work; safe methods of using,
handling, storing and transporting articles and substances; and adequate facilities and
arrangements for the welfare of all employees and pupils.

2. Provide all employees with the information, instruction, training and supervision that they
require to perform tasks in a safe and capable manner and recognise and manage risk.

3. Develop risk awareness amongst all pupils so they are able to contribute to recognising and
managing risk.

4. Provide and maintain a safe environment for all visitors to school premises, bearing in mind
that these visitors may not be aware of all the risks arising from their use of the School’s
facilities.
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5. Manage risks to all employees, pupils and others (including the public) in so far as they come
into contact with foreseeable work hazards and endeavour to prevent personal injury and ill
health to all employees, pupils and others.

6. Consult and co-operate with partners working with the School in delivering its services to
ensure that foreseeable health, safety and welfare risks arising from such working are suitably
and sufficiently managed.

Consult and communicate with employees on health and safety matters.

Continually improve the standards of health and safety in the School in line with good practice
models by a regime of training, provision of guidance, reviews and audits.

9. Ensure that the detailed procedures and guidance for implementing the aims of this Policy
Statement are publicised, made available to all School employees and can be used as a
practical working document.

10. Keep this Policy Statement and the detailed health and safety procedures and guidance under
regular review and in line with changing safety practices and current legislation.

4 Asbestos

The School no longer maintains an Asbestos Management Plan as there is no known asbestos on
the school site. Periodic inspections are recommended to ensure this is accurate. Any major work
must be preceded by an intrusive R&D survey by the school’s nominated inspection company.

The School’s asbestos register is kept in reception and should be signed by any contractor
working in the building with the fabric of the estate. This includes IT contractors.

5 Audio & Visual Aids

When these are in use, cables must not present a hazard. Teachers carry out full risk assessments
and brief the school Bursar or Facilities Manager if trunking is not fitted to the wall correctly.

All equipment must be turned off when not in use eg. interactive whiteboards, projectors,
computers, laptops.

There is a set of safety guidelines regarding use of interactive whiteboards in each classroom.

6 Audits

The School independently audits all H&S practices every other year using a competent audit
provider. The comprehensive audit covers all aspects of Health and Safety and was last
undertaken in August 2024 by Hettle Andrews & Associates Ltd. The School’s Health and Safety
Action plan incorporates all recommendations from the audit. Actions are undertaken in priority
order so that the most important actions are addressed first.

The H&S Audit, and the H&S Action Plan, are presented to the School’s Finance and General
Purposes Committee on an annual basis.

7 Classrooms

Teachers and assistants are responsible for ensuring classrooms are safe to work in and any issues
reported to the Headmaster or Bursar who will arrange for the area to be made safe until a
permanent resolution is implemented.
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Teachers and assistants are responsible for ensuring equipment is safe to use and if not, reported
to the Headmaster or Bursar, kept out of use or immobilised until it is repaired.

Where appropriate, teachers and assistants will ensure protective equipment is worn as necessary.
Children should not run in the classroom.

Teachers and assistants are responsible for instructing the children to use equipment safely, eg.
scissors and computers.

Risk assessments are a key component to ensure the ongoing welfare of children at all times. Risk
assessments are completed annually each September by class teachers, subject specialist
teachers, therapists and admin staff for their rooms and offices and reviewed when necessary
(termly) throughout the year. Each teacher is responsible for assessing the risks in their area
highlighting the following:

1 Any potential hazard.

1 Potential harm to a third party under their supervision.

1 Level of risk involved.

1  Ways of preventing or minimizing any potential harm.

1 Any other further action required (eg. inform their line manager).

1 Risk assessments are then stored electronically on the staff drive.

Classrooms must be kept tidy, both during and after lessons. In particular, bags should not
obstruct the areas between desks or exits. Coats and bags must be kept on the pegs allocated
for them in the cloakrooms or in the classrooms.

8 Contractor Management

This policy sets out the procedures to be followed by the School when engaging and managing
contractors. The procedures are relevant to all types of contractor, regardless of how small or
large they are, or the type of job they are engaged to do. The Construction (Design and
Management) Regulations 2015 (CDM) make specific requirements for construction contracts.

A contractor is a person or company who is engaged to work for the School, but who is not an
employee. Contractors can be engaged for a whole range of jobs including: maintenance, repairs,
servicing, installation, refurbishment, construction and cleaning of buildings and equipment. They
may work for us, or on our premises, every day, eg. caterers, cleaners and transport providers; on
a regular basis, eg. ground-keepers, service engineers, electricians, plumbers and window
cleaners; or only occasionally, eg. to refurbish or construct new buildings. Sometimes more than
one contractor may be on site at any one time, particularly in school holiday periods when major
maintenance or refurbishment projects take place.

Accidents can happen to the contractors themselves and to staff and pupils because of
contractors working on site. In order to reduce these risks, it is important that the following
procedures are followed:

The work is clearly defined and properly planned - when and how;

Only competent contractors are appointed;

The contractor and the school provide each other with all relevant information;

Once the work has started it is monitored and controlled;

= =4 -4 -—a -2

Once the work has been completed, it is reviewed to identify if improvements can be made
in the future.

The steps to be taken to ensure the above are met are included in this policy.
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8.1 Legislation & Guidance

The following legislation is relevant to the School when appointing contractors:

1 The Health and Safety at Work etc. Act 1974 places a shared duty of care on the school
and the contractor to protect the health and safety of their own employees and other
people who may be affected by the contractors work, eg. pupils, visitors to the school,
other contractors working on site and members of the public.

1 The Management of Health & Safety at Work Regulations 1999 requires:
0 The School (the ‘client’) to:

A Assess the risks presented by their premises and activities to the
contractor’s employees.

A Supply contractors with any necessary health and safety information, eg.
location of hazards such as fragile roofs or asbestos, or the procedures
to follow in event of an emergency.

A Co-operate with contractors to enable them to comply with their legal
duties and health and safety arrangements.

o Contractors to:

A Assess the risks presented by their activities to school staff, pupils,
members of the public and, of course, and their own employees.

A Supply the school with any necessary health and safety information.

A Co-operate with the school to enable them to comply with their legal
duties and on health and safety arrangements.

o Contractor's employees to:

A Use machinery, equipment, dangerous substances, transport equipment,
means of production or safety devices in accordance with any instruction
and training given.

A Inform their employer of any danger to health and safety posed by a work
activity.

A Inform their employer of any shortcomings in the H&S protection
arrangements.

8.2 Who Can Engage Contractors

Nick Binnington Bursar

Ben Freeman Headmaster
Zack Kurt Estates Manager
James Melia / Tom Willis IT Dept

8.3 Planning Contractor Appointments

Successful use of contractors requires good planning - ‘what’, ‘when’ and ‘how’. It is important
that health and safety matters are considered at an early stage; the last thing wanted is for
work to have to stop because an important health and safety feature has been overlooked.

Good planning includes:
1 Clearly defining the job

1 Identifying any hazards and assessing the risks associated with the job



f
f

Health & Safety Handbook | Issue 5 | September 2025

Identifying control measures to eliminate the risks or reduce them to an acceptable level

Specifying the conditions contractors must comply with

Contractors invited to submit tenders should be made fully aware of the standards of health
and safety management that the school expect of them, and of any sub-contractors, they might
engage. They must also be informed of the schools’ procedures and rules in order that they can
comply with them. In particular, they must be informed of and, where relevant, provided with:

f
f

The school’s requirements re insurance;

The school’s requirements re Disclosure and Barring checks for all contractor’s and
subcontractor’s employees;

The school’s requirements for contractors to be appropriately licensed, accredited by
H&S Assurance schemes, and members of specific trade organisations;

Information regarding any specific hazards and risks associated with the task or site eg.
presence of fragile roofs or asbestos;

Any requirements specific to the job eg. that work must be done outside the school day
or during school holidays, or access/exit requirements to and within the buildings;

The importance of the contractor providing all the equipment they need to complete
the job. School equipment, including height access equipment such as ladders or
scaffold towers, should not be used;

The availability or otherwise of welfare facilities (toilets, changing rooms, dining facilities
etc.);

The availability or otherwise of parking for contractor vehicles;
The availability or otherwise of services (water, power, telephone, etc.);

Acceptable times and locations for deliveries; Contractor’s dress and behaviour code,
including smoking rules and limitations on use of radios;

8.4 Competent Contractors

Regardless of the type or size of job, or the type or size of the contractor, it is essential that
competent contractors be selected. Competent contractors (and sub-contractors) will have:

Essential Employers, Public Liability and Professional Indemnity Insurance (latter for

construction projects only) - normally a minimum of £5million for each type of
insurance, but it depends on the value of the contract. The Legal department
should be consulted in each case.

Registration with Construction Line for all building and construction
contractors, sub-contractors and contractors undertaking related work, eg.
installing IT equipment such as cabling, screens and projectors. NB registration
with Construction Line does not mean that a contractor automatically has H&S
accreditation. This must be checked.

All building and construction contractors, sub-contractors, and contractors
undertaking related work must have their H&S management systems accredited
by one of the SSIP Forum H&S accreditation schemes, eg. CHAS, Safe contractor
or Acclaim

All other contractors (and sub-contractors) must have their H&S documentation
checked and confirmed as adequate either by one of the SSIP Forum H&S
accreditation schemes or by the school / Trust Office department appointing
them.

All employees have satisfactory Disclosures from the Disclosure and Barring
Service if they will or may come into contact with children.

The correct technical expertise for the job

Employees who have appropriate qualifications and training

10
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The correct plant, equipment and tools to do the job - NB The contractor must
provide all the equipment they need to complete the job. The contractor should
not use school equipment eg. ladders or scaffold towers

Appropriately licensed and members of / registration with / accreditation by
relevant trade organisations, eg. Gas Safe or NICEIC

References from other clients, preferably schools, for whom they have recently
carried out similar jobs, if not already known to the school

Non building / construction contractors - H&S accreditation by one of the ‘SSIP
Forum’ members, eg. ‘CHAS’, ‘Safe contractor’, 'Acclaim’

Practical experience of working in an educational environment

8.5 Risk Assessments & Safe Systems of Working

Detailed site and task specific risk assessments and safe systems of work / method statements
must be obtained from the contractor if they have not already been provided during the
contractor selection process. They should include, if relevant to the job, how the following
hazards and risks are to be controlled:

Access to /egress from the site, particularly for large, heavy machinery, vehicles and deliveries
| Access to the working area | Asbestos | Confined spaces | Dust and fumes | Electricity |
Excavations | Falling objects | Fire / explosion | Fragile surfaces | Hazardous chemicals |
Hazards in the working area | Hazards associated with the presence and use of power tools,
plant and equipment eg. cuts, lacerations, entanglement, electrocution, noise, vibration, burns,
overturning or collapsing equipment, unauthorised access/use, Impact job will have on normal
activities taking place in the school | Lead eg. in old paintwork | Lone working | Manual handling
| Moving and lifting loads | Obstructions of walkways, fire exits, vehicle routes | Presence of
female pupils | Trips, slips and falls | Vehicles on site e.g. deliveries, waste collections,
contractors vehicles | Working at height | Waste storage, method of removal from buildings
and disposal. NB. Waste must not be thrown off scaffolding / fire escapes or out of windows
above ground floor height, unless purpose made waste chutes are used. | Weather (adverse)

The risk assessments and safe systems of work / method statements must be checked carefully
by the person appointing the contractor prior to any works commencing.

Things to look for when assessing risk assessments are:

1 Do they ‘belong’ to the contractor who has submitted to them - or are they someone
else’s?

1 Have they been reviewed fairly recently - at least in the last year?
Are they specific to the site, task, equipment and materials used?

1 Do they consider all the obvious risks you can think have associated with the task,
including the fact that it is taking place in an educational environment, and have sensible
controls been identified?

Any queries, areas requiring clarification or requests for further information can be covered in
pre-start meetings.

Where contractors are engaged to carry out a range of similar jobs during the year, risk
assessments and method statements that cover their anticipated tasks and areas of work
should be requested and checked as part of the annual review of the ‘Pre-Qualified / Approved
Contractors List’.

8.6 Pre-Start Meetings

Any significant contract or works must have a pre-start meeting. Minutes of the meeting should
be taken and circulated to all parties.

n
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8.7 Monitoring Contractors

How often checks need to be made will depend on the hazards and risks associated with the
work and how long the contractors are likely to be on site. Checks may need to be more
frequent at the start of the work/contract to ensure good standards are being implemented.
For short jobs, the start and finish of the day are good times to meet the contractor to review
progress. For longer jobs or long-term contractors, eg. caterers or cleaners regular weekly
meetings will probably be more appropriate. All contractors should be monitored during the
working day in order to ensure that safe working practices are being followed.

When checking standards, the information given to the contractor should be used.

On an annual basis, long-term contractors e.g. caterers, cleaners, transport providers, grounds
maintenance and security teams should be asked to provide the school with copies of:

M Current insurance documents,
M Current Disclosure documents from the Disclosure and Barring Service,

M Current H&S Accreditation certificates eg. CHAS, Safe contractor, Acclaim. NB. if the
contractor does not have H&S Accreditation, they will need to provide current copies
of H&S policies, systems for monitoring H&S standards, info re any prosecutions or
enforcement action, accident history, systems for appointing sub-contractors, sources
of safety advice and these will need to be reassessed by the school.

1 Current risk assessments and safe systems of work / method statements for the tasks
that they undertake,

1 Confirmation of employees’ training/qualifications including first aid that have taken
place in last year,

Details of accidents in the last year, and steps taken to prevent them reoccurring,

Confirmation of all equipment testing/maintenance that has taken place in last year eg.
PAT tests on portable electrical equipment,

Reports of any in-house or third-party H&S audits that have taken place in last year.

1 Current Trade Organisation membership / registration certificate eg. for Gas Safe or
NICEIC.

If during the course of the work you suspect that the contractor is disregarding safety
procedures, or that staff or pupils will be put at risk by the contractor's actions, you should:

T Immediately contact the Bursar,

1 [Ifthereis animminent risk consult directly with the contractor with a view to eliminating
/ minimising the risk,

1 As alast resort, contact the HSE.

8.8 Record Keeping & Compliance Tracking

There should be a List of Approved Contractors, managed by the Finance & Compliance
Administrator, which is accessible online. This should include a list of all contractors who are
authorised to work on site, and proof of the checks outlined in this document ie. insurance.

Long-term contractors should be checked annually, whereas all other contractors should be
checked before each job begins.

The List of Approved Contractors should be audited by the Bursar on a quarterly basis, to check
compliance with this policy and annually by a Governor.

Location: W:\Health & Safety
Filename: List of Approved Contractors 2025-26.xlIsx

12
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9 Control of Substances Hazardous to Health (COSHH)

9.1 About

The purpose of this section is to describe a process to ensure that the risks involved in using
chemicals or other hazardous substances and/or materials is reduced, as far as reasonably
practical, to prevent damage to people’s health. It provides guidance on the standards and
systems required to ensure compliance with legislation and the records to be maintained.

This procedure defines the management requirements to ensure the safety and health of
personnel using or exposed to harmful substances.

Using hazardous substances can put people’s health at risk. The Control of Substances
Hazardous to Health (COSHH) Regulations 2002 (as amended) requires the school to control
the exposure to hazardous substances to protect both employees and others who may be
exposed from work activities.

The COSHH Regulations are intended to prevent workplace illness and disease resulting from
exposure to hazardous substances. The regulations require suitable and sufficient assessment
of the risks to health arising from work activities associated with hazardous substances, the
introduction of adequate control measures, maintenance of control measures and equipment
associated with them, monitoring for the effectiveness of the measures and the health of
employees, training of employees and arrangements to deal with accidents and emergencies.

The regulations apply to a wide range of substances, which may cause harm if they are inhaled,
ingested, injected or absorbed through the skin. Hazardous substances occur in many forms
including;

1 Liguids
Gases
Dusts
Vapours
Mists
Fibres
Solids

1 Smoke

=A =4 =4 -4 -4 -4

Substances that must be assessed under the COSHH Regulations are;

1 Any substance or substances which are classified as dangerous to health and carry
warning labels identifying them as Toxic, Very Toxic, Harmful, Corrosive, Irritant,
Sensitizing or Carcinogenic etc.

T Any substance with a Workplace Exposure Limit (WEL). These are listed in the Health
and Safety Executive (HSE) publication EH40/2005: Workplace Exposure.

Biological Agents (blood, bacteria and other micro-organisms).

1 Any other substance which creates a risk to health, such as; asphyxiates, pesticides,
medicines or substances produced in chemical processes.

Certain substances are excluded from the COSHH Regulations and are usually covered by their
own regulations:

Radioactive Materials

Substances only hazardous at high pressure
Substances only hazardous at high temperatures
Asbestos

Lead and lead products

=A =4 =4 =4 -4 -4

Materials hazardous due to their flammability
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1 Biological agents that are outside the employer control eg. catching an infection from

a work colleague

9.2 Risks

Any chemical can provide a risk to our school community and needs to be considered carefully
before being brought onto site. As with any risk assessment, you need to consider if there is an

alternative.

The Globally Harmonised System (GHS) was brought into to ensure harmony of labelling of
COSHH related products around the world. This also helps us identify whether a product is
suitable to be used, and if we do use it, what precautions must be taken to ensure it is used
within correct guidelines. The symbols below are the new GHS approved ones, which you

should see on any bottle covered by COSHH regulations.

Biohazardous Infectious Materials
(for organisms or Toxins that can cause diseases in people or animals)

Exploding .
bomb Flame Flame over circle
(for oxidizing
(for explosion or (tar fire hazards) h
. azards)
reactivity hazards)
Skull and
. Corrosion Crosshones
Gas cylinder (far corroshe (can cause death
(for gases under x | Py
ressure) damage to metals, or toxicity wit
I a5 well as skin, eves) short exposure
to small amounts)
Health hazard Exclamation mark Environment *
(may cause ar (may cause less (may cause damage
suspected of serious health to the aguatic
causing serious effects or damage enwircnment)
heakth effects) the ozone layer*)

® The GHS syster aleo defines an Frvironmantal harards group Thicgroop (and its rlasses) was not sdopted in WHMIS 2015 Howswer, you may see
the ervironmental classes listed on labels and Safewy Data Sheers (SD551 Indud ng nformation about envirenmental hazards is allewea by

WHMIE 2005,

9.3 Responsibilities

Responsibilities are as follows:

1. Governors

a. Ensuring that adequate resources are in place and support to achieve risk

elimination and reduction as is reasonably practical.

b. Implementation of suitable and effective control measures.
2. SLT
a. Identification and assessment of risks
b. All substances used and produced are recorded and assessed
c. COSHH Risk Assessments are completed

d. All staff receive appropriate training
3. Employees

a. Follow training and regulations given to them
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b. Report hazards and risks to managers

c. Ensure substances are stored within guidelines given to them by the COSHH Risk
Assessments

9.4 Substance Inventory & Assessment (COSHH Register)

In order to carry out COSHH risk assessments on hazardous substances in the work area they
must be first identified. The Manager or a person nominated by the manager must identify all
potentially hazardous substances in the work environment. This is kept on the COSHH Register.

Location: W:\Health and Safety\COSHH

Filename: Finton House COSHH Register.xIsx

A Manufacturer Safety Data Sheet (MSDS) should be obtained for any product falling within
COSHH regulations. The date this is obtained should be recorded on the COSHH Register and
filed within the MSDS folder (also within the same folder link above).

The MSDS should be reviewed carefully, and any concerns/additional risks recorded on the
School Wide COSHH Risk Assessment. This must be updated whenever the following occurs:

T When a new hazardous substance is used in the workplace
1 There has been a change in work procedure

1 The substance is to be used for a different task
1

The substance used has changed eg. the manufacturer or concentration of the
substance

]

The HSE issue guidance relating to a hazardous substance or work activity

1 Following an adverse incident involving the substance or work activity

9.5 Control Measures

Control measures set out within the MSDS and Whole School Risk Assessment must prevent or
adequately control the exposure of employees to substances hazardous to health. Staff are
responsible for implementing safe systems of work to prevent and control exposure to
hazardous substances in their work area.

Means of control that are inherently safe are always to be preferred because there are fewer
opportunities for protection to fail. The HSE require a standard hierarchy of control measures
that should be considered with the most preferred first:

Elimination

Substitution

Isolation

Reduction (ie. time of exposure/numbers of employees exposed)
Enclosure (fully or partially)

Safe systems of work

Housekeeping

=A =4 =4 =4 -4 A -4 -

Information/instruction
M Personal protective equipment

Both employers and employees must ensure that control measures are effective, maintained
and followed. Control measures need to work - all day, every day.

15




Health & Safety Handbook | Issue 5 | September 2025

9.6 Personal Protective Equipment

Personal protective equipment is a last resort and so should be provided following the
implementation of all other measures and should be regularly inspected and those inspections
recorded. Staff should receive instruction and training in the correct usage, storage,
maintenance and replacement of personal protective equipment issued to them.

PPE that is reusable should be allocated a clean and safe storage space with personal marking
to maintain hygiene. Re-useable protective clothing should be kept clean and inspected in
accordance with the manufacturer’s guidelines. Disposable or single use protective clothing
should not be reused and should be disposed of in accordance with the school’s Waste Policy.

PPE will be provided free of charge, its selection will be based on a risk assessment which
ensures as far as is reasonably possible it does not hinder a member of staff carrying out tasks
while maintaining their health, safety and welfare.

9.7 Information, Instruction & Training

The Bursar provides training in his capacity as Health & Safety Coordinator. Specialist training
for staff with a higher risk is provided by specialist training companies.

9.8 Storage & Signage

All hazardous substances should be stored in accordance with approved codes or practice or
official guidance and manufacturers guidelines. Appropriate hazard signage shall be provided
on all storage areas and containers where a risk has been identified. The storage location and
volume require reviewing as part of the risk assessment.

The school has a number of appropriate storage locations:
169 Basement Cleaning Store - LOCKED

Reception Building Cleaning Store - LOCKED
Emma Thornton Building Cleaning Store - LOCKED
Site Office - LOCKED YELLOW CABINET

Science Room - LOCKED YELLOW CABINET
Kitchens - LOCKED ROOM, CATERING ONLY

Art Room - LOCKED YELLOW CABINET

=A =4 =4 -4 -4 -4 -

9.9 Emergency Procedures

Emergency procedures shall be established for limiting the extent of health risks and to regain
adequate control in the event of leakage, spill or uncontrolled release of any hazardous
substances. Written procedures should be put in place where current general emergency
procedures under other Regulations are deemed insufficient. Staff are to ensure that staff are
trained in accordance to these procedures, and this must include not only staff who use the
substance but also those that distribute and store it.

The MSDS'’s provide appropriate information on emergency procedures.

9.10 Disposal

Any substance hazardous to health and its container must be disposed of in accordance with
the MSDS and School Waste Policy.

To help reduce risk, environmentally friendly products are recommended. Disposal of the
packaging should be considered as part of the procurement process.
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Where waste is disposed of inappropriately this could lead to a non-compliant report being
generated by the Waste Contractor. The non-compliant notices will be viewed as part of an
audit process undertaken on the Waste Contractor by the Environment Agency. These
notifications or other similar incidents could lead to enforcement or fines from the waste
regulators; Environment Agency.

10 Display Screen Equipment

10.1 Assessment

Display Screen Assessments should be completed annually for those with desk-based jobs, and
bi-annually for all other staff.

The IT Manager is responsible for completing the assessments, and recommending changes to
the Bursar for approval.

The diagram below gives an indication of what you should have at your workstation.

School policy is to introduce ‘sit-stand’ desks across the school to promote wellbeing and good
posture. These will be introduces as each school room is upgraded.

Workstation adjustment and efficient working posture

Slouching, leaning and bending in a chair can lead to discomfort and long term pain.
Use this quick setup sheet to aid a comfortable environment.

Adequate illumination

Balanced head position

Shoulders relaxed ﬁ

Upper arm vertical

R 15‘, """ . [\ Screen glare and

reflection free

Screen can tilt

Forearms
approximately
horizontal

| l Balanced wrist position

Adequate lower back Adjustable height swivel stand

support at belt level

Keyboard - detached, flat

Adjustable backrest
(height, angle)

Thin desk top for
maximum thigh space
Adjustable height
chair (gas lift)

Feet flat on floor or footrest
—)

No obstructions to leg movement

5 star stable base

10.2 Breaks

Staff should take a 10-minute break from any screen work every hour.
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10.3 Eye Test & Glasses

The school will contribute up to £30 bi-annually for an eye test, claimable as an expense with
a valid receipt. Staff required to have glasses for screen work only are also able to obtain up to
£100 from the school towards these glasses, also on a bi-annual basis.

11 Driving, Transport & Vehicles

Driving is probably the most dangerous activity that most of us do in the course of our working
lives. “It has been estimated that up to a third of all road traffic accidents involve somebody who
is at work at the time. This may account for over 20 fatalities and 250 serious injuries every week”.
Health and Safety Executive: Driving at Work INDG382.

Road accidents can cause a great deal of disruption to a business through lost time, work-related
ill health and even death, in addition to financial costs such as repairs to vehicles, insurance claims,
and increases in insurance premiums.

As health and safety law applies when employees are driving as part of their work activities, (this
means within their working day, not employees’ usual commute between their normal place of
work and home) then the risks associated with driving must be effectively managed as part of a
health and safety management system. As with all risks, consideration should be given to
eliminating the hazard wherever possible, and consequently the school requires staff to use public
transport, wherever reasonably practicable. Where it is not possible or practicable to use public
transport, suitable controls must be implemented to reduce the risks of an accident.

Finton House Educational Trust is committed to compliance with the Health and Safety at Work
etc. Act 1974, in addition to road traffic law, to ensure that employees drive safely whilst at work
through:

1 Suitable and sufficient risk assessment;

9 Driver competency and training;

1 Ensuring drivers are sufficiently fit and healthy for the task:
T Ensuring vehicles are safe and fit for purpose.

11.1 Scope

This Policy and Procedure is applicable to all staff that drive a motor vehicle (eg. car, motorbike,
minibus, van etc.) as part of their job.

Clearly, some members of staff only drive for work very occasionally, or may drive regularly
but only for very short journeys. The risk for these members of staff is different compared to
those who drive regularly ie. on several occasions a week and over longer distances.
Consequently, the controls employed should be commensurate with the risk identified. In order
to differentiate between the controls required for staff who drive the following categories have
been identified:

1. Occasional drivers - those members of staff who may drive on rare occasions eg. once
or twice a term, to attend a training session or conference or for an educational visit.

2. Regular short-distance drivers - those who routinely, ie. one or more times a week, drive
short distances eg. less than 5 miles per journey ie. between school sites.

3. Essential drivers - those who drive longer distances and where driving is an inherent or
the sole part of their job, (eg. Minibus drivers employed to undertake school pick-ups).

There are some fundamentals, however, which must be adhered to by ALL drivers no matter
how short the journey or how low the perceived risk, and which must be checked by their line
managers or other designated person. These include ensuring:
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That the vehicle being driven is safe and well maintained in accordance with the
manufacturer’'s recommendations by regularly (annually) checking MOT and, for
Essential drivers, Service Records;

That the driver has passed their driving test for the type of vehicle being driven and is
not disqualified from driving for any reason by regularly (annually) checking their
driving licence details held by the DVLA; and

That the driver is adequately insured by regularly (annually) checking insurance
certificates. This should include cover for ‘business use’™ for Regular and Essential Users.

In addition to the above, there are some fundamental safety ‘rules’ which must be adhered to
by ALL drivers. These include:

f
il

Not using mobile phones (including hands-free sets) whilst driving for work.

Ensuring they are fit to drive, eg. by having regular eyesight tests, wearing glasses or
contact lenses if required and reporting any illness, condition or medication that they
are taking that may affect their ability to drive to their Line Manager and the DVLA, and

Complying with road safety legislation and the Highway Code (see
www.direct.gov.uk/highwaycode).

11.2 Responsibilities

It is the responsibility of the school through delegated lines of responsibility to ensure that:

il

Drivers are competent (ie. they have passed the relevant driving test and driving course
where applicable, eg. MIDAS for driving minibuses) and have the correct driving licence
for the type of vehicle driven;

Drivers only use vehicles that are insured to be driven for work purposes and that the
vehicles are fit for purpose and maintained in a safe condition (whether supplied by the
school or whether private vehicles);

Drivers know they are responsible for carrying out basic safety checks;
Vehicles (particularly minibuses) do not exceed their maximum load weight;

Passengers, goods and equipment can be carried securely in the vehicles.

It is the responsibility of all drivers’ line managers or other person designated by the Head to
ensure that:

1

They identify all drivers (Occasional, Regular Short-distance and Essential) within their
area of responsibility;

Staff within their area of responsibility are familiar with this Policy and Procedure and
that they are working to the current issue of documentation. (It is recommended that
Regular and Essential drivers sign a document to confirm they have read, understood
and will adhere to the policy);

Driving at work risk assessments are undertaken and recorded, and any controls
required are adequately implemented.

Driving at work risk assessments are reviewed periodically (annually) or when changes
to driving practice, type of vehicle, type of journey, location etc. arise;

Drivers are able to satisfy the requirements of the Highway Code with respect to
eyesight and that Essential drivers have undertaken an eye sight test at commencement
of work (or in the previous two years if proof of the test can be provided) and thereafter
every two years, or as specified by a registered optician. NB The cost of an eyesight
test for an Essential driver should be paid for by the school;

All drivers are provided with basic safety instructions relating to driving
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Copies of the following driving documentation are obtained upon commencement of work and
thereafter on an annual basis (record are kept by the Finance & Compliance Administrator):

f
f

il

Driving licence (photo driving licence and details held by the DVLA),

Insurance certificate (covering business use unless using Occasional Business Use
Policy),

MOT Certificate (where personal vehicle is being used (and the vehicle is over three
years old).

Eyesight proof dated within 2 years

All drivers are responsible for:

|l

Ensuring that they have a current driving licence for the type of vehicle being driven,
and insurance which includes business use;

Ensuring that they comply with the general rules of the road (road safety legislation and
the Highway Code);

Ensuring they are familiar with the current version of this Policy and Procedure and are
adhering to its requirements;

Ensuring that they do not use a mobile phone (including hands-free sets) whilst driving;

Ensuring that their vehicle is roadworthy and fit for purpose and that basic safety checks
are carried out before travelling, eg. lights working, correct tyre pressure, etc.;

Ensuring that their vision is adequate for driving through regular eyesight tests by a
registered optician (these should be undertaken every two years, or as specified by a
registered optician), and wearing glasses or contact lenses if required. NB The cost of
an eyesight test for an Essential driver should be paid for by the school;

Ensuring they are fit to drive and informing their Manager and the DVLA if they have
any illness, medical condition or are taking any medication that may affect their ability
to drive safely.

Where the driver has a vehicle provided by the School then the driver is responsible for
ensuring that the vehicle is maintained and regularly inspected so that it is safe for use
at all times.

Document Link: Driving Register
Location: W:\Health and Safety\Driving

11.3 Safe Driving Procedure

11.3.1 Driver Rules

ALL drivers must adhere to the following rules:

Full compliance with all road traffic law including the wearing of seatbelts;

M Familiarity with the most recent edition of Highway Code (see

www.direct.gov.uk/highwaycode for more information);

1 Possession of a valid full driving licence in accordance with the type of vehicle being

driven;

M Not use hand-held or hands-free mobile phones, or adjust satellite navigation

systems whilst driving (these activities will distract the driver with potentially fatal
consequences). If a driver receives a call on their phone whilst driving, they should
not respond to it until they have found a safe place to stop and park the vehicle.
Similarly, if a driver needs to adjust their satellite navigation systems they should find
a safe place to stop and park the vehicle first.

M No driving under the influence of alcohol, drugs or medicines that may affect their

ability to drive safely.
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Ensure that the vehicle is roadworthy prior to use and basic safety checks are carried
out before travelling eg. lights working, correct tread depth and pressure on tyres
etc.

Staff must inform their line manager promptly of any changes in their status which
may affect their ability to drive eg. convictions (including speeding offences), health
changes;

Staff must report any accidents or significant near misses, which occur whilst they
are driving for work to their line manager as soon as possible.

The following additional rules should be adhered to by all drivers undertaking longer

journeys:
1 Plan the journey so as to avoid excessive driving hours and the risk of fatigue;
T A rest-break from driving should be taken approximately every two hours during
long journeys;
T Avoid driving when tired, eg. long distances at the end of a working day; between
midnight and 6:00am; or if taking medicines that cause drowsiness;
1 Be prepared to postpone the journey if the weather or traffic conditions are poor.
11.3.2 Driver Training

All drivers shall receive basic training on work-related road safety as part of their induction
training. All drivers shall be informed of the following:

il

f
f

Requirements of the policy (Regular and Essential drivers should sign a document to
confirm they have read, understood and will adhere to the policy);

Procedure in the event of a breakdown or accident

Procedure for reporting an accident or significant near-miss driving incident to
school;

Procedures for safe journey planning

Any further controls required arising from the driving risk assessment.

Specific formal training shall be provided to minibus drivers.

1.3.3 Vehicle Maintenance

All vehicles used must be fit for their intended purpose and be maintained in a safe condition.
The minimum maintenance requirements for private vehicles are outlined below:

il

Servicing: All vehicles must be serviced regularly by a competent mechanic in line
with the manufacturer’s instructions and as a minimum on an annual basis. ‘Essential’
drivers should provide documentary evidence that this has taken place.

MOT Certificate: In line with current legislation, all vehicles over three years old must
hold a current MOT Certificate (NB Minibuses need them after one year). Vehicles
owned by the school must be serviced and repaired by the relevant approved dealers
at a frequency recommended by the manufacturer. Records of repairs and services
must be kept with the vehicle in an easily accessible location.

Pre-Use Vehicle Safety Checks: Before every journey make sure everything is
working correctly eg. lights, windscreen wipers etc. and ensure tyres are at the
correct pressure with adequate tread. Ensure that there is adequate fuel in the car
for the proposed journey and that all fluid levels eg. oil, water etc. are adequate.

Safety Equipment for Essential Drivers: The following safety equipment must be
carried in all vehicles used for work purposes by Essential Drivers:

0 Warning triangle
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o Travel first aid kit
High visibility waistcoat
Contact details for breakdown recovery service

The above safety equipment will be provided/paid for by the school.

o O o o

It is also recommended that the following items are carried in all vehicles used
for work by Essential Drivers:

A Blanket

A Waterproof coat

>

Refreshments eg. water and snack in case of breakdown in severe
weather conditions (eg. high or low temperatures).

1.3.4 Longer Journeys

All drivers must consider their journey route and timing in advance. Where possible
motorways should be used as these are considered the safest roads.

Where a journey is planned at the end of a working day, eg. after a day of teaching, serious
consideration should be given to the length of the journey and the effect of fatigue on the
safety of the driver and passengers.

Sufficient time shall be allowed to meet appointments ensuring that drivers allow a 15-
minute break period for approximately every 2 hours driving. Wherever possible drivers
should not plan to drive more than 4 hours a day and should allow for an overnight stay,
wherever possible, if this limit is to be significantly exceeded.

Where travelling in excess of four hours is deemed necessary, then adequate planning must
be undertaken to ensure that the drivers do not suffer from fatigue. This may include
ensuring that there are sufficient breaks within the journey and an adequate break between
arrival at the destination and the journey back. The planning may also include trying to avoid
travelling at peak traffic times, if possible.

Where the journey is disrupted and lengthened due to unplanned road works, accidents or
diversions then the driver must ensure that they assess the situation at the time and ensure
that adequate additional rest breaks are taken, as required.

Journeys should be re-assessed and possibly rescheduled for a later date in the event of bad
weather and/or poor driving conditions. Drivers should check the weather forecast prior to
commencing their journey.

11.4 Hired Vehicles

11.4.1 Hiring Self-Drive Vehicles

Only the Bursar and Head have the authority to hire vehicles. This should always be as a last
resort.

11.4.2 Hiring Coaches

Staff may only hire coaches from companies which have been approved by the Bursar.

The criteria for a coach company to meet in order that it can be added to the schools list of
approved coached companies are as follows. NB Wherever possible, school staff must
obtain documented confirmation of the requirements and not to rely on verbal assurances
alone.

1 The company must have a current PSV ‘Operators Licence’ issued by VOSA (Vehicle
and Operator Services Agency). This is only issued if the company can prove that all
its drivers have appropriate licences and that the vehicles are appropriately
maintained. It is easy to check if a company has a current ‘O’ Licence by looking them
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up on the VOSA website: https://www.gov.uk/check-vehicle-operator-licence-
applications

M All vehicles must have a current MOT Certificate (annual)

Class IV test is for vehicles with up to 12 passenger seats
Class V test is for vehicles with between 13 and 16 passenger seats

)
)
o Class Vltest is for vehicles with over 17 passenger seats

o All new buses (17+ passenger seats) intended for commercial service need to
have a ‘Certificate of Initial Fitness’ (COIF or CIF) which shows the vehicle

was built or has been adapted to PSV standards.

1 The company should provide information regarding their current ‘OCRS score’
(Operator Compliance Risk Score). Each operator has two OCRS Scores:
Roadworthiness & Traffic The roadworthiness score is based on the condition of
vehicles. The traffic enforcement score includes roadside inspections and VOSA
prosecutions in relation to non-mechanical infringements, such as driver’s hours,
tachograph and overloading offences. Operators can obtain their scores by e-mailing
datacare@vosa.gov.uk.

1 The company must have full insurance cover - vehicles, drivers, public and
employer’s liability (usually a minimum of £5 million for both Employers and Public
Liability Insurance).

All vehicles must be fitted with functioning seatbelts.

T The company must undertake not to use sub-contractors or use vehicles that are not
from their own fleet.

9 Drivers and any Passenger Escorts provided by the coach company must have
satisfactory enhanced Disclosures from the Disclosure and Barring Service and all of
the other safer recruitment checks required by the Central Register must have been
completed.

1 The company should have procedures in case the coach breaks down or is involved
in a road traffic incident, which includes the provision of alternative transport for any
passengers travelling in the vehicle at the time of the incident.

1 The company must have a H&S Policy - ask to see:

0 Their H&S Policy ‘Statement’ - it should be signed by the Chief Executive or
Managing Director of the company and be dated within the past 12 months,

o Their H&S ‘Organisation’ section - it should state who is responsible for what,

0 A contents list of their H&S ‘Arrangements’ - how they manage the risks
associated with their work.

o The company must have comprehensive risk assessments relevant to hiring
coaches.

Staff in charge of pupils travelling in coaches should be able to contact the emergency
services and have first aid supplies available. If pupils travel on a coach without being
escorted by a member of staff, eg. home to school transport services, it is recommended
that the coach driver has a 1-day Emergency First Aid qualification and the coach is
equipped with a first aid kit.

Addition: On longer journeys, staff must be spread out throughout the bus in case of
accident.

1.4.3 Hiring Taxis

Only the school’s official taxi firm may be used for official school businesses. Other services
used are at the risk of staff themselves.
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11.5 Minibuses

11.5.1 Section 19 Permits

School vehicles must hold a Section 19 Permit to operate any vehicles we own or hire to
transport passengers. This exempts us from needing a Public Service Vehicle (PSV)
Operators Licence. If vehicles (minibuses or cars) are operated without either a valid PSV
Operator's Licence or a Section 19 Permit it could result in a prosecution and the vehicle
could be impounded.

No vehicle (minibus or car) may be used for carrying passengers until a Permit has been
obtained, and the corresponding disc displayed inside the windscreen. Permits are not
specific to individual vehicles and the discs may be swapped between different school
vehicles or used with hired vehicles, just as long as every vehicle has a valid disc displayed
in its windscreen every time it is used. If you want to operate three vehicles at the same time,
you must have three separate permits. The Permits and discs are important documents and
must be kept safe. If they are lost or destroyed, or become defaced or faded a replacement
must be obtained.

11.5.2 Minibus Driving Licences and Refresher Training

Drivers with pre-1997 a UK car driving licence (which includes the D1 ‘not for hire or reward’
entitlement) can drive minibuses with a maximum of 16 passenger seats without having to
pass the PCV (Passenger Carrying Vehicle) test until their 70th birthday. However, they must
undertake MIDAS* (or equivalent) minibus driver training before they start to transport
passengers and at least every 4 years thereafter.

*MIiDAS - Minibus Driver Awareness Scheme operated by the Community Transport
Association (CTA) http://www.ctauk.org/training/midas.aspx

Drivers who passed their car driving licence after 1996 must not, under any circumstances,
drive minibuses (vehicles with more than 8 passenger seats) until they have passed their
PCV driving test and have D or D1, without the 101-restriction code, added to their licence.

The PCV licence is valid until the licensee’s 45" birthday. After this time, it needs to be
renewed every 5 years until their 65th birthday. Thereafter it needs to be renewed annually.
The expiry date is shown on the photo-card licence.

Drivers who have passed their PCV licence and are employed, eg. as a PE teacher or member
of the premises team, and only drive a minibus as part of their role do not need to undertake
‘periodic training’ and do not need to maintain their Driver CPC, but they must undertake
MIiDAS* training at least every 4 years after gaining their PCV licence as 'refresher’ training.

11.5.3 Minibus Drivers

No one may drive a minibus unless he or she:

1 Are between the ages of 21 and 70 years

1 Hold the appropriate, valid licence for the vehicle they intend to drive

1 Undertake appropriate regular update training;

T Have no more than 6 endorsement points for speeding and no instances of 'driving
uninsured’;

1 Are authorised to do so, in writing, by the Head,;

1 Have satisfactorily completed the Drivers Medical Questionnaire;

1 Keep a record of their driving hours

M Itisalso recommended that they have a current first aid qualification.

All minibus drivers should be familiar with /competent in:

1 The requirements of this policy;
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M The procedures for safe journey planning within the policy;

How to conduct routine pre-use vehicle checks, eg. lights, tyres, windscreen wipers,
tyres and fluid levels (fuel, oil, and water) and safety equipment and what to do if
any defects are identified;

The Procedures in Event of a Breakdown or Accident

M The procedure for reporting an accident or significant near-miss driving incident to
school

Any additional controls identified in the school’s Minibus Driving Risk Assessment.

T Wherever possible, there should be a relief driver in the minibus, particularly if
journeys are going to be long (in excess of an hour). However, it is accepted that this
may not be possible for local trips (eg. to local away matches and sports fixtures).

By law, the driver is responsible for the safe condition of the vehicle she/he is driving. All
drivers must know how to carry out the checks and must assure themselves that the checks
have been carried out before taking the vehicle out.

Minibus drivers are forbidden to use mobile phones (including hands-free sets) whilst
driving. In the event of an emergency, the driver should pull over as soon as safely possible
and switch off the engine before making a call.

11.5.4 Insurance

Insurance cover will extend to anyone driving with permission of the Head but is limited to
drivers between the ages of 21 and 70 years.

If it is proposed to take a minibus abroad, at least one month's notice must be given to the
Bursar in order to obtain a Green Card from the School's insurers.

11.5.5 Maintenance, Repair and Servicing

The Site Team are responsible for the maintenance of the minibus. This includes a weekly
check that lights are working and that brakes, oil, petrol, water and tyres are in order and
topped up as necessary, and all other matters referred to in the Minibus Safety Checklist. It
also includes taking the minibus to and from the garage for petrol etc., and for repairs and
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