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 Statement of Intent 

The Governing Body of Gilded Hollins takes the health, safety and 
wellbeing of all those on, working from, using our school site or working 
offsite, seriously. 

This policy explains how we manage our responsibilities under the Health 
and Safety at work etc. Act 1974. The main aim of the policy and its content 
is to ensure, so far as is reasonably practicable: 

- The school environment is a safe place to work from, learn in and 
visit, without risk to health and safety. 

- We provide safe working equipment, procedures and information 
on significant risks to our employees, students and others who 
might be affected by what we do. 

- We provide training and consult with employees and others on 
health and safety matters. 

- We provide a safe means of access to and from the school. 
- We ensure suitable and sufficient risk assessments are completed 

and communicated. 
- We have clear procedures in place to manage incidents and 

emergencies. 
- We monitor our safety performance, review and investigate 

incidents and near miss events, and learn from findings. 

This statement sets out our commitment to effective health and safety 
management. It is signed by the Headteacher and ratified by Governors. 
This policy identifies how the school organises employees to manage 
health and safety and includes the arrangements for managing risk. 

This policy is brought to the attention of, and/or issued to, all employees 
and other relevant persons by the headteacher / school business manager. 

A copy is kept on the shared drive and on the school website. 

This policy will be reviewed on an annual basis. 

 



Health and Safety Responsibilities 
Governors for Council Schools 

Wigan Council has ultimate responsibility for health and safety matters in 
the school, but delegates responsibility for strategic management to the 
school’s governing body. 

The governing board delegates operational matters and day-to-day tasks 
to the headteacher and employees. 

Responsibilities include: 

- Reviewing the health and safety policy. Responsibilities include site 
walk arounds with site staff, head teacher and Governor, policy 
review at Governor meetings. 

- Appointing a Health & Safety Governor who will attend school 
annually to complete a review and feedback any findings to the 
school and Governors. 

- Take reasonable steps to ensure that the school is following other 
health and safety policies and procedures by ensuring the policy is 
updated annually and there is a regular item on Governor agendas. 

- Confirm that employees and others receive suitable and sufficient 
information, instruction and training to enable them to carry out 
their health and responsibilities. 

- Seek assurance that the school has access to competent health and 
safety advice and support as required under Section 7 of the 
Management of Health and Safety at Work Regulations. 

- Promote a sensible approach to health and safety, making use of 
competent health and safety advice when required. 

- Work in close partnership with the Headteacher and Senior 
Management Team to support sensible health and safety 
management and to seek assurance as appropriate. 

- Review accident, incident and near miss events and where needed, 
seeking clarity on action on reporting and investigation. 

 

Headteacher 

The Headteacher is responsible for the management of health and safety 
across the school site and all activities. They will: 

- Ensure that they are aware of all significant hazards and risks on 
their school site and ensure these are managed so far as is 
reasonably practicable. 

- Take immediate action when significant hazards are reported.  



- Report on health, safety and welfare matters to the Governing Body, 
noting incident reporting, significant hazards, risks and actions 
needed. 

- Ensure employees have completed relevant health and safety 
training. 

- Ensure that appropriate funds and resources are allocated to ensure 
effective health and safety procedures, repairs and maintenance in 
the school. 

- Ensure all health and safety procedures are reviewed and 
communicated to employees and others who might need to be 
aware of the information. 

- Ensure that all employees are provided with suitable, safe and 
maintained equipment to complete their work. 

- Ensure that all products brought onto site are safe for use and 
stored in a safe way. 

- Ensure that the school has access to competent health, safety and 
wellbeing advice and support as required under Section 7 of the 
Management of Health and Safety at Work Regulations. 

- Ensure that the school premises and external areas are maintained, 
compliance checks are completed, the building is safe for use and 
regularly inspected. 

- Promote a positive and open health and safety culture in school. 
- Complete management checks and other monitoring activities to 

ensure that policies and procedures are being followed. 
- Ensure procedures and risk management arrangements are in place 

for the management and recording of educational visits. 
- Ensure that emergency procedures are in place, regular drills are 

completed and learning points are communicated. 
- Ensure that in their absence, health and safety responsibilities are 

delegated to other employees. 
 

Deputy Headteacher 

In the Headteacher’s absence, it is assumed the Deputy Headteacher will 
undertake the Headteacher’s responsibilities. 

 

School Business Manager 

The School Business Manager will: 

- Be the main focal point for day-to-day health and safety matters, 
giving advice or signposting to sources of advice. 



- Help the headteacher develop, implement and review health and 
safety policies and procedures. 

- Complete monitoring and management checks on the Caretaker’s 
compliance checks, highlighting or escalating any issues to the 
Headteacher for their action. 

- Ensure external compliance checks and essential building risk 
assessments are in place and actions taken and recorded, e.g. fire 
risk assessment, legionella risk assessment, asbestos management 
survey, building survey, electrical testing, gas safe checks, etc. This 
list is not exhaustive. 

- Ensure new staff have completed the online Health & Safety and Fire 
Safety courses upon appointment. 

- Develop and implement a health and safety training plan to ensure 
employees have sufficient training to complete their roles (including 
Fire Warden and First Aid cover). 

- Be the main point of contact with Wigan Council’s Health and Safety 
Team and liaise with outside agencies that offer expert advice. 

- Ensure incidents are reported and investigated using the Council’s 
incident reporting system. 

 

All Employees 

Employees will: 

- Take care of their own health, safety, and wellbeing and that of any 
other person who may be affected by their actions. 

- Follow the training they have received when using any work 
equipment or systems provided by the employer. 

- Follow health and safety procedures and ensure risk assessments 
are followed and understood. 

- Report practices, equipment or physical conditions that may be 
hazardous to their line manager/appropriate employee. 

- Understand emergency evacuation procedures, feel confident in 
implementing them and know how to raise any concerns. 
 
 

The Caretaker 

The Caretaker will: 

- Complete daily/weekly/monthly compliance observation and 
monitoring and safety checks, keeping records of findings and 
actions taken. 



- Support the School Business Manager with external compliance 
checks and essential building risk assessments. 

- Ensure any work that has health and safety implications is 
prioritised. Speak to the Headteacher/School Business Manager for 
advice where needed/to discuss actions. 

- Report any health and safety concerns to the senior management 
team immediately by speaking with the Head or School Business 
Manager. 

- Ensure that all work under their control is undertaken in a safe 
manner. 

- Comply with the school evacuation and invacuation procedures.  
- Ensure all employees are aware of safe working practices within 

their work area, especially regarding reporting of hazards. 
- Ensure that any unsafe practices cease with immediate effect. 
- Investigate any specific health and safety issues, take remedial 

action and report findings to the Headteacher/School Business 
Manager. 

- Ensure all contractors are ‘inducted’ and shown the relevant risk 
assessments, e.g. asbestos management survey and are made 
aware of any hazards, e.g. fragile roofs in the areas where they will be 
working. 
 

The Health and Safety Team 

- Wigan Council acts as the school’s competent person under the 
Management of Health and Safety at Work Regulations. 

- The Council will provide services to schools as per their Service Level 
Agreement/contract. A list of services include: 

➢ Support with procedures and arrangements. 
➢ Support with inspection and audit arrangements. 
➢ Assistance with risk assessments of school activities. 
➢ Assistance with review of fire risk assessment. 
➢ Assistance with arrangements for emergency response 

procedures. 
➢ Assistance with incident investigations and statutory 

reporting. 
➢ Return to work risk assessment advice. 
➢ Legislation updates with guidance. 
➢ Assistance and advice for dealing with enforcement agencies. 
➢ Assistance and advice for dealing with insurance 

investigations. 



➢ Guidance for managers and governors that encourage a 
positive safety culture. 
 

➢ Gateway to additional health and safety services. 

 

Contractors 

All contractors who will be working onsite will receive a health and safety 
briefing by the caretaker. Where possible, work will be undertaken out of 
school hours/during holidays and the school will, where possible, use 
contractors who have previously worked with the school and are familiar 
with the site. 

Contractors will be provided with copies of relevant school risk 
assessments/documentation as needed, e.g. Health and Safety Policy, 
asbestos management survey, etc. Contractors will report to the Caretaker 
or if not on site the School Business Manager, including providing relevant 
information and reporting concerns. 

Contractors must provide risk assessments and if required, safe systems of 
work. Contractors will be vetted for competency. The School Business 
Manager will request, gather, and review contractor documents before 
they commence work, dependant on the role they will complete. This may 
include, insurance cover, DBS checks, risk assessments and safe systems of 
work, references for similar work etc. 

Construction /large scale works will be project managed by the School 
Business Manager. 

 

Additional health and safety responsibilities 

In the absence of the Caretaker and School Business Manager, the office 
administrator will oversee contractors on site. 



Health and Safety Arrangements 
 

Accidents and Incidents 

All incidents which occur as part of school activities involving employees, 
students and others should be reported. This includes: 

- Accidents 
- Hate crime / discrimination 
- Inappropriate behaviour 
- Near misses 
- Occupational disease 
- Restraint 
- Self-harm 
- Violence 

Gilded Hollins follows Wigan Council’s incident reporting procedure to 
record all of the above types of incidents. 

The Headteacher has overall responsibility for ensuring incidents are 
investigated, sharing findings, reviewing risk assessments and reporting 
incidents to the HSE under RIDDOR where applicable. 

 

Asbestos 

This school has asbestos onsite and the locations are identified in the 
asbestos management survey. 

Employees must not complete any activity that could damage the building 
fabric: this includes putting pins into walls or asking the Caretaker to put 
up shelves, etc in these areas. The Caretaker will work with employees and 
provide them with site safety and security information. This will include 
information on how they can avoid disturbing asbestos. If employees want 
more information or awareness training, they should speak to the School 
Business Manager. 

The Asbestos File is located in the main office. The Office/Caretaker will 
provide a copy of the asbestos management survey to contractors 
completing works that could disturb asbestos. The contractor will be asked 
to sign a form to confirm they have read the survey. These forms will be 
retained in the school office. 

The Caretaker will complete a visual inspection of areas of the school with 
asbestos several times per year, keeping records of findings or actions 
taken. Employees must report any concerns regarding asbestos 

https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#Accidentandincidentreporting


management to the Caretaker or School Business Manager as soon as 
possible. 
 

The Caretaker and School Business Manager will complete asbestos 
awareness training every 3 years. 

 

Classroom Safety 

Employees are responsible for ensuring their classroom and other areas are 
safe including: 

- Escape routes are kept free with no obvious trip hazards. 
- Combustibles do not build up and are not left on/near heat sources. 
- Risk assessments for classroom activities are valid and followed. 
- Any significant risks in classroom/areas of responsibility are reported. 
- Locking classrooms with significant hazards when not in use. 

Any health and safety concerns or issues must be immediately reported to 
Caretaker/main office. 

 

Control of Substances Hazardous to Health (COSHH) 

Gilded Hollins has a duty to manage all hazardous substances and follow 
Wigan Council’s COSHH procedure. In summary, the school will: 

- Maintain a full COSHH inventory with safety data sheets for all items. 
It is located in the caretakers room. 

- Ensure employees use, store and dispose of hazardous products 
safely and in accordance with instructions on the product label.  

- Ensure PPE is provided and guidance is given on safe use, storage 
and maintenance. 

- Have emergency procedures including spill kits. 
- Use CLEAPSS for technical guidance. 
-  

Critical Incidents / Business Continuity 

Gilded Hollins has a Critical Incident/Business Continuity Policy, identifying 
procedures to follow to ensure an effective response in the event of a 
critical incident/business disruption.   

This policy identifies arrangements for; employee and pupil welfare, 
safeguarding employees, pupils, and visitors, minimising disruption to 
education, ensuring effective communication and co-ordination, 

https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#ControlofSubstancesHazardoustoHealthCOSHH


maintaining essential school functions, recovery and return to normal 
operations. 

This is located on the shared drive.  

 

Display Screen Equipment (DSE) 

As part of looking after the health, safety and welfare of employees whilst 
at work, the school follows Wigan Council’s DSE Procedure. Employees 
who use computers for continuous periods (of at least an hour or more at a 
time) complete a DSE self-assessment to help use DSE equipment safely 
and follow good DSE practice. DSE training is provided to users. 

 

Educational Visits 

Gilded Hollins follows Wigan Council’s Educational Visits Policy and 
Guidance Procedures. Gilded Hollins will: 

- Have a named Educational Visits Co-ordinator (EVC) and experienced 
visit leaders managing trips. 

- Select suitable providers to meet the individual and group needs of 
the people attending as far as is reasonably practicable. 

- Plan visits and carry out risk assessments in line with national 
guidance. 

- Use Evolve to record visit planning for lower risk visits such as day 
trips and for higher risk visits that require Local Authority approval 
(adventurous, residential and overseas). 

-  

Electrical Equipment 

Gilded Hollins follows Wigan Council Electrical Safety Procedure. 
Employees are responsible for ensuring that they use and handle electrical 
equipment safely and sensibly and visually check equipment before using. 
Any potential hazards will be reported to the caretaker or main office 
immediately and equipment taken out of use. 

Portable appliance tests (PAT) and Fixed Installation Tests are completed 
by competent contractors. Tests are arranged by the School Business 
Manager and any follow up actions are completed by the caretaker. The 
school retains records of all test certificates. 

 

 

https://www.wigan.gov.uk/Docs/PDF/SchoolsPortal/Docs/HR/Health-and-safety-handbook/DSE-Procedure.pdf
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#DisplayScreenEquipment
https://www.wigan.gov.uk/Docs/PDF/SchoolsPortal/Docs/HR/Health-and-safety-handbook/DSE-Toolkit.pdf
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#ElectricalSafety


Fire Safety 

Gilded Hollins has a separate fire evacuation procedure. PEEP’s (Personal 
Emergency Evacuation Plans) are completed for employees, students, or 
visitors that need support to evacuate the building in an emergency. The 
fire evacuation procedure lists who our fire wardens are, who the Incident 
Controller(s) is/are and who can provide support in a fire situation. It 
records who completes our fire safety checks and how fire drills will be 
managed. The procedure can be found on the shared drive. 

The school has a current suitable and sufficient fire risk assessment in 
place, completed by Pennington Choices on 27/07/26 and was last 
reviewed by Wigan Council on 19/05/25 and will be reviewed again by them 
in 2027. An action plan is in place, and we are working towards completing 
all remedial works. 

Emergency evacuations are practiced at least once a term. The fire alarm is 
a loud bell. 

New employees will be trained in fire safety as part of their induction and 
then every year online and in person every 3 years.  The last in person 
training was 01/09/2025. 

 

First Aid 

Gilded Hollins follows Wigan Council’s First Aid Procedure. A first aid needs 
risk assessment has been completed to identify the first aids needs 
required, including controls for managing anaphylaxis. Managing 
medication and supporting students with additional needs is documented 
in a separate policy. 

The first aid procedure identifies: 

- Who our current first aiders are. 
- What training they receive and when (training records are retained). 
- Where our first aid kits are located. 
- First aid kit contents. 
- Who checks and maintains the kits. 

There are 3 appointed people responsible for first aid in school detailed in 
the policy and most staff are qualified first aiders. First aiders are displayed 
in prominent places throughout school. 

For minor injuries an accident slip is completed and a copy sent home with 
the pupil. More serious accidents a wigan council form will be completed 
and entered onto the councils system. 

https://www.wigan.gov.uk/Docs/PDF/SchoolsPortal/Docs/HR/Health-and-safety-handbook/First-Aid-procedure.pdf
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#FirstAid
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#FirstAid


 

Defibrillator  
 
School has its own defibrillator which is situated on the wall outside the 
KS2 boys toilets (this is the central point of school). It is maintained by the 
schools Caretaker. 

 

Gas Safety 

The installation, maintenance and repair of gas appliances and fittings will 
be carried out by a competent Gas Safe registered engineer. All service, 
repair and test records are retained by the School Business Manager. 

All rooms with gas appliances are checked to ensure that they have 
adequate ventilation, shut-off valves are easily identifiable, and relevant 
employees are instructed on how to use. 

 

Health and Safety Induction 

Anyone who starts work on the school site will receive a health and safety 
induction. This will be provided by the Headteacher or School Business 
Manager. The induction includes, but is not limited to: 

- Health and safety arrangements. 
- Who (and how) to report concerns to. 
- Emergency procedures. 
- First aid arrangements. 
- Incident reporting procedures. 
- Safeguarding and security.  

Relevant health and safety information will be provided to students, e.g. in 
curriculum food tech, design tech, science and to visitors. 

 

Health, Safety and Wellbeing 

We are committed to providing and maintaining a safe, healthy and 
supportive working and learning environment for all and recognise the 
importance of identifying and reducing workplace stressors. 

Staff surveys are sent out regularly. School tries to minimise staff meeting 
times and allows PPA to be taken offsite. 

 

 



Infectious Diseases, Infection Prevention and Control 

We follow national guidance published by the UKHSA (Health Security 
Agency) when responding to infectious disease and infection control 
issues. In cases of infectious diseases, the school will follow recommended 
exclusion periods identified by schools’ Public Health team. 

We manage good hygiene and infection prevention control by 
encouraging employees, students and anyone else affected by school 
activity to follow good practices: 

- Good hygiene. 
- Good respiratory hygiene. 
- Cleaning and disinfection. 
- Ventilation of enclosed areas. 

 

Insurance  

Gilded Hollins purchases insurance through Wigan Council, this includes 
employer liability and public liability. If employees have any questions 
regarding insurance cover, they should speak to the School Business 
Manager in the first instance. 

The school have obligations to visitors under the Occupiers Liability Act to 
do what is reasonably practicable to ensure the safety of all visitors 
especially children/young persons. This includes obligations under the 
Occupiers Liability Act. 

 

Legionella 

A legionella risk assessment has been completed on 29/07/26 by GMS. The 
School Business Manager and Caretaker will ensure recommendations in 
the legionella risk assessment are acted upon and recorded within the 
assessment. Concerns regarding legionella management are reported to 
the Caretaker or School Business Manager. 

This risk assessment will be reviewed every year and when significant 
changes have occurred to the water system and/or the building. 

The risk of legionella bacteria is managed by: monthly outlet flushing, 
monthly temperature checks, quarterly disinfection of showerheads, TMV 
testing this is completed by GMS. 

The Caretaker will report any issues and temperature anomalies to the 
School Business Manager, so corrective action can be taken. 



The Caretaker and School Business Manager will complete legionella 
awareness training every 3 years. 

 

Lettings  

Currently Gilded Hollins has no lettings for any part of its building. 

 

Lockdown (including invacuation) 

Gilded Hollins has a separate procedure for lockdown and invacuation, as 
part of emergency response and planning arrangements. The procedure 
can be found on the shared drive. Invacuation; the procedure is used when 
there is a threat outside of the school building or grounds. The purpose is 
to swiftly move everyone indoors to a safer environment and prevent 
exposure to external hazards. Access to the school is secured to prevent 
hazards entering the school building. The signal for an invacuation is 
clearly distinguishable to the fire alarm and is an announcement on the 
tannoy system. 

Lockdown; this procedure is used to safeguard everyone on the school 
premises to actual or potential threats by securing the school premises, 
restricting movement, maintaining effective communication, and ensuring 
a coordinated response until the incident is resolved and the all-clear is 
given. The alert for a lockdown is the air siren. 

 

Lone Working 

Gilded Hollins follows Wigan Council’s Lone Working Procedure. Some 
employees may lone work with the approval of the Headteacher, this 
generally mainly applies to the Caretaker. The definition of lone working is 
a work activity carried out without direct supervision or the support of 
others. Lone working may include: 

- Working earlier or later than other employees or opening and 
locking up alone. 

- Home or site visits. 
- Weekend working. 
- Working in a single occupancy office/isolated area in school. 

All lone work must be approved, and risk assessments completed and 
reviewed whenever there is a change to the procedure. Higher risk 
activities, e.g. if there is a risk of falling from height, will not be undertaken 

https://www.wigan.gov.uk/Docs/PDF/SchoolsPortal/Docs/HR/Health-and-safety-handbook/Lone-working-procedure.pdf


when working alone. If there are any doubts about a task/work activity, this 
must be postponed until other employees are available. 

 

Manual Handling 

Gilded Hollins follows Wigan Council’s Manual Handling Procedure. Risk 
assessments are completed for manual handling activities and reviewed 
annually. All employees who complete manual handling activities will 
complete manual handling training. 

 

Medication 

Gilded Hollins have procedures for managing and supporting students 
with medical needs in school. If the school are asked to provide prescribed 
medication to students, parent/carer consent is required. 

Where required, employees must read and follow additional school 
guidance and speak to the Headteacher or School Admin Officer. 

 

PE and Play Equipment 

Risk assessments are completed for using PE and play equipment and 
communicated to employees and students. The school has an inventory of 
all PE and play equipment in school, retained by the Headteacher.  

The PE lead will demonstrate how PE equipment is used and stored before 
anyone is authorised to use. Teachers will complete pre-use observations of 
PE equipment every time equipment is used. They will report any issues or 
findings to the school office. PE equipment inspection and service records 
are undertaken by Infinity and retained by the School Business Manager 
and external play equipment is inspected by a Wigan Council contractor. 

Students are supervised when using play equipment by the staff members 
on duty 

 

Playground Safety  
 
Lunchtime Welfare Assistants should be aware of visitors to school who are 
buzzed through the school gates by office staff. They should be vigilant 
that visitors enter the school building through the main entrance only. The 
member of office staff buzzing through the visitor should ensure that the 
electronic gate closes fully and that no children have been able to exit the 
grounds. 

https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#ManualHandling
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#ManualHandling
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#ManualHandling


 

Personal Protective Equipment 

Gilded Hollins follows Wigan Council’s PPE Procedure. Where a risk 
assessment identifies that employees or students must use PPE to 
complete tasks safely, this will be provided by the school. Where needed, 
employees will be advised how to use and store PPE. Employees must 
report any concerns regarding PPE to the Headteacher. 

The Admin Officer is responsible for purchasing PPE for school employees. 
All gloves purchased must be non-latex. 

 

Transporting pupils  
 
Wherever possible and practicable, it is advisable that transport is 
undertaken other than in private vehicles and with at least one adult 
additional to the driver acting as an escort.  
 
At times, it may be necessary for children to travel in staff or parent 
vehicles for certain events to take place.  
 
School will obtain permission from parents to allow children to travel with 
members of school staff or a parent.  
 
No adult should be in their vehicle with a lone child.  
 
In certain situations, staff or volunteers may be required or offer to 
transport pupils as part of their work. Staff should not offer lifts to pupils, 
unless the need for this has been agreed by a manager. A designated 
member of staff should be appointed to plan and provide oversight of all 
transport arrangements and respond to any concerns that may arise.  
 
It is a legal requirement that all passengers wear seatbelts and the driver 
should ensure that they do so. They should also be aware of and adhere to 
current legislation regarding the use of car seats for younger children.  
 
For some events, volunteers may have to transport children as a group. 
Volunteers must adhere to the same regulations and guidelines as 
outlined for staff and must never be with a lone child in their car. When 
travelling to an event, parents and staff will travel in convoy with the staff 
member at the back. Therefore, if an incident should occur, the staff 
member is able to stop and provide support ensuring that no child is left 
unattended.  
 
Staff should ensure that their behaviour is safe and that the transport 
arrangements and the vehicle meet all legal requirements. They should 

https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#PersonalProtectiveEquipmentPPE


ensure that the vehicle is roadworthy and appropriately insured and that 
the maximum carrying capacity is not exceeded.  
 
Staff should never offer to transport pupils outside of their normal working 
duties, other than in an emergency, or where not doing so would mean the 
child may be at risk. In these circumstances the matter should be recorded 
and reported to both their manager and the child’s parent(s).  
 
This means that staff should:  
• plan and agree arrangements with all parties in advance  
• not be alone in a car with a lone child unless absolutely necessary.  
• consider any specific or additional needs of the pupil  
• have an appropriate licence/permit for the vehicle  
• ensure they are fit to drive and free from any drugs, alcohol or  
medicine which is likely to impair judgement and/ or ability to drive  
• ensure that if they need to be alone with a pupil (extreme 
emergencies only) this is for the minimum time and the headteacher and 
parent has been informed.  
• be aware that the safety and welfare of the pupil is their 
responsibility until this is safely passed over to a parent/carer  
• report the nature of the journey, the route and expected time of 
arrival  
• ensure that their behaviour and all arrangements ensure vehicle, 
passenger and driver safety. This includes having proper and appropriate 
insurance for the type of vehicle being driven  
• ensure that any impromptu or emergency arrangements of lifts are 

recorded and can be justified  
 

 
Swimming Trips 
 
Any adults accompanying swimming trips should be aware of the safety 
requirements. 

 

Public Services  
 
Local services such as the Police, Fire Services, School Nurse, Road Safety 
etc. will be involved in educating the children on safety matters. This will 
include visits to school for assemblies or class-based learning.  
The children will be taught what steps they can take themselves in order to 
remain happy and healthy. This sharing of information will take place 
during assemblies, general class work, topic work and school trips, and 
reinforced appropriately.  
 
 



Contacts  
 
School Health and Safety Officer - Mrs C Burns  
School Office (reports for minor concerns) - Mrs E Robertson / Mrs S Mair  
Caretaker - Mr P Molyneux  
Governor with responsibility for Health and Safety - Mr T Sweeney  
LA Health and Safety Officer - Lisa Kelsall 

 

Pregnant/New and Expectant Mothers 

Gilded Hollins follows Wigan Council’s Guidance. A risk assessment will be 
completed when an employee notifies the school that they are pregnant. 
The Headteacher will complete the risk assessment and liaise with relevant 
employees to discuss the actions required. The risk assessment will be 
reviewed throughout the pregnancy and will include controls for 
employees who are breastfeeding when they return to work. 

 

Risk Assessment 

Gilded Hollins follows Wigan Council’s Risk Assessment Guidance. Risk 
assessments will be completed for all activities and tasks where significant 
risks are identified. Appropriate controls must be documented, 
implemented, monitored and managed, and concerns must be reported 
immediately to the Headteacher/School Business Manager. 

Risk assessments will be completed for employees and students where 
required; responsibility is delegated to specific employees where they have 
the knowledge, skills and training to complete them. 

Risk assessments will be reviewed regularly/in line with the level of risk or 
sooner if required, e.g. following an accident/incident, near miss, changes 
in equipment, process or legislation. 

Risk assessments will be shared with relevant persons e.g. employees, 
contractors or visitors. Previous risk assessments will be archived. 

The schools risk assessments are currently being reviewed and transferred 
to the Wigan Council templates. 

 

Sharps 

Gilded Hollins follows Wigan Council’s Sharp’s Procedure. This includes 
procedures for finding/collecting discarded needlesticks, e.g. location of 

https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#Pregnancyandneworexpectantmothers
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#RiskAssessments
https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#Sharps


sharps kit and contents, where needlesticks are stored, how they are 
collected/disposed of etc. 

The use of any sharp equipment used as part of the curriculum will be risk 
assessed and communicated to employees and students by the teacher 
leading the class. Sharp equipment used by students in lessons will be 
counted out and in by employees. 

All sharp equipment used by the site team (screwdrivers, drills, etc.) must 
be stored in the caretakers room and kept locked at all times. Risk 
assessments are completed for work tasks involving sharp equipment and 
consideration given for safe use, e.g. not leaving equipment unattended at 
any time.  

 

Site Safety and Security 

The Caretaker, Headteacher and School Business Manager are responsible 
for the security of the school site in and out of school hours. They are 
responsible for responding to the intruder and fire alarms. The Caretaker, 
Headteacher, School Business Manager and Office admin are key holders 
and will respond to an emergency. 

Access control is managed and unauthorised access on the school site is 
prohibited. The school will ensure the grounds are checked frequently; 
hazards will be reported to the Headteacher/Senior Leadership Team and 
actioned by the Caretaker. The school perimeters will be checked and 
maintained to ensure fencing/gates are maintained and act as a deterrent 
to unauthorised access. 

 

Smoking 

Smoking, including vaping, is not permitted anywhere on the school 
premises. 

 

Transportation Management 

Parents are not allowed onto the school carpark at any time during school 
opening hours including drop off and pick up times. The car park gates 
should remain closed throughout the school day and staff and visitors to 
open and close them when entering/leaving the car park. 

 

 



Working at Height 

Gilded Hollins follows Wigan Council’s Work at Height Procedure. Work at 
height must be properly planned, supervised and carried out by 
competent people with the training, skills, knowledge and experience to 
do the work. Risk assessments are completed for all work at height tasks. 

In this school we have the following equipment: 

- 3x stepladders various heights. 
- 1x extending ladder. 

The caretaker has completed ladder training to use the equipment. 

All employees must complete visual pre-use checks for work at height 
equipment, reporting any concerns to the caretaker who will be 
responsible for demonstrating this to employees. 

Every term, dependent on use, storage arrangements, etc. the Caretaker 
will complete a formal inspection of all ladders and step stools. Ladders 
that are unsafe/are not the correct rating will be taken out of use and 
removed from site. Wooden ladders are not used. Contractors are expected 
to provide their own ladders/equipment for working at height where 
possible, school ladders will not be used by contractors unless agreed with 
the Caretaker. 

 

Violence 

We believe that anyone within the school should not tolerate violent or 
threatening behaviour. 

All employees must report any incidents of aggression or violence directed 
to themselves or others to the Headteacher or Deputy Head immediately. 
This applies to violence from students, visitors or other employees. An 
incident form must be completed and incidents will be investigated. 

 

https://www.wigan.gov.uk/SchoolsPortal/HR/Health-and-Safety-Handbook/Health-and-Safety-handbook.aspx#WorkingatHeights
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