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GENERAL STATEMENT OF HEALTH AND SAFETY POLICY 
 
The Board of Governors recognises and accepts its responsibility for Health 
and Safety and in particular the duties laid down in Article 4 (Employers Duties) 
of the Health and Safety at work NI Order 1978. It also recognises and accepts 
its duties laid down in Articles 5 & 6 of that order to persons other than their 
employees. 
 
The school’s policy is to provide and maintain safe and healthy working 
conditions so far as is reasonably practicable for all staff and students and to 
encourage a safety culture within the school building and in all its associated 
activities. The Board of Governors also accepts responsibility for the Health and 
Safety of other people who may be affected by the school’s activities. 
 
The school’s policy has been written with the full awareness of the current 
Education Authority Health and Safety policy as underwritten by the Chair and 
Chief Executive of the Education Authority  (dated September 2024). Our 
school policy sections are in line with EA guidance, with a particular focus on 
the needs of our entire school community. 
 
It is the school’s policy to provide adequate information to identify needs in 
respect of training and provide supervision as necessary for the Health and 
Safety of staff and pupils. 
 
 
The school will pay particular attention to the provision and maintenance of: 
 

• a safe place of work, safe access to it and safe egress from it. 

• plant equipment and systems of work that are safe. 

• safe arrangements for the use, handling, storage and transport of articles 
and substances. 

• sufficient information and instruction training and supervision to enable all 
employees to avoid hazards and contribute positively to their own health 
and safety at work. 

• a healthy working environment 

• adequate welfare facilities 
protocols and procedures to ensure the health and safety and wellbeing 
of staff and pupils in all school activities including those conducted off site 

 
The Board of Governors reminds its employees of their own duties to take 
reasonable care for their own safety and that of other persons and to co-
operate with the Board of Governors and the Principal so as to enable it to 
carry out its own responsibilities successfully. 
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A copy of this statement will be issued to all employees. It will be reviewed, 
added to or modified as required. This policy and its effectiveness will be 
reviewed every three years or earlier if required.
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SECTION B 
 
SAFETY ORGANISATION  
 
BOARD OF GOVERNORS 
 
In the discharge of their statutory responsibilities Governors shall ensure: 
that all teaching staff appointed by them hold appropriate qualifications both to 
teach the subjects required of them and to use the necessary equipment and 
machinery; 
 

• that both teaching and support staff are provided with the necessary 
training to assist them at work safely; 

• the maintenance of procedures for the safety of both teaching and 
support staff who come under their control; 

• the maintenance of procedures for the safety of pupils who come under 
their control; 

• the maintenance of procedures for the safety of all persons using the 
premises under their control; 

• that an inspection of the school premises and equipment is carried out at 
least once per year and that necessary action is taken; 

• the prompt and efficient maintenance and where necessary repair of all 
equipment: 

• that contractors carry out their undertakings in a safe manner so as to 
ensure the health and safety of all personnel on the premises; 

• that all equipment and materials either purchases or acquired by them 
are suitable and safe for their intended use; 

• that both teaching and support staff are issued with a copy of the Safety 
Policies;  
 

Responsibility for the day to day application of this policy is delegated to the 
Principal. 
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PRINCIPAL 
In the discharge of this responsibility the Principal shall: 

• ensure that all staff are aware of any instructions or safety advice 
pertaining to their particular discipline issued by either the Board or the 
Department of Education; 

• ensure that all staff are aware of any instructions or safety advice 
pertaining to their duty of care for pupils issued either by the Board or the 
Department of Education and that the appropriate protocols are 
implemented; 

• ensure that all safety reports pertaining to the school are understood and 
that the detailed work has been completed; 

• ensure that adequate arrangements exist for carrying out regular fire drills 
and that all staff participate in and are aware of such arrangements; 

• ensure that all accidents to staff, pupils and members of the public are 
reported promptly; 

• ensure that all staff operate safe working practices in the execution of 
their duties. 

In the absence of the Principal, the Vice Principal or a senior manager 
nominated by the Principal will assume the role. 
 
HEADS OF DEPARTMENT 
Heads of Department are responsible for ensuring that the content of the Safety 
Policy is followed in practical terms in areas under their control. 
 
In the discharge of this responsibility each Head of Department shall: 

• prepare a departmental safety policy in line with school procedures and 
protocols; 

• ensure that both teaching and support staff are provided with the 
necessary training to assist them to work safely; 

• ensure that all Safety Reports pertaining to their department are fully 
implemented; 

• ensure that all safety instructions and advice issued by the Education 
Authority or the Department of Education are acted upon; 

• ensure that all staff in the department are aware of any safety precautions 
to be taken when undertaking potentially hazardous procedures; 

• ensure that all staff include safe working methods in their instruction to 
pupils and students; 

• ensure that any equipment or machinery known to need repair is not used 
until the necessary work has been carried out; 

• report all accidents and potential hazards to the Building Supervisor or 
Principal; 

• ensure that all protective clothing and equipment as required are 
available in the department. 
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In the absence of the Head of Department, the Principal or a senior manager 
nominated by the Principal will assume the responsibility. 
 
VICE PRINCIPAL for the CURRICULUM 
The Vice Principal (Curriculum) is responsible for ensuring that the content of 
the Safety Policy is followed in practical terms in areas under their control. 
 
In the discharge of this responsibility the Vice Principal shall: 

• prepare safety policies as required; 

• ensure (identify) that support staff are provided with regular training that 
will assist them to work safely: 

• ensure that all Safety Reports pertaining to areas under her control are 
fully implemented; 

• ensure that all staff complete the necessary Accident Report Forms in the 
event of incidents – which are then recorded by the office staff 

• ensure that Accident Report Forms are completed and submitted online 
as per Education Authority guidance. 

• ensure that all safety instructions and advice are acted upon; 

• ensure that all staff in within her areas are aware of any safety 
precautions to be taken when undertaking potentially hazardous 
procedures; 

• ensure that all staff include safe working methods when carrying out their 
duties; 

• ensure that any equipment or machinery known to need repair is not used 
until the necessary work has been carried out; 

• report all serious accidents and potential hazards to the Principal. 
 
 
In the absence of the Vice Principal Curriculum, the Principal will act on their 
behalf. 
 
 
TEACHING STAFF 
Each member of the teaching staff has a responsibility to exercise care and 
attention regarding the safety of themselves and students under their control. 
 
In the discharge of this responsibility each teacher shall: 
 

• ensure that they take reasonable care during their work activities to avoid 
accident or injury to themselves, other members of staff and pupils; 

• observe all safety instructions and advice issued by the Education 
Authority or the Department of Education; 

• observe all safety rules relating to specific machinery or processes; 

• ensure that all protective clothing and equipment as required are both 
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available and used by themselves and students; 

• report all potential hazards affecting health and safety to the Head of 
Department; 

• report all accidents to the Head of Department and ensure that Accident 
Forms are completed; 

• co-operate fully with the Head of Department and the Principal on all 
matters pertaining to Health and Safety.
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SUPPORT STAFF – Office Staff, Building Supervisors, Technicians and 
Classroom Assistants 
 
Those staff who have supervisory responsibilities are responsible for the 
practical application of the Safety Policy and Safe Working Procedures. 
 
In the discharge of this responsibility supervisors shall: 

• encourage staff under their control to employ safe working practices and 
pay particular attention to the Sectional Safety Policy; 

• instruct new employees in appropriate safety measures; 

• ensure that all defects in equipment or protective clothing are corrected 
and reported accordingly to the Administrator; 

• report all accidents and dangerous occurrences to the Vice Principal 
Curriculum; 

• furnish information as required in the investigation of injuries, accidents 
and dangerous occurrences. 

 
 
ALL EMPLOYEES 
All employees have a responsibility to exercise personal care and attention for 
the safety of themselves and others, and to co-operate with their employer in 
the execution of this policy. 
 
In the discharge of this responsibility employees shall: 

• perform their duties in a safe manner and pay particular attention to the 
Safety Procedures; 

• report all accident and injuries to their supervisor as soon as possible; 

• obtain adequate treatment for injuries as soon as practicable; 

• report all defects in equipment and protective clothing and potential 
hazards to their supervisor; 

• assist in the investigation of injuries and accidents. 
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SECTION C: 
 
ARRANGEMENTS FOR HEALTH & SAFETY 
 
RISK ASSESSMENTS 
Risk assessments should be completed by relevant members of staff in 
connection with any school event (internal or external) that could pose a risk to 
safety for any of the school community. A copy of the risk assessment should 
be retained on file, and a copy provided to the Vice Principal Curriculum. 
Academic Departments 
Completion of risk Assessments relating to events and trips organized by 
academic departments should be overseen by the Head of Department and a 
copy retained within the department. The completed Risk Assessments should 
be provided to the Vice Principal Curriculum prior to the event/trip taking place. 
 
ALL STAFF CONNECTED TO AN ORGANISED EVENT 
ensure that appropriate Risk Assessments are fully documented and submitted 
with the relevant paperwork (for example Blue Forms) 
 
FIRE SAFETY & EMERGENCY EVACUATION 
To be overseen by the Vice Principal (Curriculum). 

• ensure that the Fire Safety Review Form is completed annually in 
accordance with Education Authority, but also the Fire Service. 

• ensure that evacuation and fire drill protocols are posted around the 
school and an annual fire drill is performed 

• ensure an evaluation or review of Fire Safety protocols is performed 
annually in accordance with the guidelines. 

 
In the absence of the Vice Principal – the Principal will be responsible for Fire 
Safety on the school site and is the overall site manager. 
 
FIRST AID & TRAINING 
Applicable to a select number of trained staff. 

• ensure a record is maintained of the sites of the school defibrillators and 
trained first aid staff. 

• ensure the relevant staff training is reviewed an updated every 2-3 years 
(as per the guidance from medical/sporting organisations). 

 
OCCUPATION HEALTH & WELL-BEING 
A staff appointed body looking after the whole-school Health and Well-being 
(HWB) exists. 
Their remit is to examine, record and report back about the HWB of the whole-
school community annually and put plans in place to support staff within our 
school 


