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Purpose 
 

The “Health and Safety at Work Act 1974” (HASAWA) and other regulations place duties 
upon employers, employees, and the self-employed to protect everyone involved in, or 
affected by, work activities. 
 

These duties have been improved in the years since the original Act in 1974 through 
continuing release of new regulations and approved codes of practice. 

 

The process of development is expected to continue and has been given added impetus 
through the embodiment into UK law of EC Directives. The “Management of Health and 
Safety at Work regulations 1999” is a significant example. 

 

This health and safety policy brings together into one document the procedures and 
guidelines developed within the School, and a framework for future developments and 
updating may apply as necessary. 

 

Responsibility for the production, updating, and development of this policy lies with the 
Head of School, but the actual updating, and amendment may be delegated. 

 
All employees and contractors are required to be familiar with, understand, and act upon its 
requirements. 

 

All employees and contractors have a legal requirement to keep themselves and others 
around them safe while at work and to comply with statutory duties, and not to recklessly 
misuse anything provided by the School in the interests of health, safety and welfare. 

 
This policy is issued with the authority of the Head of School and its requirements are binding 
upon all employees. 

 
Policy Statement 

 
The School recognises its responsibility for managing, and therefore monitoring our whole safety 
performance. 

 
This policy explains the arrangements for implementing health and safety within 
the School, i.e. who does what, and the procedures to be followed which will ensure the 
health and safety of staff, students, and visitors. 

 

The Head of School of EFA (here in after called the Head of School) has a duty to ensure the 
highest standards of health and safety within the organisation and through its undertakings 
for its employees, students, non-employees and members of the public are achieved. 

 

The Head of School recognises and accepts that health and safety is an integral part of 
the day to day working of the organisation and receives the same commitment as other 
managerial functions. 
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Signed:  

 
 

Date: 10.10.2022 
 

Name: Mark Fletcher-Single 
 
Position: Head of School 

 
 

 

Signed:  
 

Date: 10.10.2022 
 

Name: Nelli Williams   
 

Position: Operations Manager  
 

 

Roles and Responsibilities 

The Head of School 

The Head of School has overall responsibility for the health, safety and welfare of all 
employees, students, visitors, and contractors. The following duties are carried out in 
partnership with the Operations Manager. However, overall responsibility lies with the Head 
of School. 

 
The Head of School has duties, which include activities organised on behalf of the School, 
but being undertaken away from the School site. 

 
The Head of School will: 

 

• take day to day responsibility for all health and safety matters affecting the School 
 

• ensure effective communication on health and safety matters between 
the School and the EF Corporate Safety Advisors
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• ensure compliance with health and safety law 
 

• together with school staff, assess and control the risks, from hazards within 
the School, and any of its activities, wherever they are undertaken 

 

• ensure the provision of equipment and articles for the School are adequate for their 
intended use, are correctly serviced and properly maintained 

 

• ensure  the School has adequate and appropriate First Aid equipment, facilities and 
appropriately trained First-Aid personnel and for ensuring the correct First Aid 
procedures are followed 

 

• maintain first aid and accident reporting systems that are suitable for the School 

 
• evaluate the need for health and safety training for school staff and arrange for 

its delivery 
 

• ensure adequate fire drills are carried out and their results recorded 
 

• keep the School’s health and safety policy under review and bring any amendments 
to the notice of all staff 

 

• ensure adequate emergency procedures exist in relation to fire, gas leak, 
intruder etc. 

 

• bring to the attention of EFA President any matter of health and safety that cannot 
be resolved, or is likely to cause imminent danger to any person 

 

• ensure the School has access to competent health and safety advice 
 

• ensure adequate training to enable appropriate standards of competence 
 

• ensure provision is made available for the maintenance of workplaces and the 
working environment for employees that ensure they are safe, without risks to 
health and adequate facilities are made available for their welfare at work 

 
• ensure the establishment within the School of appropriate organisational / 

responsibility and suitable arrangements with which to support this policy 
 

• collate medical consent forms and important medical information for each student 
and ensuring the forms and information are accessible to staff as necessary 

 

• ensure all members of staff are familiar with and aware of all school requirements 
 

The Operations Manager  

 

The Operations Manager is responsible for the day-to-day application of the Health and Safety 
policy. The Operations Manager will: 
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• ensure all plant, equipment, storage, and systems of work are safe and with managed 
risk to health and safety 

 

• ensure the safety and management of risks to health in connection with the 
handling, storage and transport of articles and substances 

 
• provide adequate health and safety information, instruction, and supervision to 

enable appropriate standards of competence 
 

• Regularly (at least annually) carry out a First Aid risk assessment and review the School's 
First Aid needs to ensure the School's First Aid provision is adequate 

 

• take all reasonably practicable measures to eliminate, reduce, isolate or control risks 
to the health and safety of its employees, students, non‐employees and members of 
the public 

 

• communicate with contractors (or their representative) or any person/company 
undertaking work on the School site, to ensure their safety 

 

• ensure arrangements for fire prevention within the School are adequate and that 
suitable arrangements are in place for testing the fire alarm systems, firefighting 
equipment, emergency lighting etc. and that records are maintained 

 
• ensure equipment and articles are correctly serviced and properly maintained 

 
Staff 

 

All employees are to be familiar with the School Health and Safety Policy and: 
 

• ensure they work in ways that are safe and without risk to themselves, the 
students, other staff, or visitors 

 

• co-operate with others to ensure health and safety by adhering 
to advice, instructions and procedures for health and safety 

 

• report any unsafe practices which come to their notice to the Operations Manager 
 

• report any unsafe fixtures, fittings or items of equipment which come to 
their notice 

 

• participate actively with the School to improve the standard of health and safety 
for all 

• be aware of their responsibility to make sure they are familiar with and aware of all 
school requirements 

 
• observe health and safety requirements 

 
• be aware that failure to observe health and safety requirements by any member of 
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staff could lead to disciplinary action 
 
Students 

 
All students are to be familiar with the School’s Fire Safety Policy and: 

 
• ensure they behave in ways that are safe and without risk to themselves, other 

students, staff, or visitors 
 

• co-operate with others to ensure health and safety by adhering to advice, 
instructions and procedures for health and safety 

 

Objectives 
 

a. Compliance with the requirements of The Health and Safety at Work Act 1974 and 
all other relevant health and safety legislation and approved codes of practice. 

 
b. A working environment that is, so far as is reasonably practicable, safe, with 

managed risks to health and with adequate facilities and arrangements for welfare 
at work. 

 

c. A safe place of work, and safe access to and egress from. 
 

d. Plant, work equipment and systems of work that are, so far as is reasonably 
practicable, safe and without risk to health. 

 

e. Arrangements for ensuring safety and with management of risks to health in 
connection with the use, handling, storage and transport of articles and substances. 

 

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

 

g. Necessary safety devices and personal protective equipment and supervision of their use. 
 

h. Adequate financial provision to meet the approved codes of practice and requirements 
of all legislation including protective measures identified by risk assessment. 

 

i. A constant and continuing interest in all aspects of health and safety. 
 

j. Investigating accidents and hazardous incidents involving or likely to 
involve personal injury. 
 

k. To keep and maintain adequate records of accidents and violent incidents and 
provide appropriate management reports to help identify potential improvements. 

 
l. Carrying out regular safety inspections. 

 
m. Risk assessments with appropriate preventative and protective measures to eliminate 
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or significantly reduce the risk from workplace hazards. 
 
Monitoring and Review 

 
This policy will be regularly monitored to ensure the objectives are achieved. It will be 
reviewed and updated annually to ensure it reflects revised legislative or organisational 
changes. A copy of this policy is sent to every member of staff who must acknowledge that 
they have read and understood it. The Policy is available to all staff on Globalnet. 

 

Updates to the policy will be communicated to staff through regular training sessions and staff 
briefings. 

 

Arrangements or procedure for ensuring the policy is met: 
 

Administration of Medicines 
Asthma and Epilepsy 
Accident Reporting 
Auditing the Safety System 
Blood ‐ Avoiding Contamination 
Bodily Fluids 
CCTV 
Classroom Equipment 
Conduct and Behaviour around School 

Contractors 
COSHH – Control of Substances Hazardous to Health 
Crisis Management Plan 
E-Safety 
Electrical Safety 
Fire Safety 
First Aid 
Flammables 
Food Hygiene 
Harassment and Violence 

Health and Safety Assistance 
Homeworking 
Infection Control 
Ladders Safety and Working at height 
Lone Working 
Mental Health / Wellbeing 
Moving and Handling 
Office Safety 
Off Site Visits 
PAT testing 
Pregnant Workers 

Property Maintenance 
Risk Assessments 
Security 

 

• Administration of Medication 
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It is recognised teachers do not have any obligation under their contract to administer 
medication to students. There is a requirement however under the DfES to assist students 
with medical needs.  The following staff from the Boarding Team has undertaken voluntary 
training to be able to provide this assistance. 
 
Administration of medicines 
 
Name of staff trained 
 

• Alexandra Davis-Richardson 

• Tina Desmond 

• Tara Doe 

• Jane Gaudi 

• Amy Lammas 

• Chloe Lammas 

• Darren McDonald 

• Michel Santana Rivero 

• Fraya Waites 

• Joan Wilisoni 
 

Students are expected to: 
- Declare all medicines they bring on arrival at EF Academy Oxford 
- Declare all medicines they subsequently buy or acquire 

- Use only their own medicines and not to share medicines with other students 
- Store their medicines in their personal safe or in a bag/pocket within their possession 

 

Students self-medicate at this school. Any students that require assistance in taking (or 
remembering to take) prescribed medicine will leave their medicines with us in the safe in 
the Nurse’s Room. When this is the case, the student involved and the staff member issuing 
the medicine will both sign a log confirming this has taken place. The log will be dated and 
shall have the amount issued noted. 

 
Medicines should always be provided in the original container as dispensed by a pharmacist 
and include the prescribe instructions for administration and dosage. 

 
Students with a need to keep prescribed medicine cool will be provided with a mini fridge in 
their residence room. 

 
Parents of students who are at risk of life‐threatening anaphylactic reactions are required to 
complete a consent form, available from the Pathway Manager.  
 

All such medication is kept secure in the Nurse’s room. For more information on the School’s 
Medical Provision and Medicines policy.   
 

The School aims to encourage students with medical needs to participate in safely managed 
offsite visits. The School will consider what reasonable adjustments it might make to enable 

students with medical needs to participate fully and safely on offsite visits. This might include 

https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FPOLICY%20%2D%20Medical%20Provision%20and%20Medicines%202022%2D2023%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
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reviewing and revising the offsite visits policy and procedures so that planning arrangements 
will include the necessary steps to include students with medical needs. Arrangements for 
students with specific medical needs will be included in the Risk Assessment. 

 

School Medicine Register 

 

A register is kept of all students in school with specific medical conditions, and this register is 
available to all staff responsible for student medical care. Other staff are made aware of 
medical conditions on a need-to-know basis as decided by the Head of School. A record of all 
medicines administered to students is kept on the Google drive. 

 

Asthma 

 

Some students in school have an asthmatic condition, but the School recognises these students 
are entitled to participate fully in all aspects of school life, and it is our policy to help and 
encourage students with asthma to achieve this. The School aims to ensure the environment 
is favourable to asthmatics, and to ensure other students and all staff understand and support 
asthmatic students. 

 

Details of the students in the School who have an asthmatic condition are contained in the 
School medical register and all staff are made aware of such. 

 

Epilepsy 

 

This is a tendency to have recurrent seizures of fits, and it affects one in every 200 people. 
Some seizures involved ‘petit mal’ which is a brief interlude of unconsciousness. Witnessing a 
seizure can be frightening if they are convulsive; other students should understand what is 
happening so as to avoid undue panic. It is the School’s policy to train relevant staff working 
with students with epilepsy in emergency procedures and that these should be cascaded down 
to all. 
 

• Accident Reporting 
 

All accidents and near misses must be reported to the Operations Manager who will 
notify the Head of School. 

 

An online form is available Accident Report Form. The form must contain the following 
information: 

 

• injured person’s name 
• the date the accident happened 
• the place where the accident happened 
• which part of the body was injured (all relevant boxes should be completed)? 
• what treatment was given (all relevant boxes should be completed) 
• the name of the first aider who treated the student 

 
Managing an incident: 

https://forms.gle/kJyvEkDhRY26uX417
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1. Assess the situation 
2. Make the area as safe as possible 
3. Send for help if needed 
4. Find out what has happened: ask open questions 
5. Take control 
6. Put on any necessary PPE 
7. Begin providing first aid if first aid trained 

 

If the individual requires an A&E visit: 
 

• A House Parent or Pathway Manager will accompany any student involved, in a taxi, 
if necessary, to the John Radcliffe Hospital; and remain with the student until the 
end of the appointment, until replaced by a colleague or advised otherwise. 

• If there is any indication the student has an infectious decease a mask must be worn. 
• Head of School must be notified 
• If the student requires an ambulance, the staff member dealing with the incident is 
to call for it and accompany the student.  They will remain with the student until the 
end of the appointment, until replaced by a colleague or advised otherwise. 

 
The Operations Manager must be informed immediately if a student is taken directly from 
school to hospital, as it is reportable under RIDDOR regulations. 
 
If the situation is determined to be a non-emergency: 

 

• Staff Member should urge the individual(s) to go to their Pathway Manager/House 
Parent during School hours to make a doctor’s appointment if they are still in pain or if 
things get worse 
• If in doubt, call 111 

 

• Auditing of the Safety System 
 

It is a legal requirement that the School’s safety system is regularly checked to ensure it 
remains up to date and effective. 
 
The School has introduced a compliance process to evaluate the School’s health and safety 
processes and procedures. This is completed monthly and reviewed at the quarterly health 
and safety meeting. 
 
A Risk Register including health and safety concerns and appropriate mitigations is 
completed and reviewed by the senior leadership team. 

 

An independent audit is undertaken, every two years. This ensures the systems remain 
effective, the management procedures and risk assessment are reviewed, and compliance 
checked.  A report from the audit will be given to the Head of School for action by the 
Operations Manager. 

• Blood – Avoiding Contamination from Blood Borne Viruses 
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What are blood borne viruses (BBVs)? 

BBVs are viruses some people carry in their blood and which may cause severe disease in certain 
people and few or no symptoms in others. The virus can spread to another person, whether the 
carrier of the virus is ill or not. 

 

The main BBVs of concern are: 
 

• hepatitis B virus (HBV), hepatitis C virus and hepatitis D virus, which all cause 

hepatitis a disease of the liver 

• human immunodeficiency virus (HIV) which causes acquired immune deficiency 
syndrome (AIDS), affecting the immune system of the body. 

 

All staff should be familiar with this procedure before having to handle blood: 
 

• wash hands first 

• put on disposable gloves  
• clean any wound as necessary or ask a first aider to treat it 

• dress any wound if necessary 

• dispose of the gloves and wipes, and put all contaminated material in a sealed or 
knotted plastic bag, and dispose of in the main bin  

• wash hands thoroughly again 

• record incident on an online accident form 

 

❖ additional controls may be needed to comply with Reducing the Spread of Respiratory 
Infections including Covid 19 in the Workplace regulations. 

 

Action after possible infection with a BBV 
If you are contaminated with blood or other bodily fluids, take the following action without 
delay: 

• wash splashes off your skin with soap and running water 

• if your skin is broken, encourage the wound to bleed, do not touch the wound – 

 rinse thoroughly under running water 
• wash out splashes in your eyes using tap water or an eye wash bottle, and your 

nose or mouth with plenty of tap water – do not swallow the water 

• record the source of contamination 

• report the incident to the Operations Manager  

• prompt medical advice is important: the circumstances of the incident need to be 
assessed and consideration given to any medical treatment required. Treatment might 
be appropriate following infection with a BBV, but to be effective, it may need to be 
started quickly.  

 

Contact the nearest Accident Emergency department for advice, without delay.  Report any 
incidents to the Operations Manager. 
 
Further information on Blood Borne Viruses can be found on www.hse.gov.uk 

 
 

• Bodily Fluids 

https://forms.gle/kJyvEkDhRY26uX417
http://www.hse.gov.uk/
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Background 
All body fluids potentially carry transmittable disease, the biggest risk being Hepatitis B, which 
is difficult to destroy and is carried by up to 20% of the population, Hepatitis C, D and G can 
also be carried in the blood. HIV can be present in freshly spilt blood but does not survive 
outside the body for more than a few seconds. 

 

Employees are expected to fully comply with the controls set out in this procedure. As it is 
not possible to identify all circumstances where employees are not at risk from disease 
associated from body fluids, controls are based on the concept of ‘Universal Precautions’. 
ALL body fluids should be regarded as potentially infectious. 

 
 

Procedures 
 

• Wear full PPE kit (to comply with Reducing the Spread of Respiratory Infections) 
or put on disposable gloves prior to dealing with any incident in order to: 

1. avoid hand to mouth/eye contact 
2. protect skin lesions and existing wounds 
3. avoid contamination 

 
• Avoid use of, or exposure to needles and sharp objects, where unavoidable take 
care in their disposal, in the sharps bin in the Nurse’s room. 
• Control surface contamination by blood and bodily fluids through containment and 
appropriate decontamination procedures 

• Dispose of all contaminated waste and linen safely. Waste must be placed in a yellow 
biohazard bag and dealt with as clinical waste 

• Use decontamination granules/tablets in line with manufacturer’s instructions. 

 

First Aid 
 

If bodily fluids come into contact with eyes, mouth, or open wounds, the following 
precautions should be taken: 

• Wash the affected part thoroughly 

• Encourage wounds to bleed 

• Affected persons should go to Accident and Emergency Department in a Hospital AS 
SOON AS POSSIBLE (within one hour, and CERTAINLY within 24 hours).  Report all 
incidents via the online accident form to the Operations Manager.  

 

Procedure for the decontamination of surfaces and equipment 
 
Spillages of Body Fluids (i.e. blood, urine, vomit) on hard floors. Use of granules/tablets: 

• Wearing disposable vinyl gloves (or full PPE kit to complying with Reducing the 
Spread of Respiratory Infections) and using disposable paper towels, wipe up excess 
Body Fluids 

• Using granules/tablets in accordance with manufacturer’s instructions over the spilled 
body fluid, sufficient to solidify and disinfect the spillage. Cover with paper towels and 
leave for 10 minutes 

https://forms.gle/kJyvEkDhRY26uX417
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• Then mop up the jellified material and clean the area with soap and hot water 

• All items used in this process MUST be disposed of in yellow biohazard bags 

• The bags must be collected for incineration. All used absorbent powders, contaminated 
disposable PPE and heavily soiled clothing, bedding or soft furnishings should be placed in 
biohazard or clinical waste bags. These should no be mixed with your regular waste. 
Contact waste disposal contractor and request a clinical waste collection. The majority of 
clinical waste is incinerated  

 

Spillages of body fluids (i.e. blood, urine, vomit) on carpets. Use of the bodily fluids pack: 
• Wearing disposable vinyl gloves (or full PPE kit, when following infection control 
guidance.) and using disposable paper towels, wipe up excess body fluids 

• Using the granules, sprinkle over the spilled body fluid, sufficient to solidify and 
disinfect the spillage. Cover with paper towels and leave for 10 minutes 

• Then mop up the jellified material and clean the area with soap and hot water 

• In the event of experiencing any difficulties in the removal of powder residue 

(e.g. from Loop Pile Fibre) then apply Enhance Spot Remover to pile to breakdown gel 
and wipe clean. 

 

Cleaning of Surfaces 
 

• Dissolve granules/tablets in water as per manufacturer’s instructions 

• Wearing disposable vinyl gloves (or full PPE kit, when following infection control 
guidance.)  wipe down contaminated areas with disposable disinfectant saturated 
cloth soaked in the appropriate solution or by using the pad provided 

• Disposable disinfectant saturated cloth, gloves, etc. MUST be disposed of in a yellow 
biohazard bag 

• Biohazard bags MUST be collected for incineration 

 

• CCTV 
 

The use of CCTV and the DATA that is collected is designed to protect individuals, their property 
and the property of the school.  It is designed not to be intrusive an students and staff are 
notified of it’s use and positioning. Full details are included in the CCTV Policy.  

 

• Classroom Equipment 
 

All staff in classrooms have a responsibility to ensure all equipment used by 
themselves and the students is reasonably clean, well maintained, and safe. If any item of 
equipment is identified as being unsafe in any way, its use should, not be used, removed if 
possible and the Operations Manager notified. 

 

• Conduct and behaviour in around School 
 
students are made explicitly aware of how they should behave in and around the School through 
the use of school, residence and classroom rules. Non‐compliance is dealt with in accordance 
with the school’s Behaviour Policy.  

 

• Contractors on Site 

https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FPOLICY%20%2D%20CCTV%202022%2D2023%20%28updated%20June%20%2722%29%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FBehaviour%20Policy%202022%2D2023%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
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Contractors on site without an Enhanced DBS check are always supervised by the Operations 
Manager, or designated substitute, who is fully aware of the School’s responsibilities 
regarding contractors. 

 

Checks are made for competence and insurance of all contractors. Contractors are asked to 
provide risk assessments and method statements as necessary for work undertaken on site. 

 

The following guidelines will be followed: 
 
1. Before any work commences, a meeting is held on site with the contractor to agree how 
potential problems will be avoided. 

 
2. When using local contractors, the School’s own ‘approved list’ is used as the source. This 
ensures only suitable contractors are brought into the School to perform tasks. There are 
many advantages in drawing from the approved list: 

 

• the School knows who to call quickly in the event of an emergency 
• staff know who to call in the absence of the Operations Manager 
• the contractor will have been checked beforehand, so the School knows it is getting 

good service 
• references will have been taken up and checked 

 
For a contractor to get onto the approved list they should satisfy the following: 

 
• be capable of carrying out the work in a competent manner, either by qualification 

of experience 
• can supply the resources to satisfactorily complete the job, without up- 

front payment 
• able to supply several satisfactory references, which can be checked 
• is a member of the relevant trade association 
• has sufficient and up to date Public Liability Insurance (£5m minimum level of cover) 
• has an up to date and meaningful safety policy 
• has documented risk assessments 
• agrees to abide by the School’s safety policy and rules, in writing 
• clearly states what work will be done, at what cost, and by when, in writing, before 

the work commences wherever possible so that understanding, and agreement can 
be reached



 15 

• Control of Substances Hazardous to Health (COSHH) 
 

All substances that fall under the COSHH regulations are stored in their original container with 
the original label and warnings clearly visible and always kept in a locked cupboard. 

 

Food or drink containers are never to be used to store chemicals. 
 

All spillages must be cleaned up immediately, and accidents recorded on the online 
accident form as outlined in the Accident Reporting section of this policy. 

 

As part of health and safety education, students are taught to recognise the orange warning 
symbols, which they may come across on household containers, such as bleach, 
disinfectants, lavatory cleaners, oven cleaners, paint strippers etc., and are warned of the 
associated dangers. Protective clothing is available to all staff when using chemicals. 

 
COSHH risk assessments are always carried out as soon as a substance is brought on site to 
establish the safe way it should be used, stored and disposed of.  The user is informed of 
the dangers and control measures to be in place for that chemical. There are also suitable 
first aid arrangements for treating chemical splashes. 

 

The Science Department is subject to separate regulations (CLEAPPS) and currently 
undergo an external review of procedures every two years. 
 

• Crisis Management Plan 
 
The School is aware of the importance of having plans in place to deal with a Crisis 
Management i.e. a Fire on site or external threats that means the school is 
inaccessible to both staff and students.  This is particularly important as a boarding 
school whose students will need to be relocated to alternative accommodation.  
Full details of the plan can be found in the Crisis Management Plan which is 
available on Globalnet. 

 

• E-Safety 
 

The School recognizes new technologies are integral to students’ lives and to the process of 
learning. The Internet and other digital platforms are powerful tools for learning and provide 
opportunities for creativity. However, the misuse of online platforms can result in negative 
effects on individual’s and others mental health. Therefore, to ensure that all staff and 
students have safe Internet access and usage at all times the School will enforces an E-Safety 
Policy. See E-Safety policy for more details.  

 

• Electrical Safety 
 

Most people will be well aware of the dangers associated with electricity and electrical 
equipment. Electricity is potentially dangerous and must be treated with respect. The 
Electricity at Work Regulations imposes certain duties on organisations to ensure the safety 

https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FCrisis%20Management%20Plan%5FOxford%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FPOLICY%20%2D%20E%2DSafety%202022%2D2023%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
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of those who may be affected by it. The following procedure is adhered to in the use of electricity: 
 

• All portable electrical appliances will be tested as necessary. The frequency of the 
tests varies according to the equipment and where/how it is used, appropriate 
records will be kept of the tests.  

 

• Staff are instructed to visually check each item of electrical equipment before it is used. 
Look for signs of burning, damaged cables, loose covers etc. 

 

• Any faults must be reported to the Operations Manager immediately and the 
equipment taken out of use until it is suitably repaired or replaced. 

 

• Work on electrical circuitry or equipment will always be conducted by qualified and 
competent engineers 

 

• All staff must be aware of the dangers of trailing cables. Trailing cables must 
NEVER be allowed to cross walkways. 

 

• The fixed electrical installation should be tested at five yearly intervals. 
 
For further details of Electrical Portable Appliance Testing requirements refer to The Certs, SLAs, 
RAs and Contracts Folder in the Operations Department Office. 

 

• Fire Safety 
 

See the School’s Fire Evacuation Plan and Fire Policy 
 

TRAINING 
 
All staff receive Fire Safety awareness through an online package on induction and refreshed 
every year.  Fire evacuation drills are undertaken at least termly at varying times including 
boarding time. 

 

Staff based in the Cherwell building received Fire Marshal training through and online 
package: 

 

Fire Marshals 
 
CHERWELL 
 

Fire Wardens CHERWELL (staff who did face-to-face training) 
 

• Dona Jones 
• Kevin Cousineau 
• Matthew Foster 
• Jenny Gregory 
• Emma Gernez 
• Philip Jackson 
• Ronan Clarke 

https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FPOLICY%20%2D%20Fire%20Safety%20and%20Evacuation%20Plan%202022%2D2023%20%28updated%20on%2015%2E09%2E2022%29%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
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• Kay Usher 

 
 

Staff based at the Cotuit site received face to face practical Fire Warden training on site: 
 

Fire Wardens COTUIT (staff who did face-to-face training) 
 

• Chloe Lammas 
• Jane Gaudi 
• Sasha Davis-Richardson 
• Nelli Janneler 
• Freya Waites 
• David Smith 
• Anna Williams 
• Joan Wilisoni 
• Mark Fletcher -Single 
• Claudia Cedraro 
• Darren McDonalds 

 

• First Aid 
 

First Aid should be given by a trained person. 
 

A list of the qualified first aiders is available in strategic places throughout the School. All staff 
are made aware of the first aiders and their location. See First Aid Policy  
 

Infectious deceases – First Aid arrangements 

 

Following the Covid 19 pandemic the need for specific Covid 19 controls are no longer required.  
The have been replaced by Reducing the Spread of Respiratory Infections including Covid 19 in 
the Workplace.  The school will ensure compliance with this legislation. 

 

When administrating First Aid during an outbreak of a respiratory infection, the following 
arrangements will be in place. 

 
A full PPE kit is to be provided for each first aid kit held on site. This is to be used when 
actual first aid is being given. The PPE kit is to be put on before any first aid is given. Once 
the full PPE kit has been used it will need to be disposed of in a yellow biohazard bag and 
then replenished after the first aider has finished. 

 
A new set of disposable gloves is to be used each time a kit is accessed for situations that 
just involve a plaster, icepack or alcohol wipes. Gloves are to be disposed of in yellow 
biohazard bags. Social distancing measures will need to be kept at these times. 

 

TRAINING 
 
All full-time staff receives Emergency First Aid at Work training as soon as possible. 

https://efcom.sharepoint.com/sites/GBOxfordIASharePoint/Shared%20Documents/Forms/AllItems.aspx?ga=1&id=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies%2FPOLICY%20%20%2D%20First%20Aid%202022%2D2023%2Epdf&viewid=3756e02a%2D4e11%2D462d%2D9342%2D0472f8f18079&parent=%2Fsites%2FGBOxfordIASharePoint%2FShared%20Documents%2FGeneral%2FGlobalnet%20Documents%2FInternal%20Documents%20for%20School%20Use%2FPolicies%20%26%20Procedures%2F142%20%E2%80%8BEF%20School%20Policies
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Emergency First Aid at work 
• Amy Webber 
• Chloe Lammas 
• David Smith 
• Dona Jones 
• Emma Gernez 
• Jacob Coates 
• Jane Gaudi 
• Jenny Gregory 
• John Shepherd 
• Leo Bowder 
• Mark Zumbuhl 
• Matthew Foster 
• Michel Santana Rivero 
• Nelli Janneler 
• Sacha Davis-Richardson 
• Tara Doe 
• Tom Mayer 
• Madeeha Pitcher 
• James Messer 
• Alice Fletcher-Single 
• Antonia Melvin 
• Freya Waites 
• Jocelyne Faulkner 
• Ronan Clarke 
• Victoria Hillier-Extance 
• Anette Markula 
• Spencer Bailey 
• Amy Lammas 
• Fiona Wills 
• Kevin Cosineau 
• Friderike Sherwood 
• Claudia Cedraro 
• Marco Talevi 

 
 

EF Academy is an employer with over 50 employees, so at least one member of staff is trainer 
to level 3 First Aid at Work 

 
• Spencer Bailey  
• Chloe Lammas 

 

FIRST AID EQUIPMENT AND MATERIALS. 
 
The First Aid containers will be marked with a white cross on a green background and are 
located in the Reception, Kitchen, Maintenance Store, Pathway Hub and in each House 
Parent’s Flat. At Cherwell there is a kit in the Staffroom, Science Lab and Science Prep Room. 

 

There are also 2 kits available for off site trips.  They will be suitably stocked and are taken 
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on all visits away from the School. These must also be checked as below 
 

The following are recommended by the HSE and will be followed by the School as a minimum 
requirement. Their contents checked and replenished as necessary every month and a record 
of such checks must be recorded by the nominated first aider. Only first aid items may be held 
in a first aid kit. There must not be any creams, lotions, tablets etc. in the kit. 

 
CONTENTS 
1 First Aid guidance leaflet 
1 Contents list 
1pr First Aid shears 
20 Alcohol free sterile cleansing wipes 
2 Sterile eye pads, with bandages 
2 Triangular bandages 
6 Safety pins 
4 Sterile dressings with pad (medium) 
1 Sterile dressing with pad (large) 
40 Sterile wash proof plasters 
6pr Disposable gloves 
2 Eyewash bottles (if required) 
1 Adhesive tape 
2 Finger sterile dressing 
1 Resuscitation face shield 
1 Foil blanket 
1 Burn dressing (plus 2 further larger dressings in the kitchen kit) 
1 Conforming bandage 
2 Burn gel sachets 
2 Ice Packs 

 

In the event of a more serious injury, such as: 
• unconsciousness 

• severe bleeding 

• object stuck in throat 

• deep cut that may require stitching 

• suspected fracture 

• severe asthma attack 

• severe reaction to bites or stings 

• swallowing or suspected swallowing of toxic substance 

 
DIAL 999 AND ASK FOR AN AMBULANCE 

 

O n l i n e  A c c i d e n t  F o r m  needs to be filled in and accessed by the Operations Manager 
to look for trends and future action needed. 

 

 

• Flammables 

• It is unlikely our School should have any quantities of flammables, particularly flammable liquids. Some 
maintenance items however are flammable and some highly flammable. Where these items are used, 
no large quantities will be stored. Deliveries and orders will be kept to a minimum. Where such items 

https://forms.gle/z4RUbfL9EMYaFRGq5
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are required in the School, they will be stored in a suitable, locked metal cabinet, in the science 
preparation room and/or Maintenance Store. 

 

• Food Hygiene 
 
The School encourages its students to develop life skill of cooking. Our kitchen also plays a 
big part in the activities calendar. To ensure the safety of the food produced we undertake 
regular checks and monitoring processes including temperature controls, food labelling and 
a rigorous cleaning regime. 

 
All staff who have responsibilities for food preparation are required to undertake the 
following training: 

 
Level 3 Supervising Food Safety in Catering 

 

• Chloe Lammas 

• Joan Wilisoni 
• Freya Waites 

 
Level 2 Food Safety in Catering 

 

• Alexandra Davis-Richardson 

• Chloe Lammas 

• Jane Gaudi 
• Tina Desmond 

• Freya Waites 

• Alice Fletcher-Single 

• Madeeha Pitcher  
• Amy Lammas  
• Darren McDonald  
• Joan Wilisoni  
• Michel Santana Rivero 

• Tara Doe 

 

 

 

Food Allergen Training 
 

• Alexandra Davis-Richardson 

• Chloe Lammas 

• Jane Gaudi 
• Tara Doe 

• Amy Lammas 

• Michel Santana Rivero 

• Alice Fletcher-Single 

• Darren McDonald 

• Freya Waites 

• Joan Wilisoni 
• Tina Desmond 
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• Harassment and Violence 
 

Any form of harassment and violence against staff, whether committed by co-workers, 
managers, students or third parties, is unacceptable. It breaches ethical standards, as well as 
affecting the physical and psychological health of those involved. 

 
Violence, Physical or verbal abuse is not tolerated and any incidents involving, staff, 
students or members of the public MUST be reported to the Operations Manager. 

 

Harassment and violence can: 
• Be physical, psychological, and/or sexual. 

• Be one off incidents or more systematic patterns of behaviour. 
• Be amongst colleagues, between superiors and subordinates or 

by third parties such as clients, customers, patients, pupils, etc. 
• Range from minor cases of disrespect to more serious acts, 

including criminal offences. 
 

• Health and Safety Assistance 
 

To satisfy its legislative requirements of having access to a competent person, 
 

The school also has access to Helen Calkin the previous H&S Officer who supports the school on a 
consultancy basis  

 

Health and Safety Training 
Helen Calkin (H&S Consultant) 
NEBOSH General Certificate in Occupational Safety and Health 
 
The School also seeks assistance form specific industrial professions i.e. Fire. 

 

• Homeworking 
 

EF Academy recognizes the important role flexible working played in being able to continue 
to provide a high-quality education and service to our students and colleagues during the 
COVID-19 pandemic. 

 

EF Academy defines homeworking in two categories: 
• Working at home at times when access to the School site is denied following 

government legislation or critical incident. 
• The School as the main place of work with working at home occasionally. We 

have the same responsibilities for staff working at home as we do in the School. 
A risk assessment needs to be undertaken to establish. 

 
• How will you keep in touch with staff working at home? 
• What work activity will they be doing (and for how long)? 
• Can it be done safely? 
• Do you need to put control measures in place to protect them? 
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EF Academy is aware that extended periods or enforced working from home can have a negative 
effect on individuals so it will provide staff with health and wellbeing support, information, and 
training during this time. 
 

• Infectious Diseases 
 

This section sets out the School’s policy on actions to prevent the spread of infectious 
disease and the actions taken in response to an epidemic or pandemic. The School will 
comply with Reducing the Spread of Respiratory Infections including Covid 19 in the 
Workplace to aid the prevention of the spread of infectious diseases including Covid -19.  
 
For more details of how the School will run on a day-to-day basis please see the Infection 
Control Policy and risk assessment. 

 

• Ladders and Stepladders and Working at Height 
 

Ladders are to be used as a means of accessing a safe working platform and must not be used 
to work from.  The School has a portable tower scaffolding to undertake working at height 
and only the Facilities Team, who have received the proper instruction and training, can use 
the tower and extending ladders. Roof work, even retrieving balls, is not to be undertaken 
during windy or severe weather. 

 

• Lone Working 
 
The risks of working alone are well-known. It is our policy that employees should not work 
alone on campus or during an off site activity. However, it is also recognised on some 
occasions, employees may need to work alone in their office. The school has set out 
procedures to keep staff safe in it’s Lone Working Policy.  This does not apply to driving 
whilst on company business. 
 

• Mental Health / Wellbeing 
 

At EF Academy we aim to promote positive mental health for each student and staff member. 
The Academy’s Mental Health and Wellbeing policy reflects challenges that both students and 
staff face and how the School is supporting them.  The School offers Education Partner 
Support for all its staff which can be accessed confidentially. 

 

• Moving and Handling 
 

Moving and handling includes lifting, pulling, pushing, moving, and carrying. All staff are 
made aware of the risks associated with moving and handling. Staff are advised to 
avoid moving and handling as much as possible. Seeking assistance with the task can often 
reduce the risks for simple handling tasks. 

 
Where there are moving and handling tasks to be carried out then a suitable risk assessment will 
be carried out to determine if the risk can be reduced. 

 
Where staff must carry out moving and handling operations then the appropriate level of 
training will be provided. 
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Moving and Handling Awareness: 
 

• Chloe Lammas 
• Jane Gaudi 
• Tara Doe 
• Darren McDonald 
• Alexandra Davis-Richardson 
• Tina Desmond 
• Nelli Janneler 
• Amy Lammas 
• Michel Santana Rivero 
• David Smith 

 

• Office Safety 
 

Offices are checked to ensure hazards are removed when possible and risks are managed. 
 

A Display Screen Assessment is carried out by DSE users, to ensure they are not exposed to 
risks from repetitive strain injury or work-related upper limb disorder. There is adequate 
storage provided for files etc. Space under the desk and open floor areas are not used for 
storage. 
 

Guidance on working with Display Screen Equipment can be found in the H&S Folder in the 
Operations Department Office. 

 

• Off Site Visits 
 
An off-site visit is any visit where the students are taken away from the School site. A risk 
assessment must be completed by the event organiser and signed by the approving officer 
before the visit takes place. Control measures must be put in place to reduce the risk level to 
low. If risk levels remain at medium or high the visit must be discussed further with all 
concerned, until the risk can be reduced to an acceptable level. If this cannot be achieved the 
assessment must be approved by the Head of School. 

 

The risk assessment process also determines the level of first aid cover for the visit. All 

DfES guidelines must be followed before any off-site visits take place. 

• PAT Testing 
 

All portable electrical appliances will be tested as necessary. The frequency of the tests 
varies according to the equipment and where/how it is used.  The School has decided 
to test at least once a year.  Any items that are passed this timescale or are clearly 
damaged or faulty must not be used, removed if possible and the Operations Manager 
notified. 

 

• Pregnant Workers 
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A separate risk assessment will be undertaken, to ensure all reasonable controls are in place for 
the safety of the mother and unborn child.  We encourage staff members to notify the school of 
their pregnancy as soon as possible.  
 

• Property Maintenance 
 

All staff are required to be vigilant around the issue of property maintenance. Any defects in 
the conditions of buildings or grounds should be reported to the Operations Manager 
immediately. 

 
 

• Risk Assessments 
 

Risk Assessments will be carried out to ensure the safety of all our staff and students. 

Risk Assessments are undertaken by staff with experience and competence to undertake the 
task/activity safely. The Operations Manager support with assess the risk and the Head of School 
will approve. 

 

The risk assessment will follow the 5 steps: 
 

Step 1: Identify the hazards. 
Step 2: Decide who might be harmed and how. 
Step 3: Evaluate the risks and introduce control measures 
Step 4: Record your findings and implement them. 
Step 5: Review your risk assessment and update 
 

The risk assessment will be shared with all relevant staff and the assessment reviewed and 
revised, as necessary. The review will take place at least annually but will also take place if 
there are any significant changes, such as building work being carried out at the School. 

 

• Security 

Visitors 

• Staff to wear name badge identification at all times when on site. 

• Students told to report anyone unknown on campus and not to let unknown 
people into the residence buildings. 

• Visitors to the School are directed to Reception. 

• Visitors, even regular visitors and contractors must sign in at Reception. 
The School will issue a visitors’ badge for each visitor. 

• These must be visible and outside clothing. 

• All visitors are required to wear a mask during times of Covid-19. 

• If unknown visitors are encountered in the School, or not wearing a valid 
badge, refer to the intruder section below. 

• Visitors should sign out at the end of the visit and leave the site immediately. 

• CCTV to be used to monitor the site and regularly reviewed. 
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Intruders 
 
The School has a clear system for dealing with intruders: 

 

Anyone thought to be unknown and seen without a visitors’ badge. 
be challenge immediately and if they refuse to co-operate will be asked to leave. Advice to 
staff on how to handle possible intruders at induction and in the handbook. 

 

All staff are responsible for upholding the security of the campus. Never let any visitor in 
through a side door. ALWAYS direct them to the Reception and ask them to sign in and 
collect a visitors’ badge 

 

Staff encountering any visitor who does not display a visitors’ badge or vest should act in a 
careful manner with due regard for their own personal safety and that of the students in their 
care. 

 
The following points should be observed: 

• Keep calm. Avoid aggressive or challenging body language 

• Approach slowly 

• Speak clearly but calmly. Smile 

• Ask open questions e.g. “How can I help you?” 

• Keep your distance 

• Listen to the potential intruder; try to direct them to Reception so that the signing in 
procedures can be followed 

 

Personal Property 

 
Staff and students are responsible for the security of their own personal items.  Students are 
provided with a safe, encouraged to lock their doors and discouraged from leaving valuable items 
around the school. 

 

Cash Handling 
 
This is a cash free site; case will be accepted only in exceptional circumstances. 

 


