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POLICY STATEMENT 
 
 

The staff at the Sheffield Inclusion Centre are committed to 
providing a safe and healthy environment for all users of the 
centre. 
 
 
As a Pupil Referral Unit and school, our educational priorities aim 
to:- 
 

 encourage all pupils to achieve their full academic and social 
potential 
 

 provide pupils with the skills and experience which will 
ensure that the widest possible range of choices are open to 
them in their future lives 
 

 provide a sense of community in which individuals feel 
valued and are actively encouraged to value, respect and 
help others 
 

 create an atmosphere in which pupils enjoy and take pride in 
their achievements 

 
 
Quite clearly these educational and social priorities can only be 
fully realised within a physical environment that is both a safe and 
healthy place to work.  This in turn can only be brought about by 
the dedicated co-operation of all within the centre.  Health and 
safety at this centre is an area where the Headteacher, 
employees, safety representatives and parents/carers share 
common objectives.  It is vital that we all understand each other’s 
duties, functions and responsibilities as well as our own because it 
is only by the co-operation and teamwork of everyone involved that 
health and safety objectives in the centre can be achieved. 
 

Health & Safety is everyone’s responsibility. 
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AIMS 
 
 

To ensure that the centre is always a safe and healthy place in 
which to work. 
 
 
To regularly monitor and review safety procedures throughout the 
centre. 
 
 
To raise awareness among all users of the centre as to their 
responsibility for themselves and others. 
 
 
To ensure the dissemination of all relevant information from the LA 
and other bodies to the correct user(s). 
 
 
To create and update a central file containing relevant health and 
safety information. 
 
 
 
 
 
 

Signed _______________________________________ 
 
Headteacher 
 
Date    ______________________ 
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RESPONSIBILITIES 
 
 

1. Overall responsibility for the management of health and 
safety in the centre is that of the Headteacher. 
 
The Headteacher is the Duty Holder. 
 
 

2. Responsibility for the following areas is that of: 
 
Administration     Business Manager/ 

Administartive Staff  
                                               

 
Classrooms and practical areas Teachers/Support Staff 
 
Building and external areas     Buildings Officer 
car parks etc.      
 
Off-site visits    The adult leading 
            the visit 
           
   

3. All those who work in our centre have the responsibility to do 
what they can to take care of themselves, their colleagues, 
pupils and visitors.  In particular employees should co-
operate with their line managers. 
 
 

4. We will ensure adequate consultation takes place between 
managers and employees to allow everyone to contribute to 
safe working.   
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GENERAL RESPONSIBILITIES 

 
 

The Sheffield Authority will: 
 

 Ensure that adequate funding is provided from the budget to 
enable the centre to be organised and run in a safe and 
healthy manner 
 

 Where funding for particular hazards is the responsibility of 
the local authority, the Sheffield Inclusion Centre, through the 
Headteacher, will inform the local authority of the problem 
and assess the hazard in order to render the problem area 
safe 
 

 
The Headteacher will: 
 

 Ensure that health and safety is incorporated into the 
planning and organisation of all centre functions 
 

 In consultation carry out suitable and sufficient assessments 
of hazards and risks to staff members, students and other 
visitors and users of the centre.  Further, to act upon those 
assessments in order to reduce risk 
 

 Ensure the provision of adequate training, instruction and 
supervision 
 

 Provide necessary information to staff members and their 
representatives on health and safety matters 
 

 Ensure that staff members who are delegated to carry out 
particular tasks are competent and fully aware of their 
responsibilities 
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 Investigate any accidents or near misses and bring these, 

along with any other health and safety problems/concerns to 
the attention of relevant personnel 
 

All staff members will: 
 

 Ensure that safe working practices are adopted at all times 
both on-site and off-site 
 

 Ensure that they are fully aware of their responsibilities and 
follow any Codes of Practice produced by the service or by 
the LA 
 

 Bring to the attention of the Headteacher, Business 
Manager, Office Staff or Buildings officer any hazards that 
occur.  A Buildings officer ‘job book’ is available for staff to 
send requests for work direct  by email  
repairs@inclusion.sheffield.sch.uk   Minor repairs to be 
undertaken by the Buildings Officer and any major repairs 
will initially be made safe by the Buildings Officer and 
reported to a recommended contractor for repair.  CHAS 
registered if available. 
 

 Bring to the attention of the Headteacher, Business Manager 
Buildings Officer or the office staff any accidents, near 
misses, dangerous equipment or situations which may occur 
whilst in the centre or on off-site visits and complete an 
accident report form if necessary.  All minor repair jobs will 
be written in the ‘job book’ for the Buildings officer 
 

 Report to the Headteacher any problems which they feel that 
they cannot deal with themselves 

 
 
Administering drugs/medication to students 
 

 All staff are made aware of students who have complex 
medical needs/life threatening illnesses 
 

 Where appropriate certain staff will have been trained by the 
School Nurse in the administration of drugs/medication eg. 

mailto:repairs@inclusion.sheffield.sch.uk
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epipen 
 

 Student’s medical needs are taken into account when 
attending school activities 
 

 No medication is administered unless parental consent has 
been given 
 

 All medication is kept in a locked cabinet in either the KS3 or 
KS4 office.  Medication for Primary students is kept in a 
locked cabinet in the primary administration office 

 
 All medication is clearly labelled with the students name and 

correct dosage to be administered 
 

 A formal record is kept of all medication that is administered 
 

 All out of date medication is disposed of following 
manufacturer’s guidance 

 
 
 
 

 
 

ACCIDENTS 
 
Despite all health and safety procedures accidents may still occur. 
 
This is how we deal with them. 
 
We follow the statutory requirement for first aid equipment and 
provide suitably trained first aid staff.  The first aid boxes are kept 
stocked by the first aiders.  Records of first aid qualifications and 
re-validation are kept on the service training plan. 
 
All accidents to staff, pupils or visitors to the centre will be 
investigated to find out what happened and how any similar 
incident can be avoided. 
 
The Headteacher/Business Manager will ensure that the accident 
reporting form is completed and that all accidents are investigated 
and if required the RIDDOR (Reporting of Injuries, Diseases and 
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Dangerous Occurrences Regulations) form will be completed and 
forwarded to the Health and Safety executive. 
 
The accident reporting form and the accident log file are all located 
in the Business Manager’s office.  RIDDOR reports are submitted 
on-line. 
 
Further supplies of blank accident reporting forms are in the staff 
room or main office. 
 
The LA Code of Practice will be adhered to following an accident. 
 
 

RISK ASSESSMENT 
 

Risk assessments are a legal requirement.  They are recorded in 
the LA’s Generic Risk Assessment for Schools booklet and are 
kept in the general office with the premises/site file. 
 
Risks are assessed periodically.  This is done on an annual basis 
unless there is a change in circumstances when an updated 
assessment will be carried out. 
 
The council have acknowledged that ‘stress’ is now a significant 
risk factor to health.  They have made good progress through their 
work on ‘Tackling Stress Together’.  Guidance and support is 
available for managers and employees, 
 
Risk assessments for individual activities both off-site and in centre   
are filed and updated as necessary under the guidance of the 
Educational Visits Co-ordinator.  These are in a filing cabinet in the 
staff room, accessible to all. 
 
All off-site educational visits/activities have an activity sheet 
completed listing the names of staff and students and the activity 
being undertaken.  Each activity sheet is annotated with the 
relevant risk assessment numbers. 
 
Risk assessments for practical curriculum areas as below; 
Science 
Desigh & Technology 
PE 
Food technology 
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Art 
are held within the curriculum area along with the data hazard 
sheets relevant to that area. 
 
The staff below will assist the Headteacher with the assessment 
process: 
 
 
Leadership Team 
 
Educational Visits Co-ordinator 
 
Buildings Officer 
 
LA Health and Safety Advisor 
 
Thornbridge Activity Centre  
 
Any other relevant staff 
 
 
Alternative (Vocational) Placements 
The Alternative Placement Co-ordinator (Pathways Mentors) within 
our school will ensure that there is clear communication and co-
ordination between placement providors, staff, students and 
parents.  Placements through the VSP are vetted and approved by 
the extended curriculum team.  For placements that are not within 
the VSP (Vocational Skills Programme) the Sheffield Inclusion 
Centre Alternative Placement Co-ordinator will ensure that all H & 
S checks have been undertaken and placement specific risk 
assessments have been carried out.  All documentation will be 
kept in the placement co-ordinator’s office.  The Alternative 
Placement Co-ordinator will carry out on-site monitoring. 
  
  

 
Fire 
All fire doors are kept closed. 
 
Fire drills are carried out once a term and are recorded by the 
Buildings Officer in the fire precautions log book within the site 
premises file. 
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The Spring Lane centre has a sprinkler system in place. 
 
Other fire precautions are also recorded in the fire precautions log 
book:  

fire alarm maintenance 
emergency lighting maintenance 
fire extinguisher maintenance 
fire officer visits 
fire safety training records 

 
The site premises file is kept in the general office and the 
responsibility for ensuring that the book is kept up to date and that 
fire drills are carried out is with the Buildings Officer, Business 
Manager and nominated Administrative Officer. 
 
When the centre requires painting, only paints providing a flame 
retardant surface will be used. 
 
All sources of heat with the potential to cause fire e.g. gas heaters, 
bunsen burners, cookers etc. will be carefully monitored so as not 
to inadvertently come into contact with combustible materials. 
 
 
Electricity 
The maintenance and repair of electrical equipment and fixed 
installations is the responsibility of the Sheffield Inclusion Centre. 
 
Fixed installations i.e. sockets, light fittings and general wiring 
throughout the centre will be tested at least every five years by a 
CHAS listed contractor – W Burns. 
 
Portable electrical equipment. 
PAT testing is arranged on an annual basis by the Business 
Manager, Buildings Ofifcer and nominated Administrative Officer.  
Any personal electrical equipment brought in by staff will also be 
included in the PAT testing.  However, personal items are 
discouraged. 
 
 
 
 
 



 

 11 

 
 
Asbestos 
An asbestos management survey is on site and kept in the general 
office reception for inspection by staff, contractors and any other 
parties. 
The Permission to Work process is in place in this centre for all 
work that is intrusive to the fabric of the building. 
 
Legionella 
H2O oversee the legionella audits in this centre.  The legionella log 
book is kept in the general office and is actioned by the Buildings 
Officer as per the People’s Portfolio and H2O guidelines. 
 
Gas 
All gas appliances are serviced and maintained annually.  SCC 
maintain the gas taps and heating and the hot water boiler is  
maintained by LJC Mechanical & Electrical Services Ltd on an 
annual basis. 
 

 
ADDITIONAL ARRANGEMENTS FOR KEEPING OUR CENTRE 

SAFE 
 

The centre is covered by an intruder alarm system and internal 
and external CCTV cameras.   
 
The Buildings Officer follows the code of practice from the Local 
Authority. 
 
In cases of extreme weather the buildings officer will ensure that 
the footpaths and the car park are gritted before staff and students 
arrive.  Snow clearance will be led by the Buildings officer. 
 
Codes of Practice are produced by the LA and cover many 
aspects of safety.  Copies of these are kept in the Health & Safety 
folder in the Business Manager’s office and are also available on 
Schoolpoint and staff are aware of their existence and informed to 
consult them when carrying out a relevant task e.g. planning an 
educational visit or setting up portable gas heaters in the event of 
a heating breakdown. 
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Our advisors within the Sheffield City Council are; 
 
Health & Safety Team 
Level 3 
East Wing 
Zone 2 
Moorfoot Building 
SHEFFIELD 
S1 4PL 
 
Contact 0114 2734082 or healthandsafety@sheffield.gov.uk 
 
Insurance & Risk Officer 
East Wing 
Zone 2 
Moorfoot Building 
SHEFFIELD 
S1 4PL 
 
Contact 0114 2053915 or insurance@sheffield.gov.uk 
 
 
 
Useful websites 
 
Schoolpoint  Technology Forge  www.hse.gov.uk 
 
 
 
 
Updated:  May 2008    V. Lomas 
  May 2009    V Lomas 
  November 2010    V Lomas 
  October 2012    V Lomas 
  January 2013    V Lomas 
  October 2013    V Lomas 
  September 2014   V Lomas 
   November 2014   V Lomas   
  September 2015  ----- 
  Sptember 2016  D Blackburn 
  Sepetember 2017  D Blackburn 
Review:                   September 2018  D Blackburn 
                 September 2019  D Blackburn 
 
 

mailto:healthandsafety@sheffield.gov.uk
mailto:insurance@sheffield.gov.uk
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Declaration 
 
I confirm that I have read and understood the Sheffield Inclusion Centre 
Health and Safety Policy September 2019 and Sheffield City Council’s  
Corporate Health, Safety and Wellbeing Policy 2019 – 2020. 
 
 
 
 
 
Signed …………………………………………. 
 
 
Print name …………………………………………. 
 
 
Dated  …………………………………………. 
 
 
(Please return to main office by Friday 12 October 2019) 


