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1. Policy Statement
Stace Provision is committed to ensuring, so far as is reasonably practicable, the health, safety and welfare of all pupils, staff, visitors, contractors and others who may be affected by our activities. We recognise our statutory responsibilities under health and safety legislation and our duty of care to children and young people placed with us by Suffolk County Council and other commissioning local authorities.
Health and safety is integral to safeguarding and to the effective delivery of alternative provision. Stace Provision adopts a proactive, risk-aware approach that balances safety with the need to provide meaningful, engaging, and inclusive educational experiences for pupils with SEMH and SEN needs.
2. Legal and Local Authority Framework
This policy is informed by and complies with:
· Health and Safety at Work etc. Act 1974
· Management of Health and Safety at Work Regulations 1999
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013
· Control of Substances Hazardous to Health (COSHH) Regulations
· Keeping Children Safe in Education (2025)
· SEND Code of Practice (2015)
· Suffolk County Council Health and Safety guidance for education and commissioned services
· Suffolk Safeguarding Partnership procedures
3. Statement of Organisation
Overall Responsibility:
Amanda Stace (Director) has overall responsibility for health and safety at Stace Provision and is our Health and Safety Lead
Responsibilities of the the Health and Safety Lead:
· Ensuring compliance with health and safety legislation and Suffolk County Council expectations
· Establishing, implementing, and reviewing this policy
· Ensuring suitable and sufficient risk assessments are completed and reviewed
· Ensuring staff are competent, trained, and supervised appropriately
· Ensuring accidents, incidents, and near misses are reported and investigated
· Ensuring safeguarding and health and safety responsibilities are aligned
· Ensuring access to competent health and safety advice
4.Responsibilities of others
Staff Responsibilties
All staff must:
· Take reasonable care of their own health and safety and that of others
· Follow health and safety policies, procedures, and risk assessments
· Implement agreed control measures consistently
· Report hazards, concerns, accidents, and near misses without delay
· Support pupils to understand and follow safety expectations
Pupil Responsibilities
Pupils are supported, in line with age, ability, and need, to:
· Follow safety instructions
· Engage safely in activities
· Report concerns to staff
Employees and Students have a responsibility to ensure that they take reasonable care of their own health and safety, and that of others who may be affected by their acts or omissions at work. They are required to co-operate with others in the setting to fulfil our statutory duties and to adhere to safety guidance given to help maintain standards of health and safety within our setting.
Contractors 
All Contractors working on our premises, or elsewhere on their behalf, are required to comply with relevant rules and regulations governing their work activities. Contractors are legally responsible for ensuring their own safety on our premises or elsewhere on the our behalf, the safety of their workforce and for ensuring that their work does not endanger the safety or health of others. Contractors will be required to demonstrate their competence and adequate resources to carry out specific hazardous work, prior to their engagement. No person shall intentionally interfere with, misuse or willfully damage, anything provided in the interest of Health & safety. To ensure that this policy is effective, we will: a. Communicate the policy to staff via the staff intranet, noticeboards and staff induction b . Review it every 3 years, or on significant changes in our business or legislation c. Make any such changes known to employees and students d. Maintain procedures for communication and consultation between all levels of staff and/or students on matters of health, safety and welfare
5. Health and Safety Advice
Stace Provision obtains competent health and safety advice through:
· An external competent health and safety advisory service
· Guidance provided by Suffolk County Council where relevant
· Sector-specific guidance for education and alternative provision
The competent Health and Safety advisor is: 
Damien Fish- DCF Safety Services LTD
dcfsafetyservicesltd@yahoo.com 
External advice is sought to support:
· Risk assessments
· Accident investigations
· Compliance reviews
· Premises and activity safety
6. Arrangements for Managing Health and Safety
Stace Provision manages health and safety by:
· Embedding safety within safeguarding practice
· Using proportionate, dynamic risk assessments
· Implementing safe systems of work
· Ensuring appropriate supervision ratios
· Providing staff training and induction
· Maintaining clear reporting and escalation processes
Health and safety considerations apply to:
· On-site provision
· Off-site activities and community learning
· Sports and physical activities
· Gaming and technology-based activities
· Individual pupil needs and behaviours
7. Risk Assessment Procedure
Purpose
Risk assessments are used to:
· Identify hazards
· Assess risk levels
· Identify and implement control measures
· Support safe inclusion rather than exclusion
· Enable informed decision-making
Risk assessments are proportionate, individualised where required, and reviewed regularly.
When Risk Assessments Are Required
Risk assessments are completed for:
· Premises and facilities
· Curriculum and enrichment activities
· Off-site visits and transport
· Individual pupils (SEMH, SEN, behaviour, medical needs)
· Lone working
· Use of equipment and resources
Individual risk assessments are shared, where appropriate, with Suffolk County Council and placing professionals.
Risk Assessment Process
1. Identify hazards
2. Identify who may be harmed and how
3. Evaluate risk and existing controls
4. Implement additional control measures
5. Record findings
6. Review and update
Risk assessments are reviewed:
· At least annually
· Following incidents or near misses
· When pupil needs or circumstances change
8.Critical Incident Management and Temporary Staffing Absence
Stace Provision has robust arrangements in place to manage both critical incidents and the temporary absence of key staff, ensuring that the safety, welfare, and supervision of pupils are maintained at all times. These arrangements cover foreseeable absences, including planned leave, sickness, industrial action, and emergency situations, and ensure that essential functions such as first aid provision, medical needs, safeguarding, and site security remain in place.
Local procedures operate at each site and are aligned with Stace Provision’s central policies to ensure consistency, accountability, and effective escalation where required.
Critical Incident Management
Stace Provision has a responsibility to regularly review and maintain procedures for responding to critical incidents. These may include, but are not limited to:
· Fire
· Flooding
· Bomb threats or hoaxes
· Serious accidents or medical emergencies
· Death of a pupil or member of staff
· Violent incidents, threats, or attacks
· Extreme weather or major utility failure
In the event of an emergency, we will work closely with the emergency services and relevant agencies to do everything reasonably practicable to reduce risk and protect pupils, staff, and visitors.
Emergency Response Procedures
Where emergency situations occur and cannot be avoided, Stace Provision will implement its emergency procedures, which include:
· Raising the alarm promptly
· Evacuating the premises where required
· Identifying and moving to a place of safety
· Appointing competent and responsible staff to manage the incident
· Ensuring appropriate first aid and emergency equipment is available
· Maintaining clear communication and providing regular updates to key individuals
Staffing Continuity
Where staff absences impact delivery, Stace Provision will implement contingency arrangements to ensure:
· Safe supervision ratios are maintained
· First aid and safeguarding responsibilities are covered
· Pupils continue to receive appropriate care and support
This may include the use of trained internal staff or temporary cover where appropriate.
Communication with Parents, Carers, and Pupils
Stace Provision has clear systems in place to ensure parents, carers, staff, and pupils are informed during an emergency situation. To support effective communication and site safety, parents and carers are asked not to contact the provision directly during an emergency, but to wait to be contacted. This allows telephone lines to remain available for emergency use.
Parents and carers are expected to ensure that their contact details and emergency contact information are kept up to date at all times.
Methods of Communication During an Emergency
Stace Provision may communicate using one or more of the following methods:
· Telephone calls to parents/carers
· Telephone calls to emergency contacts
· Text messages
· Email communication
· Direct communication with pupils on site
Preventative Measures
Proactive steps are taken to reduce the likelihood of emergency situations by:
· Regularly reviewing risk assessments
· Maintaining staff training in emergency procedures
· Ensuring equipment and premises are checked and maintained
· Reviewing incidents and near misses to identify learning
9.Health and Safety Induction and Training
Stace Provision is committed to ensuring that all staff are appropriately inducted and trained to fulfil their health and safety responsibilities. All staff receive a formal induction, including a health and safety induction pack, with training tailored to their specific role, responsibilities, and working environment.
As part of induction, staff are required to sign to confirm that they have read, understood, and agree to comply with the Health and Safety Policy. This process is repeated whenever there are significant updates to the policy. All staff are required to re-read the policy annually, with confirmation recorded centrally.
Health and Safety Induction Content
The health and safety induction for all new staff includes:
· An overview of the Health and Safety Policy and organisational responsibilities
· A tour of the premises, including identification of key safety features
· Information on hazards specific to the setting and the control measures in place
· Safe systems of work for equipment and resources, including defect reporting procedures
· Information on materials and substances used on site, including COSHH requirements, risk assessments, labelling systems, and safety data sheets
· Use, care, and storage of personal protective equipment (PPE)
· Procedures for reporting accidents, incidents, hazards, fires, and near misses
· Identification of trained first aiders and the location of first aid facilities
· Fire evacuation and emergency procedures, including the location and use of firefighting equipment
· Smoking and vaping restrictions
· General housekeeping expectations and maintenance of clear access routes
· Site security arrangements, restricted areas, and safeguarding expectations
· Manual handling guidance, including awareness of risk assessments
Ongoing and Refresher Training
The Director will maintain an up-to-date record of all staff health and safety training, including first aid and fire safety certification.
Additional training, such as manual handling or working at height, will be provided where identified as necessary based on role-specific risk assessments.
Manual Handling
Staff must not lift, carry, push, pull, or move heavy or awkward loads unless appropriate training has been provided and a suitable risk assessment has been completed. Where manual handling cannot be avoided, safe techniques and equipment must be used.
10.Personal Safety and Security Procedures
Stace Provision takes personal safety seriously and ensures:
· Staff working with pupils who may display challenging or threatening behaviour receive appropriate training and support
· Visitors are directed to the main reception and must sign in upon arrival
· All visitors, contractors, and external professionals are required to wear visitor identification badges
· Visitors are expected to read site safety and safeguarding information before being escorted
· Staff are expected to challenge individuals who are not displaying appropriate identification. If it is unsafe to do so, staff must contact the Director immediately
· Arrangements are in place to protect lone workers and staff engaged in outreach activities
Planned Safety Checks: Equipment and Premises
All equipment used at Stace Provision is maintained in a safe and serviceable condition. Any equipment identified as unsafe will be removed from use immediately until it can be repaired, replaced, or safely disposed of.
A structured programme of inspection is in place for:
· Indoor and outdoor sports and play equipment
· Learning resources and furniture
· Premises and access routes
Legionella Management
Stace Provision manages the risk of legionella in water systems to prevent the growth of Legionella pneumophila bacteria and the inhalation of contaminated water droplets.
Control measures include:
· Monthly water temperature checks to ensure temperatures are below 20°C or above 45°C
· Maintenance of records for all temperature checks and cleaning activities
· Ensuring water storage tanks are covered and secure
· Recording all maintenance, treatment, and disinfection activities
· Use of competent, recognised contractors for formal inspections and maintenance
· Staff awareness and routine visual checks of water outlets and associated equipment
Electrical Safety
· Only authorised and suitably trained personnel may install, repair, or modify electrical equipment
· Only one plug may be used per socket where 13-amp sockets are in use
· Electrical equipment with visible damage or loose cabling must not be used
· Faulty equipment must be isolated and clearly labelled until repaired
· Fixed electrical installations are inspected at least every five years by a competent contractor
· Portable electrical appliances are subject to PAT testing
· Staff are expected to visually inspect electrical equipment before use
Accident and Incident Reporting
All accidents, incidents, and near misses must be reported immediately to the Director and recorded in writing.
Incidents will be investigated where appropriate to identify causes and prevent recurrence. Relevant risk assessments will be reviewed and updated following any incident or near miss.
Accident and incident records are retained for a minimum of three years in accordance with statutory requirements and then securely disposed of.
RIDDOR Reporting
The Director will maintain records of all reportable incidents under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013.
Reportable incidents include, but are not limited to:
· Death
· Specified injuries (including fractures, amputations, serious burns, head injuries, and loss of consciousness)
· Injuries resulting in an employee being unable to carry out their normal duties for more than seven consecutive days
· Dangerous occurrences and near misses with the potential to cause serious harm
All reportable incidents will be notified to the Health and Safety Executive as soon as reasonably practicable and within the required timescales.
Notification to Parents, Local Authority
· Parents or carers will be informed of any accident or injury involving their child on the same day, or as soon as reasonably practicable
· The Director will notify Suffolk County Council of any serious accident, injury, or death of a pupil while in the care of Stace Provision
11.Fire Safety Procedures
Stace Provision completes a fire risk assessment for each site. These assessments are reviewed annually and whenever there are significant changes to the premises, grounds, pupil or staff numbers, or relevant legislation.
Fire evacuation routes are clearly identified using standard signage. Fire action notices, including evacuation procedures and designated assembly points, are displayed prominently throughout each site. Pupils with mobility or additional needs are provided with individual evacuation plans where required.
Fire drills are conducted at least once per term to ensure staff and pupils are familiar with evacuation procedures. Arrangements are in place to ensure that no hot works are undertaken on site without an appropriate permit.
Further details are available within the Fire Safety Policy.
12.First Aid – Training and Equipment
Stace Provision ensures that a sufficient number of staff are trained as first aiders or appointed persons to meet the needs of pupils, staff, and visitors. Training records are maintained by the Director and reviewed regularly.
Appropriate first aid equipment is available and clearly accessible at each site. A named member of staff is responsible for monitoring first aid stock levels and ensuring kits are replenished as required.
Clinical waste, including sanitary or incontinence waste, is disposed of through a licensed clinical waste contractor.
The Director reviews all minor injury logs and incident report forms and undertakes further investigation where necessary. First aid provision and incident trends are also reviewed to inform risk assessments and preventative measures.
First aid kits are provided for all educational visits, with risks assessed in advance.
13.Staff Wellbeing Procedures
Stace Provision is committed to promoting staff wellbeing and managing stress effectively. Staff may access Mental Health First Aid training where appropriate.
All staff have access to confidential wellbeing support, and stress risk assessments will be undertaken where concerns are identified. Workload and wellbeing are discussed during regular supervision and performance review meetings.
Display Screen Equipment (DSE) assessments are carried out in accordance with the Health and Safety (Display Screen Equipment) Regulations 1992. Staff are entitled to appropriate workstation assessments and eyesight testing where applicable.
14. Transport and Vehicle Use
Stace Provision follows Suffolk County Council and local authority guidance regarding vehicle use and transport safety.
All vehicles used are appropriately insured, taxed, MOT tested, and maintained. Records of routine checks are retained. Staff authorised to drive provision vehicles have completed relevant driver assessments, and an approved drivers list is maintained and reviewed regularly.
Breakdown and roadside assistance arrangements are in place.
15.Health and Safety Audits
Annual health and safety audits are completed by the Director to ensure compliance with legislation, local authority expectations, and internal policies.
16.Premises Security and Contractors on Site
Stace Provision follows Suffolk Police and Suffolk County Council guidance on premises security. All sites regularly assess and monitor security risks.
Visitors, including parents and contractors, are required to sign in, wear identification badges, and be escorted while on site. Intruder alarms and CCTV systems are in operation at key access points.
Contractors must report to reception on arrival, sign in, display identification, and familiarise themselves with site safety and safeguarding procedures. Restricted areas during building works are clearly signposted, and staff are informed of any changes to access arrangements.
The Director is responsible for monitoring contractor safety performance and ensuring risks to pupils, staff, and visitors are minimised. Contractors are expected to comply with the Health and Safety at Work etc. Act 1974 and ensure safe working practices at all times.
17.Pandemics and Public Health Emergencies
In the event of a pandemic or public health emergency, Stace Provision will follow government, UK Health Security Agency, and local authority guidance. This policy will be updated as required to reflect any additional control measures.
18.Monitoring, Reporting and Supervision
Monitoring and reporting are central to Stace Provision’s health and safety culture. Systems are in place to ensure the Director receives both routine and incident-led health and safety information.
This includes:
· Monitoring training, maintenance, and preventative measures
· Reviewing accident, incident, and sickness absence data
· Conducting periodic audits of risk control measures
· Responding promptly to significant changes or incidents
· Ensuring compliance with new legal requirements
· Reviewing contractor performance and supervision arrangements
Health and safety data is reviewed to identify trends and support continuous improvement.
19.Display Screen Equipment (DSE)
Stace Provision recognises the importance of managing risks associated with DSE use and operates in line with the Health and Safety (Display Screen Equipment) Regulations 1992.
To minimise impact, pupils and staff are expected to use laptops and screens for limited periods, supported by appropriate guidance to reduce the risk of strain or injury.
20.Violence and Aggression in the Workplace
Stace Provision follows the Health and Safety Executive definition of work-related violence, including verbal abuse, threats, or physical assault.
The provision is committed to protecting staff and pupils from harm. All incidents of violence or aggression must be reported and will be investigated. Risk assessments will be reviewed, and appropriate control measures implemented to reduce the risk of recurrence.
21.Vehicle and Pedestrian Safety
Where possible, vehicle movement on site is managed to reduce interaction with pedestrians. Deliveries and parking are planned to minimise risk.
Taxi companies used for pupil transport are managed in line with contractor selection procedures, including checks for appropriate licensing, insurance, MOT status, and DBS-checked drivers.
Pupils, staff, and visitors are reminded to remain vigilant near roads, particularly at busy times.
22.Off-Site Visits and Educational Activities
Off-site visits are used to enrich learning and support pupil development. All visits are carefully planned and risk assessed in advance.
The Director ensures that:
· Visit objectives are clear
· Risks are identified and controlled
· Staff leading visits are competent
· Appropriate supervision and insurance are in place
· Parental consent is obtained where required
· Safeguarding and emergency arrangements are clear
Post-visit evaluations are completed to support continuous improvement.
23.Food Safety and Allergens
Parents and carers must inform the provision of any allergies or medical needs so that individual risk assessments can be completed.
24.Supporting Pupils with Medical Needs
Pupils with medical conditions are supported to access education fully, including off-site activities. Stace Provision works in partnership with parents, pupils, and health professionals to ensure medical needs are understood and managed safely.
25.Transport Arrangements
Stace Provision provides transport to and from the setting and to off-site activities across Suffolk. Where possible, two staff members are present in vehicles. Where this is not feasible, safety measures such as dash cameras are used.
Pupils are seated appropriately to maintain safety and professional boundaries. Vehicles are fully insured for educational use.
If a pupil does not attend a scheduled pick-up, parents or carers will be contacted. Pupils will be marked absent if they do not arrive within five minutes of the agreed time.
26.Reporting Procedures
Accidents, Incidents, and Near Misses
· All incidents must be reported immediately to Amanda Stace
· Details recorded in the accident/incident log
· Parents/carers and Suffolk County Council informed where appropriate
Serious Incidents
Serious incidents will:
· Be escalated immediately
· Be reported under RIDDOR where required
· Be shared with Suffolk County Council in line with commissioning and safeguarding expectations
· Trigger a review of risk assessments and control measures
27.Monitoring and Review
Health and safety arrangements are monitored through:
· Regular review of risk assessments
· Analysis of accident and incident data
· Staff supervision and feedback
· External advice and audits where appropriate
The Health, Safety Policy will be reviewed, updated and adapted on a 3 year basis and:
- if significant organizational changes have taken place,
- if there have been changes in key personnel
- if new work methods have been introduced
- if there have been alterations to working arrangements and/or processes
- If there have been changes following consultation with employees
- If the monitoring of risk assessments or accident/incident investigations indicates that the Health & Safety Policy is no longer effective,
- If information from manufactures has been received,
- If the advice from an insurance company has been received,
- If the findings of an external Health & Safety Audit has been received,
- If enforcement action has been taken by the HSE or Local Authority (LA). 
It will also be updated as members of staff who are responsible for particular areas change or when there are changes in legislation. At each review the Directors will formally adopt the new policy.
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