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1. Purpose 

1.1 At Jigsaw School, we are committed to the health and safety of our staff, pupils, and 
visitors. Ensuring the safety of our community is of paramount importance and this policy 
reflects our dedication to creating a safe learning and working environment. 

1.2 We are committed to: 

• Providing a healthy, productive and safe working and learning environment 

• Preventing accidents and any work-related illnesses 

• Compliance with all statutory requirements 

• Assessing all risks and putting in place measures to control and minimise these risks 

• Providing safe working equipment and ensuring safe working methods 

• Providing adequate information, instruction, training and supervision 

• Monitoring and reviewing our policies, safety arrangements and prevention measures 
to ensure they are effective 

• Setting high targets and objectives in line with  the school’s culture of continuous 
improvement 

• Ensuring adequate welfare facilities are available throughout our school 

• Ensuring adequate resources are available to address health and safety issues, so far 
as is reasonably practicable 

2. Definitions 

2.1 ‘The school’ and ‘Jigsaw School’ means Jigsaw CABAS® School 

2.2 CABAS® is an acronym for Comprehensive Application of Behaviour Analysis to Schooling. 

2.3 ‘Jigsaw’ means Jigsaw School, Jigsaw Trust and Jigsaw Trading 2013 Limited (Café on the 
Park). 

2.4 ‘Staff’ or ‘Staff member’ refers to employees, fixed term consultants, bank workers, work 
experience participants and volunteers. 

2.5 An ‘accident’ is an unplanned, uncontrolled event, which causes, or could cause injury, 
damage or loss. In most cases accidents can be avoided and it is our intention to prevent 
such wherever possible. 

2.6 An ‘incident’ is defined as something which happened that could have been dangerous, 
actions that are deemed as unwanted behaviour, an action which could cause damage, 
loss or injury.  Examples could include: 

• Loss of amenities 

• Behaviour by a pupil that challenges 

• A stranger trying to gain access to the building 

• An un-witnessed injury 
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2.7 A ‘near miss’ is an event not causing harm but had the potential to cause injury or ill 
health; a narrowly avoided accident. 

2.8       SMT is an acronym for School Management Team; and includes the Director of Education,  
Co-Headteacher, Designated Safeguarding Lead and ABA Consultants. 

2.9 ACM is an acronym for Asbestos-Containing Material and defined by the Health & Safety 
Executive as any material either known to contain asbestos, or presumed to contain 
asbestos. 

2.10  ABA is an acronym for Applied Behaviour Analysis. 

2.11 COSHH is an acronym for Control of Substances Hazardous to Health. 

2.12  Riddor is an acronym for Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations. 

2.13 TMV is an acronym for Thermostastic Mixing valves. 

2.14 ‘Sharps’ is defined as sharp objects such as needles, scalpels, razor blades and broken 
glass which pose a risk of an accidental penetrating injury or laceration or puncture to 
skin. 

3. Legal Framework 

3.1 This policy has due regard to all relevant legislation including, but not limited to, the 
following:  

• Health and Safety at Work etc. Act 1974 

• The Workplace (Health, Safety and Welfare) Regulations 1992 

• The Management of Health and Safety at Work Regulations 1999 

• The Control of Substances Hazardous to Health Regulations 2002 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

• The Construction (Design and Management) Regulations 2015  

• The Education (Independent School Standards) Regulations 2014 

• The Personal Protective Equipment at Work Regulations 1992 

• The Education (School Premises) Regulations 1999  

• The Ionising Radiation Regulations 2017 (IRR17) 

• The Food Information (Amendment) (England) Regulations 2019 (Natasha’s Law)  

3.2 This policy has due regard to national guidance including, but not limited to, the following: 

• DfE (2022) ‘Health and safety: responsibilities and duties for schools’  

• DfE (2017) ‘Safe storage and disposal of hazardous materials and chemicals’ 

• HSE (2024) ‘Sensible health and safety management in schools’  

• DfE (2022) ‘First aid in schools, early years and colleges’ 

• UK Health Security Agency (2024) ‘Health protection in children and young people 
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settings, including education’ 

3.3 This policy operates in conjunction with the following school policies and procedures: 

• First Aid Policy 

• Risk Assessment Policy 

• Fire Policy & Procedures 

• Behaviour Management Policy 

• Safeguarding and Child Protection Policy  

• Visitors Guide  

• Site Access & Security policy  

• Lone Worker Policy 

• Staff Wellbeing Policy 

• Infection Control Procedure  

• Supporting Pupils with Medical Conditions Policy 

• Managing and Administering Medication Policy 

• Data Protection Policy 

• Driving Policy 

• Learning Outside the Classroom and Educational Visits Policy 

• Smoke Free Policy 

4. Roles and responsibilities 

4.1 The School Governors have responsibility for the oversight of health and safety matters 
and will:   

• Hold the Director of Education and Co-Headteacher to account for matters related to 
health and safety and compliance with the Health and Safety Policy  

• Review the Health and Safety policy at least annually 

• Receive a termly Health and Safety report to include details of any RIDDOR reportable 
accidents or incidents, summary data on accidents and incidents and any trends, 
progress against any health and safety targets 

4.2 The Co-Headteacher is responsible for the day to day running of Jigsaw School, and is 
responsible for: 

• Ensuring there is a clear health and safety policy statement which promotes a positive 
attitude towards the health and safety of staff, pupils and visitors 

•  Ensure we  provide a safe working and learning environment 

•   Oversight of staff training and instruction so that they can perform their duties in a 
healthy and safe manner 

• Ensuring  whole-school familiarity with the requirements of the appropriate health 
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and safety legislation and codes of practice 

• Creating and monitoring a management structure responsible for health and safety in 
the school 

• Ensuring there is a detailed and enforceable policy for health and safety, and that the 
policy is implemented by all 

• Setting the direction for effective health and safety management 

• Oversight of  management systems and practices that ensure risks are dealt with 
sensibly, responsibly and proportionately 

• Reviewing this policy and its effectiveness annually 

• Taking all reasonably practicable steps to ensure this policy is implemented and 
followed by all members of staff 

• Designating a competent person who will be responsible for ensuring the school meets 
its health and safety duties – the competent person will be the Facilities Manager 

4.3 The Facilities Manager will:  

• Assist with the creation and implementation of this policy 

• Have overall responsibility for the day-to-day development and implementation of 
safe working practices and conditions for all staff, pupils and visitors 

• Introduce management systems and practices that ensure risks are dealt with sensibly, 
responsibly and proportionately  

• Be responsible for investigating accidents and incidents, to understand causes and 
amend risk assessments as required 

• Be the designated contact with the HSE where necessary 

• Support staff with any queries or concerns regarding health and safety 

• Identify hazards by conducting risk assessments and introducing control measures 

4.4 The School Management Team, Supervisors will:  

• Be familiar with the requirements of health and safety legislation 

• Be responsible for the implementation and operation of the school’s Health and Safety 
Policy , and for areas of responsibility delegated by the Co-Headteacher 

• Be responsible for adhering to the aspects of health and safety that are outlined in 
their job descriptions 

• Take a keen interest in the Health and Safety Policy and assist in ensuring all staff, 
pupils and visitors comply with its requirements 

4.5 All members of staff will:  

• Take reasonable care of their own health and safety, and that of others who may be 

affected by what they do at work 

• Cooperate with their employers on health and safety matters 
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• Carry out their work in accordance with training and instructions 

• Inform the employer of any work situation representing a serious and immediate 
danger, so that remedial action can be taken 

• Familiarise themselves with the Health and Safety Policy and aspects of their work 
related to health and safety 

• Avoid any conduct which puts themselves or others at risk 

• Ensure that all staff, pupils and visitors are following  health and safety rules, routines 
and procedures in place 

• Ensure all machinery and equipment is in good working order and safe to use, 
including adequate guards, and ensure such equipment is not used improperly 

• Use the correct equipment and tools for the Task and any protective clothing supplied 

• Ensure any toxic, hazardous or flammable substances are used correctly, and stored 
and labelled as appropriate 

• Report any defects in equipment or facilities to the designated health and safety 
officer 

• Take an interest in health and safety matters and suggest any changes that they feel 
are appropriate 

• Make suggestions as to how the school can reduce the risk of injuries, illnesses and 
accidents 

• Exercise good standards of housekeeping and cleanliness 

• Adhere to their common law duty to act as a prudent parent would when in charge of 
pupils 

4.6 All pupils, volunteers and visitors to Jigsaw School will be expected to take reasonable 
care for their own health and safety and that of others who may be affected by their 
actions. 

• Exercise personal responsibility for the health and safety of themselves and others 

• Respond to instructions given by staff in an emergency 

• Observe the health and safety rules of the school 

• Not misuse, neglect or interfere with items supplied for their, and others, health and 
safety 

5. Health and Safety Training  

5.1 The school will ensure that staff are provided with the appropriate health and safety 
training they need for their job. This may not always mean attendance at training courses; 
it may simply involve providing staff with basic instructions and information about health 
and safety in the school.  

5.2 Staff will be provided with regular health and safety training opportunities and have 
access to support where needed.  
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5.3 Staff will be trained on how to: 

• Assess risks specific to their role 

• Meet their roles and responsibilities identified within this policy 

5.4 Where relevant to their role, staff will receive specific training in: 

• Using industrial machinery 

• Managing asbestos 

• Having responsibility for the storage and accountability for potentially hazardous 
materials 

6. Accident reporting and investigation 

6.1 All accidents and incidents, including near-misses or dangerous occurrences, will be 
reported as soon as possible using Schoolpod. All accidents and incidents will be recorded 
in accordance with the Accident & Incident Flowchart found on the home page under 
School procedures.  

6.2 Further information concerning reporting accidents and near-misses can be found in the 
following sections of this policy. 

6.3 The school will always record and report work-related injuries to staff members or pupils.  

Reporting significant accidents   

6.4 Significant accidents, as defined in the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations (RIDDOR) 2013, with the addition of reference to significant 
incidents/operational diseases will be reported to the HSE at the earliest opportunity.  

6.5 The Facilities Manager and / or Health & Safety Consultant must be informed promptly of 
all accidents, incidences or injuries so that the RIDDOR guidelines can be met. 

6.7 The school will also report occupational diseases upon receipt of a written diagnosis from 
a doctor that a staff member has a reportable disease linked to occupational exposure.  

6.8 Work-related stress and stress-related illnesses will not be reported since they are not 
usually just one distinct event. RIDDOR stipulates that to be reportable, an injury must 
have resulted from an accident arising out of or in connection with work. 

6.9 The school will only report accidents that are: 

• Discrete 

• Identifiable 

• Unintended incidents which cause physical injury 

Reporting procedures 

6.10 Should an incident require reporting to the HSE , the Facilities Manager or the Health and 
Safety Consultant, or a person appointed on their behalf, will file a report as soon as is 
reasonably possible via the HSE website: http://www.hse.gov.uk/riddor/report.htm. The 
school will not submit written accident reports to the HSE, except for in exceptional 
circumstances. The school will report all accidents and injuries online where possible using 
the above web address. Fatal and specified injuries, as outlined in section 9 of the The 

http://www.hse.gov.uk/riddor/report.htm
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Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 , may only be 
reported using the telephone service on 0845 300 9923, open Monday to Friday 8.30am 
to 5pm. 

Reporting hazards 

6.11 Staff, pupils, contractors and visitors have a legal duty to report any condition or practice 
they deem to be a hazard. In most cases, reporting should be conducted verbally to their 
line manager or host as soon as possible, who will then inform the Co-Headteacher as 
appropriate. Serious hazards should be reported using the appropriate form available on 
Schoolpod.  

Accident investigation 

6.12 All accidents, however minor, will be reviewed and any relevant risk assessment amended 
or a new risk assessment completed if relevant  to avoid as far as practically possible a 
reoccurrence of the accident. 

6.13 The Facilities Manager will undertake monthly evaluations of all reported incidents to 
identify patterns and trends in order to take corrective action and minimise the 
reoccurrence of any accidents, incidents or injuries.. 

7. Active monitoring  

7.1 The school’s procedure for actively monitoring health and safety matters : 

• Annual audits, including fire risk assessments and water risk assessments 

• Proactive and ongoing inspection of premises, playground equipment, vehicle 
inspections  

• Monthly reports and updates to the Co-Headteacher 

• Termly reporting to the Governing Body 

• Termly Health and Safety walks  

8. Risk assessment 

8.1 See separate Risk Assessment policy; pupil specific risk assessments are referred to in the 
Behaviour Management policy. 

9. Slips and trips 

9.1 In line with HSE guidance, control measures are in place to effectively control slip and trip 
risks.  

9.2 Risk factors considered include: 

• Environmental (floor, steps, slopes, etc.) 

• Contamination (water, food, litter, etc.) 

• Organisational (task, safety, culture, etc.) 

• Footwear  

• Individual factors (rain, supervision etc.) 
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9.2 The school will remain especially vigilant to the following hazards: 

• Members of staff or pupils running or carrying heavy or awkward items 

• Wearing unsuitable footwear 

• Poor lighting – particularly where there are uneven surfaces and level changes 

• Contamination  

• Obstructions, e.g. bags and trailing cables 

10. First aid 

10.1 The school has a separate First Aid policy which outlines the procedures and 
responsibilities. The policy can be found on the school’s website and on the Jigsaw Home 
Page. 

11. Fire Safety  

11.1 The school has a separate Fire Policy and Procedures which can be found on the school’s 
website and on the Jigsaw Home Page. 

11.2 All staff are trained in fire safety awareness and the the fire evacuation plan, which will be 
implemented in the event of a fire. This training is refreshed annually. 

11.3 Nominated staff will be trained in the use of fire extinguishers. 

11.4 The school will test evacuation procedures on a termly basis (three times a year). 
Firefighting equipment will be checked on an annual basis by an approved contractor. Fire 
alarms will be tested weekly from different ‘break glass’ fire points around the school. 
Emergency lighting will be tested on a monthly basis and by a certified contractor  
annually.Records of all such tests will be maintained and saved on the Facilities V drive.  

11.5 Fire safety notices are posted in the key areas of the building close to the fire points. 

11.6 Evacuation routes and assembly points are clearly identified. 

11.7 The evacuation of visitors and contractors will be the responsibility of the person they are 
visiting or working for. 

11.8 The school will implement its Fire Safety Policy to ensure that staff, pupils and visitors are 
safe and aware of the potential risks of fire. 

12. Sharps 

12.1 For the purposes of this policy, ‘sharps’ is defined as sharp objects such as needles, 
scalpels, razor blades and broken glass which pose a risk of an accidental penetrating 
injury or laceration or puncture to skin.  

12.2 Sharps are not likely to be found commonly on school premises; however, staff should  be 
vigilant towards the following circumstances in which sharps may be found:  

• During school-based vaccination programmes 

• Where an individual within the school requires injections to manage a health condition  

• Where a pupil brings a sharp into the school 
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• Where glass is broken within the school, or broken glass is found on or around the 
school premises  

Handling and disposing of a sharp 

12.3 Sharps, blades, needles, scissors and syringes present a potential health and safety risk to 
pupils, staff and others on Jigsaw School premises and are kept out of reach of pupils 
unless otherwise determined by the Individual Pupil Risk Assessment. Staff should comply 
with the ‘Procedures for the use of Sharps by pupils.  Jigsaw School has a duty to ensure 
that every effort is made for the safe management of sharps, blades, needles and syringes 
and that procedures are in place to assist in the prevention of needle stick injuries.  

12.4 Jigsaw School has a duty to ensure all staff are aware of the potential risk of infection 
should they receive an injury when attempting to handle certain hazardous items. All 
discovered sharps, blades, needles and syringes will be removed to a secure place prior to 
disposal. Disposal is undertaken by a licensed contractor. 

12.5 The use of needles for medication for an individual on the school premises will be 
managed in line with the Administering Medication Policy. 

Sharps injury 

12.6 First aid staff will be trained in handling sharps injuries, and will adhere following 
guidelines in case of injury from a contaminated sharp: 

• Encourage the wound to bleed gently, ideally by holding it under running water 

• Wash the wound using water and soap 

• Avoid scrubbing the wound while washing 

• Avoid sucking the wound 

• Dry the wound and cover it with a waterproof dressing 

• Seek medical advice 

12.7 Injuries will be handled in line with the First Aid Policy. 

13. Visitors and contractors 

13.1 The procedures outlined in the Visitor Guide and Site Access & Security policy will be 
implemented by relevant staff when receiving visitors to the school.  

13.2 Contractors will be responsible for the health and safety of their employees and for 
ensuring safe working practices that do not constitute a hazard to staff, pupils or visitors 
to the school. 

14. Construction and maintenance 

14.1 Jigsaw will plan, manage and monitor construction work under their control to ensure that 
this is carried out without risk to health and safety so far as is reasonably practicable.  

14.2 For projects involving more than one contractor, Jigsaw will co-ordinate their activities 
with others in the project team, and in particular, comply with directions given by the 
Principal Designer or Principal Contractor (as such terms are defined under CDM 2023) 
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14.3 Where Jigsaw are the only contractor on site, Jigsaw must take into account the principles 
of prevention, estimate the time required to complete the project and draw up the 
construction phase plan.  

14.4 Where it is not possible to avoid identified hazards, Jigsaw will provide information in 
relation to the residual risk to the Principal Contractor or Principal Designer.  

14.5 Jigsaw will:  

• Appoint contractors with the appropriate skills, expertise and experience to undertake 
the relevant work 

• Promote safe working methods by providing detailed information and instruction to all 
employees and consult them about matters that affect their health, safety and welfare 

• Provide adequate information, as required, to the relevant parties to ensure the 
correct implementation of designs, in particular where design changes affect the risk 
environment on the site 

• Comply with any directions given by the Principal Designer or Principal Contractor 

• Comply with any obligations under the Construction Phase Plan 

• Provide site induction (if not already provided by the Principal Contractor) 

• Prevent unauthorised access to site 

• Provide welfare facilities for those working on the site (if not already provided by the 
Principal Contractor) 

15. Personal protective equipment (PPE) 

15.1 The school will provide employees and pupils who are exposed to a hazard at the school, 
which cannot be controlled by other means, with PPE where appropriate. Visitors will also 
be supplied with PPE when appropriate. 

15.2 Staff and pupils should  use the PPE provided, and care for this according to the 
instructions and training given. Supervising staff will ensure PPE fits the wearer properly. 
Where more than one item of PPE must be worn, the items should be compatible and 
remain effective. PPE will not be worn if wearing it causes a hazard greater than the 
hazard it is intended to protect the wearer from.  

15.3 Damaged PPE will not be used and will be disposed of in line with the manufacturer’s 
instructions if it is not possible to repair. 

15.4 Thorough risk assessments will be undertaken  by the Facilities Manager and or Health 
and Safety Consultant to determine the suitable PPE to be used for each hazard.  

15.5 Staff will receive appropriate health and safety training in order to ensure they know how 
to properly use, maintain and store PPE, and how to detect and report faults. Equipment 
manuals are made  available and warning signs are clearly displayed in areas, and on 
equipment, where PPE is mandatory. When not in use, PPE will be properly stored, kept 
clean, and in good repair. 

16. Work-related hazards 

Manual handling 
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16.1 Manual handling has  the potential to cause a musculoskeletal disorder. This can be due to 
repetition of the action, the force and/or posture involved in the completion of a handling 
task, and/or a person’s ability to hold or grasp the particular item in a safe and balanced 
manner.  

16.2 The school will, as far as practicable, reduce the need for members of staff to undertake 
any manual handling tasks that involve a risk of injury. Where manual handling tasks are 
necessary, the school’s Manual Handling Risk Assessment should becompleted and any 
control measures implemented. The control measures will be monitored to ensure these 
are effective in reducing the risk of injury and aree being implemented correctly.  

16.3 The capability and circumstances, of staff will be taken into account where manual 
handling tasks are required. Where there is an unacceptable risk of injury or harm, staff 
should not undertake  manual handling tasks. 

16.4 All members of staff will receive manual handling information and training as appropriate.  

16.5 Jigsaw staff are not trained in Manual handling of People  However all staff receive 
PROACT-SCIPr-UK® – Positive Range of Options to Avoid Crisis and use Therapy, Strategies 
for Crisis Intervention and Prevention training  follow the relevant guidance.  

Working at heights 

16.6 Staff members should only undertake work at height if they have received appropriate 
training.  

16.7 Appropriate Work at Height risk assessments are undertaken and reviewed regularly and 
suitable work equipment is provided and regularly maintained. 

Lone working 

16.8 Staff working on their own in any Jigsaw School premise should ensure that external doors 
are secured, and regular telephone contact is made with their Line Manager.  

16.9 Please refer to the Lone Working Policy for further information. 

Stress management 

16.10 Staff should  be aware of the symptoms of stress, including sleeping problems, dietary 
problems, mood swings, feeling lethargic, fatigue, emotional problems, chest pains and 
elevated heart rate, lack of focus, inability to concentrate and increased sweating. Staff 
members who suffer from any of these symptoms are advised to consult their GP as soon 
as possible. All staff wellbeing matters are managed in line with the Staff Wellbeing Policy.  

Display screen equipment 

16.11 All staff whose normal work routine involves the significant use of computers daily should 
complete a display screen equipment (DSE) assessment on a regular basis. ‘Significant’ is 
taken to be continuous/near continuous spells of an hour or more at a time. DSE 
Assessments should be reviewed and reassessed when changes occur for example a 
change of task, a change of workstation or equipment or a change in the user’s 
circumstances.  

16.12 Staff identified as DSE users are entitled to a specific eyesight test for DSE use upon 
request, and at regular intervals thereafter, by a qualified optician (and corrective glasses 
provided if required specifically for DSE use).  
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Noise 

16.13 Noise is  described as unwanted sound, which may be distracting, annoying or cause 
physical damage to an individual (e.g. temporary or permanent hearing damage) and 
excessive noise levels can create a negative learning environment.  

16.14 Any member of staff detecting a potential noise issue should report this immediately to 
the Facilities Manager to enable  noise readings to be undertaken. If the noise reading is 
below the first action value of 80dB(A) this should be recorded. No further action is 
required other than to ensure that there are no changes to the area, process or activity, or 
to take action if changes arise.  

16.15 If the noise reading is above the first action value of 80dB(A), Jigsaw will continue 
monitoring to determine if the reading remains at this level consistently and if so, will 
makesuch changes as are practical to reduce the noise level, for example by fitting 
Acoustic panels to absorb sound waves and providing hearing protection.   

16.16 Work activities or processes where there is likely to be risk from noise exposure will be 
assessed by a competent person. The findings of the assessment will inform any action 
required. 

16.17 An assessment will also be required where noise becomes intrusive for the majority of the 
working day, for example where employees have to raise their voices to hold a normal 
conversation when 2m away from each other 

17. Maintaining equipment 

17.1 The school will ensure that  any equipment  used by staff and pupils is suitable for its 
intended use and is properly maintained the following equipment will be inspected for 
health and safety issues annually by a suitably competent person: 

• All electrical appliances 

• All gymnasium equipment 

• Playground apparatus  

• Wheelchairs 

• Occupational Therapy equipment  

17.2 It will be the responsibility of the Facilities Manager to ensure new equipment meets the 
appropriate standards and conforms to all health and safety requirements. A health and 
safety technician will be consulted if necessary. All equipment should be stored 
appropriately and where relevant in secure storage labelled with the appropriate hazard 
signage. 

17.3 All staff are responsible for ensuring that they use and handle electrical equipment 
sensibly and safely; any damaged cables or plugs should be reported immediately to the 
Facilities Team.  

17.4 All electrical equipment must be purchased via the Jigsaw’s Procurement procedures to 
ensure this meets relevant standards.  
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17.5 Pupils and volunteers are to be supervised when using electrical appliances if the risk 
assessments deems this is required.Permanently installed electrical equipment is 
connected through a dedicated isolator switch and adequately earthed. 

17.6 All electrical equipment will be subject to an annual portable appliance test (PAT) 
undertaken by a competent person. 

17.7 Maintenance, repair, installation and disconnection work associated with permanently 
installed or portable electrical equipment should only be undertaken by a competent 
person.  

18. Hazardous materials 

18.1 The Facilities Manager and/or the Health and Safety Consultant are responsible for 
identifying all substances that are potentially hazardous and that require a COSHH 
assessment and ensuring that such assessments are completed on a timely basis and 
made available to staff. 

18.2 Hazardous substances, materials, chemicals and cleaning liquids are only to be supplied by 
the Jigsaw’s  nominated suppliers.  

18.3 A Material Safety Data (MSDS) sheet for each hazardous substance is held  on the Facilities 
drive. 

18.4 Details of Hazardous substances in use at Jigsaw, their storage and the control measures 
are held in the COSHH File  saved on the Jigsaw Home Drive.  

18.5 When using a hazardous substance staff must ensure that adequate precautions are taken 
in accordance with the relevant COSHH assessment.  

18.6 Staff must never attempt to use a hazardous substance unless adequately trained.  

18.7 All hazardous substances are to be stored in the appropriate secure storage when not in 
use. 

18.8 All hazardous substances, including bodily fluids and medication should be handled and 
disposed of safely using the appropriate procedures. 

19. Asbestos management 

19.1 In accordance with HSE guidance, an asbestos management survey was undertaken on 
January 2023 by Medway Insulations Ltd which is a United Kingdom Accreditation Service 
accredited surveying organisation. As a result of the asbestos management survey, all 
Jigsaw School buildings have been certified as free from asbestos by an approved 
surveyor, however the asbestos survey is available from the reception team for all 
contractors to reference. 

19.2 Further details concerning the management of asbestos can be found in the Asbestos 
Management Plan.  

20. Cleaning 

20.1 Contract cleaners will be monitored by the Facilities Manager. The standards required will 
be clearly defined in the service level agreement held with the contracted cleaners. 
Special consideration will be given to hygiene areas. 
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20.2 Waste collection services will be monitored by the Facilities Manager.  

21. Infection control 

21.1 The school will actively prevent the spread of infection through the following measures:  

• Maintaining high standards of personal hygiene and practice 

• Maintaining a clean environment  

21.2 The school will ensure that arrangements are in place to minimise any health risks, e.g. flu, 
by ensuring hygiene standards are maintained and pupils and staff are not permitted in 
school if they are unwell. Staff and pupils displaying signs of infection will be sent home 
and, if appropriate,recommended to see a doctor. 

21.3 Further information concerning the schools’ policies and procedures addressing infection 
control can be found in the Infection Control Policy. 

22. Allergens and anaphylaxis 

22.1 Parents are required to provide the school with up-to-date information relating to their 
child’s allergies, as well as the necessary action to be taken in the event of an allergic 
reaction, such as any medication required. Pupils have Individualised Health Care Plans in 
place and, where required, procedures to deal with emergencies i.e., an allergic reaction.  

22.2 Staff are required to notify  the HR Department  of any  allergies and if required, a risk 
assessment will be put in place.  

22.3 Information regarding pupils’ and staff members’ allergies will be collated and stored 
securely and will be shared with relevant staff, e.g., line manager, first aiders, as required.   

22.4 Staff will receive appropriate training and support relevant to their level of responsibility, 
in order to assist pupils with managing their allergies.  

23. Medication 

Medication for pupils 

23.1 The school has a separate policy for the management and administering of pupil 
medication. The policy is available on the school’s website and for staff on the Jigsaw 
Home Page.  

Staff Medication  

23.2 Staff bringing their own medication into Jigsaw School must store this securely in their 
personal lockers, locked pedestal drawer if the member has a dedicated office or in an 
envelope clearly marked with their name in the site’s Medication Cabinet.   

23.3 Staff must not carry medication on their person whilst onsite at Jigsaw School unless it is a 
prescribed emergency medication e.g. a nebuliser or auto injector, and has been 
authorised in advance by a member of the School Management Team and a specific risk 
assessment has been completed for the member of staff. 

23.4 When taking medication during the day, staff must use the Staff Room, Wellbeing Rooms 
or Office to ensure privacy and to reduce the risk of exposing their medication to pupils. 
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24. Smoking 

24.1 Jigsaw School has a no smoking policy at all sites including e-cigarettes, other than within 
the designated outside smoking areas. 

25. Security and theft 

25.1 Steps taken to reduce security risks are addressed in the Site Security & Access Policy. 

25.2 Staff are responsible for their personal belongings and the school accepts no responsibility 
for loss or damage. Thefts will be reported to the police and staff will be expected to assist 
police with their investigation.  

25.3 All staff are expected to take reasonable measures to ensure the security of school 
equipment. Missing or believed stolen equipment will be reported immediately to a senior 
staff member. 

26. Severe weather 

26.1 The Co-Headteacher, in liaison with Business Continuity Team, will make a decision on 
school closure due to severe weather on the grounds of health and safety. Parents and 
transport providers will be informed via a clarion message. If a closureis deemed 
necessary, the governing board will be promptly informed. 

27. School trips and visits 

27.1 Health and safety policy and procedures concerning school trips and visits are contained in 
the school’s Learning Outside the Classroom and Educational Visits Policy. 

28. Near misses 

28.1 A ‘near miss’ is an event not causing harm but has the potential to cause injury or ill 
health. 

28.2 If staff members, pupils, contractors, or visitors see or are involved in a near miss, they 
will report it in order to allow consideration of how to prevent a possible accident 
happening in the future and these will be reported on Schoolpod.  

28.3 The school will report near misses that constitute as dangerous occurrences to the HSE. A 
‘dangerous occurrence’ includes any incident which results in requiring hospital treatment 
or further attention. 

28.4 All accidents and near misses, however small, will be reported and investigated by the 
Facilities Manager and the outcomes recorded. If an investigation takes place, a risk 
assessment will be carried out, or the existing assessment amended, to avoid 
reoccurrence of the accident. 

29. Policy Review 

29.1 This policy will be reviewed at least annually and updated as necessary to reflect best 
practice and to ensure compliance with any changes or amendments to relevant 
legislation. 

29.2 This policy was last reviewed in March 2026.   
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30. Version History 
No. Date Amendment 

1.1  New format 

1.2 Feb 20 
Manual Handling changes made for clarification; inserted section relating to pupil off site 
visits; Updated policy and procedures locations 

1.3 Jul 20 Appendicies 2-5 added, separate documents 

1.4 Feb 21 Amended to remain aligned with Trust Policy.  

1.5 Mar 21 Updated to mirror Trust policy. Terminology and language tightened.  

2.1 May 2022 Updated to reflect current practice 

2.2 May 2023 Updated to reflect current practice and terminology 

3.1 August 2024 Full policy review, updated to reflect current practice 

4.1 March 2026 Policy overhaul in line with National College  

   

 
31. Related Legislation & Guidance 

Document 

Health & Safety at Work Act 1974 

The Workplace (Health, Safety and Welfare) Regulations 1992 

Management of Health & Safety at Work Regulations 1999 

The Control of Substances Hazardous to Health Regulations 2002 

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

The Construction (Design and Management) Regulations 2015  

The Education (Independent School Standards) Regulations 2014 

The Personal Protective Equipment at Work Regulations 1992 

Education (School Premises) Regulations 1999 

The Ionising Radiation Regulations 2017 (IRR17) 

The Food Information (Amendment) (England) Regulations 2019 (Natasha’s Law)  

Employers’ Health and Safety Policy Statements (Exception) Regulations 1975 

Health and Safety (Consultation with Employees) Regulations 1996 

Safety Representatives and Safety Committees Regulations 1977 

School Premises (England) Regulations 2012 

The Occupiers’ Liability Act 1984 

Manual Handling Regulations 1998 

Lifting Operations and Lifting Equipment Regulations 1998 

Display Screen Equipment Regulations (1992) 

Provision and Use of Work Equipment Regulations (1998) 

Managing for Health & Safety (HSE) (HSG65) 

DfE (2022) ‘Health and safety: responsibilities and duties for schools’  

DfE (2017) ‘Safe storage and disposal of hazardous materials and chemicals’ 

HSE (2024) ‘Sensible health and safety management in schools’  

DfE (2022) ‘First aid in schools, early years and colleges’ 

UK Health Security Agency (2024) ‘Health protection in children and young people settings, including education’ 

 
  

http://www.legislation.gov.uk/ukpga/1974/37/data.pdf
https://www.legislation.gov.uk/uksi/1992/3004
http://www.legislation.gov.uk/uksi/1999/3242/pdfs/uksi_19993242_en.pdf
https://www.legislation.gov.uk/uksi/2002/2677/contents
https://www.legislation.gov.uk/uksi/2013/1471/contents
https://www.legislation.gov.uk/uksi/2015/51/contents
https://www.legislation.gov.uk/uksi/2014/3283
https://www.legislation.gov.uk/uksi/1992/2966/contents
https://www.legislation.gov.uk/uksi/1999/2/pdfs/uksi_19990002_en.pdf
https://www.legislation.gov.uk/uksi/2017/1075/contents
https://www.legislation.gov.uk/uksi/2019/1218/contents/made
http://www.legislation.gov.uk/uksi/1975/1584/made
http://www.legislation.gov.uk/uksi/1996/1513/made
http://www.legislation.gov.uk/uksi/1977/500/pdfs/uksi_19770500_en.pdf
http://www.legislation.gov.uk/uksi/2012/1943/pdfs/uksi_20121943_en.pdf
http://www.legislation.gov.uk/ukpga/1984/3/pdfs/ukpga_19840003_en.pdf
https://www.hse.gov.uk/pubns/indg143.pdf
http://www.legislation.gov.uk/uksi/1998/2307/made
http://www.legislation.gov.uk/uksi/1992/2792/made
http://www.legislation.gov.uk/uksi/1998/2306/made
https://www.hse.gov.uk/pUbns/priced/hsg65.pdf
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
https://assets.publishing.service.gov.uk/media/5a82c224ed915d74e62377ca/Safe_storage_disposal_chemicals_advice_Nov2017.pdf
https://www.hse.gov.uk/education/sensible-leadership/sensible.htm
https://www.gov.uk/government/publications/first-aid-in-schools/first-aid-in-schools-early-years-and-further-education
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
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32. Related Internal Documentation 
Document Electronic Copy Location 

Fire Policy & Procedures Common / MyJigsaw / Policies / School /  

Safeguarding & Child Protection Policy Common / MyJigsaw / Policies / School /  

Risk Assessment Policy Common / MyJigsaw / Policies / School /  

Behaviour Management Policy Common / MyJigsaw / Policies / School /  

First Aid Policy Common / MyJigsaw / Policies / School /  

Home to School Transport for Pupils Policy Common / MyJigsaw / Policies / School /  

LotC and Educational Visits Policy Common / MyJigsaw / Policies / School /  

Managing & Administering Medication for Pupils Policy & Procedure Common / MyJigsaw / Policies / School /  

Supporting Pupils with Medical Conditions Policy Common / MyJigsaw / Policies / School /  

Site Security & Access Policy Common / MyJigsaw / Policies / Trust / Operations 

Driving Policy Common / MyJigsaw / Policies / Trust / Operations 

Data Protection Policy Common / MyJigsaw / Policies / Trust / GDPR 

Smoke Free Policy Common / MyJigsaw / Policies / Trust / HR 

Staff Wellbeing Policy Common / MyJigsaw / Policies / Trust / HR 

Lone Working Policy Common / MyJigsaw / Policies / Trust / HR 

Maternity Policy Common / MyJigsaw / Policies / Trust / HR 

Induction Policy Common / MyJigsaw / Policies / Trust / HR 

Accident and Incident Reporting procedures Common / MyJigsaw / Procedures / First Aid & Medical Procedures / 

First Aid Procedures Common / MyJigsaw / Procedures / First Aid & Medical Procedures / 

Sharps & Knives Procedures Common / MyJigsaw / Procedures / First Aid & Medical Procedures / 

Emergency Procedures Common / MyJigsaw / H&S / Emergency Procedures / 

Hygiene and Infectious Diseases Procedures Infection control – being writen 

Visitors Guide https://jigsawtrust.co.uk/visitor-information/  

 

https://jigsawtrust.co.uk/visitor-information/
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