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It is the intention of the Board of Governors of Rainey Endowed to maintain the highest standards of 
health, safety and welfare provision for all persons involved directly in the life and work of the school, 
and those affected by work activities therein. 
 
1.  This policy operates in conjunction with Education Authority (EA) Health and Safety advice and 

guidance. Both the school and Board policies are informed by the imperatives of the Health and 
Safety at Work (NI) Order of 1978. 

 
2. The Board of Governors will take all reasonable and practicable steps to meet this responsibility 

on behalf of its employees, and others entitled to protection under the Order and subordinate 
legislation. 

 
3. The aim of the Board of Governors is, therefore: “To provide a safe and healthy working and 

learning environment for staff, pupils and visitors.” 
 
4. The arrangements outlined in this statement and the various other safety provisions made by 

the Board of Governors cannot alone prevent accidents or ensure perfectly safe and healthy 
working conditions.  The Board of Governors believes that only the adoption of safe methods of 
work and good practice by every individual can ensure, within reason, everyone’s personal 
health and safety.  The Board of Governors will take all reasonable steps to identify and reduce 
hazards to a minimum but all staff and pupils must appreciate that their own safety and that of 
others also depends on their individual conduct and vigilance while on the school premises or 
whilst taking part in school-sponsored activities. 

 
5. Where reasonably practicable it will pay particular attention to the provision and maintenance 

of: 
 
  (i) a safe place to work, safe access to it and safe egress from it; 
  (ii) safe equipment, plant and systems of work, including fire fighting equipment; 

(iii) safe arrangements for the handling, storage, transport and use of articles and substances; 
(iv) sufficient information, instruction, supervision and training to enable all employees to avoid 
hazards and contribute positively to their own safety and health at work; 
(v) a healthy working and learning environment; 
(vi) adequate facilities for the welfare of employees whilst at work. 
(vii)Risk Assessments and Plans when any activity involving risk to pupils or employees is 
undertaken. 

 
6. The Board of Governors will provide competent technical advice on health and safety matters 

where this is necessary to assist those with responsibility in matters of Health & Safety. 
 
7. The Board of Governors will co-operate fully in the appointment of safety representatives by 

recognised trade unions or professional associations and will provide sufficient facilities and 
training to enable them to function efficiently in this role. 

 
8. Organisational arrangements for allocating responsibilities to individuals are covered in 

Schedule A. 
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9. Organisational arrangements on how functions and responsibilities are carried out are covered 

in Schedule B. 

Schedule A -  Organisational Arrangements 

The primary responsibility for implementing the Board's policy on Health and Safety rests with the 
Principal. 
 
The responsibility for bringing to the notice of the Principal any situations or circumstances which 
could adversely affect the health or safety at work of employees, pupils or the general public rests with 
everyone but in the areas set out hereunder, (a) to (f) inclusive, and the circumstances referred to 
hereunder (g) to (i) inclusive, the prime responsibility is that of the person whose title is underlined: 
 
(a) Classrooms, laboratories    The Subject Leader or 

preparation rooms and   the teacher in charge 
departmental storerooms 

 
(b) Technology Building    The Subject Leader or 

the teacher in charge 
 
(c) Buildings, common parts   The Maintenance Officer or  

(including the Johnston    The Bursar 
Hall) and grounds 

 
(d) Multi-Use Hall including Gymnasium, The Subject Leader or 

playing fields, changing facilities and   the teacher in charge, Grounds staff 
sports activity areas 

 
(e) Kitchens and Dining Hall   The Catering Supervisor or 

The Bursar 
 
(f) Offices      The Bursar  
 
(g) Off-site activities    The teacher or person in charge 
 
(h) Visitors     The teacher or person in charge 
 
(i) Building, maintenance   Vice-Principal, Bursar 
       and repair work      
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Schedule B -  Functional Arrangements 

 
1. THE PRINCIPAL 
The Principal has overall responsibility for all matters relating to the health and safety of all persons 
employed by the Board of Governors, all pupils, those members of the general public who enter school 
property and those members of the general public who remain off school property but who may be 
affected by any matter whose origin lies with the school. In the discharge of these responsibilities the 
Principal will:- 

a) operate safe systems of work for all activities that are the school's responsibility as defined 
by the Board of Governors and the Education Authority; 

b) recommend to the Board of Governors those activities, plans and deployment of resources 
which have due regard to the safety needs of employees, pupils and the general public; 

c) require the Vice-Principal, Maintenance Officer, Catering Supervisor and Bursar to initiate 
and control appropriate safety procedures within their areas of responsibility to give effect 
to the spirit and intention of the Board of Governors’ safety policy; 

d) regularly review with those persons referred to in (c) the effectiveness of the Board of 
Governors’ Safety policy, and require necessary alterations and improvements to be made; 

e) ensure that all teaching staff are aware of any safety instructions issued either by the Board 
of Governors or the Education Authority or other recognised authority; 

f) ensure that such instructions are acted upon and are incorporated into safe working 
practices 

g) ensure that any safety advice or information issued by the Board of Governors or the 
Education Authority or other recognised authority is considered and acted upon where 
appropriate; 

h) ensure that all staff operate safe working practices in the execution of their duties; 
i) ensure that adequate arrangements exist for procedures in the event of fire and that all 

staff (Teaching and Ancillary) are aware of such arrangements; 
j) carry out regular fire drills as laid down by the Department of Education; 
k) note and report all defects and hazards and seek appropriate remedies; 
l) ensure that all accidents resulting in an injured party being taken home or to hospital are 

reported promptly; 
m) ensure that all notifiable accidents and dangerous occurrences are reported to the 

appropriate authorities, including the Board of Governors. 
 
2. ASSISTANT PRINCIPAL 
A member of SLT responsible for all matters relating to the Health and Safety of employees, pupils and 
the general public in sections (a) to (m) inclusive of Schedule A. In the discharge of these responsibilities 
the SLT member will:- 

(a) require Subject Leaders or members of staff to initiate and control appropriate safety 
procedures within their areas of responsibility to give effect to the spirit and intention of 
the Board of Governors’ Safety Policy; 

(b) ensure that all safety instructions relating to matters under their responsibility are 
understood and acted upon by the appropriate person or persons; 
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(c) ensure that all safety information or advice relating to matters under their responsibility 

is understood and acted upon where appropriate; 
(d) encourage all staff and pupils under their responsibility to operate safe working 

procedures; 
(e) review the effectiveness of the Safety Policy in consultation with the Principal. 

 
 
3. MAINTENANCE OFFICER 
The Maintenance Officer is responsible for all matters relating to the Health and Safety of employees, 
pupils and the general public in sections (c) and (i) of Schedule A. In the discharge of these 
responsibilities the Maintenance Officer will:- 

(a) require staff under his authority to apply appropriate safety procedures within their areas 
of responsibility to give effect to the spirit and intention of the Board of Governors’ Safety 
Policy;  

(b) ensure that all safety instructions relating to matters under his responsibility are 
understood and acted upon by the appropriate person or persons; 

(c) ensure that all safety information or advice relating to matters under his responsibility is 
understood and acted upon where appropriate; 

(d) encourage all staff under his responsibility to operate safe working procedures; 
(e) instruct new employees in appropriate safety measures and procedures; 
(f) ensure that all defects in equipment or protective clothing are corrected; 
(g) report to the Principal all accidents within his area of responsibility; 
(h) review the effectiveness of the Safety Policy in consultation with the Principal. 

 
4. THE CATERING SUPERVISOR 
The Catering Supervisor is responsible for all matters relating to the Health and Safety of employees, 
pupils and the general public in section (e) of Schedule A. In the discharge of these responsibilities the 
Catering Supervisor will: 

(a) require staff under her authority to apply appropriate safety procedures within their 
areas of responsibility to give effect to the spirit and intention of the Board's Safety Policy; 

(b) ensure that all safety instructions relating to matters under her responsibility are 
understood and acted upon by the appropriate person or persons; 

(c) ensure that all safety information or advice relating to matters under her responsibility is 
understood and acted upon where appropriate; 

(d) encourage all staff under her responsibility to operate safe working procedures; 
(e) instruct new employees in appropriate safety measure and procedures  
(f) ensure that all defects in equipment or protective clothing are corrected; 
(g) report to the Principal all accidents within her area of responsibility; 
(h) review the effectiveness of the Safety Policy in consultation with the Principal.  

 
5. THE BURSAR 
The Bursar is responsible for all matters relating to the Health and Safety of employees, pupils and the 
general public in section (f) of Schedule A. In the discharge of these responsibilities the Bursar will:- 

(a) require staff under his/her authority to apply appropriate safety procedures within their 
areas of responsibility to give effect to the spirit and intention of the Board of Governors’ 
Safety Policy; 
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(b) ensure that all safety instructions relating to matters under his/her responsibility are 

understood and acted upon by the appropriate person or persons; 
(c) ensure that all safety information or advice relating to matters under his/her 

responsibility is understood and acted upon where appropriate; 
(d) encourage all staff under his/her responsibility to operate safe working procedures; 
(e) ensure that all defects in equipment are corrected; 
(f) report to the Principal all accidents within his/her area of responsibility; 
(g) review the effectiveness of the Safety Policy in consultation with the Principal. 

 
6. SUBJECT LEADERS 
Subject Leaders are responsible for ensuring that the intent of the Board of Governors’ Safety Policy is 
followed in practical terms in areas under their control. In the discharge of this responsibility each 
Subject Leader will:- 

(a) require staff under his/her authority to apply appropriate safety procedures within their 
areas of responsibility to give effect to the spirit and intention of the Board of Governors’ 
Safety Policy; 

(b) ensure that all safety instructions relating to matters under his/her responsibility are 
understood and acted upon by the appropriate person or persons; 

(c) ensure that all safety information or advice relating to matters under his/her 
responsibility is understood and acted upon where appropriate; 

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

(e) ensure that all staff include safe working methods in their instruction to pupils; 
(f) ensure that any equipment or machinery known to need repair is not used until the 

necessary repair work has been carried out; 
(g) report to the Principal all accidents and potential hazards within his/her area of 

responsibility; 
(h) ensure that all protective clothing and equipment as required is available. 

 
7. TEACHING STAFF 
All Teaching Staff have a responsibility to exercise care and attention regarding safety of themselves 
and pupils under their control. In the discharge of this responsibility each Teacher will:- 

(a) ensure that he/she takes reasonable care in his/her work activities to avoid accident or 
injury to himself/herself, other members of staff or pupils; 

(b) observe all safety instructions issued by the Board of Governors or the Education 
Authority or other recognised authority; 

(c) ensure that all safety information or advice relating to matters under his/her 
responsibility is understood and acted upon where appropriate; 

 (d) observe all safety rules relating to specific machinery or processes; 
  (e) ensure that all protective clothing and equipment is available as required; 

  (f) report all accidents and potential hazards to the relevant Subject Leader and ensure that 
Accident Report Forms are completed and submitted; 
(g) co-operate fully with the relevant Subject Leader and the Principal on all matters 

pertaining to health and safety within the School. 
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8. ALL EMPLOYEES 
All employees have a responsibility to exercise personal care and attention to the safety of themselves 
and others, and to co-operate with the Board of Governors in the execution of this policy. In the 
discharge of this responsibility each employee will:- 
  (a) perform his/her duties in a safe manner and pay particular attention to safety procedures; 

(b) obtain adequate treatment as soon as practicable if injured, and report all accidents as 
soon as possible to the appropriate person; 

(c) report all defects in equipment and clothing and all potential hazards to the appropriate 
person. 

 
9. HIRERS, CONTRACTORS AND OTHERS 
 

(a) When the premises are used for purposes not under the direction of the Principal then the 
designated person in charge of the activities for which the premises are in use will have 
responsibility for safe practices as indicated in section 3.0 of this document. 

(b) The Principal or the member of staff to whom this is delegated will seek to ensure that 
hirers, contractors and others who use the school premises conduct themselves and carry 
out their operations in such a manner so as to meet all statutory and advisory safety 
requirements at all times. 

(c) When the school premises or facilities are being used out of normal school hours for a 
school-sponsored activity then, for the purposes of this policy, the organiser of that activity, 
even if an employee, will be treated as a hirer and will comply with the requirements of this 
section. 

(d) When the premises are hired to persons outside the employ of the Board of Governors, it 
will be a condition for all hirers, contractors and others using the school premises or 
facilities that they are familiar with this policy, that they comply with all safety directives of 
the Board of Governors and that they will not without the prior consent of the Board of 
Governors: 

I.  introduce equipment for use on the school premises; 
II.  alter fixed installations; 

III.  remove fire and safety notices or equipment; 
IV.  take any action that may create hazards for persons using the premises or the staff or pupils of 

the school. 
(e) All contractors who work on the school premises are required to ensure safe working 

practices by their own employees under the provisions of the Health and Safety at Work, 
(NI) Order 1978 and must pay due regard to the safety of all persons using the premises in 
accordance with ss. 3-4 of the Health and Safety at Work, (NI) Order 1978. 

(f) In instances when the contractor creates hazardous conditions and refuses to eliminate 
them, or to take action to make them safe, the Principal will take such actions as are 
necessary to prevent persons in his or her care from risk or injury. 

 
10. RISK ASSESSMENT 
The Principal will ensure that a risk assessment survey of the premises, methods or work and all 
school-sponsored activities is conducted annually (or more frequently, if necessary).  This survey will 
identify all defects and deficiencies, together with the necessary remedial action or risk control 
measures.  The results of all such surveys will be reported to the Board of Governors. 
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11. FIRST AID 

(a) The arrangements for first aid provision will be adequate to cope with all foreseeable major 
incidents. 

(b) As directed by the Health and Safety (First Aid) Regulations of 1981, the number of 
certificated first aiders will not, at any time, be less than the number required by the 
school’s own Risk Assessment (currently one trained First Aider per school corridor or 
separate building and at least one certificated First Aider in school). 

(c) At the discretion of the Board of Governors other staff will be given such training in first aid 
and related techniques as is required to give them a requisite level of competence.  This 
level will be agreed by the Board of Governors after seeking appropriate advice.  The 
number of such trained but un-certificated first aiders will be determined by the Board of 
Governors as that being sufficient to meet the needs of all foreseeable circumstances. 

(d) Supplies of first aid material will be held at various locations throughout the school.  The 
Principal will determine these locations.  They will be prominently marked and all staff will 
be advised of their position.  The materials will be checked regularly and any deficiencies 
made good without delay. 

(e) Adequate and appropriate first aid provision will form part of the arrangements for all out-
of-school activities. 

(f) A record will be made of each occasion any member of staff, pupil or other person receives 
first aid treatment either on the school premises or as part of a school-related activity. 

 
12. REVIEW 
The Board of Governors will review this policy statement on a regular basis and update, modify or 
amend it as it is considered necessary to ensure the health, safety and welfare of staff and pupils. 
 


