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HEALTH AND SAFETY POLICY AIMS 

Sparks Learning Limited aims to: 

Provide and maintain a safe and healthy environment 

Establish and maintain safe working procedures amongst staff, students and all visitors to the site 

Have robust procedures in place in case of emergencies 

Ensure that the premises and equipment are maintained safely, and are regularly inspected

GENERAL STATEMENT OF SAFETY POLICY 
Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all employees, and to provide such information, training and supervision as they need for this purpose. 

We also accept responsibility for the health and safety of students and other people who may be affected by our activities. The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are set out below. The policy will be kept up to date, particularly as the workshops, classes, enrichment options, staff and procedures develop. To ensure this, the policy and the way in which it has operated will be reviewed regularly. 

These policies will form part of the induction training given to staff. 

ROLES AND RESPONSIBILITIES 
All employees have the responsibility of co-operating with the Directors to achieve a healthy and safe workplace and to take reasonable care of themselves, students and others. Health and Safety issues will be raised as a regular agenda item at Sparks Management meetings which are held weekly.

Safety Liaison Officers (SLO) Laura Manley and Verity Boyle

DIRECTORS
The Directors are responsible for health and safety day-to-day. 
This involves: Implementing the health and safety policy.
Ensuring there are enough staff to safely supervise students
Ensuring that the premises are safe and regularly inspected 
Providing adequate training for staff 
Ensuring records are up to date
Ensuring appropriate evacuation procedures are in place and regular fire drills are held Ensuring that in their absence, health and safety responsibilities are delegated to another member of staff 
Ensuring all risk assessments are completed and reviewed 


STUDENTS AND PARENTS 
Students and parents are responsible for following Sparks health and safety advice, on-site and off-site, and for reporting any health and safety incidents to a member of staff. 

FIRE
Emergency exits, assembly points and assembly point instructions are clearly identified
by safety signs and notices. Fire risk assessment of the premises will be reviewed
Regularly by 225 FireSolutions.

Emergency evacuations are practiced at least once a term.
Fire alarm testing will take place termly.
New staff will be trained in fire safety and all staff and students will be made aware of
any new fire risks. Staff induction and Inset training will include Fire Evacuation Procedures and Fire Drills.

In the event of a fire:
The alarm will be raised immediately by whoever discovers the fire and emergency
services contacted. Evacuation procedures will also begin immediately. Students will be escorted out of the building by staff and Fire Marshalls, Laura Manley and Verity Boyle will sweep the site to ensure all students have left the building and close the kitchen door and patio doors if safe to do so. 

Fire extinguishers may be used by staff only, and only then if staff are trained in
how to operate them and are confident they can use them without putting
themselves or others at risk.

Staff and students will congregate at the assembly points - Ashburton Football Club - The training field dugout 1.

Visitors should follow the students to the assembly points and wait for direction from a member of staff.

Sparks Staff/workshop leaders will take a register of students and staff, which will then be checked against the attendance register of that day. The visitor book and daily registers will be checked and any absentees noted. 
Mrs. Laura Manley or Mrs Verity Boyle will take a register of all staff and visitors at the assembly point.
Staff, students and visitors will remain outside the building until the emergency services say it
is safe to re-enter.

Sparks will have special arrangements in place for the evacuation of people with
mobility needs and fire risk assessments will also pay particular attention to those with
disabilities. PEEPS are in place for children with additional needs who may need
support in the event of an evacuation.

OFF-SITE VISITS 
When taking students off the premises, we will ensure that: 

Risk assessments will be completed where off-site visits and activities require copies.  
All off-site visits are appropriately staffed.
Staff will take a Sparks mobile phone, a portable first aid kit, information about the specific medical needs of students along with the parents’ contact details 
There will always be at least one first aider on schools trips and visits

SMOKING/ VAPING
Smoking/vaping is not permitted anywhere on the premises. 

INFECTION PREVENTION AND CONTROL 
We follow national guidance published by Public Health England when responding to infection control issues. We will encourage staff and students to follow this good hygiene practice, outlined below, where applicable. 

HANDWASHING 
Wash hands with liquid soap and warm water, and dry with paper towels or air dryer 
Always wash hands after using the toilet, before eating or handling food, and after handling animals 
Cover all cuts and abrasions with waterproof dressings 

COUGHING AND SNEEZING 
Cover mouth and nose with a tissue 
Wash hands after using or disposing of tissues 
Spitting is discouraged

CLEANING OF THE ENVIRONMENT 
Clean the environment, including toys and equipment, frequently and thoroughly. Cleaners are 
employed.

CLEANING OF BLOOD AND BODY FLUID SPILLAGES 
Sparks staff will clean up all spillages of blood, feces, saliva, vomit, nasal and eye discharges immediately and wear personal protective equipment.
 
When spillages occur, clean using a product that combines both a detergent and a disinfectant and use as per manufacturer’s instructions. 

Ensure it is effective against bacteria and viruses and suitable for use on the affected surface. Sparks Staff will never use mops for cleaning up blood and body fluid spillages. 
Disposable paper towels will be used and discard clinical waste as described below.
Spillage kits available for blood spills will be available, as and when required.



OCCUPATIONAL STRESS 
We are committed to promoting high levels of health and wellbeing and recognise the importance of identifying and reducing workplace stressors through risk assessment. Systems are in place within Sparks Learning for responding to individual concerns and monitoring staff workloads. 

ACCIDENT REPORTING ACCIDENT RECORD BOOK 
An accident form in the accident book will be completed as soon as possible after the accident occurs by the member of staff or first aider who deals with it. 

The accident book is located in the kitchen area of the Football Club and St Andrews Church Hall. All accidents should be clearly logged in the correct book and on CPOMS.

Parents should be advised of accidents to children either by phone or face to face as soon as possible.

Records held in the accident book will be retained by Sparks for a minimum of 3 years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then securely disposed of In more serious incidents the Adverse Event and Investigation Report form (Appendix B) should be completed and passed to a Director to determine if a more detailed investigation is needed. This will also determine whether or not the incident should be reported on the Accident Form AR3. 

Accident reports should be sent to Mrs Laura Manley or Mrs Verity Boyle - Directors 
All reportable accidents must be investigated. 

REPORTING TO THE HEALTH AND SAFETY EXECUTIVE (HSE) 
The Directors will keep a record of any accident which results in a reportable injury, disease, or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7). The Directors will report these to the Health and Safety Executive as soon as is reasonably practicable and in any event within 10 days of the incident. 

Reportable injuries, diseases or dangerous occurrences include: 
Death Specified injuries. 
These are: • Fractures, other than to fingers, thumbs and toes 
• Amputations	
 • Any injury likely to lead to permanent loss of sight or reduction in sight 			• Any crush injury to the head or torso causing damage to the brain or internal organs 											• Serious burns (including scalding) 
• Any scalping requiring hospital treatment 
• Any loss of consciousness caused by head injury or asphyxia 
• Any other injury arising from working in an enclosed space which leads to hypothermia or heat-induced illness, or requires resuscitation or admittance to hospital for more than 24 hours Injuries where an employee is away from work or unable to perform their normal work duties for more than 7 consecutive days 

Where an accident leads to someone being taken to hospital 
Where something happens that does not result in an injury, but could have done 
Near-miss events that do not result in an injury, but could have done. 
Examples of near-miss events relevant to schools include, but are not limited to:
 • The collapse or failure of load-bearing parts of lifts and lifting equipment 
• The accidental release of a biological agent likely to cause severe human illness 
 • The accidental release or escape of any substance that may cause a serious injury or damage to health 
• An electrical short circuit or overload causing a fire or explosion Information on how to make a RIDDOR report is available here: How to make a RIDDOR report – http://www.hse.gov.uk/riddor/report.htm 


NOTIFYING PARENTS 
Sparks staff and/or the workshop/enrichment activity leader will inform parents of any accident or injury sustained by a student, and any first aid treatment given, on the same day, or as soon as reasonably practicable.

REPORTING TO CHILD PROTECTION AGENCIES 
Sparks staff and/or the workshop leader will notify a Director of any serious accident or injury to, or the death of, student while in the care of Sparks Learning Ltd. 


TRAINING 
Our staff are provided with health and safety training as part of their induction process. Staff who work in high risk environments, such as in science labs or with woodwork equipment, or work with pupils with special educational needs (SEN), are given additional health and safety training. 

COMMUNICATING HEALTH AND SAFETY 
The Directors will ensure all members of staff read this Safety Policy and that copies of this policy are available in the Sparks Learning Handbook. Any amendments to the policy will be circulated to all staff. Any hazards that are brought to the attention of the Directors from any source will also be circulated to staff that may be affected. The Directors will investigate all injuries, accidents, near accidents and damage that may lead to a hazard and ensure that they are reported to the appropriate authority. Safety will be a regular item on the agenda of Sparks Learning Leadership meetings.

Appendix A  
Fire Safety Checklist - Ashburton Football Club, Chuley Road, Ashburton. 


	ISSUE TO CHECK YES/NO
	ISSUE TO CHECK YES/NO

	Are fire regulations prominently displayed? 
	YES 

	Is fire-fighting equipment, including fire blankets, in place? 
	YES

	Does fire-fighting equipment give details for the type of fire it should be used for? 
	YES

	Are fire exits clearly labeled? 
	YES

	Are fire doors fitted with self-closing mechanisms? 
	YES

	Are flammable materials stored away from open flames? 
	YES

	Do all staff and students understand what to do in the event of a fire? 
	YES

	Can you easily hear the fire alarm from all areas?
	YES




Appendix B 
Adverse event report and investigation form 
Part 1 Overview
The purpose of this form is to record all adverse events. The term accident is used where injury or ill health occurs. The term incident includes near-misses and undesired circumstances. Where there is the potential for injury. 
Part 1 should be filled out immediately by the workshop leader or supervisor for the activity involved. 
Part 2 should be completed by the person responsible for health and safety. 
Part 3 should be completed, where appropriate, by the investigation team. 
Part 4 should be completed by the investigating team, together with workshop leaders who have the authority to make decisions. 
When completing Parts 2, 3 and 4 refer to the guidance under ‘A step by step guide to health and safety investigations’. 
Part 1 Overview
	Reported by: 
	Date/time of adverse event

	Incident

Or


Ill health


	

	Tick one

Minor injury 
Serious injury 
Major injury
	

	Brief details (What, where, when, who and emergency measures taken) Take a photo at the site of the accident/incident if the location contributed to the adverse event
	











	Forwarded to: 


	Date: Time: 





Part 2 
Initial assessment (to be carried out by the person responsible for health and safety)

	Type of event/level
	Actual/potential for harm
	

	Accident 
	Fatal or minor
	

	Ill health
	Serious 
	

	Near-miss
	Minor
	


	Undesired  circumstance
	Damage only
	

	RIDDOR reportable?
	Date/time reported
	

	
	
	




	Initial assessment carried out by:
	Date: 

	Further investigation required?
	Priority:

	Signed statements needed from injured person and any witnesses 
	Yes/No






Sparks Learning Health and Safety Inspection Checklist 
For use by Directors And Safety Representatives

Sparks Directors and Safety Representatives may use this checklist to complete their annual health and safety inspection. It is a template only and can be adapted to meet local circumstances. The checklist should be kept at each venue. Issues arising from questions that produce a “no” answer can probably be addressed effectively within existing maintenance/repair arrangements. For more significant issues it may be useful to consider a risk assessment approach to determine what action is necessary.


	Name of venue: 
	Ashburton Football Club, Chuley Road, Ashburton

	Persons involved:
	Laura Manley and Verity Boyle

	Date of inspection:
	20th April 2026





	Section 1 – External Areas and Play Equipment

	
	
	Yes
	No
	Comments

	1.1 
	Are paths and playgrounds free from foreseeable trip/slip hazards?
	✔
	
	Uneven area on pathway adjacent to the end of the fence. 

Reported to AFC


	1.2
	Are manholes secure? 
	Yes
	
	

	1.3
	Are grass areas reasonably even and free of glass, needles etc? 
	Yes
	
	

	1.4
	Do trees/branches appear safe?
	Yes
	
	

	1.5
	Is the perimeter fencing sound? 
	Yes
	
	Recent damage to perimeter fencing over holiday period.

Reported to AFC site manager - D Setherton to action remedial work ASAP

	1.6
	Is play equipment well maintained and free from sharp edges or rough surfaces?
	Yes
	
	

	1.7
	Any other concerns
	


	NO
	

	
	Section 2 - Vehicles on site

	2.1
	Is there designated parking?
	Yes
	
	




	Section 3 – Evacuation

	3.1
	Are escape routes clear of obstructions?
	✔Yes
	
	

	3.2
	Are exit doors free from internal/external obstruction?
	✔Yes
	
	

	3.3
	Are evacuation notices displayed adjacent to alarm call-points and key locations?
	✔Yes
	
	

	3.4
	Are fire drills held termly?
	 Yes
	
	

	3.5
	Have extinguishers/alarms been serviced within last year?
	✔Yes - Fire Risk Solutions
	
	

	3.6
	Is the alarm audible?
	✔Yes
	
	

	
Section 4 – Building Issues

	4.1
	Are floors and floor coverings in good condition?
	✔Yes
	
	

	4.2
	Are handrails on stairs sound?
	✔Yes
	
	

	4.3
	Are door mechanisms in good working order?

	✔Yes
	
	

	4.4
	Is safety glass used where appropriate?
	✔Yes
	
	

	4.5
	Are facilities for people with disabilities appropriate?
	Only for visitors - downstairs disabled toilet on site. Stairs to main venue
	
	

	4.6
	Do gutters, down-pipes and other fixtures appear sound?

	✔Yes
	
	

	4.7
	Do roof tiles appear secure?
	✔Yes
	
	

	4.8
	Are security systems adequate?
	✔Yes
	
	



	Section 5 - Lighting

	5.1
	Are all lights working?
	✔Yes
	
	

	5.2
	Are diffusers clean? 
	✔Yes
	
	

	5.3
	Is internal lighting adequate? 
	✔Yes
	
	

	5.4
	Is external lighting adequate?
	✔Yes
	
	

	
	
	
	
	

	Section 6 – Electricity

	6.1
	Is access to the electrical system restricted to authorised persons? 
	✔Yes
	
	Consumer unit is downstairs located in a locked cupboard/room 

	6.2
	Is there a warning sign displayed?
	✔Yes
	
	

	6.3
	Is there an electric shock first aid poster displayed?
	✔
	
	

	6.4
	 Are materials in the electrical cupboard stored in a safe manner?
	✔Yes
	
	

	6.5
	Are portable electrical appliances tested periodically by a competent person?
	✔Yes
	
	PAT testing completed October 2025 certificate on Sparks Drive

	6.6
	Are plugs and leads in good condition? 
	✔Yes
	
	

	6.7
	Are socket outlets at least 1m away from running water?
	✔Yes
	
	




	Section 7 - First Aid and Medical Provision

	7.1
	Are names of first aiders displayed or known? 
	✔Yes
	
	

	7.2
	Are certificates valid?
	✔Yes
	
	

	7.3
	Are first aid boxes adequately stocked? 
	✔Yes
	
	

	7.4
	Are staff aware of your policy for administering medicines?
	✔Yes
	
	

	Section 8 -  Welfare Provision

	8.1
	Are there suitable toilet facilities? 
	✔Yes
	
	

	8.2
	Are suitable washing facilities available?
	✔Yes
	
	

	8.3
	Are the facilities adequately inspected, cleaned, ventilated and lit? 
	✔Yes
	
	

	8.4
	Have drinking water outlets been labeled? 
	✔
	
	

	8.5
	Are there appropriate facilities and/or procedures  in place for people who are unwell?

	✔Yes - parents are called to collect students
	
	

	Section 9 – Management

	9.1
	Is health and safety policy information available? 
	✔Yes
	
	

	9.2
	Do staff know of their existence? 
	✔Yes
	
	

	9.3
	Is the health and safety law poster displayed?
	✔Yes
	
	

	9.4
	Have risk assessments been completed and reviewed?
	✔Yes
	
	




Sparks Learning Health and Safety Inspection Checklist 
For use by Directors And Safety Representatives

Sparks Directors and Safety Representatives may use this checklist to complete their annual health and safety inspection. It is a template only and can be adapted to meet local circumstances. The checklist should be kept at each venue. Issues arising from questions that produce a “no” answer can probably be addressed effectively within existing maintenance/repair arrangements. For more significant issues it may be useful to consider a risk assessment approach to determine what action is necessary.


	Name of venue: 
	St Andrews Church Hall

	Persons involved:
	Laura Manley and Verity Boyle

	Date of inspection:
	March 2026 





	Section 1 – External Areas and Play Equipment

	
	
	Yes
	No
	Comments

	1.1 
	Are paths and playgrounds free from foreseeable trip/slip hazards?
	✔
	
	

	1.2
	Are manholes secure? 
	✔
	
	

	1.3
	Are grass areas reasonably even and free of glass, needles etc? 
	✔
	
	

	1.4
	Do trees/branches appear safe?
	✔
	
	

	1.5
	Is the perimeter fencing sound? 
	✔
	
	

	1.6
	Is play equipment well maintained and free from sharp edges or rough surfaces?
	
	
	N/A

	1.7
	Any other concerns
	


	✔

	

	
	Section 2 - Vehicles on site

	2.1
	Is there designated parking?
	✔
	
	




	Section 3 – Evacuation

	3.1
	Are escape routes clear of obstructions?
	✔
	
	

	3.2
	Are exit doors free from internal/external obstruction?
	✔
	
	

	3.3
	Are evacuation notices displayed adjacent to alarm call-points and key locations?
	✔
	
	

	3.4
	Are fire drills held termly?
	 ✔
	
	

	3.5
	Have extinguishers/alarms been serviced within last year?
	✔
	
	

	3.6
	Is the alarm audible?
	✔

	
	

	
Section 4 – Building Issues

	4.1
	Are floors and floor coverings in good condition?
	✔

	
	

	4.2
	Are handrails on stairs sound?
	✔

	
	

	4.3
	Are door mechanisms in good working order?

	✔

	
	

	4.4
	Is safety glass used where appropriate?
	✔

	
	

	4.5
	Are facilities for people with disabilities appropriate?
	✔

	
	 

	4.6
	Do gutters, down-pipes and other fixtures appear sound?

	✔

	
	

	4.7
	Do roof tiles appear secure?
	✔

	
	

	4.8
	Are security systems adequate?
	✔

	
	



	Section 5 - Lighting

	5.1
	Are all lights working?
	✔

	
	

	5.2
	Are diffusers clean? 
	
	N/A  
	

	5.3
	Is internal lighting adequate? 
	✔

	
	

	5.4
	Is external lighting adequate?
	✔

	
	

	
	
	
	
	

	Section 6 – Electricity

	6.1
	Is access to the electrical system restricted to authorised persons? 
	✔

	
	

	6.2
	Is there a warning sign displayed?
	✔

	
	

	6.3
	Is there an electric shock first aid poster displayed?
	
	✔

	

	6.4
	 Are materials in the electrical cupboard stored in a safe manner?
	✔

	
	

	6.5
	Are portable electrical appliances tested periodically by a competent person?
	✔

	
	PAT Tested and labelled

	6.6
	Are plugs and leads in good condition? 
	✔

	
	

	6.7
	Are socket outlets at least 1m away from running water?
	✔

	
	




	Section 7 - First Aid and Medical Provision

	7.1
	Are names of first aiders displayed or known? 
	✔
	
	

	7.2
	Are certificates valid?
	✔

	
	

	7.3
	Are first aid boxes adequately stocked? 
	✔

	
	

	7.4
	Are staff aware of your policy for administering medicines?
	✔

	
	

	Section 8 -  Welfare Provision

	8.1
	Are there suitable toilet facilities? 
	✔

	
	

	8.2
	Are suitable washing facilities available?
	✔

	
	

	8.3
	Are the facilities adequately inspected, cleaned, ventilated and lit? 
	✔

	
	

	8.4
	Have drinking water outlets been labeled? 
	✔

	
	

	8.5
	Are there appropriate facilities and/or procedures  in place for people who are unwell?

	✔

	
	

	Section 9 – Management

	9.1
	Is health and safety policy information available? 
	✔

	
	

	9.2
	Do staff know of their existence? 
	✔

	
	

	9.3
	Is the health and safety law poster displayed?
	✔

	
	

	9.4
	Have risk assessments been completed and reviewed?
	✔
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