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GENERAL 

The Governing Body notes the provisions of the Health and Safety at Work, etc Act 1974, 

which states that it is the duty of every employer to ensure, so far as is reasonably 

practicable, the health, safety and welfare of employees, and that it is the duty of every 

employer to conduct his or her business in such a way as to ensure, so far as is reasonable 

practicable, that persons who are not employed but may be affected by it are not exposed to 

risks to their health and safety, and accepts that it has a responsibility to take all reasonably 

practical steps to secure the health and safety of pupils, staff and others using the school 

premises or participating in school-sponsored activities. It believes that the prevention of 

accidents, injury or loss is essential to the efficient operation of the school and is part of the 

good education of its pupils. 

The aim of the governing body is “To provide a safe and healthy working and learning 

environment for staff, pupils and visitors.” 

The arrangements outlined in this statement and the various other safety provisions made by 

the governing body cannot prevent accidents or ensure safe and healthy working conditions. 

The governing body believes that only the adoption of safe methods or work and good practice 

by every individual can ensure everyone’s personal health and safety. The governing body 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 while taking part in school-sponsored 

activities. 

This policy statement supplements:  

 

• LBTH's Corporate Health and Safety Policy; and 

• CS (Children Services) Health and Safety Policy, Organisation and Arrangements Statement.  
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DUTIES OF THE GOVERNING BODY 

In the discharge of its duty the governing body, in consultation with the Head, will: 

(a) make itself familiar with the requirements of the Health and Safety at Work, etc Act 

1974 and any other health and safety legislation and codes of practices which are relevant to 

the work of the school, in particular the Management of Health and Safety at Work 

Regulations 1999. 

(b) ensure that there is an effective and enforceable policy for the provision of health and 

safety throughout the school. 

(c) periodically assess the effectiveness of this policy and ensure that any necessary changes 

are made 

(d) identify and evaluate all risks relating to: 

(i) accidents 

(ii) health 

(iii) school-sponsored activities (including work experience) 

(e) identify and evaluate risk control measures in order to select the most appropriate means 

of minimising risk to staff, pupils and others 

(f) create and monitor the management structure. 

In particular the governing body undertakes to provide: 

(a) a safe place for staff and pupils to work including safe means of entry and exit 

(b) plant, equipment and systems of work which are safe 

(c) safe arrangements for the handling, storage and transport of articles and substances 

(d) safe and healthy working conditions which take into account of all appropriate: 

(i) statutory requirements 

(ii) codes of practice whether statutory or advisory 

(iii) guidance whether statutory or advisory 
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 (e) supervision, training and instruction so that all staff and pupils can perform their school-

related activities in a healthy and safe manner. All staff will be offered the opportunity to 

receive health and safety training which is appropriate to their duties and responsibilities and 

which will be given before an employee commences any relevant work. Wherever training is 

required by statute or considered necessary for the safety of staff, pupils and others then 

the governing body will ensure, within financial resources available, that such training is 

provided. Pupils will receive such training as is considered appropriate to the school-related 

activities which they are carrying out. All training will be regularly updated. 

(f) necessary safety and protective equipment and clothing together with any necessary 

guidance, instruction and supervision 

(g) adequate welfare facilities. 

So far as is reasonably practicable the governing body, through the Head, will make 

arrangements for all staff, including temporary and voluntary staff and helpers and those on 

fixed-term contracts to receive comprehensive information on: 

(a) this policy 

(b) all other relevant health and safety matters 

(c) the instruction and training that will be given to all employees so that they may carry out 

their duties in a safe manner without placing themselves or others at risk. 
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THE DUTIES OF THE HEAD 

As well as the general duties which all members of staff have, the Head has responsibility for 

the day to day maintenance and development of safe working practices and conditions for 

teaching staff, support staff, pupils, visitors and any other person using the premises or 

engaged in activities sponsored by the school and will take all reasonably practicable steps to 

achieve this end through senior management, teachers and others as appropriate. 

The Head is required to take all necessary and appropriate action to ensure that the 

requirements of all relevant legislation, codes of practice and guidelines are met in full at all 

times. 

In particular, the Head will: 

(a) be aware of the basic requirements of the Health and Safety at Work, etc Act 1974 and 

any other health and safety legislation and codes of practices relevant to the work of the 

school 

(b) ensure, at all times, the health, safety and welfare of staff, pupils and others using the 

school premises or facilities or services or attending or taking part in school sponsored 

activities 

(c) ensure safe working conditions for the health, safety and welfare of staff, pupils and 

others using the school premises and facilities 

(d) ensure safe working practices and procedures throughout the school including those 

relating to the provision and use of machinery and other apparatus, so that each task is carries 

out to the required standards and so that all risks are controlled 

(e) consult with members of staff, including the safety representatives, on health and safety 

issues 

(f) arrange systems of risk assessment to allow the prompt identification of potential hazards 

(g) carry our periodic reviews and safety audits on the findings of the risk assessment 

 (h) identify the training needs of staff and pupils and ensure, within the financial resources 

available, that all members of staff and pupils who have identified training needs receive 

adequate and appropriate training and instruction in health and safety matters 

(i) encourage staff, pupils and others to promote health and safety 

(j) ensure that any defects in the premises, plant, equipment or facilities which relate to or 

may affect the health and safety of staff, pupils and others are made without delay 
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(k) encourage all employees to suggest ways and means or reducing risks 

(l) collate accident and incident information and, when necessary, carry out accident and 

incident investigations 

(m) monitor the standard of health and safety throughout the school, including all school-

based activities, encourage staff, pupils and others to achieve the highest possible standards 

and discipline those who consistently fail to consider their own well-being or the health and 

safety of others 

(n) monitor first aid and welfare provision 

(o) monitor the management structure, along with the governors 
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DUTIES OF SUPERVISORY STAFF 

All supervisory staff will make themselves familiar with the requirements of the Health and 

Safety at Work, etc Act 1974 and any other health and safety legislation and codes of 

practice which are relevant to the work of their area of responsibility. 

In addition to the general duties which all members of staff have they will be directly 

responsible to the Head or the member of staff nominated by the Head to have overall day-

to-day responsibility for the implementation and operation of the school’s health and safety 

policy within their relevant departments and areas of responsibility. 

They will take a direct interest in the school’s health and safety policy and in helping other 

members of staff, pupils and others to comply with its requirements. 

As part of their day-to-day responsibilities they will ensure that: 

(a) safe methods of working exists and are implemented throughout their department 

(b) health and safety regulations, rules, procedures and codes of practice are being applied 

effectively 

(c) staff, pupils and others under their jurisdiction are instructed in safe working practices 

(d) new employees working within their department are given instruction in safe working 

practices 

(e) regular safety inspections are made of their area of responsibility as required by the Head 

or as necessary 

(f) positive, corrective action is taken where necessary to ensure the health and safety of all 

staff, pupils and others 

(g) all plant, machinery and equipment in the department in which they work is adequately 

guarded 

 (h) all plant, machinery and equipment in the department in which they work is in good and 

safe working order 

(i) all reasonably practicable steps are taken to prevent the unauthorised or improper use of 

all plant, machinery and equipment in the department in which they work 

(j) appropriate protective clothing and equipment, first aid and fire appliances are provided 

and readily available in the department in which they work 

(k) toxic, hazardous and highly flammable substances in the department in which they work are 

correctly used, stored and labelled 
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(l) they monitor the standard of health and safety throughout the department in which the 

work, encourage staff, pupils and others to achieve the highest standards of health and safety 

and discipline those who consistently fail to consider their own well-being or the health and 

safety of others 

(m) all the signs used meet the statutory requirements 

(n) all health and safety information is communicated to the relevant persons 

(o) they report, as appropriate, any health and safety concerns to the appropriate individual. 
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THE DUTIES OF ALL MEMBERS OF STAFF 

All staff will make themselves familiar with the requirements of the Health and Safety at 

Work, etc Act 1974 and any other health and safety legislation and codes of practice which 

are relevant to the work of the department in which they work. They should: 

(a) take reasonable care of their own health and safety and any other persons who may be 

affected by their acts or omissions at work 

(b) as regards any duty or requirements imposed on his or her employer or any other persons 

by or under any of the relevant statutory provisions, co-operate with him or her as far as 

necessary to enable that duty or requirement to be performed or complied with. 

All staff are expected to familiarise themselves with the health and safety aspects of their 

work and to avoid conduct which would put them or anyone else at risk. 

In particular all member of staff will: 

(a) be familiar with the safety policy and any and all safety regulations laid down by the 

governing body 

(b) ensure health and safety regulations, rules, routines and procedures are being applied 

effectively by both staff and pupils 

(c) see that all plant, machinery and equipment is adequately guarded 

(d) see that all plant, machinery and equipment is in good and safe working order 

(e) not make unauthorised or improper use of plant, machinery and equipment 

(f) use the correct equipment and tools for the job and any protective equipment or safety 

devices which may be supplied 

(g) ensure that substances that are hazardous to health and/or safety and highly flammable 

substances are correctly used, stored and labelled 

 (h) report any defects in the premises, plant, equipment and facilities which they observe 

(i) take an active interest in promoting health and safety and suggest ways of reducing risks. 
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HIRERS, CONTRACTORS AND OTHERS 

When the premises are used for purposes not under the direction of the Head then the 

principal person in charge of the activities for which the premises are in use will have 

responsibility for safe practices. 

The Head or the co-ordinator 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 that 

all statutory and advisory safety requirements are met at all times. 

When the school premises or facilities are being used out of normal school hours for a school-

sponsored activity the, for the purpose of this policy, the organiser to that activity, even if an 

employee, will be treated as a hirer and will comply with the requirements of this section. 

When the premises are hired to persons outside the employ of the governing body, 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 governing 

body and that they will not without the prior consent of the governing body: 

(a) introduce equipment for use on the school premises 

(b) alter fixed installations 

(c) remove fire and safety notices or equipment 

(d) take any action that may create hazards for persons using the premises or the staff or 

pupils of the school. 

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, etc Act 1974 

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, etc Act 1974. 

In instances where the contractor creates hazardous conditions and refuses to eliminate them 

or to take action to make them safe the Head will take such actions as are necessary to 

prevent persons in his or her care from risk of injury. 

The governing body draws the attention of all users of the school premises (including hirers 

and contractors) to s.8 of the Health and Safety at Work, etc Act 1974, which states that no 

person shall intentionally or recklessly interfere with or misuse anything which is provided in 

the interests of health, safety or welfare in pursuance of any of the relevant statutory 

provisions. 
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STAFF CONSULTATIVE ARRANGEMENTS 

The governing body, through the Head, will make arrangements for the establishment of a 

safety committee by incorporating agenda items on health and safety matters into existing 

consultative groups. Representation on this committee will cover all appropriate areas of work 

or special hazards. As a group, the nominated safety representatives of each accredited trade 

union or staff association will be offered a number of places on this committee and should 

decide amongst themselves which individuals should sit on the committee. 

CODES OF PRACTICE AND SAFETY RULES 

In consultation with the governing body (where appropriate) and taking into account the 

requirements of this statement the safety committee will approve (where necessary) codes of 

practice for the observation of safety requirements in school. 

From time to time the Health and Safety Executive and other regulatory or advisory bodies, 

such as SEAC, will issue codes of practice on particular topics for the guidance of Heads and 

others who are in control of educational premises, who will normally incorporate such codes 

into their health and safety policy and procedures. If the Head considers the inclusion of all or 

any such documents into this policy to be inappropriate, he or she will be required to 

demonstrate to the satisfaction of the governing body that he or she has already introduced 

codes of practice and methods of working which achieve a similar or higher standard of health 

and safety. 

RISK ASSESSMSNT 

The Head will ensure that a risk assessment survey of the premises, methods of 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 governing 

body. 
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EMERGENCY PLANS 

The Head will ensure that an emergency plan is prepared to cover all foreseeable major 

accidents which could put at risk the occupants or users of the school. This plan will indicate 

the actions to be taken in the event of a major incident so that everything possible is done to: 

(a) save life 

(b) prevent injury 

(c) minimise loss 

This sequence will determine the priorities of the emergency plan. 

The plan will be agreed by the governing body and be regularly rehearsed by staff and pupils. 

The result of all such rehearsals will form part of the regular risk assessment survey and the 

outcome will be reported to the governing body. 

EMERGENCY PROCEDURES 

OBJECTIVE 

The objective of the risk assessment form is to enable the person undertaking the assessment 

to adopt proactive health and safety procedures within their areas of responsibility. This will 

involve identifying hazards, assessing and evaluating risks, and developing control measures to 

either eliminate hazards or at least reduce the risks from them. 

Once the hazard has been identified it will be necessary to evaluate assess the risks from the 

hazards. Procedures must then be devised to reduce risks to health and safety in each area. 

These procedures must be communicated to every person whose health and safety may be 

affected. 

Undertaking regular risk assessments will assist in compliance with legal duties under section 2 

of the Health and Safety at Work, etc Act 1974, to ensure, as far as reasonably practicable 

the health, safety and welfare of all, as well as Regulation 3(1) of the Management of Health & 

Safety at Work Regulations 1999. 
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FIRE SAFETY 

Basic fire safety rules for the schools include: 

1. Combustible materials, such as cardboard boxes and packaging materials should be kept in 

designated storage areas only. 

2. Corridors, stairways, entrances and exits should be kept clear at all times. 

3. Displays of work in classrooms and corridors should be set up with care. Decorations can be 

a fire risk if hung near sources of heat or from light fittings. 

4. Waste paper bins should be made of metal or other non-combustible materials. 

5. Stock rooms for stationery and other combustible materials should be kept securely locked 

6. Boiler rooms must be kept clean, clear and locked. 

7. Electrical equipment must be used properly and kept in safe working order. 

8. Electrical equipment testing must take place annually. 

9. All staff to be trained in basic firefighting/emergency evacuation procedures. 

10. Evacuation routes to be displayed in all classrooms/work/rest areas. 

11. All defects/damage/shortcomings to be recorded in the Fire Log. 

FIRE AND OTHER EMERGENCY PROCEDURES 

In the event of a fire or other emergency situation the person identifying the emergency will 

communicate the basic details to a member of the Senior Management Team. The Headteacher 

or member of SLMT will make the decision regarding which procedure to follow in the event of 

a gas leak, bomb warning or suspicious parcel. 

Surprise fire drills will be held six times a year (twice a term). A record of all practices and 

the times taken will be kept in the Premises Log. Some of the drills will be unannounced with an 

exit blocked and when key personnel are missing. 

After each evacuation of the building the Head, SFMO and SLMT will identify any 

inadequacies. Any fire hazards must be reported to the Headteacher who will arrange for 

their removal. Reports on fire drills will go to the Health & Safety Committee and forwarded 

to the Governing Body via the Premises Committee. 

The SFMO will ensure that Fire and Security alarms are checked monthly and maintained bi-

annually. 
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Any extended closure of the building/site will require discussions with Tower Hamlets 

Officers regarding alternative arrangements. 

EVACUATION PROCEDURE 

Refer to Appendix A for detailed Evacuation Plan 

The admin staff will take class registers and signing in book/timesheets to the muster point 

where a register check will be undertaken to ensure all pupils/adults are present. 

Teachers/TA’s/MMS will escort pupils from the building to the muster point where a register 

will be taken. Pupils with special educational needs will be assisted to the muster point by their 

one-to-one carer if they are unable to be evacuated with their class. 

Every effort should be made to ensure physically handicapped adults or children are evacuated 

from the upper floor of a building in the event of a fire in accordance with the Evacuation 

Procedure. There is a designated ‘Fire Refuge’ identified in each building to be used when it is 

not possible to evacuate individuals safely. 

The duty FMO/member of Senior Leadership & Management Team will check the building to 

ensure it is clear as far as is practicable/safe. 

In the event of an evacuation of the building, no member of staff or pupil shall re-enter the 

building without the permission of the Senior Member of staff present. Where there are 

members of the police or fire brigade present, the senior member of staff will seek 

permission from the officer in charge before allowing staff or pupils back into the building 

In the event of a prolonged evacuation, children will either be escorted home, taken to the 

other building or possibly the Limehouse Club. A board will be placed outside the affected 

building to inform parents where to find the pupils who have been evacuated. 

FIRE 

If a fire is identified and the fire alarm has not been automatically activated it will be 

necessary to activate it manually by using the alarm points located in each building. 

In the event of a malfunction in the alarm system a bell must be rung to alert staff and pupils 

to the emergency situation. 

The Senior member of staff on site will decide if it is appropriate to contact the fire brigade 

and will designate the task if appropriate. 

The Evacuation Procedure (above) will be followed 
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If it is safe and practical to do so, commence firefighting using the appliances located around 

the building. 

The senior member of staff will act as Fire Marshall or designate a member of staff to 

undertake the role as appropriate. 

Pupils and staff will not return to the building until informed it is safe to do so be the fire 

brigade or, if they are not in attendance the Fire Marshall. 

DESIGNATED FIRE REFUGE AREAS 

South Building Lobby between internal door and external door at top of external staircase 

North Building Landing at top of ‘external staircase’ 

OTHER EMERGENCY SITUATIONS 

In the event of a power failure or water failure or leak, which will not automatically require an 

evacuation of the building, the Headteacher will decide what procedures should be followed. 

The General Office must be informed so that they can, if appropriate, contact the relevant 

emergency authority (Police, Fire Brigade or Ambulance). 

The Evacuation Procedure will be followed if it is necessary to clear the building. 

The duty FMO/member or Senior Management Team will check the building to ensure it is 

clear as far as is practicable/safe. 

Pupils and staff will not return to the building until informed it is safe to do so by a member of 

the Senior Management Team. 

FIRST AID 

General 

The arrangements for first aid provision will be adequate to cope with all foreseeable major 

incidents. 

The number of certificated first aiders will not, at any time, be less that the number required 

by law. 

At the discretion of the governing body other staff will be given such training in first aid 

techniques as is required to give them a basic, minimum level of competence. This level will be 

agreed by the governing body after seeking appropriate advice. The number of such trained 

but uncertificated first aiders will be determined by the governing body as that being 

sufficient to meet the needs of all foreseeable circumstances. 
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Each building shall have at least one trained first aider and one paediatric trained first aider 

available for emergencies. A list of these staff is available in key locations. 

The first aiders are responsible for ensuring the medical supplies are adequate and shall 

inform the Head or Business Manager if more equipment is required. They are also responsible 

for ensuring the tidiness of the medical room and medical cupboards. 

First Aid boxes are located in the medical room in each building and in the kitchen area in the 

nursery. In addition each class should be equipped with a box including plasters and disposable 

gloves. 

Precaution against Communicable Diseases  

Any staff member dealing with body fluids will always wear protective gloves. All swabs, 

bandages, etc., that are stained with bodily fluids must be disposed of in marked sealed bags. 

Any area affected by spillage of bodily fluids must be sealed off until properly and thoroughly 

cleaned and passed as usable by either Head/SBM/SFMO. 

Personal Medicines 

All medication will be administered to pupils in accordance with the DFE document 

‘Supporting pupils at school with medical conditions’.Members of staff may administer 

medicine to a child if (a) the child cannot administer their own medicine, (b) parents cannot 

administer the medicine themselves, either by coming into school for the purpose or by 

managing the timing of the doses so that they do not fall within school hours, or (c) in an 

emergency. The school stores and administers medicines only with parents’ written consent. 

Medicines should be in-date and prescribed to the child, with a pharmacist’s label attached. 

The school may refuse to store and administer medicines which are unfamiliar, unprescribed or 

prohibited for use in schools. Advice may be sought from the School Health Team. 

Health Care Plans 

Health care plans are in place for those pupils with complex medical needs  

e.g. chronic or ongoing medical conditions (e.g. diabetes,  epilepsy,  

anaphylaxis etc) 

These plans are reviewed annually and written precautions /  

procedures made available to staff. 

Staff undergo specific training related to health conditions of pupils and   

administration of medicines (e.g. diabetes,  epilepsy, anaphylaxis etc) by a  

health professional as appropriate. 

 

Chronic conditions e.g. Asthma 
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A list of children who are prescribed treatment for asthma is kept on the server in a shared 

area accessible to staff, but not to children, parents or visitors. Children should keep their 

inhalers in their teacher’s cupboard. Inhalers should be in their original boxes, and the boxes 

should have pharmacy labels on them. Inhalers should be taken to P.E. and Swimming lessons, 

and on any off-site excursions. It is parents’ responsibility to ensure that their child has an 

inhaler in school (if he or she needs one), and to replace their child’s inhaler if it expires or if 

the prescription changes. 

Allergic Emergencies (Anaphylaxis) 

Parents must discuss and agree the emergency procedure for children who suffer from 

Anaphylaxis with the Headteacher. Two EpiPens must be provided for school use and kept in 

classrooms . The procedure to be followed in the event of a reaction must be displayed in each 

staff room. It is the parents responsibility to ensure that the EpiPens are available and in 

date. 

The school must receive a medical protocol containing input from the child’s doctor. 

Staff must be trained in the use of EpiPens. 

Personal Hygiene 

The Headteacher needs to be kept informed of children with poor personal hygiene. Lessons on 

personal hygiene and health education matters will be covered throughout each year group. It 

is possible for the school nurse or home school worker to pay home visits to discuss personal 

hygiene with the parents. 

The only food children may bring into school other than a packed lunch is fruit, which may be 

appropriate for after lunch. 

Personal Welfare 

All movement around the school is by walking, usually in single file. 

On staircases, children must keep to the left. 

 

 

ACCIDENT REPORTING 

All injuries, no matter how slight, will be recorded in the school’s Accident Book, located in the 

Medical rooms/Nursery kitchen area. Minor injuries should be reported to the class teacher, 

whose responsibility it is to inform parents. 
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SERIOUS ACCIDENT 

The General Office must be informed so that they can, if appropriate, contact the Ambulance 

Service. 

A trained first aider must be called to attend the accident scene. The victim should not be 

moved unless directed by the first aider 

The General Office will contact the victims’ next of kin giving as much detail regarding the 

accident as possible. If the parent of a pupil cannot be contacted the Headteacher will decide 

who should accompany a child to hospital. 

A member of the Senior Management Team should be informed of the incident and the action 

taken.  

In accordance with the LA’s accident/incident reporting procedure employees must report accidents, 

violent incidents, dangerous occurrences, and near misses on the relevant LBTH Council forms. 

(AIR accident and Incident Report forms)  

 
Copies of these forms are available [electronically] / [via the school office]  
 

• A local accident book [located in] is used to record all minor incidents to pupils, any more 
significant incidents must also be reported to London Borough of Tower Hamlets. 

 

• School accident reports will be monitored for trends and a report made to the Governors, as 
necessary.  

 

• The Headteacher, or their nominee, will investigate accidents and take remedial steps to avoid 
similar instances recurring. Faulty equipment, systems of work etc. must be reported and 
attended to as soon as possible.  

 
 
Reporting to the Health and Safety Executive (HSE) 
Incidents involving a fatality or major injury will be reported immediately to the Health and Safety 
Coordinator 020 7364 2852 or 020 7364 5008. The health and safety team will report these to the 
Health and Safety Executive (HSE) on 0845 300 9923 or on-line at http://www.hse.gov.uk/riddor/. 
 
Incidents resulting in the following must be reported to the HSE within 10 days of the incident 
occurring, so it is very important to report these to the health and safety team as soon as they occur, 
by sending the AIR form. The quickest way of doing this is by completing the AIR form and emailing 
it to healthandsafety@towerhamlets.gov.uk  
 

• A pupil or other non-employee being taken to hospital and the accident arising as the result of a 
curriculum activity, the condition of the premises / equipment, lack of supervision etc; 

 

• Employee absence, as the result of a work related accident, for periods of 3 days or more (including 
W/E’s and holidays). 

 
 

 

http://www.hse.gov.uk/riddor/
mailto:healthandsafety@towerhamlets.gov.uk
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FIRST AID FOR CLASS TRIPS 

Adequate and appropriate first aid provision will form part of the arrangements for all out-of-

school activities. 

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. 

TRAFFIC MANAGEMENT 

The gates from the car parks into the playgrounds will be kept locked throughout the day. 

Some parents and children cross the main roads leading to the school buildings badly. From 

time to time the Headteacher will stand outside to monitor and challenge this. 

There will be regular Road Safety Training in school as well as lessons in the classrooms and 

assembly. 

Children will be expected to walk in a controlled manner between sites. This means in pairs, 

accompanied by class staff.. Children should always cross at the zebra crossing. 

Children must never move between buildings unaccompanied. 

Coaches collecting children for swimming or other visits will be asked to park outside the 

appropriate building, so that children do not have to cross the road or get on from the road-

side. 

 

 

HEALTH & SAFETY TRAINING  

The Headteacher is responsible for ensuring that all staff are provided with adequate information, 
instruction and training and identifying the health and safety training needs of staff.  
 

All employees will be provided with: 

• induction training in the requirements of this policy; 

• update training in response to any significant change; 

• training in specific skills needed for certain activities, (e.g. use of hazardous substances, work at 

height etc.) 
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 • refresher training where required. 

 

All newly appointed staff will receive an induction session into the school’s policy and 

procedures. This will involve having a copy of this handbook and a training session with 

appropriate managers, usually members of the Health & Safety Committee. 

STORAGE OF FLAMMABLE & HAZARDOUS MATERIALS 

All materials that are flammable or hazardous must be stored in safety cabinets in locations 

away from children, the public and the everyday locations of staff. These materials must be 

stored in their original containers that must be suitable labelled. 

The SFMO or his assistant will conduct a half termly check to ensure this has happened and 

will keep a safety check record for scrutiny by the Headteacher and any borough officials. 

The permission of the Headteacher and SFMO must be given before any flammable or 

hazardous items can be brought on site. 

CLASSROOM PROCEDURES 

Class teachers, other members of staff and pupils must be made aware of rules for safety in 

the classroom. 

Children must never be left unsupervised in the classroom. Children should not be placed 

unsupervised outside the classroom. If necessary they should be sent to the Headteacher or 

Senior Member of staff in the building. At playtimes and lunch times, children should not be 

left unsupervised in the library or entrance hall.  

It is the class teachers’ responsibility to regularly check the resources used in the room, both 

in terms of their safe location and if there are any problems in how they work. Electrical 

equipment is visually checked annually, but the teacher must withdraw any equipment they are 

unsure of. Faulty equipment must be reported to the Office for repair. 

I.T. equipment must be closed down at the end of each day and switched off. Other AVA 

equipment, such as portable televisions and video recorders, must be locked away at the end of 

each lesson. Trailing wires are a regular hazard to look out for. Children must not connect 

electrical equipment. 

Children must never move heavy equipment such as television sets and pianos. 

Children should not use staple guns.  

Knives must not be left out when not in use. 
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Any animals kept in school must be species approved by the LA. It is the class teacher’s 

responsibility to ensure the animals are kept in safe and clean conditions as well as making 

arrangements for weekends and holidays. 

PROCEDURES FOR SPECIALIST LESSONS 

The school’s PE Policy covers in some detail the safety requirements and training of children in 

the safe handling of PE equipment. Staff must be conversant with this. 

First and foremost, children are expected to work very quietly in PE, so that any instructions 

from the teacher can be heard by everyone without the teacher raising their voice. 

Long hair must be tied back no jewellery should be worn. 

Indoors, children must wear shorts and a T shirt () and work in bare feet. Outdoors, trainers 

must be worn and in winter children may wear a tracksuit. 

It is expected that all classes will be trained in the safe carrying, erection and storage of PE 

equipment. However, it is understood that with younger children, the class teacher may prefer 

to set up the apparatus first. When children are carrying apparatus, there must be at least 

two children per piece. Before work commences the teacher must check the fittings. 

If children are working with specialist equipment in Science or D&T lessons, the teacher must 

follow the guidelines laid out by the Science and D&T Co-ordinator in the risk assessment. This 

means children must receive training in how to use the equipment and be supervised closely by 

an adult. It is the teacher’s responsibility to check that the equipment is not faulty. 

PLAYGROUND SAFETY 

It is the responsibility of the teacher on playground duty to be the first person in the 

playground, even if this means leaving the lesson with their class slightly earlier. 

Staff on duty should fasten back external doors, especially if they have access to the toilets. 

Please refer to this for further guidance. Any dangerous hazards must be reported to the 

Headteacher/SFMO/SBM. 

Any visitors or parents must be approached by the teacher or member of staff on duty. 

Children must not leave unless sanctioned by the Headteacher. 

The staff responsible for the playground has to make a judgement about the balance between 

adventurous and safe play. Things to look out for include: 

• the numbers involved in any game,  

• the proximity of equipment such as bats and balls t 

• the safe places for running. 
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Staff on duty have a responsibility to check all areas, including the toilets, back stairs and 

outside the kitchen. 

LETTINGS AND OTHER SITE USERS 

The school will provide a summary of this handbook for people using the school that are not 

employed by the school or come under the immediate jurisdiction of the Headteacher, e.g. 

Parent & Toddler groups, lettings, etc. 

The SFMO or his assistant must ensure that each item is explained to the hirer before the 

letting begins. The hirer must sign this form at the beginning of the letting to acknowledge 

that health and safety procedures have been explained to them. In the case of a long term 

letting this will be signed at the beginning of each term. 

The items included in this list are: 

a) location of fire extinguishers, fire call points, toilets, emergency exits and first aid boxes. 

b) Telephone access for emergencies 

c) Restrictions (e.g. smoking prohibited) 

d) The person in charge of the group to: 

i) explain this to the group 

ii) arrange for emergency evacuations 

Any incidents, problems or breaches of health and safety procedures will be recorded by the 

SFMO and monitored by the Health & Safety Committee. 

PROTECTIVE CLOTHING 

The use of protective equipment and clothing can be divided into two categories, namely that 

worn by staff or other adults and that worn by children. 

The school will provide protective clothing for the following activities: 

Porterage 

Premises Management 

Waste Disposal 

Grounds Maintenance 

Art and D&T activities 
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RISK ASSESSMENT 

Risk assessment of the activities undertaken by staff will be carried out by the SFMO, 

Headteacher, or nominated person, who will identify the protective clothing or equipment that 

must be worn. 

Lone Working  
 
Staff are encouraged not to work alone in school. Work carried out unaccompanied or without 
immediate access to assistance should be risk assessed to determine if the activity is necessary. 
Work involving potentially significant risks (for example work at height) should not be undertaken 
whilst working alone. 
 
Where lone working cannot be avoided staff should: 
 

• Obtain the Headteacher’s/senior member of staff’s permission and notify him/her on each 
occasion when lone working will occur. 

• Ensure they do not put themselves or others at risk. 

• Ensure they have means to summon help in an emergency e.g. access to a telephone or mobile 
telephone etc. 

• When working off site (e.g. when visiting homes) notify a colleague of their whereabouts and the 
estimated time of return. [staff undertaking home visits to obtain as much background 
information as possible about the child/family being visited] 

• Key holders attending empty premises where there has been an incident or suspected crime 
should do so with a colleague if possible. They should not enter the premises unless they are 
sure it is safe to do so.  

• Report any incidents or situations where they may have felt “uncomfortable”.  

• Electrical safety 

• All staff should monitor the condition of plugs, cables and electrical equipment and conduct a quick 

visual inspection prior to use. 

• All portable items of electrical equipment will be subject to PAT (portable appliance testing) annually 

• Personal items of equipment (electrical or mechanical) should not be brought into the school without 

prior authorisation and subjected to the same tests as school equipment.   

• Major fixed wiring circuits will be checked at least once every five years. 

•  
  



 

Health & Safety Handbook | June 2017 Page 25 

 

Lifting and Handling 

Staff should ensure they are not lifting heavy items and equipment unless they have received 
training and/or equipment in order to do so safely. 
 
All manual handling activities which present a significant risk to the health and safety of staff, will be 
reported to [insert name] and where such activities cannot be avoided a risk assessment will be 
conducted to ensure such risks are adequately controlled. A copy of this assessment will be 
provided to employees who must follow the instruction given when carrying out the task. 

 

SUMMARY 

The list of safety requirements could go on indefinitely. The application of these procedures 

requires common sense decisions. All members of staff should acquaint themselves with the 

procedures, contribute to alterations deemed necessary and report any short-comings to 

either their Union Representative, Headteacher, SFMO or line manager. 

REVIEW 

The governing body will review this policy statement annually and update, modify or amend it as 

it considers necessary to ensure the health, safety and welfare of staff and pupils. 

Signed _________________________Date __________________ 

(for the Governing Body) 

Signed _________________________Date __________________ 

(Head) 

 

 

 

 

 

 

 

 

 

 



 

Health & Safety Handbook | June 2017 Page 26 

 

Appendix 1  
Fire Evacuation Procedure 
 

 

 

 

 

 

 

 

 

 

South Building Assembly Point 

All children, staff and visitors to assemble in the KS2 playground 

 
South Building First Floor 

Year 6 Room 1 (next to central stairs)   – Leave via centre staircase on landing to playground 

Year 6 Room 2 (next to Inclusion Office) – Leave via inside staircase and out through car park 

entrance, across reception area into playground  

Year 5 Room 1 (next to Media suite) – Leave via inside staircase and out through door to 

playground 

Year 5 Room 2 (next to central stairs) - Leave via centre staircase on landing to playground 

Media Suite – Leave via inside staircase and out through main entrance door to playground 

Inclusion Office - Leave via inside staircase and out through car park entrance, across reception 

area into playground 

Middle Rooms – Leave by appropriate staircase and out through car park or main entrance  

Toilets – Yr 6 TA to check toilets on top floor 

 

South Building Ground Floor 

Reception Room 1 – Out through classroom door to playground 

Reception Room 2 – Out through classroom door to playground 

➢ RAISE ALARM BY BREAKING GLASS ON NEAREST CALL POINT – CLOSE DOORS 

EVACUATE  

➢ ALL FIRE MARSHALLS TO WEAR HI VISIBILTY JACKETS 

➢ REPORT TO PERSONS IN CHARGE TO BE ACCOUNTED FOR/OR ANYONE MISSING 

➢ DO NOT RE-ENTER BUILDING WITHOUT PERMISSION OF FIRE BRIGADE/MARSHAL 

➢ Admin Officer to call Premises Team/LMT (Whoever is on site) 

➢ Contacting the Fire Brigade – Done automatically by monitoring station – LMT to 

confirm 

➢ Premises Staff to check fire alarm panel and carry out initial investigation 

➢ If false activation – alert monitoring station in order to cancel Fire Brigade  

➢ Last member of staff to close all doors (classrooms and playground) 
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Offices – Leave via Headteacher’s Office 

ARP 2 – Leave via classroom and door to playground 

Hall – Leave via fire exit doors, around building to playground 

Toilets - EYES to check toilets  

 

South Building Playground Cabin 

Leave via fire exit door to assemble in KS2 playground 

 

South Building Car Park Hut 

Leave via exit, across reception area into KS2 playground 

 

South Building School House 

Communication Group – Leave via fire exit doors and walk around side of house to playground 

Year 5 Room 3 – Leave via staircase and then into KS2 playground 

PPA Room - Leave via staircase and then into KS2 playground 

Meeting Room - Leave via staircase and then into KS2 playground 

 

Nursery Building 

Leave via fire exits to assemble on hill in playground 

TA to check nursery toilets, kitchen, changing room and meeting room 

 

North Building Assembly Point 

All children, staff and visitors to assemble in the MUGA 

 

North Building First Floor 

ARP 1 (far playground side) – Out through back staircase to MUGA 

Year 4 Room 1 (far playground side) – Out through back staircase to MUGA 

Year 4 Room 2 (next to NB central stairs) – Out through centre staircase and middle door near 

photocopier to MUGA 

RWInc room - Out through centre staircase and middle door near photocopier to MUGA 
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Year 3 Room 1 (next to NB central stairs) – Out through centre staircase and middle door near 

photocopier to MUGA 

Year 3 Room 2 (far playground side) – Out through back staircase to MUGA 

Middle Rooms – Out through classrooms on playground side and down the back staircase to 

MUGA 

Toilets – Yr 4 TA to check toilets   

 

North Building Ground Floor 

Year 2 Room 1 – Out through classroom door to MUGA 

Year 2 Room 2 – Out through classroom door to MUGA 

Year 1 Room 1 – Out through classroom door to MUGA 

Year 1 Room 2 – Out through classroom door to MUGA 

Middle Rooms - Out through classrooms on playground side and then out to MUGA 

Toilets – Yr 2 TA to check toilets  

Office – to leave via main entrance / staffroom door to MUGA 

ICT Suite – Leave via playground entrance door 

Library – Leave via exit, walk around the side of the school through the wooden gate to MUGA 

Hall - Leave via fire exit and walk round building on the pavement outside to MUGA big gates 

 

 

Office Procedures 

Admin Officers to take registers and signing out book out into the playground.  

➢ North Office staff to open brown gate (and MUGA) 

➢ Inclusion/HR officer to take staff list to relevant playground 
 

Head counts 

Registers are to be collected by Teaching Assistants, whilst Teachers line up their classes. 

Registers returned to Admin Officers when complete. Admin Officers to account for all visitors and 

staff. Any one missing should be reported to HT/DHT/PL. 

 

School Evacuation Procedures - Lunchtimes 

Teachers and Teaching Assistants must assemble with their classes in the designated area if they 

are on site. All other staff, visitors and children should evacuate and assemble as usual. 
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Midday Meals Staff 

To assemble with year group they are supervising.  

 

Kitchen Staff 

Senior catering staff to check Kitchen, store rooms, shut the gas off and account for her staff then 

assemble in the playground in a group, with rest of the school. 

 

Visitors 

Visitors are to evacuate via the nearest fire exit and assemble in the playground with their school 

contact. 

 


