
St Mark & All Saints Church of England Primary
The Good Shepherd Trust

Academies in partnership with the Guildford Diocese
Education Trust

The Education Centre, The Cathedral, Guildford, Surrey
GU2 7UP Tel: 01483 450423

Health and Safety Policy

Date Review Date Subject Leader Responsible Body

September
2021

September 2022 Headteacher Interim Academy Board

Contents:

1. School statement of intent

2. Roles and responsibility

3. General arrangements to establish, monitor, and review measures needed to meet
satisfactory  health and safety standards
3.1. Safe behaviour and school code of conduct
3.2. Maintenance of safety records
3.3. Safety review, monitoring, and evaluation procedure
3.4. Accidents
3.5. Lone workers
3.6. Building and site maintenance
3.7. Environmental statement
3.8. Fire safety and evacuation procedures
3.9. Emergency procedures
3.10. Health and safety training
3.11. Workplace safety
3.12. Control of substances hazardous to health (CoSHH)
3.13. Occupational health services and managing work-related stress
3.14. Policy and procedure for off-site visits
3.15. Selecting and managing contractors
3.16. Security
3.17. Risk Assessment

4. Appendices

1



1. School statement of intent

St Mark & All Saints C of E Primary is committed to ensuring health and safety good practice
across all areas of school life. We take our responsibility for the health and safety of staff,
pupils, volunteers and any other visitors to the school very seriously and use this policy, in
line with our risk assessment documents and in accordance with the 1974 Health and Safety
Act, to maintain the highest possible level of health and safety around the school.

Health and safety in school is a priority as well as a legal requirement, and all members of the
school community have a part to play in making sure that the school environment is safe,
which we encourage by promoting a positive health and safety culture within the school. The
school commits adequate and appropriate resources to making sure that the best
equipment, risk assessments, advice, and training are applied both on school grounds and
during off-site activities and visits.

All school staff will ensure that they are up to date and familiar with the school health and
safety policy, as well as health and safety regulations that apply specifically to their own
classroom activities. All activities, both on- and off-site, should be planned by staff with
consideration for the safety of themselves, their colleagues, pupils and members of the
public.

Signed by

Chair of governors Date: October 2021

Headteacher Date: October 2022

This policy will be reviewed by the IAB and the Executive Headteacher:

● at regular intervals
● after accidents, incidents and near misses
● after any significant changes to workplace, working practices or staffing
● following any enforcement action e.g. by HSE or local authority
● after changes in legislation

Provision will be evaluated and changes for improvement made when and where there is a
need for it.

2



2. Roles and responsibility

The importance of good health and safety practice is promoted throughout the school, but
members of school staff, the senior leadership team and the The Good Shepherd Trust/IAB
carry the key responsibilities for assessing, recording and implementing the correct health
and safety procedures.

Health and safety organisational structure

The Good Shepherd Trust/Local Governing Body

Headteacher

School Business Manager

Premises Manager

All staff

Pupils

Local Committee

The local committee (LC) recognise that it is their responsibility to provide the safest school
environment as is reasonably practicable. They will do this by ensuring that:
● the school fulfils its legal health and safety obligations
● the school health and safety policy is being implemented and is effective
● risk assessments are carried out regularly either by the relevant authorities and/or
school staff depending on the nature of the activity taking place
● the importance of good health and safety practice is promoted throughout school to
all staff, pupils, parents, volunteers, contractors and any other visitors
● school premises and equipment are regularly assessed and reviewed in line with
health and safety regulations
● there is the appropriate budget allocation to the school’s health and safety provision
● the importance of good health and safety is communicated to school staff and
carefully monitored
● all staff are made aware of the health and safety arrangements at the school, and of
any changes to those arrangements
● the Headteacher reports on Health and Safety matters on a termly basis at IAB
meetings
● one member of the LC is nominated to act as the representative for health and safety
management

Headteacher

The Headteacher takes the responsibility of:

● implementing the Health and Safety Policy
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● ensuring that adequate and appropriate risk assessments are carried out and
reviewed prior to any activity either on-site or off-site
● liaising with the health and safety representative of The Good Shepherd Trust to
inform that person of any health and safety issues or risks that arise
● ensuring that information on health and safety good practice is available to school
staff and visitors, is up to date, easily accessible, and promoted throughout the school. This
includes the school health and safety policy and risk assessment templates
● ensuring that all staff, including cover staff,  are fully trained and equipped to deal
with health and safety issues and emergencies
● ensuring that appropriate staffing levels for safe supervision are in place
● ensuring an adequate schedule of inspection and maintenance is in place to ensure a
safe working environment and safe place of work
● ensuring the school secures and maintains an arrangement for obtaining competent
H&S advice as required by the management of H&S regulations
● ensuring that a school’s Educational Visits Co-ordinator is appointed and trained
accordingly
● ensuring contractors (including catering, cleaning and grounds staff) and other
authorised visitors are appropriately managed and monitored
● ensuring appropriate procedures are in place for the reporting, recording,
investigation and follow-up of accidents, incidents and near misses
● ensuring that The Good Shepherd Trust is aware of and up to date with any health
and safety legislation or reasons for change in health and safety provision
● ensuring that adequate funding is allocated to individual departments for their
health and safety requirements
● ensuring that all staff, pupils and volunteers are aware of their health and safety
obligations to one another
● ensuring that emergency/ fire evacuation procedures are in place, reviewed as
necessary  and regular practice fire drills are undertaken
● ensuring a fire risk assessment is completed every two years and/or whenever
significant changes or building works might affect the means of escape
● ensuring an appropriate deputy is suitably instructed to take day to day responsibility
for H&S in the absence of the Headteacher.

Members of the senior leadership team

Senior managers take the responsibility of:

● taking day to day responsibility for H&S in the absence of the Headteacher
● ensuring that all new staff are given the appropriate health and safety induction
training, relating to both whole-school health and safety and any specific provision relating
to their role in the school
● identifying H&S training needs of staff they manage and informing the Headteacher
● ensuring that the school’s risk assessment process is applied for school activities,
either on or off-site, and that control measures are implemented in accordance with the
assessment and monitored and reviewed accordingly
● keeping up to date with any changes to arrangements surrounding activities and the
implications of these on health and safety
● ensuring that all the relevant checks are done on the equipment and competency of
contractors that come in to the school
● ensuring that all staff and pupils are aware of their health and safety responsibilities,
including specific roles in case of a fire, emergency, or medical emergency.
● managing their particular budgets to ensure that there are enough resources to
cover health and safety maintenance, checks and provision for activities under their area

4



● ensuring that all pupils, staff and volunteers understand their health and safety
responsibilities and are familiar with the school health and safety policy and procedures
● ensuring that all relevant training and preparation is carried out for all on- and
off-site activities, including health and safety briefing for staff, pupils and volunteers as
appropriate
● first aid provision is adequate
● staff are properly consulted on any matters that may affect their health or safety
whilst at work
● ensuring that any equipment/appliance which has been identified as being unsafe is
removed from service
● ensuring that correct procedures are undertaken in relation to accident reporting,
first aid, fire safety and any other incidents.

Health and Safety Co-ordinator

The H&S Co-ordinator is currently the Trust Business Manager.  The H&S Co-ordinator takes
responsibility of:

● Having an overview of the school’s H&S Policy and arrangements, bringing
amendments to the attention of the Headteacher where necessary
● Overseeing & supporting the school’s Risk Assessment/Risk Management process for
in school activities and advising the Headteacher of any deficiencies
● Carrying out, with the Headteacher and others as appropriate, the school’s
accident/incident/near miss recording, reporting, and investigation arrangements.
● Ensuring that the Good Shepherd Trust, local authority and HSE (if required) accident
reporting procedures are followed and records maintained.
● Arranging regular H&S statutory, and best practice, testing to be undertaken by the
Premises Manager and/or contractors and records maintained
● Advising the Headteacher and/or the Good Shepherd Trust of any defect in the state
of repair of the building or its surrounds which is identified as being unsafe, and take
whatever local action is necessary to minimise the risk until repairs can be arranged.
● Arranging for the repair, replacement or removal of any item of furniture or
equipment which has been identified as unsafe
● Coordinating regular health and safety inspections, ensuring all areas of the
establishment and all activities are covered
● Reporting to the Headteacher any situation which is unsafe or hazardous to health
and which cannot be remedied from readily available resources
● Liaising with and monitoring, as far as is reasonably practicable, the activities of
contractors (including catering, cleaning and grounds staff) visitors and others on the site to
ensure that any risks to the health and safety of staff and others are kept to a minimum
● Ensuring that all members of the Leadership Team are kept informed of the names
and details of those persons appointed to provide competent health and safety assistance
● Requesting assistance from competent persons to help with specific H&S issues as
required
● Making staff aware of specific H&S training that may be beneficial for their role and
ensuring records are maintained of training.

Premises Manager

The Premises Manager takes the responsibility of:

● Ensuring regular H&S inspections are carried out paying particular attention to the
building structure, services, access to/ egress from the school and the main circulation areas
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● Removing from service any item which has been identified as being unsafe
● Removing, isolating or containing as necessary any identified hazard to prevent
danger
● ensuring their activities are performed safely and with due regard to others who may
be affected by them
● ensuring that all staff work on accordance with safe working practices issued by the
school, the Good Shepherd Trust, local authority etc.
● Ensuring that hazardous substances and the activities for which they are used have
been COSHH assessed and suitable personal protective equipment is used.
● that any personal protective equipment issued to staff is suitable for the task and
that training is provided in correct use of equipment.

All Staff

All staff of the school, whether they are fixed term, temporary, contract, or permanent take
the responsibility of:

● ensuring that they are familiar and up to date with the school’s health and safety
policy and procedures, and any arrangements specific to their area
● ensuring they know what to do in the event of fire/emergency/ first aid incident
● ensuring effective and appropriate supervision of the pupils they are supervising
● informing their line manager of any developments or changes that may impact on
the health and safety of those undertaking any activity
● ensuring that all the correct provisions are assessed and in place before the start of
any activity
● making sure that the pupils taking part in an activity have been given appropriate
safety instructions and are sure of their own health and safety responsibilities
● co-operating fully with the employer to enable them to fulfil their legal obligations.
Examples of this would be ensuring that items provided for health and safety purposes are
used, never abused and that equipment is only used in line with manufacturers’ guidance
● ensuring that any equipment used is properly cared for and in the proper working
order.
● reporting any defects in the condition of the premises or equipment to their line
manager or the school Health and Safety Co-ordinator, and removing the piece of equipment
from use
● reporting all accidents, incidents and near misses to their line manager or the
school’s Health and Safety Co-ordinator.

Volunteers at the school have the same responsibilities for health and safety as any other
staff and will be expected to be familiar with the school’s health and safety policy and
procedures.

Pupils

While school staff carry the main responsibility for health and safety provision, and the
correct implementation of school policy and procedure, it is vital that pupils understand their
role and responsibilities when it comes to whole-school and personal health and safety in
order for staff to be able to carry out their roles effectively. As members of the school
community, pupils take the responsibility of:

● listening to and following instructions from staff
● ensuring that their actions are safe for themselves and will not harm others in any
way
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● being sensible around the school site and when using any equipment
● reporting health and safety concerns or incidents to a member of staff immediately
● acting in line with the school code of conduct.

Pupils that are found to be a risk to health and safety may not be allowed to partake in
certain school activities, and may be dealt with under the school’s behaviour policy if the
circumstances require it. We expect pupils to follow the school code of conduct, as this helps
maintain good health and safety around the school. This can be found in the school
behaviour policy.

3. General arrangements to establish, monitor, and review measures needed to meet
satisfactory health and safety standards

The following procedures and arrangements have been established within the school to
eliminate or reduce health and safety risks to an acceptable level and to comply with at least
minimum legal requirements.

There is also a school health and safety file which serves as the central health and safety
record for the school. Appendix XX details contents of the file.

3.1 Accidents and First Aid

Procedure and reporting
In the event of an accident taking place either at school, or off-site on a school organised
activity, the member of staff on-site will immediately report to whomever is in charge. On
school premises, this may mean reporting to the school office. A first aider should make an
assessment of the injury as soon as possible. Appendix 1 details staff who have received first
aid training.

First aid boxes are kept in the medical room and children’s kitchen and there are lunchtime

supervisor bum bags which are taken onto the playground at break and lunch times. A
member of the office staff checks and restocks medical boxes on a regular basis but it is the
responsibility of any member of staff who uses a first aid box and sees supplies are running
low to inform the school office accordingly.

If an ambulance is required, it will be ordered by the school office, with the agreement of a
member of the Senior Leadership Team if possible.  At the After School Club and Breakfast
Club this would be the responsibility of the member of staff in charge at the time of the
accident. If emergency medical assistance is required, any member of staff can call an
ambulance from the nearest phone.

Parents (or emergency contacts where the parent is not available) will be contacted as soon
as possible in the event of serious injury or ill health of a pupil. Emergency contacts will be
contacted as soon as possible in the event of serious injury or ill health of a staff member.
Medical treatment or the contacting of emergency services will not be delayed if the
school cannot contact a parent or guardian. If a pupil needs to be taken to hospital, and a
parent or guardian is not immediately available, a member of school staff will accompany the
pupil to hospital and wait for the parent to arrive.

Pupils will only be sent home if there is a parent or guardian available to be with them there.
If they have suffered injury or are unwell, they will be kept in the school office until they can
be collected.
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Where a child sustains a head injury at school, no matter how minor, parents will be
informed straightaway and a decision from the school paediatric first aiders will be made as
to whether the situation is escalated to medical professionals or not.

Pupils will have individual Healthcare plans if they have allergy medication or other
prescriptive medication that needs to be on-site for them to use regularly or in a case of
emergency. Individual healthcare plans will be regularly reviewed to ensure that they suit the
pupil’s needs and remain effective. A record of any medication of this sort will be kept in the
school office. Any medicine administered in school will be recorded (see also GST Medical
Conditions at School Policy).

Recording an accident
The school has pupil accident forms which are stored in the school office. This is used to
record all pupil accidents, both major and minor. Each page is used for a separate report and
removed once it has been filled out with the details of the accident. Members of staff
supervising at the time of the incident will record what happened, actions taken, injuries,
and first aid administered.

All adult medical accidents are recorded in the accident folder, stored in the School Business
Manager’s office. Each page is used for a separate report and removed once it has been filled
out with the details of the accident. Members of staff supervising at the time of the incident
will record what happened, actions taken, injuries, and first aid administered.

Accident reports for any pupil, staff member or member of the public who sustains any injury
other than minor cuts, bruises or bumps are submitted to the local authority via the OSHENS
on-line system.

Serious incidents will also be recorded, and reviewed by senior leaders. The Good Shepherd
Trust & local  committee will review cases of serious incidents and determine what, if any,
steps could be taken in order to ensure that the same accident does not happen in the
future. The types of minor accidents reported (no personal details discussed) will be
reviewed at senior leadership team meetings to determine whether there are any accident
trends that could be avoided.

Senior managers or the IAB may also decide to conduct internal investigations into less
serious incidents to ensure that policy and procedure are being used correctly and
effectively, and that future incidents of a similar nature can be avoided.

Investigation
An investigation may be launched in the case of accidents or incidents that fall under
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).
Accident reports will be reviewed and witnesses may be interviewed. This may happen in
cases including but not limited to:
● deaths
● 'specified injuries’ in respect of employees or pupils
● over-7-day injuries (where a member of staff is away from work or unable to perform
their normal work duties for more than 7 consecutive days);
● 'specified dangerous occurrences’' (i.e. near misses, where something happens that
does not result in an injury, but could have done)
● 'occupational diseases'
● ‘injuries resulting in hospital visits for treatment in respect of pupils and employees
who are injured out of or in connection with work activities’ (examinations and diagnostic
tests do not constitute ‘treatment’ in such circumstances).
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3.2 Asbestos
Staff are briefed on the hazards of asbestos, the location of any asbestos in the school and
the action to take if they suspect they have disturbed it.

Arrangements are in place to ensure that contractors are made aware of any asbestos on the
premises and that it is not disturbed by their work. Contractors will be advised that if they
discover material which they suspect could be asbestos, they will stop work immediately
until the area is declared safe. Advice would be sought from the Diocesan Property Services
team or local authority in the event of asbestos disturbance

A record is kept of the location of asbestos that has been found on the school site; this is
held by the Premises Manager.

3.3 Children’s kitchen

The school follows the (HSE) risk assessment for food preparation, cooking and service in a
small business.  This covers hazards including:
● Slips and trips
● Contact with steam, hot water, hot oil and hot surfaces
● Gas appliances (e.g. ovens)
● Fire
● Pressure systems (e.g. steam pipes, pressure fryers)
● Workplace temperature

Breakfast Club Leaders have L2 Food Safety and Hygiene for Catering qualifications.

3.4 CCTV
The school uses closed circuit television (CCTV) images to reduce crime and monitor the
school buildings in order to provide a safe and secure environment for pupils, staff and
visitors, and to prevent the loss or damage to school property.

The system comprises a number of fixed and dome cameras. There is no sound recording
capability.

The CCTV system is owned and operated by the school, the deployment of which is
determined by the school’s leadership team. The CCTV is monitored by the Data Controlling
Officer who is the Trust Business Manager.

The school’s CCTV Scheme is registered with the Information Commissioner under the terms
of the Data Protection Act 1998. The use of CCTV, and the associated images and any sound
recordings is covered by the Data Protection Act 1998. For further details, see CCTV policy.

3.5 Commercial kitchen
The school Catering team are employed by Twelve 15 and follow their policies and
procedures. Operations and risk assessments are detailed for all areas of work within the
commercial kitchen.

Catering assistants have L2 Food Safety and Hygiene for Catering qualifications, the Caterer
has a L3 Food Hygiene for Supervisors qualification. All staff have undertaken manual
handling training. Staff are aware of their health and safety responsibilities and have regular
training updates; training requirements are reviewed termly to ensure staff are aware of
latest policies and updates.
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3.6 Contractors
It is vital that any company or persons invited into the school under a contractual agreement
to work on school maintenance or the building site operates under the highest level of
health and safety possible, and is aware of school policy and procedures.

The Premises Manager and/or School Business Manager are responsible for arranging and
overseeing all works and will seek advice from the Diocesan Property Services team to find
suitable contractors where necessary. For all school based larger projects, the school will
appoint a consultant who will be responsible for undertaking the tender process, ensuring
that all H&S responsibilities are completed, making arrangements to exchange H&S
information and agree safer working practices, liaising with contractors on behalf of the
school and monitoring contractors working methods.
Any concerns that staff have regarding contractors are reported to the Premises Manager or
School Business Manager.

All contractors on site must comply with the signing in arrangements and will be asked to
read the necessary H&S information.

For information on safeguarding pupils against visitors or contractors to the school, please
see school child protection and safeguarding policy.

3.7 Control of substances hazardous to health (CoSHH)
There are areas in school where hazardous substances will be stored. The school has systems
in place to ensure that hazardous substances are used correctly, and records are kept in
order to prevent the misuse or accidental misuse of such substances. The precautions the
school takes include:

● safe storage in locked cupboards
● COSHH data sheets are available for all necessary items. These describe the hazards
the chemical presents, and give information on handling, storage and emergency measures
in case of accident. Risk assessments are written using the data sheets. Data sheets and risk
assessments are stored in the pool boiler room (for pool chemicals) and Premises Manager’s
cupboard (for cleaning and other chemicals)
● all hazardous products are kept in their original containers, with clear labelling and
product information
● only staff that are trained to use these substances will have access to them. These
staff will be trained in proper maintenance, storage, and use of these chemicals
● appropriate PPE is provided for use when handling hazardous substances
● any hazardous products are disposed of in accordance with specific disposal for the
procedures
● clear record of chemicals ordered, who they are ordered to, and that they are
ordered for
● strict ‘off-limits’ policy for pupils. Pupils will only be allowed to handle hazardous
substances under the supervision of a member of staff (in science lessons, for example).

Substances that are for use in the science classrooms are under the responsibility of the
Science Lead.

3.8 Curriculum safety
Curriculum risk assessments are undertaken by the teacher who is responsible for the
curriculum area and it is included in planning so all other teachers are aware of the content
of the risk assessment.
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3.9 Display Screen Equipment (DSE)
The school recognises the importance of taking into consideration the health and safety
surrounding the use of DSE and operate in accordance with the Health and Safety (Display
Screen Equipment) Regulations 1992. Some of the potential health problems associated with
incorrect use of DSE are:
● Upper Limb Disorders (ULD) (e.g., upper limb aches and pains caused by poor
posture)
● backache
● fatigue and stress
● temporary eye strain.

The school adapts the following precautions to ensure a safe system of work for any staff,
pupils, volunteers and visitors to the school:
 Work areas are risk assessed and arranged to enable safe practices to be carried out.
 Furniture and equipment are regularly tested and checked to ensure that they are
functioning correctly. An example of this would be checking that the chair provides adequate
support for the back.
 Staff and pupils are trained in the safe use of Display Screen Equipment and the risks of
working for a prolonged period of time.
 Furniture and equipment is adjusted to each individual so as to ensure maximum comfort
when working.
 Regular breaks are taken when working with DSE.
 The school encourages that staff, pupils, and volunteers or visitors report to their manager or
superior any symptoms of discomfort or ill health that they believe may be related to the use
of DSE.

The school promotes good DSE health and safety by encouraging pupils to use the checklist
below in Appendix 3 when using such equipment, and by displaying this checklist around
school and in classrooms where DSE is in use.

3.10 Drugs and Medication
See The Good Shepherd Trust Medical Conditions at School Policy.

The school will not tolerate drug use of any sort on school property or during off-site school
activities. The school takes its anti-drugs policy very seriously and will discipline any person
found to be in possession of drugs. This includes solvents, alcohol, and any other substance
that can be misused or harmful.

Pupils may be permanently excluded if they are found to be involved in drug-related
incidents. This includes supplying, possessing, or taking drugs or carrying, supplying or taking
prescription drugs illegitimately. Pupils should not carry non-prescription over the counter
drugs unless agreed with the school.

Consuming, carrying or supplying alcohol is strictly prohibited. Any pupil involved in any
alcohol-related activity may be permanently excluded.

All of these rules also apply when travelling to and from school. For more information see
also the school’s Drugs Policy.
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3.11 Emergency procedures
In the case of an emergency situation, the school will work closely with emergency services
to do everything practicably possible to reduce the health and safety risk to those in the
school. We have provisions in place to aid us in preventing certain emergencies but in some
cases, such as extreme weather, major power failure, or flooding, they cannot be avoided.

Parents, staff and pupils will be made aware of an emergency situation and will be kept
informed using school communication channels.

3.12 Electrical equipment
All staff are responsible for ensuring that they use and handle electrical equipment sensibly
and safely.  Any pupil or volunteer who handles electrical appliances does so under the
supervision of the member of staff who so directs them.

Permanently installed electrical equipment is connected through a dedicated isolator switch
and adequately earthed. All isolators switches are clearly marked to identify their machine.

Electrical apparatus and connections will not be touched by wet hands and will only be used
in dry conditions.

Maintenance, repair, installation and disconnection work associated with permanently
installed or portable electrical equipment is only carried out by a competent person.

3.13 Electrical testing (fixed and portable)
Portable appliance testing in completed JDC Electrical Engineers Ltd (Jasun Anderson). The
TBM maintains the record of inspections. All staff can report any defective equipment to the
premises Manager through the maintenance book held in the office.

Staff are instructed that if they bring their own electrical items to school then they must
undergo a portable appliance test.

The fixed installation testing is undertaken every 5 years through Synergy.

3.14 Fire safety and evacuation procedures
The school carries out whole school fire drills twice a term. There are emergency exits
located and signposted around the school, and emergency procedures posters detailing what
to do in the event of a fire are posted around the school site, and available on the school
website.

Fire risk assessments are carried out, recorded, and regularly reviewed for each building.
Fire alarm safety checks are carried out regularly and recorded.

All staff are responsible for ensuring that fire exits are clear of obstruction and this is
monitored at H&S inspections and by the Premises Manager.

The emergency procedures should be followed in the event of an evacuation of the school
for any reason. In the event of a power cut, emergency exit lights will indicate where the
emergency exits are. Emergency lights are tested along with the other fire maintenance
checks on a regular basis.
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3.15 Gas safety
The installation, inspection, maintenance and repair of gas appliances, systems and fittings
are carried out by a contractor on the Gas Safe Register who is qualified to work on gas
appliances. All those who are registered carry a Gas Safe ID card, which shows the type of
work they are qualified to do and whether their qualifications are up to date. The Premises
Manager checks this card prior to allowing contractors to undertake any work on gas
appliances or services.

There is a school Emergency Plan to deal with emergencies which includes gas leaks.

If a member of staff smells gas, the following procedures will be followed; avoid the use of
any naked flames or electrical switches, shut off the gas supply at the meter control valve
(location identified in the Emergency Plan), get everyone to a place of safety, and call the
24hr Gas Emergency Freephone Number 0800 111 999.

A carbon monoxide alarm is installed in all boiler rooms.

3.16 Glass and glazing
All replacement glass will comply with current safety standards.

3.17 Health and Safety Advice
The school obtains competent health and safety advice from Strictly 4S through their annual
buyback and all relevant staff have attended appropriate training undertaken by Strictly to
assist them in the H&S responsibilities.

3.18 Health and Safety training
Effective health and safety training is key to good health and safety practice. The school takes
health and safety training seriously and expects all employees and pupils to do the same.
Visitors and volunteers are also responsible for contributing to safe practice around school.

Specific training in relation to use of equipment or substances may be given to staff and
pupils relating to which area of the school they will be working in. Employees and pupils who
are not specifically trained for specialist equipment are not permitted to use it.

All new members of staff / volunteers / student placements will receive an induction by a
senior member of staff. A checklist will be given and each part signed. See Appendix 2 for
checklist.

3.19 Housekeeping, cleaning and waste disposal
The school is cleaned daily by our own cleaners. Wet floor cleaning is generally undertaken
outside of school hours and signs are always used. All internal bins are emptied daily and
paper is recycled where possible.

The school has an annual trade refuse agreement with Chambers who collect refuse weekly
from their bulk bins stored at the end of the staff car park.

Redundant IT equipment is removed from the site by the school’s computing contractor.

When necessary the school removes excessive waste via a skip. All light bulbs are disposed of
via another local school.
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Sanitary waste is disposed of via a contractor who empties the bins fortnightly. Clinical waste
i.e. dressings, plasters, bandages, bodily spillage cleaning materials are all placed in the
swabs and dressings bin located in the medical room. The contents are removed from site by
a contractor and incinerated.

3.20 Infection prevention and control
The school follows national guidance published by Public Health England (PHE) when
responding to infection control issues. Staff and pupils are encouraged to follow good
hygiene practices, outlined below:
● Handwashing
o Wash hands with liquid soap and warm water, and dry with paper towels
o Always wash hands after using the toilet, before eating or handling food, and after
handling animals
o Cover all cuts and abrasions with waterproof dressings

● Coughing and sneezing
o Cover mouth and nose with a tissue
o Wash hands after using or disposing of tissues
o Spitting is discouraged

● Personal protective equipment
o Wear disposable non-powdered vinyl or latex-free CE-marked gloves and disposable
plastic aprons where there is a risk of splashing or contamination with blood/body fluids (for
example, nappy or pad changing)
o Wear goggles if there is a risk of splashing to the face
o Use the correct personal protective equipment when handling cleaning chemicals

● Cleaning of the environment
o Clean the environment, including toys and equipment, frequently and thoroughly

● Cleaning of blood and body fluid spillages
o Clean up all spillages of blood, faeces, saliva, vomit, nasal and eye discharges
immediately and wear personal protective equipment
o 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
o Never use mops for cleaning up blood and body fluid spillages – use disposable
paper towels. Clinical waste is discarded using an external contractor
o spillage kits are available for blood spills

● Laundry
o Wash laundry in a separate dedicated facility
o Wash soiled linen separately and at the hottest wash the fabric will tolerate
o Wear personal protective clothing when handling soiled linen
o Bag children’s soiled clothing to be sent home, never rinse by hand

● Clinical waste
o Domestic and clinical waste is always segregated
o Used nappies/pads, gloves, aprons and soiled dressings are stored in correct clinical
waste bags in foot-operated bins
o Clinical waste is removed with a registered waste contractor
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o Remove all clinical waste bags when they are two-thirds full and store in a dedicated,
secure area while awaiting collection

● Animals
o Wash hands before and after handling any animals
o Keep animals’ living quarters clean and away from food areas
o Dispose of animal waste regularly, and keep litter boxes away from pupils
o Supervise pupils when playing with animals
o Seek veterinary advice on animal welfare and animal health issues, and the
suitability of the animal as a pet

Pupils vulnerable to infection
Some medical conditions make pupils vulnerable to infections that would rarely be serious in
most children. The school will normally have been made aware of such vulnerable children.
These children are particularly vulnerable to chickenpox, measles or slapped cheek disease
(parvovirus B19) and, if exposed to either of these, the parent/carer will be informed
promptly and further medical advice sought. The school may advise these children to have
additional immunisations, for example for pneumococcal and influenza.

Exclusion periods for infectious diseases
The school will follow recommended exclusion periods outlined by Public Health England. In
the event of an epidemic/pandemic, the school will follow advice from Public Health England
about the appropriate course of action.

3.21 Lettings/shared use of premises
The school follows The Good Shepherd Trust policy regarding all lettings.

Included within the application process are terms and conditions of use of the premises; any
health and safety implications following receipt of the application form are considered by the
Community Liaison Team with the Executive Headteacher/School Business Manager as
necessary.

The hirer will receive letting procedures including fire evacuation information and
appropriate contact numbers from the Community Liaison Team. Access is restricted to the
areas of the school agreed in the letting documentation. Any electrical equipment being used
by an outside organisation must be tested by the Premises Manager in advance. All
organisations who use the school premises will be instructed that there are no telephone
facilities and they must make alternative arrangements.

3.22 Lock Down Procedures
On very rare occasions it may be necessary to seal off the school so that it is not able to be
entered from the outside. This will ensure that pupils, staff and visitors are safe in situations
where there is a hazard in the school grounds or outside the school in the near vicinity. For
full details, see Lock down Policy.

3.23 Lone workers
Staff
There will be some situations where staff at the school will be working alone or one on one
with a pupil. Examples of this would be a staff member locking up the school at the end of
the day, or one to one invigilation of exams. There is an increased risk to the health and
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safety of lone workers and the school has provisions in place to both identify and manage
these risks.

Any staff, pupils, contractors or visitors who are identified as lone workers will be given all
the necessary training, information and instruction to enable them to recognize the hazards
and appreciate the risks involved with working alone. Risk assessments will also be carried
out.

Risk of violence:
● Staff must not arrange meetings with parents or members of the public when lone
working. All meetings must be arranged during school occupancy times or when there is
more than one informed member of staff on site for the duration of the meeting
● Late meetings must finish promptly and not leave one member of staff alone on-site
● Staff must not approach, or let into the buildings, unauthorised persons when lone
working.

Communication:
Staff are advised to:
● Avoid lone working wherever possible by arranging to work in pairs or as a group.
● Sign in and off the site.
● Carry either a mobile phone or school telephone at all times when lone working.
● Let someone know they are coming into work, how long they expect to be and when
they are leaving
● Comply with fire evacuation procedures and attend fire assembly points, ensuring
that they are cleared to leave the site in the event of an incident.

First aid:
● First aid kits can be found in the Medical room. Staff should record any accidents in
the accident folder stored in the School Business Manager’s office and inform the Executive
Headteacher/Deputy Head as soon as possible.

Emergency procedures:
● In the event that a lone worker falls ill, or into difficulties, they are to use their
mobile phone/ school phone to contact the Executive Headteacher, the staff member’s
nominated person (School Business Manager), or the emergency services.

Access and egress:
● Staff are required to consider weather conditions before coming into and while at
work.

Unacceptable lone worker activities:
The following activities are not to be carried out by lone workers under any circumstances:
● Working at height
● Manual handling of heavy or bulky items
● Transport of injured persons.

Guidance for keyholders attending alarm calls after hours:

There is a nominated keyholder within the school who will attend alarm call outs after hours.
The school advises that the nominated person:
● does not attend an alarm call out alone, where reasonably practicable
● does not enter the building if alone
● looks out for corroborative evidence of intruders

16



● takes necessary action; e.g., call police.

Keyholders should take:
● Identification of who they are, for example an employee badge; this helps if police
do attend the scene or are later called to the scene
● A torch of a reasonable size and power
● A basic plan or diagram of the building; this does not have to be a very detailed site
plan but it would be useful to show:
· basement areas
· entry/exit points for people and vehicles
· areas where computers/valuables are located.
This is useful for the police if they are required to attend the scene.
● A mobile phone, in order to summon assistance in an emergency without having to
enter the building

Risk assessment
● On attending the site keyholders must be mindful of and protect themselves against
the worst-case scenario, that is, an intruder who may still be on-site.
● Initial arrival should be to the front of the building’s main entrance. If an intruder has
not already left on hearing the alarm, their arrival may disturb them. The keyholder’s main
priority is their personal safety. If they disturb an intruder, attempt to withdraw to a safe
point. Do not attempt to apprehend.

Keyholders should check:
● Suspicious/unfamiliar vehicles parked in the immediate area
● The outside of the building for sign of forced entry; e.g., broken glass, prised doors,
windows, etc
● Evidence of flashlights being used or other lights left on within the building
● Noise from within the building or outside

If at any stage there is evidence of an intruder, the keyholder should immediately withdraw
and contact the police. They should not enter the building to use the telephone.

Where there is no evidence of an intruder from the outside, the keyholder may enter the
building if they feel comfortable to do so. They should:
● Check the inside of the premises to eliminate signs of a forced entry
● Switch on appropriate lights and proceed to re-set the alarm
● If evidence of an intruder is discovered, withdraw and contact the police
● Try not to disturb the scene.

One-to-one lessons
It may be that a member of staff is working alone with a pupil; for example, in a one-to-one
music lesson. It is important in this instance that the health and safety of both parties is
taken into consideration, as is their emotional wellbeing and comfort in the situation.

Staff who are involved in one-to-one working, wherever possible, should do the following:
● Inform someone about the activity, the location, the likely duration and let them
know when it has ended. Assess the need to have another adult present or close by.
● Avoid working in isolated parts of the building, and leave the door open if possible so
they and the pupil can be seen.
● Where this is not possible then alternative safeguards should be put in place. This
might include a location in which the staff member and pupil are visible through a window or
door panel.
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● If they take a pupil in their car, ensure they travel in the back, they have the correct
Booster Seat for children under 132cm tall and they have appropriate insurance. As a general
rule, wherever possible, do not travel alone with a pupil and take another adult.

It is especially important to ensure that the pupil feels at ease at all times and that they do
not misconstrue actions or intentions.
● Make sure the pupil is comfortable with the arrangement
● Avoid unnecessary physical contact, e.g., sitting too close
● Any incident of concern which arises during a one-to-one activity should be reported
to a member of the senior leadership team immediately, along with a detailed written report
including names dates and times etc.

Information about safeguarding provision is detailed in our Child protection and
safeguarding policy.

Pupils
Pupils must follow the following guidelines related to lone working in school:
● No pupil should work unsupervised in an M Unit building after 4.00pm and will be
required to move into a designated area office in the main building
● All pupils unless supervised should vacate the site before 6pm
● Pupils who arrive before 8:40am are not supervised unless a school activity is taking
place, i.e. rehearsals, breakfast club
● On hearing the fire alarm pupils must evacuate the building and assemble at the fire
point, until the all clear is given.

3.24 Long Term Evacuation Plan
The school has an Emergency Plan which specifies procedures in place to temporarily
relocate staff and pupils to a safe place in the event of not being able to return to the
premises after an evacuation e.g. a gas leak, fire etc. An emergency grab bag containing a
copy of the plan and all items needed to respond if off site, is held in the main office. The
staff handbook informs staff of the key details of the plan.

3.25 Machine maintenance
The school operates in accordance with the Provision and Use of Work Equipment
Regulations 1998 (PUWER). These regulations require that the work equipment in schools is:

● suitable for use, and for the purpose and conditions in which it is used
● maintained in a safe condition for use so that people’s health and safety is not at risk
● inspected in certain circumstances to ensure that it is, and continues to be, safe for
use. Inspections are carried out by a competent person and a record kept until the next
inspection.

The school ensures that risks created by the use of the equipment are eliminated where
possible or controlled by:
● taking appropriate ‘hardware’ measures, e.g. providing suitable guards, protection
devices, markings and warning devices, system control devices (such as emergency stop
buttons) and personal protective equipment
● taking appropriate ‘software’ measures such as following safe systems of work (e.g.
ensuring maintenance is only performed when equipment is shut down etc.), and providing
adequate information, instruction and training.
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3.25 Maintenance/ Statutory Inspections

Fire alarm system Annually CG Fire

Fire fighting equipment Annually Chubb

Fire Risk Assessment Bi-annually SCC Fire Officer and Premises Manager

Fire alarm call point testing Weekly Premises Manager

Security alarm Annually Admiral Security

Boilers Annually Adgas

Gas water heaters Annually Adgas

Thermostatic mixing valves Annually Adgas

Air conditioning Annually Premises Manager

Kitchen ductwork Annually PW Industrial

Kitchen equipment Annually Surrey Catering

Fixed wiring Five yearly Synergy

Asbestos Annually Independent Asbestos

Emergency lighting Annually CG Fire

Legionella risk assessment Bi- Annually Beacon Water Treatments

Shower head cleaning -
legionella

Quarterly Premises Manager

Hot and Cold water sentinel
points legionella testing

Monthly Premises Manager

Legionella testing other
showers and taps

Weekly Premises Manager

Gym equipment Annually LA buyback

Trim Trails/goals/nets Annually LA buyback

Playground equipment Regular checks Sports Teacher and Premises Manager

3.26 Manual Handling
The school operates in accordance with the Manual Handling Operations Regulations (1992).
‘Manual handling’ describes activities which involve lifting, carrying, moving, holding,
pushing, lowering, pulling or restraining an object or person. The school will provide
information, instruction, and training on safe manual handling for day to day tasks, and will,
as is reasonably practicable, avoid the need for employees to undertake any manual handling
operations at work which involve a risk of injury.

Staff are advised that the Premises Manager has undertaken manual handling training and
that he should be asked to undertake any manual handling required. The Premises Manager
will undertake a dynamic risk assessment for all handling and lifting to identify the safest
system of work to adopt. Where other manual handling is required, a risk assessment is
carried out by the School Business Manager and measures required to eliminate risk, or
reduce it to the lowest level which is reasonably practicable, are identified from the
information in the risk assessment and used to implement a safe system of work.

While the school takes steps to reduce risk in the workplace, it is also the responsibility of
staff and pupils to act in accordance with health and safety legislation and school policy. The
school expects staff:

● to safeguard their own health and safety whilst at work, and also that of any person
who may be affected by their actions
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● to follow safe systems of work as determined by the result of the risk assessments
● to use mechanical aids which have been provided for their use and which they have
been trained to use. Faults with any equipment should be reported to line management
immediately
● to ensure that they use equipment as per manufacturer’s instructions
● to attend training sessions as required and apply the knowledge/skills to daily tasks
● to report all accidents and incidents which have either caused or could have caused
harm or injury
● to report any difficulties, including ‘near misses’ they have experienced in order that
the risk assessment can be reviewed to prevent injury occurring
● to inform their line manager if they are unable to perform manual handling duties
● to ensure that they do not try to perform a manual handling operation which they
believe is beyond their physical capability
● to comply with policy regarding suitable clothing, such as footwear and jewellery, so
as not to injure pupils or themselves when undertaking a manual handling task
● to avoid the need to lift, carry, push, pull, lower or support loads wherever possible
● to mechanise tasks where they cannot be avoided by the use of trolleys, barrows,
lifts or hoists
● to ensure risk assessments have been carried out, which take into account the work
task, the activity involved, individual capacity, working environment and any other relevant
factors.

3.27 New and expectant mothers
Risk assessments will be carried out whenever a member of staff notifies the school that
they are pregnant.
Appropriate measures will be put in place to control risks identified. Some specific risks are
summarised below:
● Chickenpox can affect the pregnancy if a woman has not already had the infection.
Expectant mothers should report exposure to antenatal carer and GP at any stage of
exposure. Shingles is caused by the same virus as chickenpox, so anyone who has not had
chickenpox is potentially vulnerable to the infection if they have close contact with a case of
shingles
● If a pregnant woman comes into contact with measles or German measles (rubella),
she should inform her antenatal carer and GP immediately to ensure investigation
● Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If
exposed early in pregnancy (before 20 weeks), the pregnant woman should inform her
antenatal care and GP as this must be investigated promptly

3.28 Occupational health and work-related stress
The school takes the health and wellbeing of all its staff and pupils very seriously, and
acknowledges that in a busy and hard working environment, managing work-related stress
alone can be very difficult.

We urge any staff member who is experiencing stress to talk to their manager or a member
of the senior management team, and the school will do everything that it can to support
them.

3.29 Off-site visits
School trips, off-site visits, residential visits, and any school-led adventure activities are
carried out as part of an enriched curriculum and to support the learning and development
of pupils. Before any activity is allowed to take place the Executive Headteacher will ensure
that:
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● the objective of the visit is clear
● the visit has been planned effectively, and risks have been assessed and are
minimised as far as is reasonably practicable
● they are informed well in advance about less routine visits, including those involving
an overnight stay or overseas travel,
● the visit complies with regulations and guidelines and with the school’s health and
safety policy, and meets local authority guidance
● the trip leader completes a risk assessment including first aid provision and medical
requirements on EVOLVE. This will be checked and authorised by the EVC (Headteacher)
prior to the trip
● parental approval has been given
● in the case of adventurous activities (e.g., water sports or climbing), the group leader
and/or other supervisors are competent to lead or instruct pupils
● a sufficient level of insurance is in place
● the trip leader reports back after the visit.

Appendix 4 has further details on health and safety for off-site visits.

3.30 P.E
The Surrey County Council H&S regulations for PE and the relevant sections of the
Association of PE guidelines will be followed by all teachers delivering PE. Any safety
concerns with resources or teaching areas should be addressed immediately with the PE
subject leader who must take immediate action.
All staff must take all reasonable precautions to prevent children being placed in hazardous
circumstances.

Children are encouraged to consider their own and others’ safety through the code of
conduct and detailed schemes of work, as such safe practice is maximised through clear and
logical skill progression. In the event of an accident the teacher will:
∙ Remove the child from further injury, isolate and stop the class if serious
∙ Administer first aid as appropriate, following the school’s first aid arrangements
∙ Complete the accident book.

The school follows the county guidance for PE which is that no jewellery should be worn.
Plasters over earrings or piercings are not deemed acceptable. Pupils remove watches for PE
and games. This reflects national advice from the British Association of Adviser and Lecturers
in Physical Education (BAALPE)

No mats will be placed underneath gymnastic equipment as pupils are encouraged to work
under control when using apparatus and mats could actively encourage pupils to jump as
they provide a false sense of security. The exception to this is if pupils are specifically asked
to land following a flight action e.g. half twist from a table top/ vault.

SCC guidance advocates barefoot work in gymnastics so that pupils have a tactile sense on
the apparatus which helps to provide tactile feedback and an understanding of where the
body is in relation to the environment. This also avoids the potential for trainers/plimsolls to
get lodged in gym equipment e.g. wall bars. Regarding verrucae, a verruca sock should be
worn and where possible, a protective barrier treatment should be used over the infection.
This still provides the necessary tactile feedback for pupils accessing the equipment and
protection against infection to other pupils. In the case of a painful verruca, in exceptional
circumstances, plimsolls may be advised. If plimsolls are worn the pupil should not use high
gymnastic apparatus.
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If a child is unable to take part in PE due to illness or another reason, a note from home
explaining their non-participation must be received. In this case, the child will be provided
appropriate alternative activities and roles e.g. coach, umpire, assessor, writing notes about
specific tasks.

In bad weather, PE will take place in the hall or in a classroom to show a PE DVD, sports quiz
or any other learning resources that will further the children’s education.

3.31 Playground Safety
A playground risk assessment including pupil/staff ratios, staff responsibilities and staff
designated roles is maintained and regularly reviewed by the Headteacher/ Deputy Head.
Issues that arise about playground safety are discussed with the Headteacher/ Deputy Head

Two way radios are used by staff to communicate effectively when supervising the
playgrounds at lunchtime and can be used during an emergency. In order to reduce the risk
of pupil accidents, the playgrounds are zoned, football rotas are in place, play leaders
support the younger children, play equipment is monitored and the trim trails and goals/nets
are inspected annually by SCC.

3.32 Positive Handling
See Positive Handling and Behaviour policies.

3.33 Pond
The school follows Surrey County Council Safety Guidelines for Ponds in School Grounds.

The pond is secured by an exterior fence and gate to prevent unauthorised access. The gate
is locked at all times.  The Premises Manager undertakes regular maintenance including
checks that the pond edges are stable, removing rubbish, and that checks of the external
barriers to ensure these are in a good state of repair.

Pupils are not allowed to access the pond without adult supervision.

3.34 Risk Assessment
The School Business Manager and Premises Manager are responsible for any risk
assessments relating to the premises and these are communicated to all staff in a variety of
ways. The Headteacher or School Business Manager is responsible for staff welfare risk
assessments which include those needed for any pregnant member of staff.

The school carries out risk assessments in accordance with the Health and Safety at Work
Act 1974. It is impossible to eliminate all risk, but the school does take every action that it
can in order to decrease risk as far as is reasonably practicable. Any activity that is
considered too high risk to the health and safety of our pupils, staff, or the general public
through risk assessment will not be carried out.

3.35 School Transport
All coaches/minibuses that are provided for the school will be equipped with lap belts that
the children must use at all times and it is the responsibility of the trip leader to ensure this
is done. Any taxi companies used are licenced with the appropriate local authority.
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All children who are undertaking an event outside of the school either during the school day
or after school will be given a letter explaining the reason for the event. This letter must be
signed & completed by the child’s parent/carer before the event takes place and checked by
the trip leader.

Any parents or staff members transporting children must show their Insurance certificate
(showing business insurance), MOT and driving licence to the office and the trip leader must
ensure this is done.

Any child going on a trip / sporting event that is under 135cm tall will be given a booster seat
provided either by the school or by a parent. A line of 135cm has been drawn on the office
wall to indicate this and if any adult is in doubt of the height of a child they must check
before they leave the school.

3.36 Smoking
The school operates a no smoking policy which includes the use of e-cigarettes, and staff
should not smoke anywhere on the school site.

3.37 Staff Consultation
Staff are informed of any H&S issues or any changes to policy via email or text and the staff
noticeboard where appropriate.

3.38 Supervision
During school hours, children are supervised by staff who all hold a school approved DBS
check. During the lunch and break times the playgrounds, MUGA and halls are supervised by
TA’s and Midday Supervisors. Any adult working or regularly volunteering within the school
has an enhanced DBS check

3.39 Vehicles on Site
Parents are not permitted to park in the staff car park. Staff are allowed to park in marked
bays in the staff car park. Lettings are given permission to use the school car park outside
school hours where there is space. Access to the car park is managed by fob or using the
intercom for visitors during the school day.

3.40 Security
School security is a vital component of good health and safety, and we want pupils and staff
to feel safe in school.

Gates
The school gates are opened at 8.30am and locked again at 8.50/8.55am every day. They
remain shut until 3pm and then are locked again at 3.25pm to ensure the security of the
children in after school clubs. The KS2 gate is opened at 3.55pm for after school club pick up.

The main front door is open between 8.30-9.30am and 2.30-4.15pm each day. Outside these
times this door is locked and access is controlled by the office staff, Breakfast Club staff and
After School Club staff. The car park gate is closed during the school day.
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All external doors, car park gate and internal reception doors are operated with a key fob.
Staff entering or exiting the site must use their fob. Staff have various levels of access
throughout the school day.

Visitors enter through the main reception where they are asked to sign in and wear a visitor’s
badge. Entry to the school is then by controlled door release for visitors. In the first instance,
visitors are escorted by the office staff to meet the member of staff they have come to visit
(with the exception of regular visitors e.g. music teachers, members of the Surrey’s pupil
support team).

Staff must not share any door pin entry codes with anyone. The codes for keypad controlled
entry doors are changed periodically and also following a change of staff. Breaching security
is considered a serious matter and may result in disciplinary procedures being carried out.

Alarm System
The intruder alarm system is linked to a keyholder service who inform a school keyholder if
the alarm is activated. The Premises Manager is the main school keyholder and he, or
another school keyholder, will contact the police should a break in be suspected. The
Premises Manager, or other school keyholder, will open up the premises when the police
arrive. The school should not be opened without a police presence to ensure personal safety.
A list of school keyholders is in Appendix 5.

Violence to Staff
Abusive or challenging behaviour is a great risk to personal and whole school health and
safety and the school will not tolerate abusive behaviour by pupils, staff, or visitors to the
school. This includes parents. The school policy for dealing with challenging behaviour,
regulating off-site behaviour, exclusions, and bullying are laid out in our Behaviour policies
and Home School Agreement

Office staff may be at risk of dealing with potential conflict situations. This is minimised by
ensuring the main front door is locked at vulnerable times. They are instructed to contact a
member of the Leadership Team if they have any concerns.

All staff are advised to report any potential incidents of verbal or physical violence to the
Executive Headteacher.

3.41 Water hygiene
Water risk assessments are completed bi-annually by an independent company. The
Premises Manager is responsible for ensuring that any identified operational controls are
conducted and recorded. He has undertaken training from Surrey County Council on the
control and testing of legionella.

The risks from legionella are mitigated by the following: temperature checks, heating of
water, disinfection of showers, water sampling/testing.

3.42 Working at height
The school has a working at height risk assessment which details restrictions on using
ladders. Access to high levels, such as roofs, is only permitted by the Premises Manager who
has undertaken training on ladder and steps safety, and safe assembly and use of mobile
scaffold towers.
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All staff are made aware of the restrictions in the staff handbook and advised to undertake a
visual inspection of all ladders prior to using them. Staff are expected to wear appropriate
footwear and clothing when using ladders. The caretaker maintains a register of ladders and
undertakes periodic checks.

Pupils are prohibited from using ladders.

Contractors are expected to provide their own ladders for working at height.

3.43 Work Experience
The Surrey County Council arrangements for work experience students are followed. All
paperwork relating to students is completed by the Executive Headteacher and students are
inducted by the Executive Headteacher. The insurance arrangements cover any work
experience students.
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APPENDIX 1 – Persons with specific H&S responsibility

Name Job Title Responsibility

Caroline Mallett Headteacher
▪ Policy, implementation &
monitoring of H&S. EVC Leader

Yvette Oqvist
Health and Safety
Co-ordinator

▪ Monitors that the requirements
of the H&S policy are operated.
▪ Liaises with LA on H&S issues.
▪ Training for staff
▪ Accidents/violence & aggression
reporting forms
▪ Writing of risk assessments
▪ Contractors on site

Carleen Palmer Senior First Aider
▪ Maintaining medical supplies
▪ Children’s information for specific
medical needs shared appropriate

Carleen Palmer
Kelly Ferguson
Nicola James
Emma Gosden

Paediatric First Aiders ▪ Administering First Aid

Carleen Palmer
Emma Hardy
Kayleigh Gibbons
Hayley van Kasteren
Amy Bishop

First Aid appointed persons ▪ Administering First Aid

Ian Macdonald Site Manager

▪ Unlocking & Locking up the
building
▪ Testing of fire alarms
▪ Monitoring of premises to ensure
building meets H&S  standards
▪ COSSH
▪ PAT Testing
▪ Fire Officer
▪ Working at heights
▪ Manual handling
▪ Ensure building is completely
evacuated of people as practicable as
possible & liaison with emergency
services

Laura Keogh Local Committee ▪ Health & Safety overview

Ian Macdonald
Emma Hardy
Amy Bishop
Jenny Gosden
Hayley van Kasteren
Caroline Poulton
Nin Moore

Fire Marshalls
▪ Ensure their area is clear during
an evacuation
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Appendix 1  School Health and safety file

The school’s health and safety files serve as the central health and safety record for the
school. Details of the following are kept in the files (where applicable):

● A current list of names of individuals with key health and safety roles – e.g. Health &
Safety Coordinator, risk assessors, DSE assessors, first aiders (include date certificates expire),
fire evacuation officers;
● A copy of the school statement of intent and projected date for review;
● A register of risk assessments completed for the school
● Copies of risk assessments including (where applicable):
General risk assessments;
COSHH assessments;
Display screen equipment workstation assessments;
Fire risk assessments;
Manual handling operations;
Machinery / equipment;
Lifting equipment and lifting operations;
Lone working;
Work in confined spaces, work at height, etc;
D&T
Pupil Conduct
Pottery and Kiln safety
Swimming Pool (see the end of this policy for Normal and Emergency Operating Procedures)
Pond
● Completed accident records sheets [removed from the Accident Book]
● Copies of any accident report form sent to the HSE, plus the report of any
investigation made into the accident / incident and details of any remedial action taken
following an accident or incident;
● Details of emergency procedures – e.g., fire evacuation, procedures to deal with a
chemical / biological or radiological spillage, location of first aid kits and first aiders, etc.
● Date and findings of health and safety inspections; together with details of any
actions / timescales to be taken following such inspections;
● Inspection and statutory examination reports relating to equipment – such as
respiratory protective equipment, lifting equipment, gas fired equipment etc.
● Other equipment maintenance and service records
● Fire drill records – dates and performance [clearance time; details of any problems,
etc.];
● Health and safety training records – names, dates and course titles for health and
safety training provided/attended, plus projected date for refresher training;
● Copies of completed health and safety induction checklists (for new staff);
● Copies of annual health and safety audit checklists and action plans;
● Copies of memos and reports received following H&S visits from Babcock/local
autority/GST etc

The school keeps records of health and safety incidents for 3 years. The school examines past
health and safety records and risk assessments to allow any necessary changes and
improvements to be identified.
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Appendix 2
Staff induction check list

General information provided

Tour of school

Staff handbook

Fire evacuation procedures

Health & safety procedures, including location of relevant forms, such as accident forms,
etc

First aid information procedures understood

Staff conduct policy, including dress code, no-smoking policy, etc

Risk assessment procedures

Job description and expectations

Practicalities:

Desk and chair arranged

Details of catering facilities

Car parking

Security code details as required

Staff security fob

Location of toilets (staff and pupils)

Details of staffroom facilities, tea / coffee etc

Emergency contact details collected

Operational issues:

Use of Soliloquy

Friday briefing at 08:25

Allocation of appropriate mentor

Details of whole-school meetings

Introduction to staff

Introduction to pupils

Details of governing body

Key contacts

Human resources contact

Staff list

Details of line-management structure in the school

Details of support-team structure

Details for the Designated Safeguarding Lead and deputy (for times when the lead is
away)

Termly planner

School holidays
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Copy of relevant aspects of the school improvement plan

Assessment of training needs

Plan for CPD

Names of agencies working with our families

Contact numbers for MASH, Family Support, SE Children’s Services,

Know how to find a child’s / Parents’ details on Pupil Asset

Support-staff team services:

Use of phones

Process for message taking and giving

Details of communication system, e.g., allocation of a pigeonhole

Use of photocopier

How to access stationery and general teaching resources

School counselling for staff contact details

Supervision arrangements

IT matters:

Use of Pupil Asset

Set up own password and sign-on facility

Own email address

List of key email addresses

Details of storing documents on school drive

Details of school templates available e.g. for general letters to parents etc

Supplied and signed for IT safe-use policy

Know your way around Google Drive

Documentation required:

Received from new employee their bank/building society details for processing of pay

Received from new employee their pension details

Received copies of any relevant documents such as birth certificate, DBS check,
qualifications etc

References applied for and received

Received verification of staff identity and right to work

General finance and admin:

Explain petty cash system

Know how to lodge a budget request

Making overtime claims

Ordering stock

Other policies:

Absence and sickness policy

Discipline and grievance policy

Visitors to school

Managing medication
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Whistleblowing policy

Lost property

Equal opportunities

E-safety

Child protection and safeguarding

Behaviour Policy

Anti Bullying Policy
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Appendix 3 – DSE check list given to staff

Workstation
✔ Adjust screen height to suit seating
height – generally eyes level with top of screen.
✔ If a significant amount of your work
involves copying from documents, use a flexible
document holder at the same height as screen.
✔ Keep an organised work surface to
facilitate workflow.
✔ Avoid clutter under the workstation.
✔ Ensure an appropriate mobile, stable
and five-star base chair.
✔ Seat back, arm rests and back rest to be
height adjustable.
✔ 2-3” of space in front of the keyboard
✔ Be familiar with software in order to
customise screen colours, etc.

Environment
✔ Adjust screen to reduce reflection and
glare.
✔ Clean screen and equipment regularly.
✔ Ideally sit sideways to windows.
✔ Maintain safe surroundings, i.e. free
from tripping and electrical hazards.
✔ Avoid excessive noise and
uncomfortable temperatures.

Healthcare
✔ Carry out exercise programme on a
regular basis plus specific movements
throughout the day.
✔ Rest eyes during work break and carry
out eye care exercises.
✔ Have eyes tested regularly.
✔ Report any health-related symptoms
that concern you.

Job Design
✔ Break up work with informal postures
and different tasks.
✔ Combine different work tasks.
✔ Take regular breaks away from screen.
✔ Ensure you have training in software
and know how to set up a safe workstation.

Posture
✔ Adjust seat height to ensure thighs and
forearms are horizontal.
✔ Desk just below elbow height.
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✔ Align hands with forearms. Minimal
deviation of wrists.
✔ Adjust your backrest to support the
lower back.
✔ Sit right back in the chair to maintain
good lumbar support.
✔ Keep head in natural upright position.
✔ Do not slouch. Maintain upright
position.
✔ Head, neck, shoulders and hips to be in
alignment.
✔ Use a footrest if feet do not touch the
floor.
✔ Rest arms and hands whenever routine
allows.
✔ Space under desk for postural change,
no obstacles
✔ Top of screen at eye level.
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Appendix 3
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Appendix 4 – Off site visits

ST Mark & All Saints C of E Primary School

Date Ratified: .................................................................

Date for Review: ............................................................

GUIDELINES FOR TRAVELLING

Walking

▪ Children should be reminded of road safety rules before leaving the school grounds
▪ All shoelaces should be checked to ensure they are tied correctly before leaving the
school grounds
▪ Children should walk with a partner, however where pathways are narrow they
should walk in single file
▪ An adult should walk at the front and back of the line.  Other adults should be
positioned on the traffic side of the line spaced evenly between the front and back
▪ Roads should be crossed at designated crossing points wherever possible
▪ A member of staff should ensure all traffic has stopped before the children begin
crossing the road

Bus/Coach/Underground

▪ Wait in a safe place away from the traffic, moving coach or approaching train
▪ Children should not get onto the vehicle until the teacher says it is safe
▪ Only one child sits on each seat
▪ No children should sit on the front seats of a coach and where possible children
should sit on the bottom level of the bus
▪ If standing on a train, children must stand away from the doors
▪ Children with known travel sickness should sit near an adult
▪ Children should stay seated throughout the whole journey
▪ Seatbelts should be worn on coaches throughout the whole journey
▪ No food or drink should be eaten on the bus/coach
▪ Children should be reminded to tell a supervising adult if they feel unwell
▪ Noise levels should not become excessive
▪ Shoelaces should be tied and cords on jacket should not be left hanging loose
▪ On arrival the children should remain seated until they are told to get off the
bus/coach
▪ After leaving the bus/coach children should wait for an adult to say when it is safe to
move

Private Car

▪ Written agreement from the parents giving permission for their child to travel in a
private car must be obtained before the visit
▪ The driver must prove that they are fully insured to carry children
▪ Children must travel wearing seat belts and if possible only travel in the rear seats
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VOLUNTEER EMERGENCY SHEET

Date of Trip: ........................................................................................

Destination: ..........................................................................................

Year Group/Classes: ...........................................................................

Coach: .....................................................................................................

NAME
MOBILE NUMBER
(Carried with me)

EMERGENCY CONTACT DETAILS

EVALUATION OF VISIT

Venue: .................................................................
Date: ...................................................................
Year Group: .......................................................

Value of Trip: ❒ Excellent ❒ Good ❒ Poor
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Comments

Suitability of venue for curriculum
development?

Age Suitable?

Travel Arrangements?

Eating Arrangements?

Special Things to remember Next time?

Wet Weather Arrangements?

Ratio Adults to Children?

Any changes you would make next time?

Further Comments?

St Mark & All Saints C of E Primary

Guidelines Written by:

Date Ratified: .................................................................

Date for Review: ............................................................
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GUIDELINES FOR VOLUNTEER HELPERS

Thank you for volunteering to help with this trip.  Below are some guidelines to support you
in your role

❒ You should know where the members of your group are AT ALL TIMES.  They should
never be left alone.  During ‘toilet stops’ tell the children where you will wait for them

❒ In case of an accident refer to the class teacher/group leader IMMEDIATELY

❒ Staff have spoken to the children in advance about our expectations for behaviour
and manners.  They should be aware of members of the general public and children from
other schools, so please remind the children if necessary

❒ Be calm and firm. In the event of poor behaviour please refer the matter to the class
teacher/group leader.  DO NOT try to punish the child/ren yourself and do not use strong
language

❒ Please refer all incidents of poor behaviour to the class teacher/group leader
immediately if necessary or at the end of the day

❒ Try to encourage the children to be observant, ask them questions about the things
they are seeing so that they have a positive educational experience

❒ Children will have been told in advance how much spending money may be taken so
please do not offer any extra, even to your own child.  Similarly, children are not allowed to
borrow from each other

❒ Children are not allowed to eat or drink (this includes sweets) on the visit except at
designated break times

❒ Please do not smoke in front of the children

❒ If you have any queries concerning any of the above points please discuss these with
the class teacher/group leader prior to the visit
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PLANNING PROFORMA – EDUCATIONAL VISITS

DETAILS CHECKED

VENUE

DATE

YEAR GROUP

TIME TO ARRIVE AT LOCATION

TIME TO ARRIVE BACK AT
SCHOOL

COST IN FULL

COST PER PUPIL

COACHES REQUIRED

NUMBER OF SCHOOL DINNERS
OUT

NUMBER OF FREE SCHOOL
DINNERS

MEMBERS OF STAFF GOING ON
TRIP

FIRST AIDER

NUMBER OF HELPERS NEEDED

ADULT TO CHILD RATIO

DATE FOR EXPLORATORY VISIT

BRIEFING DATE FOR HELPERS

GENERIC RISK ASSESSMENT
READ
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Risk Assessment

Day Trip:

LEAD TEACHER LOCATION DATES No AND AGE

SIGNED (Lead teacher)

Date:

SIGNED
(EVC)

Date:

Ratio of child / adult ratio

RISK / HAZARD DETAILS
Include who is at risk

ACTION EVALUATION / REVIEW
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Plan for the day with timings: (Teachers)

▪ Meeting Points

▪ Lunch Arrangements

▪ Toilet Facilities

▪ Map of Venue

▪ Arrangements for souvenirs

▪ Copies of Worksheets (with answers if appropriate)

Discuss guidelines for travelling on coach/foot/bus/train/car

Behaviour Expectations

Inform the helpers of who to contact if a child is unwell or behaving
inappropriately

Volunteers must not buy children treats

All children are responsible for carrying their own coats and bags

All volunteers must complete emergency contact sheet

Any volunteers travelling separately from the main group must be informed of
the mobile number for the

Any safety information relevant to the trip
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Appendix 5 – School emergency keyholders

Ian Macdonald Premises Manager

Caroline Mallet Headteacher

Carleen Palmer Senior Admin Leader
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