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Section 1:  General Policy Statement 

The Headteacher and governors of Coldean Primary School believe that the health and safety of 

persons within the school is of paramount importance.  It is our intent to prevent accidents and 

occupational ill health and where possible eliminate hazards in the workplace. 

 

It is the intent of the Headteacher, Mr Stuart McConnachie, and governors of the school to ensure 

that a safe and healthy workplace is provided and maintained for all our employees.  This will include 

the provision of safe systems of work, safe plant and equipment and safe access and egress to the 

premises. We will ensure that adequate information, instruction, training and supervision is provided 

to ensure that staff can carry out their work safely. 

 

The Headteacher and governors will ensure that others who are affected by our activities are not 

subjected to unacceptable risks to their health and safety including pupils, visitors, parents, 

volunteers and contractors. 

 

These responsibilities will be achieved by the establishment of an effective health and safety 

management system within the school. This will involve the implementation of arrangements for the 

effective planning, organisation, control, monitoring and review of preventative and protective 

measures.  In addition the Headteacher and governors will undertake to ensure compliance with 

policy and guidance produced by Brighton and Hove City Council. The Headteacher and governors will 

ensure that adequate resources are identified for health and safety. 

 

We believe that health and safety standards will be maintained only with the co-operation of all staff, 

pupils and visitors to the school. We expect all staff to co-operate fully with this policy. In addition we 

will ensure that all pupils, visitors and contractors are provided with the information they require to 

enable them to comply with this policy and remain safe. It is the intention of the Headteacher and 

governors that procedures to ensure relevant health and safety issues are embedded within the 

curriculum at all levels where appropriate. 

The effectiveness of the policy will be regularly monitored to ensure that health and safety 

arrangements are being implemented and that the people named in the policy are carrying out their 

duties. The policy will be reviewed annually and revised where necessary. 

Signed  Headteacher Date  

 

This policy was endorsed by the Board of Governors at their meeting on: 

Signed  Chair of Governors Date  
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Section 2: Organisation within the School to meet the requirements to 

the General Policy Statement. 

Ultimately the responsibility for all School organisation and activity rests by definition, with the 

Headteacher. However all staff have a responsibility towards safety with the specific lines of 

delegation being set out as shown below. 

 

 

 

 

Assistant Head SENDCo 

Caretaker 
Deputy Head / 

H&S Lead 
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Section 3:  Arrangements for Health and Safety 

 

3.1 Safety Responsibilities of Groups and Individuals 

3.1.1 The Governing Body  

The Governing Body in its role as employer will ensure, so far as is reasonably practicable, the health 

and safety at work of employees and others (e.g. contractors, pupils, visitors) in accordance with 

Section  2 and 4 of the Health & Safety at Work Act 1974. 

 

In order to discharge this responsibility, the Governing Body will: 

• Ensure that the Local Authority’s Health and Safety Policy is delivered through this School's 

Health and Safety Policy. 

• Ensure that procedures are kept up-to-date and that arrangements are in place to ensure that 

all staff and students are aware of and comply with them; 

• Ensure that the policy contains rigorous and comprehensive systems for active monitoring 

(auditing health and safety management systems, inspections and risk assessments) and 

reactive monitoring (accident/incident investigation) and for rectifying identified faults within 

the School; 

• Nominate a Health & Safety Governor who sits on the governing body’s Resources & Finance 

committee. 

• Ensure there is adequate provision both in staffing, facilities and resources to allow the school 

to meet both its legal and moral obligations with respect to health, safety and welfare; 

• Receive updates on the school development plan for health and safety at each Resources and 

Finance committee meeting in order to enable the Governing body to monitor the adequacy of 

arrangements and take any action necessary; 

• Consider information, statistics and reports relating to health, safety and welfare matters; 

• Ensure appropriate performance management processes are maintained to enable all staff to 

discharge the duties and arrangements set out through this policy 

• Consider and make recommendations regarding individual health and safety issues which have 

not been resolved at management level; 

• Implement where appropriate, Executive recommendations made by regulatory bodies e.g. 

Ofsted and the Health and Safety Executive. 

 

3.1.2 All Staff 

All staff are responsible for their own health and safety and that of other persons in the School by the 

proper observation of School rules and procedures.  Staff are reminded of the general duty imposed 

by the Health and Safety at Work etc. Act 1974 at Sections 7 and 8:      
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'It shall be the duty of every employee while at work:  

a) to take reasonable care for the health and safety of himself and other persons who may be 

affected by his acts or omissions at work, and, 

b) as regards any duty or requirement imposed on his employer or any other person by or under any 

of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty 

or requirement to be performed or complied with.' 

 

'No person shall intentionally or recklessly interfere with or misuse anything provided in the interests 

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

 

All staff shall: 

• Attend and act in accordance with any relevant health & safety training identified to discharge 

their duties 

• Ensure all accidents, incidents and near misses within their area of responsibility are recorded 

in line with the school procedure. 

• Follow safe working procedures; 

• Be familiar with the general, emergency and particular safety rules that apply to their area of 

work; 

• Ensure that the classroom and other areas are tidy and good housekeeping standards are 

maintained; 

• Undertake a visual inspection of equipment prior to use and ensure that any portable electrical 

equipment they use is made available for testing;   

• Report defects to the caretaker and make the equipment/area safe until the defect is dealt 

with; 

 

3.1.3 Headteacher  

The Headteacher has overall responsibility for safety policy, organisation and arrangements 

throughout the School and will: 

• Provide liaison with Inspectors and outside bodies concerned with safety and health: Local 

Authority, Department for Education (DfE) and the Health and Safety Executive (HSE) with 

regard to safety aspects; 

• Budget for safety and health matters; 

• Review the Health & Safety Policy annually and when significant changes occur within the 

organisation of the school, and communicate these to all staff; 
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• Develop, introduce, maintain and review safety management procedures to ensure the school 

complies with legislative requirements and good industry practice; 

• Ensure health and safety issues associated with major building projects are complied with; 

• Nominate specific staff with designated safety roles, e.g. First Aiders; Health and Safety 

Coordinator, Risk Assessors, working at height, allergen management, behaviour management 

and ensure they receive appropriate training (see Appendix A); 

• Ensure that statutory maintenance and inspections of fixed service equipment is undertaken; 

• Ensure the implementation and continued effectiveness of the school’s safety management 

framework ‘Team Safety’ including aspects such as risk assessment, staff training, personal 

safety, lone working, monitoring and supervision. 

• Ensure that all relevant incidents are reported to the Health & Safety team as soon as possible 

after the incident (especially before the end of term); that necessary records of incidents are 

maintained, and that incident data is monitored and reviewed to identify trends and remedial 

actions needed; NOTE: The H&S team will be contacted immediately in the event of a critical 

incident. 

• Make an annual report on safety matters to the Board of Governors. 

• Ensure that health and safety is considered as an integral part of the school’s curriculum, both 

in preparation of new schemes of work and in their reviews;  

• Identify staff training requirements to allow the school to comply with legislative and good 

industry practice that relate to or affect health, safety and welfare. 

• Instigate appropriate disciplinary action where it is shown that staff have ignored or shown a 

disregard for health and safety matters outlined within the Health & Safety Policy, School 

Codes of Practice or health and safety legislation. 

• Ensure that Safety Inspections are carried out at termly intervals, recorded and that 

necessary remedial action is carried out. 

• Develop and establish emergency procedures, lockdown protocols and organise fire 

evacuation practices within the school. 

• Ensure that health and safety is taken into account when considering any proposed or 

impending changes e.g. building works, room allocation/usage etc; 

• Develop and adhere to safety procedures for operations carried out within the school by their 

staff and by outside contractors under their control.  

• Ensure the provision and maintenance of all ‘fire’ equipment, including the preparation and 

review of Fire Risk Assessments; 

• Have a general oversight of health and first aid matters.  

• Communicate and publicise safety matters as appropriate to staff, contractors, visitors, 

students (as appropriate.) 
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• Ensure that all staff (including agency / cover workers) receive appropriate health and safety 

training at induction which must include emergency arrangements (i.e. first aid, fire and 

accident reporting), any restricted tasks and activities; and an introduction to the H&S Policy; 

• Ensure that adequate numbers of staff are provided with appropriate training so that they can 

support the following management arrangements. 

o First aid. 

o Fire and emergency evacuation. 

o Complete the schools risk assessment list and guide and ensure that risk assessments 

covering all aspects of the school’s operations are in place, regularly reviewed and 

information is communicated to relevant staff. This is stored on the school’s network: 

GREEN > RISK ASSESSMENTS 

 

The Deputy Head, will assume these duties in the absence of the Headteacher and has the 

authority to make and implement decisions throughout the school at any level if there is: 

• immediate danger, or, 

• dangerous practice, or 

• breach of the law. 

 

3.1.4 The School Health & Safety Coordinator 

The School Health and Safety Coordinator is responsible for the co-ordination of health and safety 

management throughout the School and will: 

• Make an annual report, in conjunction with the school’s Caretaker, on safety matters to the 

Headteacher and the Board of Governors; 

• Assist with inspections and safety audits; 

• Investigate and advise on hazards and precautions (and seek assistance from the Health & 

Safety Team if the issue is outside their level of competence);  

• Develop and establish emergency procedures, and organise fire evacuation practices within 

the school; 

• Have a general oversight of health and first aid matters; 

• Monitor the general safety programme on behalf of the Headteacher; 

• Make recommendations to the Headteacher  

• Make recommendations to the Headteacher for matters requiring immediate attention, e.g. 

changes to legislation, outcomes of safety inspections, safety policy in compliance with new 

and modified legislation; 

• Communicate and publicise safety matters as appropriate to staff, contractors, visitors, 

students (as appropriate); 
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• Liaise with outside bodies concerned with H&S e.g. LA Health & Safety team; 

• Monitor accidents to identify trends and introduce methods of reducing accidents; 

 

3.1.5 Educational Visits Co-ordinator (EVC)    

• Ensure that all educational visits and offsite activities comply with the schools’ and Local 

Authority’s requirements – Offsite & Adventurous Activities Guidance. 

• Ensure all adventurous activities (including residential and overseas visits) are submitted to 

the LA for approval via EVOLVE system. 

• Advise on all aspects of offsite visits & activities. 

• Provide appropriate guidance & procedures for staff, including the schools’ offsite visits policy. 

• Support visit leader’s induction & training.  

• Check that visit leaders are competent and appropriate, including accompanying staff and 

volunteers. 

• Work with the group leader to ensure there is a ‘plan B’ in the event of adverse weather, 

transport issues, emergencies etc. 

• Confirm that adequate risk assessments have been carried out. 

• Confirm that adequate first aid cover is provided, at all times (including the journey). 

• Keep appropriate records – 14 years for primary, 10 for secondary. 

• Monitor (ideally ‘on the ground’) and review systems regularly. 

• Support the Head teacher in the management and evaluation of educational visits. 

• Keep their EVC training up to date and refreshed every 3 years. 

• Ensure that any incidents that take place on a trip are recorded and copies provided to the LA 

Health & Safety Team. 

 

3.1.6 Subject Leaders 

• Ensure safety procedures are developed and adhered to for operations carried out within the 

section ensuring that these are in line with curriculum codes of practice issued by Children’s 

Services Department e.g. Science, Design Technology, PE, etc; 

• Updating colleagues within the school in any change in practice; 

• Issuing safety guidance for their curriculum area; 

• Carrying out risk assessments for their specialist areas. 

• Notify the Headteacher of any proposed or impending changes affecting safety, health and 

welfare, in room allocation or usage; 

• Ensure safety inspections of their designated areas are carried out and ensure that hazards 

identified from those inspections are rectified. 
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3.1.7 Teachers 

Teachers are responsible to the headteacher for the immediate safety of the pupils in their 

classroom. Class teachers are responsible for their own classroom and their associated equipment 

and as such it is their responsibility to ensure that it is maintained to a high standard with respect to 

health and safety issues.  

Additionally, each teacher will: 

• Undertake and implement risk assessments for specific activities and ensure that safe working 

and emergency procedures are followed personally; 

• Provide safety information regarding the activity being undertaken prior to the activity 

commencing and during the activity, as and when required; 

• Ensure that special working procedures, protective clothing and equipment are provided 

where necessary and are appropriate for use. 

• Ensure that clear instructions and warnings are given to pupils verbally as often as necessary, 

and as appropriate for the age and level of understanding of the students i.e. taking special 

educational needs (SEN) into account; 

• Keep windowsills clear of anything flammable. 

• Ensure that the clearly marked 1 metre safety zone in storerooms with electrical distribution 

boards is adhered to. 

• Ensure all emergency evacuation exits are kept clear at all times, including out of hours. 

• Ensure all emergency evacuation signage is kept clearly legible and visible. 

• Store deodorant/hairspray canisters or cleaning products in staff lockers in classroom 

cupboards, well out of reach of children. 

• Avoid displays involving hanging materials on evacuation routes out of the building. 

• Ensure any personal electrical equipment brought into school is PAT tested before use. In some 

cases it may be acceptable for the Health & Safety Coordinator or Caretaker to perform a visual 

check of the equipment before use, e.g. phone charger. 

• Ensure that they do not daisy-chain extension cables or use block adaptors. 

• Ensure all electrical cables e.g. extension cables, laptop leads do not become trip hazards. 

• Ensure fire doors are NOT wedged open in unoccupied rooms. 

• Switch off electrical appliances at the socket when not in use. 

• Ensure they have attended any specific curriculum based/ health and safety training relevant 

to their role – especially in relation to science, D&T and PE. 

 

3.1.8 Support Staff & Administration Staff 

Support staff are immediately responsible to the teacher whilst the class is in session; or otherwise 

their line manager. Administration staff are immediately responsible to the Headteacher. 
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3.1.9 First Aid Coordination 

The Office Manager is responsible for supporting health and welfare issues within the school and in 

particular should: 

 

• Be responsible for attending to and monitoring student or visitor illness/injury and referring 

pupils to their own GP/doctor or hospital as appropriate.  

• Administer pupil medication as outlined in the schools Administration of Medicines Policy e.g. 

Epi-pens and other emergency or routine medication.  

• Maintain the school first aid/ medical rooms and equipment. 

• Maintain storage for pupil medication to ensure its secure but accessible as needed. 

• Monitor student health records prior to entry and report/advise SENDCo of illnesses that need 

to be brought to the attention of specific staff (e.g., epilepsy, allergies etc). 

• Assist in the monitoring of first aid equipment and boxes within the school. 

• Assist in the development of health promotion activities at the school. 

 

The Business Manager and Deputy Head should: 

• Assist in the development of health promotion activities at the school. 

• Review and update the school’s Supporting Pupils with Medical Conditions Policy in line with 

Local Authority guidance and changes to legislation; 

• Ensure adequate numbers of staff are trained in first aid procedures (to cover trips, sickness, 

etc) and co-ordinate the work of the First Aiders. 

• Ensure that the necessary records are maintained relating to administration of medicines and 

incidents/ accidents following the school’s procedures. 

 

3.1.10 Caretaker 

The Caretaker will: 

• Ensure that reports on health and safety matters with respect to the school buildings and 

grounds are prepared; 

• Ensure that statutory maintenance and inspections of fixed service equipment are undertaken; 

• Ensure that premises safety inspections are undertaken e.g. weekly, bi-termly, and keep 

records of any faults identified (if appropriate); 

• Attend to defect reports and recommendations from the Headteacher, staff, Safety 

Representative and Health and Safety Coordinator; 

• Ensure all portable electrical equipment is tested on an annual basis and/or in line with 

timescales outlined in BHCC Electricity at Work – PAT Testing Guide. 

https://secure2.sla-online.co.uk/v3/Resources/PageSetup/3557
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• Keep records of hazards identified on site by staff and the remedial action taken and when; 

• Ensure safety procedures/ method statements are developed and adhered to for operations 

carried out within the School by their own site staff and by outside contractors under their 

control; 

• When liaising with contractors, ensure they have had sight of the Asbestos Register; 

• Ensure equipment, including personal protective equipment is maintained in a safe condition 

and that substances hazardous to health are stored in a safe place; 

 

3.1.11 Trade Union Safety Representatives 

In accordance with the Safety Representatives and Safety Committee Regulations, the safety 

representatives will, where appointed: 

• Represent the employees in consultation with the employer and with their representative; 

investigate potential hazards and dangerous occurrences at the workplace and examine the 

causes of accidents at the workplace; 

• Investigate complaints by any employee they represent relating to health and safety and 

welfare at work; 

• Represent employees in consultations with inspectors of the Health and Safety Executive and 

of any other enforcing authority; 

• Receive information from inspectors; 

• Attend meetings of safety committees to which they are elected; 

• Inspect the workplace if they have given the employer or their representative reasonable 

notice in writing of their intention to do so and have not inspected it in the previous three 

months. They may carry out additional inspections where there are substantial changes in 

work conditions. 

 

3.1.12 Staff Liaising with Contractors 

The Caretaker is the lead/ main point of contact for each contractor that works within the school. 

The member of staff that liaises with contractors has a responsibility to take appropriate action if they 

either observe the contractor/ their staff undertaking dangerous/ potentially dangerous working 

practices or have received a report of such behaviour/ practice. Such action could include reporting 

the matter to the Headteacher/site manager/caretaker for them to rectify or, failing that, reporting to 

the headteacher and the LA Health & Safety Team. 

 

Staff must ensure that a contractor arriving at site reports to Front Office and that a nominated 

person ensures the contractors are informed of any hazards on the school site e.g. providing access 

to the asbestos register.   
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Contractors must agree to adhere to any Health & Safety protocols in place in the school i.e. wearing 

of face coverings during infectious disease pandemics. 

 

Approval must be gained by the contractor to start work. Only those staff nominated by the 

Headteacher to liaise with the contractors must undertake this activity due to the procedures put in 

place by the school to implement other council policies such as Safeguarding, Asbestos and the 

Management of Contractors. 

 

3.1.13 Catering Contractor 
  
The school buys into a traded service for School Meals via the council’s contract with Caterlink. The 

specific requirements of the contract are covered by a Service Specification which outlines the 

requirements of all parties. The contract provides for Caterlink staff to have access to and 

responsibility for the health and safety of the operation of the kitchen during the specified contracted 

hours. School staff will not enter or be present within the kitchen during these contracted periods. 

The traded service with the School Meals Team provides for the following: 

• All reactive maintenance associated with kitchen equipment (e.g. call out for equipment faults, 

repair, replacement of equipment) 

• Servicing of kitchen equipment 

• The cleaning and inspection of canopies and filters 

• The servicing of insectocutors 

• Ensuring the internal fabric of the building (excluding windows, doors, roofs) is maintained to 

ensure compliance with relevant Food Safety legislation.  

 

The Local Authority maintain responsibility for the building as Landlord. The specific responsibilities 

for the maintenance of catering kitchens are outlined in the ‘Definition of Responsibilities of LEA and 

Community Schools in relation to building and Grounds Maintenance’ document on BEEM. Planned 

and preventative maintenance of kitchen equipment is undertaken through a traded service (Term 

maintenance) with Property & Design within the Council. Boilers and boiler servicing are covered 

within the Mechanical Services contracts. 

 

Where the school permits others to use the kitchen outside of contracted hours (e.g. the PTFA,) the 

responsibility for the health and safety and management of risk falls with the School. The school will 

satisfy themselves that appropriate insurance, risk assessment, equipment training, COSHH training 

and food safety qualifications are in place as required. Schools are advised to keep signed copies of 

https://secure2.sla-online.co.uk/v3/Resources/Page/10649
https://secure2.sla-online.co.uk/v3/Resources/Page/10649
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any training provided the catering contractor relating to safe use of equipment/chemicals in the 

kitchen area. 

 

Should the school identify any health and safety concerns with the catering contractor, these 

should in the first instance be raised with the Catering Manager onsite and the council’s School Meals 

Team should be made aware by email at the same time. 

 

3.1.14 Pupils 

With consideration of their age, ability and any SEN-D or behavioural need, each pupil is responsible 

for their personal safety and that of their peers by proper observation of School rules and procedures. 

In particular, each student will: 

• Observe standards of dress and behaviour appropriate to the working situation. 

• Heed warnings and observe rules and ask for such warnings and rules where they are not 

made obvious. 

• Not wilfully misuse, neglect or damage things provided for safety. 

 

3.1.15 Visitors 

The Headteacher and governors are responsible for health and safety of visitors to the school, 

including contractors.  

All visitors to the school are: 

• Asked to sign in and sign out when they leave the premises.  

• Provided with a Safeguarding Visitors Leaflet 

• Issued with and wear at all times a ‘visitor’ pass.   

Visitor passes are issued based on validation of DBS checks 

• Orange lanyard = Governor with proof of current DBS 

• Blue lanyard = proof of current DBS 

• Black lanyard = trainee teacher with proof of current DBS 

• Red lanyard = no proof of current DBS, visitor must be escorted by staff member 

Each class teacher will accept responsibility for specific volunteers or visitors including checking that 

they are aware of emergency procedures and supervising their evacuation in case of an emergency.  

 

The Deputy Head will ensure that volunteers have the necessary safety information making specific 

reference to the school’s Safeguarding Policy. 
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3.1.16 Allergen Management designated roles 

The Headteacher and governors will ensure the procedures contained within the BHCC Schools 

Allergen Management Standard are followed. This document: 

• Outlines the roles and responsibilities on all parties on the safe management of allergens in 

schools or activities related to the school (including, designated roles within the senior 

leadership team, at a school operational level and within the dining hall etc.) 

• Provides a clear outline of the safe management principles schools must apply in managing 

allergens in schools. 

• Signposts to further guidance and support on the safe management of potential allergens in 

schools. 

 

3.2 Health and Safety Committee  

The School’s Health and Safety Committee is comprised of governors and staff who currently form 

the Resources & Finance Committee: 

• Headteacher 

• Members of the Governing Body 

• Health & Safety Coordinator 

• Caretaker 

 

Where possible efforts are made to ensure as wide a spread of curriculum and support areas of the 

school are represented.  

 

The committee meets termly where practicably possible. The Headteacher is responsible for 

scheduling the meetings and raising the agenda. 

 

Overall Function and Objective: The provision of effective communication and consultation 

between management and employees in order that the health, safety and welfare policy is properly 

maintained and developed. 

 

3.2.1 Specific Functions 

• To consider information, statistics and reports relating to health, safety and welfare matters 

affecting the operational area and to make recommendations/observations to the Governing 

Body accordingly. 

• To consider and make recommendations to the Governing Body regarding individual health 

and safety problems which have not been resolved at operational management/ safety 

representative level, or at section level. 
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• To develop policy to improve and maintain health and safety issues for staff and pupils. 

• To encourage the implementation and maintenance of effective safety rules and practices at 

departmental level. 

• To encourage effective communication regarding health, safety and welfare matters. 

 

3.3  Crisis Management  

A crisis management team has been set up to assist in the reduction of major hazards and risks and 

to action a recovery plan in the event of a serious accident. 

 

3.3.1 Membership of the Crisis Management Team:  

• The Headteacher 

• Health and Safety Coordinator 

• Caretaker 

• Office Manager 

 

3.3.2 Function of the Crisis Management Team 

The function of the Crisis Management Team is to: 

• Act as the decision-making authority for the management of an incident. 

• Develop the procedures and practices to be used for handling emergency situations and 

communicating these to all employees within the school. 

• Establish and maintain a crisis management ‘centre’.  The ‘centre’ will have the necessary 

equipment available for rapid activation during an emergency.  The equipment includes 

communications equipment, emergency plans and procedures, a log to record all actions 

taken during the crisis, necessary office equipment and supplies and appropriate maps and 

building plans. 

• Assess the nature, degree and likelihood of threats to the school’s interests (personnel, 

facilities, information and other assets) in order to determine the vulnerability to those threats 

of the schools personnel, facilities or assets. 

• Test the crisis management plan on a regular basis to ensure that it is feasible and realistic.  

Whenever the plan is found to be deficient immediate corrections will be made. 

 

3.4  General Emergency Procedures  

The summoning of emergency services is carried out by the Office Manager at the request of the 

Headteacher, or the Deputy Head. They will also contact: 

• A member of the Senior Management Team  - [for information] 

• Deputy Headteacher - [if pupils are involved] 
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• Caretaker – [for access/ to isolate electrical supplies etc.] 

 

The council’s Emergency Planning and Resilience Team will provide the school with advice, support 

and equipment and undertake a co-ordinating role (where multiple teams respond) and provide a 

single point of contact for other agencies. Contact details:  

Group email address is: epu@brighton-hove.gcsx.gov.uk;  

Address: Unit 11, Level 5 South, New England House, Brighton, BN1 4GH  

Main office number is: 01273 296699  

Out of hours our Duty Officer can be contacted on: 07540 675169  

 

3.4.1 Fire Policy and Procedures & Bomb Incident Management 

The school holds a site-specific Evacuation Plan and Fire Risk Assessment. These documents outline 

the school’s fire risks, how they are managed and the instructions to be followed in the event of an 

emergency. They are stored on the school’s network in RED_1 > PREMISES > Fire Management 

• All staff members fully understand and effectively implement the Emergency Invacuation, 

Lockdown and Evacuation Policy. 

• The Headteacher is responsible for certifying that procedures for ensuring that safety 

precautions are properly managed will be discussed, formulated and effectively disseminated to 

all staff. 

• The school will test evacuation procedures on a termly basis. Any areas for development are 

recorded on Evacuation Record sheet and actions raised by the Headteacher to ensure full 

compliance. 

• The evacuation of visitors and contractors will be the responsibility of the person they are visiting 

or working for. 

• Under guidance from the LA no fire-fighting equipment is to be used by staff. 

• The fire alarm will be tested weekly from different ‘break glass’ fire points around the school, 

and records will be maintained and held in the Caretaker’s office. 

• Emergency lighting and the fire alarm will be tested on a quarterly basis by SFA, and records 

will be maintained and held in the Caretaker’s office. 

• Fire alarms and emergency lighting are tested annually by a third-party contractor. 

• Fixed wiring is tested every five years by CTS 

In the event of a suspected bomb threat, the Crisis Management Team will liaise with the Police, LA 

and Fire Brigade and follow their advice on the evacuation procedure and assembly point.  This will 

then be communicated to staff, pupils, visitors, etc by an appropriate means. Any member of staff 

who receives information regarding a bomb on site must immediately inform the Headteacher or a 

member of senior management in their absence. 

mailto:epu@brighton-hove.gcsx.gov.uk
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3.4.2 First Aid Procedure – (see also the council’s First Aid Standard) 

The school has carried out a First Aid needs assessment and has identified the following requirement.   

• There will be at least 10 people on the staff who have current first aid training. 

• There will be at least 2 Qualified First Aiders who have completed the First Aid at Work 3-

day initial training, followed by 2-day refreshers every 3 years and an annual ½ day refresher. 

• There will be at least 2 paediatric first aiders on the staff. 

• There will be at least 2 staff trained to use the school’s AED. 

• There will be at least 2 staff trained with the Pool Safety Award (Level 2). 

 

All staff trained are named and listed in the school’s Supporting Pupils’ Medical Needs Policy Appendix 

6. This list is displayed in the Medical Room, Staffroom, on display in the main entrance and in every 

classroom. 

 

First aid kits/boxes can be found in the following locations: 

• Every classroom containing, in addition, pupil-specific medication e.g. inhalers. These should 

accompany the class when visiting other parts of the school and/or off-site. 

• 0/011   Infant foyer: for Infant playground 

• 0/021  EYFS & KS1 Staffroom 

• 0/037  KS2 Staffroom 

• 0/046  Moonbeam Room: Learning Mentors 

• 0/058  Junior Hall 

• 0/057  Canteen 

• 0/060A  Medical Bay 

• 0/072  Sunrise Room: Cookery Room 

• 0/076A  Junior corridor (on wardrobe outside Sunshine Rm): for Junior playground 

• 0/058A  PE Store: for PE & Sports fixtures 

• 0/072   Forest School: for outdoor Forest School activities 

 

A central supply of first aid materials to supplement first aid boxes can be found in the Medical Bay 

next to the Front Office. Parents/carers are expected to inform the school if their child has an allergy 

and a list of any such children is kept in the Medical Room and on the pupil’s individual record on 

Scholarpack. 

 

All injuries that come to staff attention, no matter how slight, are recorded in the First Aid Book 

and/or on the HS2 Incident form. There is a first aid book and “Head Injury” leaflet available with 
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all boxes to be completed by the person administering first aid.  In case of doubt as to whether or not 

a child’s parent should be immediately alerted, staff contact the Office Manager or in their absence 

the Headteacher. In the event of an accident, if the parents (and their nominated contacts) are 

unavailable, the pupil may be sent to hospital to err on the side of caution.  In these cases a member 

of staff will accompany the pupil. 

 

Every parent will be informed of the schools arrangements for First Aid each school year. 

 

3.4.3 Accident Recording and Reporting   

In the event of an accident the following procedure is followed: 

• Any equipment is turned off and the area is made safe (where possible) 

•  A call for help is made – including First Aid assistance. 

• The qualified First Aider will judge whether the injury is of a minor or major nature. If minor 

the First Aider will provide appropriate treatment. 

• If a major injury an ambulance will be called immediately without undue delay due to 

attempting to contact parents or guardians. 

• If the injured person requires hospital treatment but an ambulance is not necessary, the 

Headteacher and/or Deputy Head is responsible for arranging for a member of staff to 

transport the pupil/staff to hospital. 

 

The member of staff taking the injured person will: 

• Stay with the injured person and return with them; or 

• Stay with the injured person until the parent/guardian arrives at the hospital and return to 

school. 

 

All staff report any accident (or near misses) involving either themselves, visitors or volunteer helpers 

by recording the details on the Incident Report form HS2.  Pupil accidents, depending on the severity 

are either reported in the First Aid book or Incident Report form HS2. If the incident involves 

intentional violence/harassment or verbal/written abuse, it will be reported using the Violent Incident 

Occurrence Report Form HS3. 

 

The Office Manager ensures that the electronic forms are completed and emailed to the councils 

Health & Safety Team within 5 days.   As the authority is obliged to report certain categories of injury 

or dangerous occurrence to the Health and Safety Executive (HSE) it is important that the Health & 

Safety team are notified at the earliest opportunity of accidents or incidents that are of a serious 

nature to determine if the HSE should be informed. 
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All accidents are investigated to prevent a re-occurrence. The investigation is recorded on Part B of 

the HS2 form.  The Health & Safety Coordinator monitors accidents to identify any trends.  The 

governors’ Resources & Finance Committee also receive information on accidents on a termly basis. 

The Health & Safety team will investigate certain incidents/accidents following receipt of the form. 

 

3.5   Health Issues 

 

3.5.1 Smoking and Vaping 

We have a specific legal duty to protect staff, contractors, visitors and the general public from the 

dangers of smoking and second-hand smoke (breathing smoke from other people’s cigarettes). In an 

effort to reduce the risk to health from passive smoking, there is a No Smoking policy on the school 

site or within 10 metres of the entrance gates. Clear signs, designed by pupils, are displayed to 

enforce this policy. 

 

Whilst the use of electronic or e-cigarettes, is not covered by the Health Act 2006, the manufacture of 

these devices is not regulated and there is evidence that the nicotine they contain can also include 

small quantities of toxic substances, some of which are carcinogenic. Trace amounts of other 

hazardous compounds and toxic metals have also been found in the vapour produced by these 

devices. 

 

In view of this, and the fact that more research is needed before the long-term health effects of e-

cigarettes is known, the council considers it is prudent, as part of its general duty to protect the 

health and wellbeing of its employees, to adopt the same approach to e-cigarettes as it does to the 

smoking of conventional cigarettes and other tobacco products. Therefore a No Vaping policy on the 

school site or within 10 metres of the entrance gates. Clear signs, designed by pupils, are displayed 

to enforce this policy.  

 

3.5.2 Alcohol and Drug Abuse 

Staff attending work while under the influence of alcohol or drugs creates an unprofessional image of 

the school and increases the risk of accidents both to themselves and to colleagues. To minimise the 

probability of accidents from alcohol or drug abuse, staff whose judgment is impaired will be excluded 

from work and will be subject to disciplinary procedures. 

 

Some drugs prescribed for medical reasons may impair judgment, induce fatigue and/or lower 

concentration. If staff feel they are affected when on medication, they must inform the Headteacher 
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who will implement additional arrangements that safeguard both the individual and the staff/ pupils 

they work with. 

 

Our staff have access to the Local Authority’s Occupational Health services 24 hours a day/365 days 

of the year. These include (specific to this policy): 

• Stress and resilience 

• Staff counselling 

• Mental Health  

• Health & Safety 

• Health & Wellbeing 

• Sport & physical activities 

3.5.3 Staff Wellbeing  

Our health and safety at work is not only determined by the physical environment we work in, but 

also by the nature of our work, our emotional wellbeing, fitness, our relationships and issues from 

outside work that impact on physical and mental wellbeing.  

The school’s leaders promote staff wellbeing by: 

• Creating a positive, welcoming and fun environment 

• Ensuring all staff treat each other with dignity and respect and offering a restorative approach 

to help overcome difficulties 

• Encouraging, wherever possible, an appropriate work-life balance 

• Creating a culture of clear communication about workplace wellbeing 

• Fair, appropriate and supportive appraisal procedures 

• Offer continuing professional development opportunities wherever practicably possible 

• Offer supervision for staff with particularly challenging roles e.g. Learning Mentors 

• Members of SLT having an open-door policy with which to discuss any concerns 

• Consulting staff about changes 

• Celebrating staff successes and demonstrating how valued they are through ‘staffroom treats’ 

and Wellbeing INSET 

• Offering help, advice or guidance to other support agencies as required. 

Where individuals are/could be affected, staff should discuss the matter with their line manager or 

the Headteacher to seek ways of reducing the pressure at work. An individual stress risk assessment 

form will be used as a tool to help with these discussions and to identify individual action plans. 
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3.5.4 New & Expectant Mothers. - (See also Council Policy on New and Expectant Mothers) 

Pregnancy should not be equated with ill health. It should be regarded as part of everyday life and its 

health and safety implications can be adequately addressed by normal health and safety management 

procedures.   

 

Many women work while they are pregnant and many return to work while they are still breast 

feeding.  Some hazards in the work place may affect the health and safety of new and expectant 

mothers and of their children.   

 

The following procedure is in place: 

• Female staff (full and part-time) are required to inform their Line Manager and Human 

Resources as soon as possible and in writing when pregnancy has been confirmed. 

• The Line Manager will undertake a risk assessment of the employee work activity to ensure no 

risk to the health of the employee or the unborn child.  Copies of the Risk Assessment will be 

kept and will be reviewed throughout the pregnancy and if circumstances surrounding the 

pregnancy alter in any way. 

• The Health and Safety Coordinator is available to give advice at any stage of the process, but 

the general principles of common risk assessment will apply. 

 

3.5.5 Infection Control - (see also the Infection Control Standard) 

Coldean Primary School actively prevents the spread of infection through the following measures:  

• Maintaining high standards of personal hygiene and practice 

• Maintaining a clean environment  

Coldean Primary School employs good hygiene practice in the following ways:  

• Displaying posters throughout the school, encouraging all pupils, staff members and visitors to 

wash their hands after using the toilet, before eating or handling food, after touching animals, 

and following any other actions that increase the risk of the spread of infection, such as 

coughing or sneezing. 

• Ensuring there is sufficient liquid soap, warm water and towels available for everyone to wash 

their hands throughout the school  

• Employing cleaners to carry out thorough and frequent cleaning that follows national guidance  

• Providing PPE where necessary  

• Have specific, foot-lever operated lidded bins for tissue paper waste in classrooms and offices. 

These are either blue or green and clearly labelled. 
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• Immediately cleaning any spillages of bodily fluids with a combination of detergent and 

disinfectant, and always wearing PPE. Mops will not be used to clean up body fluid spillages; 

instead, paper towels will be used and discarded properly, following the procedures for clinical 

waste  

• Hygienically bagging any pupils’ soiled clothing to go home and never rinsing it by hand  

• Storing all clinical waste in clinical waste bags and in a secure, dedicated area, before it is 

removed by a registered waste contractor  

• Providing a secure sharps bin, out of reach of pupils, for the disposal of sharps  

• Discouraging pupils, staff members and visitors from touching any stray animals that may come 

onto the school premises 

In the event that a member of staff, pupil or visitor to the site begins to develop symptoms if 

infection whilst in school, the appropriate risk assessment protocols must be strictly adhered to. This 

may include the donning of PPE by any staff supporting the patient and subsequent thorough 

cleaning of any equipment and/or rooms that may be contaminated. 

Coldean Primary School keeps up-to-date with national and local immunisation scheduling and 

advice. All pupils’ immunisation status is checked at school entry and at the time of any vaccination.  

Coldean Primary School encourages parents to have their children immunised.  

All cuts and abrasions should be covered with waterproof dressings.  

 

3.6   Risk Assessment 

Risk assessment is a key part of the school’s safety management arrangements and hazard control.  

Managers must ensure risk assessments are undertaken and information on identified controls are 

brought to the attention of staff and others who need to know.   

 

The following staff complete risk assessments for the areas highlighted below: 

• Premises  Caretaker 

• Curriculum  Deputy Head  

• Off-site Visits  Visit’s Group Leader which is then checked by the EVC 

 

Managers must ensure that areas of work or activities that are deemed to be more hazardous have 

detailed and documented arrangements to minimise the associated risks and ensure these are 

communicated to staff and others who need to know.   
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All staff must ensure the contents of risk assessments and any controls relating to their area of work 

are followed.   Copies of these assessments are held on the network: GREEN > RISK ASSESSMENTS  

 

3.7 Specific Hazards 

Schools are not generally considered as dangerous places to work in but they can still create risk of 

injury or to health. The hazards relevant to this school are detailed below along with the safe 

procedures put in place to manage the risk.  

 

The schools ‘Risk Assessment Guide’ outlines the risk assessments that are required in all schools; 

individual people assessments and specific assessments which may be required depending on the 

facilities, services etc within the school. The guide has been used as a checklist to identify which 

assessments are needed in this school. The  

 

3.7.1 Work at Height  

The Headteacher ensures that all aspects of the Local Authority’s Work at Height Standard (HS-S-13) 

are adhered to for any work at height at the school thus ensuring arrangements are in place for 

identifying and managing all work at height activities.    

 

Activities involving working at Height are the top cause of fatalities and serious injuries in the 

workplace.  Everyone has responsibilities to ensure activities are safely planned, those involved in 

working at height are competent and that risk assessments and controls are adhered to at all times.   

 

All work at height must be properly planned and organised to ensure they are carried out safely.  The 

hierarchy to follow is: 

• Avoid work at height if at all possible 

• If work at height is unavoidable, control measures must be put in place to prevent falls 

• Where the risk of falling cannot be prevented, control measures must be put in place to 

minimise the distances and consequences of a fall 

 

The selection and inspection of suitable equipment is an essential control feature.  Chairs, furniture or 

other equipment not designed for this purpose must not be used to work at height or access.  The 

procedures set out in Brighton and Hove City Council’s Working at Height Standard will be followed 

for all work at height activities. 

 

The headteacher is responsible for ensuring arrangements are in place for identifying and managing 

all work at height activities. 

file:///C:/Users/janicepercy/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.IE5/F62MUPLQ/School%20Risk%20Assessment%20List%20&amp;%20Guide%20(1).docx%23require
file:///C:/Users/janicepercy/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.IE5/F62MUPLQ/School%20Risk%20Assessment%20List%20&amp;%20Guide%20(1).docx%23ind
file:///C:/Users/janicepercy/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.IE5/F62MUPLQ/School%20Risk%20Assessment%20List%20&amp;%20Guide%20(1).docx%23speci
http://beem.org.uk/P3557
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Work at height activities will only be carried out by staff who are competent and authorised for 

the work involved and work will only commence when risk assessments and safe systems of work are 

in place and understood. 

 

The Caretaker undertakes individual risk assessments for working at height activities. These are 

checked by the Health & Safety Coordinator.  

 

3.7.2 Vehicle Safety in Schools  

Vehicles at work are a major cause of fatal and major injuries nationally every year.  The school has 

deliveries and waste collections and provision of parking. Due to the position and layout of the 

school’s parking provision we operate the following procedures are in place: 

• Companies who deliver to the school are requested to  

• Wherever possible delivery vehicles are not allowed into the car park between 8:30am and 

9:00am or between 3:00pm and 3:25pm. In the rare event of a delivery during these times 

• Staff are advised not to drive into or exit the car park between 8:30am and 9:00am or 

between 3:00pm and 3:25pm. In the event of an emergency then another member of staff 

must guide the vehicle out ensuring that pedestrians are aware of the vehicle’s movements. 

 

3.7.3 Asbestos 

The school has had an asbestos survey completed for the premises and staff will be informed of the 

locality of any asbestos containing materials within in the school and a record will be made that this 

has been undertaken.   

 

Asbestos materials in good condition are safe unless fibres become airborne, which may happen 

when materials are damaged.  It is essential that where asbestos has been identified staff follow safe 

working systems within the school to ensure that the fabric of the building is not disturbed and follow 

the escalation procedure in the Asbestos Policy where damage to an asbestos material has been 

identified.   

 

The Caretaker is responsible for Asbestos management arrangements in the school including ensuring 

all staff are informed of the arrangements in place and any responsibilities and procedures they need 

to know.  The Caretaker will liaise with contractors to ensure they are provided with relevant safety 

information and will be responsible for approving works to be undertaken in the school.  
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3.7.35 Lead paint / varnish / flashing and *PICA behaviours 

*PICA is a medical term used to describe the eating of inedible objects – i.e. the craving and 

eating of things that aren't food and have no nutritional value or benefit.  

 

A significant part of our building was constructed (pre-1992) so may contain lead paint (in ‘top 

coats’ or be hidden beneath modern paints).  

 

High-lead paint or varnish in good condition and buried beneath newer non-lead layers is 

unlikely to be hazardous, provided it is not disturbed, is not flaking and remains 

encapsulated. Paint ‘condition’ checks will be included in regular premises inspections, to 

ensure coatings are not flaking, peeling, easy to ‘pick at’ and for any evidence of paint debris 

on the floor. Accessible lead flashing around windows will be replaced/encased. 

 

Any remedial works to (or redecoration of) painted surfaces will consider the possible 

presence of lead paint and be undertaken in line with HSE guidance. 

 

3.7.4 Legionella – (see also Council Policy on Legionella) 

The risk of contracting Legionellosis from our water system is low, but a managed approach to the 

condition and use of water systems is vital to manage risk, raise awareness of standards and ensure 

compliance with statutory requirements.   

 

A risk assessment has been undertaken and this will be reviewed on a bi-annual basis. The term 

contractor directed by the BHCC Compliance Manager (Premises Team), will undertake water 

temperature monitoring and sampling. Other regular monitoring as directed by the risk assessment 

will be undertaken by the Caretaker.  Legionella awareness training is mandatory for all duty holders 

with responsibilities for control or management of premises / water systems.   

 

Documentation related to Legionella management is stored in the Caretaker’s Office. Further 

information on training can be found on the learning gateway. 

 

3.7.5 Display Screen Equipment (DSE) – (see also Council Policy on DSE) 

All staff who are DSE ‘users’ (use a computer continuously for one hour or more and have no 

discretion on using the equipment) complete DSE e-learning and a Workstation Self-Assessment. 

These can be found online at https://learning.brighton-hove.gov.uk/elearning 

 

https://www.hse.gov.uk/pubns/cis79.pdf
https://learning.brighton-hove.gov.uk/elearning
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Where health issues are raised, the assessment is reviewed by the Local Authority’s DSE Assessor. 

The DSE Assessor then completes a DSE Assessment on the individual. 

 

Posters detailing efficient working posture are displayed in the school’s offices and a copy is in the 

school’s Staff & Trainee’s ABC Handbook. 

 

All DSE users are generally recommended to have an eyesight test every two years but individual 

frequency may be determined by clinical judgment.  

 

Employees designated as users are entitled to eyesight tests every two years, or more frequently if 

required. The DSE user must pay any costs incurred upfront and can then claim back up to £25 for 

the eye test and £45 towards glasses if they are needed specifically for DSE use. This needs to be 

claimed directly from the school in accordance with local arrangements.  

 

3.7.6 Electrical Equipment 

All staff are responsible for ensuring that they carry out a pre-use visual check and handle electrical 

equipment sensibly and safely.  Any pupil or volunteer who handles electrical appliances does so 

under the supervision of a member of staff who will also direct them. 

 

An EICR (Electrical Installation Condition Report) is at least every 5 years. Faults identified by the 

EICR will be addressed in the timescales recommended. Health and Safety legislation requires that 

employers take reasonable steps to ensure the safety of electrical appliances in the work place. The 

school has a regime of PAT (portable appliance testing) based on Brighton and Hove City Council’s 

HS-G-65 ‘Electricity at Work’ Guide.  

 

The Caretaker is responsible for maintaining accurate records of the testing, ensuring that all 

equipment in current use is checked and for making arrangements for the equipment to be accessible 

for testing. Documentation relating to this is retained in the Caretaker’s Office. 

 

If there is any doubt about the safety of the equipment it will not be used.  Any potential hazards will 

be reported to the Caretaker immediately or the Headteacher in his absence. 

 

The Headteacher must be made aware of, and approve the use of any item being brought into school 

by a member of staff, volunteer or a pupil. The Headteacher must be made aware of and approve the 

arrangements for temporary electrical extensions required for drama productions, Christmas 

decorations etc. 
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3.7.7 Machinery and Equipment 

An inventory of electrical equipment e.g. IT equipment is kept for auditing purposes. 

In addition the inventory includes other electrical equipment such as microwave, fridge, kettle etc. 

The Caretaker has access to a range of electric tools e.g. hand-drill. These are securely stored in the 

Caretaker’s room (locked) and for use only by the Caretaker. Guidance notes and instruction manuals 

for all non-computing equipment is kept in the Caretaker’s Office. 

Maintenance schedules are in place to ensure that all equipment is safe.  

 

Hand tools are kept securely in the locked DT cupboard and used under strict guidance and close 

supervision of the teacher or teaching assistant in line with the appropriate Risk Assessment  

 

3.7.8 Manual Handling (see also Council Policy on Manual Handling) 

All equipment must be moved safely.  Large pieces of equipment will only be moved by people who 

have received manual handling training.  PE equipment may be moved by pupils but they must be 

given clear instruction in the correct way to lift and handle items.  There must always be at least two 

pupils per piece of equipment or mat.  Close supervision is maintained at all times. 

 

The Caretaker will be responsible for undertaking risk assessments for manual handling tasks. All staff 

who are required to undertake manual handling or people handling activities will attend the 

appropriate training. 

 

Where lifting equipment/aids are provided, only those members of staff who have been trained in the 

use of the equipment and are authorized to use it may undertake the activity. Lifting equipment is 

checked every six months by a competent person. 

 

3.7.9 Housekeeping  

The risk of injury within the workplace is most likely to be caused by the more mundane hazards as a 

result of poor housekeeping.  It is the responsibility of the teacher to ensure that their classroom has 

clear traffic routes and that exit routes are kept clear. The caretaker undertakes an inspection whilst 

opening the school each morning to ensure that communal areas are free from trip hazards, etc.  The 

caretaker reports all hazards, obstructions, defects or maintenance requirements that they have been 

unable to resolve to the Headteacher. It is the duty of all staff to be vigilant and aware of possible 

hazards. If any spillages occur, these are dealt with immediately. 
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The school is cleaned as per the cleaning schedule by NVIRO and is monitored by the company’s 

representatives and the school’s caretaker every month. All waste is disposed of according to 

appropriate health and safety guidelines. 

 

3.7.10 Off-site Visits  

The Educational Visits Coordinator (EVC) is Nigel Watson, Deputy Head. The school has a 

separate policy for Educational Visits based on guidance from the Local Authority. Staff must ensure 

that prior to planning or accompanying an off-site visit, that they are aware of the school and council 

policy on educational visits. 

 

3.7.11 Hazardous Substances (see also Council Policy on Hazardous Substances) 

Responsibility for implementation of the COSHH Regulations, annual review and (where necessary) 

updating has been delegated to the school’s Caretaker.  

 

The school holds a material/product safety data sheet for any hazardous substance used and a 

written risk assessment for that substance will be carried out. Paper copies are kept in the COSHH 

folder in the Caretaker’s office. Digital copies are also kept on the network RED_1 > PREMISES > 

COSHH. 

 

3.7.12 Noise at Work  

All members of staff need to be aware of “nuisance noise” and respect the needs of others in the 

school.  Common sense and courtesy by all members of staff, students and visitors to the school will 

prevent problems arising. Any member of staff or visitor detecting a potential problem will report 

immediately to the Headteacher. 

 

Machinery with the potential to create hazardous levels of noise will be maintained and inspected in 

accordance with the manufactures instruction to ensure noise levels are kept to a minimum. Noise 

will be considered as hazard within departmental risk assessments as appropriate. 

 

3.7.13 Lettings  

The Headteacher must be satisfied that the hiring organisation will use the school premises in a safe 

manner.  A signed, written letting agreement will be completed and copies kept.  Copies of letting 

agreements are held in the Business Manager’s office. The school will maintain the premises being let 

in a safe condition and communicate any unsafe conditions or hazards with the lessee. It is the 

responsibility of the lessee to ensure there are adequate first aid arrangements in place and to report 
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any hazards/ defects or incidents involving the premises/ any leased equipment following the schools 

hazard/ incident reporting procedures. 

 

3.7.14 Administration of Medicines  

The School’s Supporting Pupils with Medical Conditions Policy includes the council’s Administration of 

Medicines Policy. The school maintains consent forms and records of medicines administered.  

 

3.8 Training and Information 

A training needs analysis is undertaken by the Health & Safety Coordinator to identify the mandatory 

health and safety training required for each member of staff and is reviewed annually.  The 

Headteacher will ensure that staff are released for this training. 

 

All members of staff receive a comprehensive health and safety induction when they commence 

employment with the school and the induction includes specific elements of this policy being brought 

to their attention.  A volunteer will receive a specific induction relevant to the activities they are 

undertaking in school. If any member of staff feels the need for training they must alert their line 

manager or senior management team 

 

The school has developed an Induction Pack and this will be issued to all supply staff that includes 

health and safety information. 

 

3.9   Monitoring Health and Safety 

Health and safety standards are monitored by the senior management team in conjunction with the 

school governors by the following: 

• The Caretaker completes a weekly H&S monitoring schedule reported to the Headteacher; 

• The Health & Safety Coordinator and Caretaker conduct quarterly Fire Risk Assessments Stage 

2 termly to identify risks and mitigate against them; 

• The Health & Safety Coordinator and Caretaker meet termly to identify key actions and ways 

forward; 

• The Health & Safety Coordinator and Caretaker report to the Resources & Finance Committee 

each term; 

• The Headteacher, Caretaker and governor responsible for Health & Safety conduct an annual 

inspection; 

• The governors’ agenda and Headteacher’s report to the governors both have health and 

safety as standing agenda items. 
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3.9.1 Inspections 

• To maintain and improve standards throughout the school a termly premises inspection takes 

place and records kept.  The school is inspected by the Headteacher and member of the 

Governor’s Resources & Finance Committee. 

• A termly Fire Risk Assessment (Level2) is undertaken by the Health & Safety Coordinator and 

the Caretaker and records kept. Results of which are reported to Governors each term. 

• Weekly premises inspections are also carried out/recorded by the Caretaker. 

 

3.9.1 Auditing 

As a means of confirming that the necessary systems to comply with legislation are in place and are 

being followed, the council will complete a health and safety audit as part of a rolling programme. 

The action points identified through the audit will form part of the school development plan. 

 

3.10  Safety Policy Review  

The school acknowledges that the Safety Policy is a working document that includes details of policy 

and procedures relating to health and safety issues.  

 

The school will monitor and update the Policy as appropriate and will undertake a formal review on 

an annual basis seeking endorsement from the Board of Governors.



 Coldean Primary School - Health & Safety Policy HS-G-037 

 

32 
 

Appendix A                      List of Useful Contacts in School 

 

Role Contact 

Headteacher Mr Stuart MCCONNACHIE 

Caretaker Mr Steve BATEMAN 

Health and Safety Governor Mr Justin BRENTNALL 

Health and Safety Coordinator Mr Nigel WATSON 

Office Manager Miss Dawn ANDREWS 

Business Manager Mrs Jo SMART 

Educational Visits Coordinator Mr Nigel WATSON 

Key Curriculum Coordinators   

 PE Mr Andy WILSON 

 Science Mrs Ness FADDEN 

 Computing Mrs Emma SIMMONS & Miss Abbey WHITE 

 Music Mr Mark HORNBY 

 English Mrs Donna TIMMONS 

 Maths Ms Lisa THEOBALD & Mr Richard BULMER 

First Aid Coordinator Mr Nigel WATSON 

Person responsible for reporting Accidents/incidents Miss Dawn ANDREWS 

Trade Union Safety Representatives  

First Aiders 
See First Aiders Policy / First Aiders posters 
around school 
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Appendix B                                    Record Keeping 
 
In the previous sections, reference has been made in various places to record keeping.  There follows 

a list of those responsible for maintaining such records and where they are kept. 

 
Records of Produced by Where kept 

 

Accidents on Site Those involved in the 
accident 

Network: RED_1 > ACCIDENTS & 
INCIDENTS 

First Aid administered First Aiders & Appointed 
Persons 

Accident Books (Medical Room, Infant 
foyer, Junior Playground cupboard) 

Pupil records updated by Miss Andrews 

Fire Risk Assessment 

 

Headteacher/Caretaker Network: RED_1 > PREMISES > Fire Risk 
Assessments AND Grab Bag 

Asbestos Management Plan 

 

Headteacher/Caretaker Network: RED_1 > PREMISES > 
Asbestos Management 

Medicines administered 

 

Office Manager Active: Front Office > locked in safe 
overnight 

Dormant: Pupils’ Educational Record 

Risk Assessments 

 

H&S Coordinator Network: GREEN > RISK ASSESSMENTS 

COSHH Assessments 

 

Headteacher/Caretaker Caretaker’s Office 

Electrical Tests 

 

LEA approved contractor Caretaker’s Office 

Maintenance of machinery and 
equipment 

LEA approved contractor Caretaker’s Office 

DSE Assessment 

 

H&S Coordinator Business Manager’s Office > Individual 
Staff Record 

Manual Handling Assessment H&S Coordinator Business Manager’s Office > Individual 

Staff Record 

Training of staff & trainees 

 

H&S Coordinator Network: RED_1 > STAFF TRAINING > 
Staff Training Register.xls 

Violent incidents 

 

Staff involved in incident Network: RED_1 > ACCIDENTS & 
INCIDENTS 

Testing of Equipment 

 

LEA approved contractor Caretaker’s Office 

Accident Investigations 

 

Staff involved in accident Network: RED > ACCIDENTS & 
INCIDENTS 

Noise Assessments 

 

LEA approved contractor Caretaker’s Office 
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Legionella testing Site Manager/Caretaker 
and LEA approved 
Contractor  

Caretaker’s Office 

Monitoring Reports 

 

H&S Coordinator Network: RED_1 > PREMISES > H&S > 
Monitoring Reports 
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