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Glossary of Terms 
Authorised Person/Staff – a member of staff or contractor who has 
permission from a senior member to undertake a specific activity or access a 
specific area.  Such a person must have the recognised training, certification, 
knowledge and experience for the task or access. 
 
Contractor – a person or organisation employed and paid to undertake services 
not usually carried out by the school’s own staff.  Contractors may be employed 
on a short term basis such as a roof repairer or on a long term contract such as a 
cleaner or caterer.  Contractors should not be confused with visitors who are not 
normally providing a service. 
 
COSHH – the acronym for the control of substances hazardous to health and the 
regulations of the same name. 
 
Hazard – an unsafe act or condition with the potential to cause harm to people 
or property. 
 
Hot Work Permit – a procedure for controlling work associated with the 
generation of heat which creates a fire or explosive risk. 
 
Line Manager – the first or immediate manager (who may also be a supervisor) 
of an employee. 
 
Method Statement – a documented safety system stating how activities will be 
conducted in a safe manner. 
 
Peripatetic Staff – staff employed or contracted by the school who may work 
at another premises e.g. staff running a course at a primary school. 
 
Permit to Work System – a formal authorisation for a contractor or member of 
staff to carry out hazardous work requiring close control.  It is a document that 
requires authorisation by a competent school or contractor employee before work 
commences and cancellation at the end of a fixed period of time. 
 
Planned Maintenance – a schedule of maintenance activities that are known 
and therefore planned in advance e.g. inspection of the electrical installation 
completed by section every 5 years on a rotating basis. 
 
Premises – the whole of the North Ealing Primary School site and any 
temporary or future location occupied, leased or owned by the school. 
 
Risk Assessment – a report detailing any hazards identified within an activity, 
the likelihood of those hazards affecting people or property, the severity of the 
consequences and the control measures to prevent exposure. 
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Safe System Of Work – a set of instructions for the safe completion of a task 
deemed necessary as a result of a risk assessment. 
 
Senior Manager – responsible for a team of staff including employees, 
supervisors or managers. 
 
Sprinkler System – a fire extinguishing system comprising a fixed network of 
pipes suspended from ceilings on brackets, charged with water and automatically 
released locally on rising heat from a fire below.  The pipe work is red and is 
connected to an incoming water supply or water tank.   
 
Work At Height - any work whereby the feet are above and not in contact with 
the surface of the area worked, this may be above or below ground level. 
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HEALTH & SAFETY POLICY STATEMENT 
North Ealing Primary School is committed to ensuring the Health, Safety and 
Welfare of all employees when carrying out their duties at work, of visiting 
members of the public whilst on our grounds, of contractors undertaking work on 
our premises and of the pupils in our care. 
 
The school wholly accepts the aims and provisions of the Health & Safety at 
Work etc. Act 1974 and respective Regulations.  Therefore, it is the aim of the 
school to operate with Health and Safety as an integral part of the business 
strategy. 
 
To enable these duties to be carried out, it is our intent to ensure that 
responsibilities for health and safety matters are effectively assigned, accepted 
and fulfilled at all levels within our organisational structure. 
 
We will, so far as is reasonably practicable, ensure that:- 
 

 Adequate resources are provided to ensure proper provision can be made 
for health and safety. 

 

 Risk assessments are carried out annually and reviewed as deemed 
necessary following an accident, incident or change of activity or 
equipment. 

 

 If as a result of risk assessments, safe systems of work are necessary, 
these will be provided and maintained. 

 

 Arrangements for the use, handling, storage transport and disposal of 
articles and substances provided for use at work, are safe and without risk 
to health. 

 

 All employees, visitors, contractors and pupils are provided with such 
information, instruction, training and supervision as is necessary to secure 
their safety and health at work and that of others who may be affected by 
their actions. 

 

 The provision and maintenance of all machinery, plant and equipment is 
safe and without risks to health. 

 

 The working environment of all employees and pupils is safe and without 
risks to health and that adequate provision is made with regard to the 
facilities and arrangements for their welfare at school. 

 

 The place of work is safe and that there is safe access to and from the 
workplace. 

 

 Monitoring activities are undertaken to ensure effective implementation of 
the policy. 
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It is the duty of all employees, contractors and visitors to: 
 
 Take reasonable care for the Health and Safety of themselves and that of 

others who may be affected by their acts or omissions at work and co-
operating with us and others in the school to fulfil our statutory duties. 

 

 Not interfere with, misuse or wilfully damage, anything provided in the 
interest of Health and Safety. 

 
To ensure that this policy is effective, we will: 
 
 Review the policy annually, or upon significant changes in our business, 

and amend and update as and when necessary.  Any changes to the policy 
will be communicated to all employees 

 

 Ensure effective consultation and communication procedures are 
maintained between all levels of management and employees on all 
matters relating to health, safety and welfare. 

 
 
Signed on behalf of the school  Signed on behalf of the Governing Body 
 
 
 
 
 
Sally Flowers     Shirley Kenworthy-Wright 
Headteacher     Chair of Governors 
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HEALTH AND SAFETY MANAGEMENT STRUCTURE CHART 
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ORGANISATION 
 
Governing Body 
The Governing Body has ultimate responsibility for the implementation, control, 
monitoring and review of the Health and Safety Policy, and will ensure that: 
 
 Health and safety is given equal importance to all other business functions. 
 

 The objectives outlined in the Health and Safety Policy are fully understood and 
observed at all levels within the school. 

 

 Adequate resources (funds, materials, equipment, training, staff and time) are 
assigned as required to manage Health and Safety. 

 

 The policy is signed and given public support. 
 
Headteacher 
The Headteacher has working responsibility for the Health and Safety within the school: 
 
 Reporting to the Governing Body on Health and Safety issues affecting the 

business. 
 

 The overall effective implementation of the Policy by the provision of adequate 
resources and adequate training for managers. 

 

 Ensuring that adequate resources are budgeted for and made available to enable 
the Health and Safety Policy to be implemented and operated within the school. 

 

 Ensuring the review of School performance with regard to implementation of the 
Health and Safety Policy. 

 

 The objectives outlined within the Health and Safety Policy are fully understood 
and observed by persons under his/her control. 

 

 Responsibilities for health and safety are clearly defined and allocated to the 
appropriate levels within the school. 

 
School Business Manager 
The School Business Manager is responsible for maintaining an effective health and 
safety programme which addresses all aspects of health and safety on the school’s 
premises and its activities including: 
 

 Keeping the Health & Safety Policy under review, ensuring that it is revised as 
and when necessary, that it remains relevant to all activities and bringing to the 
Headteachers attention any faults or areas of weakness in the Policy or its 
implementation. 

 

 Ensuring all individuals with delegated Health and Safety roles are aware of their 
responsibilities and that all senior management are encouraged to show 
leadership by good example and to be enthusiastic advocates of the policy. 
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 Being aware of the chief requirements of the Health and Safety at Work Act 
(HWSA) and other legislation relevant to the school, keeping abreast of any 
changes in the law and ensuring that the appropriate managers are kept up to 
date on health and safety matters. 

 

 Keeping adequate communication channels so that information concerning safety 
matters including the results of risk assessments are communicated effectively. 

 

 Maintaining a suitable risk assessment programme covering all areas, processes 
and activities conducted within the school, with adequate records maintained and 
recommendations and/or safe systems of work reviewed. 

 

 Identifying and providing Health, Safety and Fire Training for members of staff, 
pupils and contractors. 

 

 Liaising with external authorities such as the local Fire and Police Authorities, the 
Enforcement Authorities as necessary. 

 

 Investigating matters concerning safety raised by any employee or pupil, and 
where necessary, taking effective action. 

 

 Carrying out a regular safety inspection of the premises, reporting to the 
Headteacher and making recommendations for improvements. 

 

 Monitoring accident and incident causation and trends and means of 
improvement. 

 

 Maintaining evacuation, fire and first aid arrangements. 
 

 Ensuring that all relevant signs and statutory notices are displayed. 
 

 Giving advice on all proposed alterations to the school’s premises to ensure that 
fire regulations are complied with, fire protections maintained and that other 
safety issues are properly addressed. 

 
Site Manager 
The Site Manager is responsible for ensuring health and safety measures are 
implemented within his/her areas of operation and this will include:- 
 
 Ensuring statutory inspections are carried out at the frequencies required and 

that all records are retained safely for inspection. 
 

 All planned maintenance activities are undertaken and recorded, 
 

 Ensuring that all contractors used within the school are approved. Such approval 
should include a review of their commitment to Health and Safety.  The School 
Business Manager will provide guidance and approval regarding terms of 
engagement and monitoring of the use of contractors by the school. 

 

 Ensuring that a register of the presence of asbestos within school premises is 
maintained. 

 
The Site Manager will ensure that periodic inspection and maintenance checks are 
carried out and records maintained in respect of the school’s: 
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 Fire certification. 
 

 Fire/intruder/security systems. 
 

 Fire fighting equipment. 
 

 Electrical installations, portable appliances, photocopiers, kitchen equipment, 
vending machines, computer equipment and cooling systems, fixed and portable 
plant and machinery. 

 

 Buildings, water treatment, heating systems etc. 
 
The Site Manager will ensure that immediate arrangements are made for: 

 The replacement and/or repair of any work equipment which is found to be 
defective or unsafe from an operational viewpoint. 

 

 General maintenance, including rectification of any defects or unsafe conditions 
 

 Completion of risk assessments and improvement recommendations. 
 

 The safe purchase of equipment which complies with the appropriate standards. 
 
The Site Manager will ensure effective procedures are in place for the management of 
emergencies at any of the school’s premises and such procedures will be reinforced with 
training and regular review. 
 
Contractors 
The Contractors are responsible for ensuring compliance within their areas of operation, 
ensuring that: 
 

 There is co-operation and co-ordination between the school and own company 
procedures 

 

 Adequate resources are available for the policy to be properly implemented 
throughout the areas under their control. 

 

 The operations under their control are, as far as is reasonably practicable, 
conducted without detriment to the health and safety of employees, pupils or 
others who may be affected by their activities. 

 

 The area of responsibility and activities are subject to risk assessment, regular 
inspections and audits; and any resultant recommendations are implemented, 
maintained and re-assessed where necessary. 

 

 They and their staff (including new and temporary employees) are familiar with 
the hazards, risk assessments and control measures implemented, and will 
actively encourage safety and discipline any person who is in breach of the safety 
measures described. 

 

 They are immediately notified of any deterioration in conditions or new 
exposures which increase risk on the premises. 
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 They and staff report to the Site Manager matters of defect or of a maintenance 
nature to premises, plant or equipment. 

 

 Training needs are identified and that all staff under his/her control receive 
sufficient Health and Safety and Fire Safety training detailed in this Health and 
Safety Policy, are adequately trained to carry out any task required of them in a 
safe manner and that training records are kept. 

 

 Adequate First Aid cover including a suitable number of trained first aiders and 
fully stocked, readily accessible kits are available. 

 

 All accidents and/or incidents on the premises, or involving employees, are 
recorded in the Accident Book, and an accident/incident reporting form is 
completed and reviewed. 

 

 Statutory and School requirements are carried out for hazardous substances 
detailed in this Health and Safety policy. 

 

 Good housekeeping standards are maintained. 
 
Resources Committee 
This committee will: 

 Ensure the strategic direction of Health and Safety within the school is being 
maintained. 

 

 Ensure that the Health and Safety objectives are being achieved through 
performance review where applicable. 

 

 Ensure that the effectiveness of the policy is reviewed. 
 

 Identify school issues and risks, e.g. accident/insurance claim trends, audit 
deficiencies. 

 

 Identify new legislative requirements and advise the Governing Body of options 
on implementation. 

 

 Ensure that the health and safety policy and respective risk assessments are 
reviewed and up to date. 

 

 Ensure the minutes are distributed to the Governing Body for approval. 
 

 Consider and discuss issues highlighted by staff regarding Health and Safety 
points and from respective Contractors. 

 

 Review accident/incident records. 
 

Nominated First Aiders 

 Will attend training. 
 

 Will provide emergency first aid treatment within their capabilities and will 
request assistance from the Emergency Services, as appropriate. 

 

 Will ensure that suitable supplies are held in first aid boxes and that these are 
properly maintained. 
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Nominated Fire Marshals 

 Will attend training. 
 

 Will, in the event of discovering a fire or hearing the fire alarm, ensure as far as 
they are able, that employees comply with the fire instructions posted on the 
notice board. 

 

 Will immediately notify the School Business Manager in the event of interference 
with any of the fire detection, alarm and fire fighting equipment or procedures. 

 
Line Managers 
Line Managers are responsible for ensuring compliance within their areas of operation, 
ensuring that: 
 

 There is co-operation and co-ordination with employees 
 

 Risk assessments, regular inspections and audits are completed in conjunction 
with the School Business Manager; and any resultant recommendations are 
implemented, maintained and re-assessed where necessary. 

 

 They and their staff (including new and temporary employees) are familiar with 
the hazards, risk assessments and control measures implemented, and will 
actively encourage safety and discipline any person who is in breach of the safety 
measures described. 

 

 They and their staff report to the Site Manager matters of defect or of a 
maintenance nature to premises, plant or equipment. 

 

 Co-operating in the implementation of an adequate first aid policy. 
 

 All accidents and/or incidents on the premises, or involving employees working 
elsewhere, are reported. 

 

 Good housekeeping standards are maintained including clear fire exits. 
 

 Attend the school’s Health and Safety training as required. 
 
All Employees   
Are responsible for:- 
 
 Taking reasonable care for the safety of themselves and others. 
 

 Refraining from doing anything which constitutes a danger to themselves or 
others. 

 

 Not misusing or tampering with any equipment provided in the interest of safety. 
 

 Seeking additional health and safety information if uncertain. 
 

 Co-operating with the school by observing the general safety precautions or the 
safe working procedures as trained. 

 

 Using the correct tools and equipment appropriate for the job and ensuring that 
they are kept in good condition. 
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 Wearing any protective clothing or using any safety equipment provided by the 
school for reasons of Health and Safety, looking after such provisions and 
reporting any defects. 

 

 Reporting all accidents, incidents, dangerous occurrences and near misses 
occurring to themselves or others, immediately to their manager and co-operate 
in any investigations. 

 

 Inform their manager of situations where they see serious or imminent danger to 
health and safety, or any matters where they see a shortcoming in our 
arrangements for managing Health and Safety. 

 

 Good housekeeping in the area in which they are working. 
 

 Familiarity with and complying with all safety procedures detailed in this policy 
document and with any specific instructions on safety matters given verbally by 
their line manager, the School Business Manager or a nominated First Aider or 
Fire Warden. 

 

 Familiarising themselves with the local first aid and fire emergency evacuation 
procedures, which are posted on the notice boards and be prepared to act 
accordingly in the event of an incident 

 

 Raising issues of concern with line management or HR regarding workplace 
stressors e.g. workload changes, bullying, harassment or competency. 

 
Contractors 
Contractors will be provided with a copy of our Health and Safety policy and procedures 
with which they must familiarise themselves and comply with at all times.  All 
contractors are responsible for: 
 

 Taking reasonable care for the safety of themselves and others 
 

 Refraining from doing anything which constitutes a danger to themselves or 
others 

 

 Not misusing or tampering with any equipment provided in the interest of safety 
 

 Seeking additional health and safety information if uncertain 
 

 Co-operating with other Contractor Companies and school staff to ensure safe 
working conditions and practices are maintained 

 

 Using the correct tools and equipment appropriate for the job and ensuring that 
they are kept in good condition 

 

 Wearing any protective clothing or using any safety equipment provided by their 
company for reasons of food safety or general health and safety, looking after 
such provisions and reporting any defects 

 

 Reporting all accidents, incidents, dangerous occurrences and near misses 
occurring to themselves or others, immediately to their manager, advise the 
School Business Manager and co-operate in any investigations 
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 Inform their manager of situations where they see serious or imminent danger to 
health and safety, or any matters where they see a shortcoming in our 
arrangements for managing health and safety 

 

 Good housekeeping in the area in which they are working 
 

 Familiarity with and complying with all safety procedures detailed in this policy 
document and with any specific instructions on safety matters given verbally by 
their Management team 

 

 Familiarising themselves with the site rules in respect of local first aid and fire 
emergency evacuation procedures and be prepared to act accordingly in the 
event of an incident 

 
ARRANGEMENTS FOR NORTH EALING PRIMARY SCHOOL 
 
Accident/Incident Reporting 
We will report all accidents, industrial diseases and dangerous occurrences to comply 
with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations.  We 
will record and investigate as necessary, all accidents where there has been damage to 
people and/or property and incidents where no damage has occurred but could have 
done. 
 
In the event of an accident or illness staff should follow the guidelines set out in the 
Procedure In The Event Of Illness Or Accident (Appendix 4). 
 
Accidents to Pupils and Employees 
A list of First Aiders is found on notice boards throughout the school. Employees and 
pupils must report all accidents immediately either to their Teacher, Manager or a First 
Aider.  The School Business Manager must be notified as soon as possible after an 
accident or incident of a serious nature has occurred and this includes out of usual 
working hours. 
 
The First Aider will make an assessment of the seriousness of the injury and whether 
they can give sufficient treatment.  If the injury is of a serious nature or if there is any 
doubt, the injured person will be sent to the nearest hospital for treatment or the 
ambulance services called. 
 
If an ambulance is called, the time it is phoned and the time of arrival is logged. The 
school’s Welfare Assistant, or in her absence the administrator, will be at the main 
entrance door waiting to guide the ambulance crew to the injured party. 
 
All accidents are logged by the Welfare Assistant. If the Welfare Assistant is not 
available then all members of staff are aware of our accident logging procedure. This is 
done via the accident book kept in the Welfare Room. Our procedure for recording 
incidents is as follows: 
 
Date: Name: Time: Reason for accident: Signature of Person attending accident. 
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(See: guidelines and codes of practice on the administration of medicines and drugs 
given in schools) 
 
After every accident however small, an entry must be made in the Accident Book B1510 
for all injuries at the school’s premises or in any place when acting on the school’s 
business.  If, because of their injury, employees or pupils are incapable of making an 
immediate entry, then the Welfare assistant, the First Aider, or the School Business 
Manager, must make that entry. 
 
The First Aid Pack contains; 
  

 Accident Book. 
 

 Instructions for calling an ambulance. 
 

 Instructions for reporting an accident. 
 

 A First Aid box contents list. 
 

 A list of employees that speak multiple languages and are happy to be called 
upon to help translate between a casualty, their friends/family and the 
emergency services, should it be necessary.   

 
Following any accident that requires treatment, the School Business Manager will also 
complete an Accident Report Form in order to: 
 
 Identify if remedial action is necessary to prevent reoccurrence. 
 

 Notify the enforcing authority if the accident qualifies as a reportable accident 
and complete the F2508 form and issue to the Local Enforcing Authority as 
appropriate. 

 
Accidents to Non Employees/Pupils 
All accidents to non-employees i.e. contractors and visitors, who suffer injury as a result 
of work activities, should be reported immediately to a school First Aider and the School 
Business Manager as above (see Accidents To Pupils And Employees Section).  Details of 
the accident must be recorded in the accident book and an accident/incident report 
form completed. 
  
Near Miss or Damage Incident 
All accidents resulting in damage to property, plant, equipment, etc, together with near 
misses and dangerous occurrences should be reported to line management and to the 
School Business Manager immediately. 
 
The School Business Manager will decide if further action is necessary, particularly if 
potential personal injury was avoided. 
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Collation of Accidents 
Accident reports will be analysed by the School Business Manager in order to make 
improvements to Health and Safety systems if necessary.  The School Business Manager 
will report this information in to the Finance & Premises committee. 
 
Alcohol, Drug and Substance Abuse 
The misuse of substances, drugs and alcohol can put the health, safety and welfare of 
employees and pupils at risk.  Misuse can lead to poor performance at work though lack 
of concentration, reduced efficiency and poor decision-making, all of which can increase 
the likelihood of an accident, and lead to poor health. 
 
Employees are encouraged to seek assistance from their Line Manager if they believe 
that they have a problem with alcohol, drugs or other substances.  The strictest 
confidentiality will be maintained.  The employee assistance programme is also available 
in the staff room. 
 
It is the school’s policy that no illegal drugs and alcohol are carried onto or used on 
premises or anywhere else whilst on school business.  Additionally, no employee should 
be working under the influence of alcohol or drugs whilst on premises.  Breach of these 
rules will result in disciplinary action being taken against that employee, which may 
include summary dismissal. 
 
Asbestos Management 
To ensure the health and safety of staff from asbestos contamination whilst on the 
school site, North Ealing Primary School follows these procedures: 
   
Any member of staff believing they may have discovered asbestos on the school site will 
immediately all staff and pupils vacate the vicinity. 
 
The concerned member of staff will immediately inform the Headteacher of the possible 
presence of asbestos. 
 
The Headteacher will instruct the Site Manager to make an initial inspection of the 
material believed to be asbestos. 
 
If asbestos is confirmed or if the material cannot definitely be certified as ‘safe’ the Site 
Manager shall request a LA-approved specialist contractor to take immediate and 
appropriate action with the identified material. 
 
Bomb Threat 
Special training will be given to all nominated individuals on procedures for dealing with 
bomb threats received by phone or other means or receiving a suspect package or 
parcel. 
 
Employees are instructed that if they discover a suspect package not to attempt to 
move it but to inform a senior person immediately who will deal with the situation and 
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to inform persons to keep clear of the item until the situation has been assessed by the 
trained person. 
 
The administrator/Headteacher will record the message accurately taking account of 
background noise. 
 
The Headteacher will assess the situation and make a decision whether to 
evacuate the premises immediately or wait for the police. 
 
The following procedure will be followed: 
 
Ring 999 
When police arrive they will advise whether 
 
a) The bomb call is a hoax 
 

b) To conduct a search 
 

c) To evacuate 
 
The fire bell is NOT to be rung unless there is little time to vacate the building 
 
If the school has to be evacuated then the Headteacher will direct teachers and their 
classes to observe the Emergency Procedure (see Appendix 2). 
 
After this the fire alarm is set off, a note will be placed at the three school entrances to 
stop people entering the school. 
 
(Further detail in Critical Incident Manual) 
 
All staff should make themselves familiar with the instructions for a bomb evacuation 
and the sheet for dealing with telephone threats in Appendix 
 
Evacuations will be conducted as considered necessary by the School Business Manager 
and Site Manager in conjunction with the appropriate authorities and as detailed in the 
Emergency Procedure (see Appendix 2). 
 
Catering 
The School wholly accepts its legal duty to comply with relevant legislation.  It 
recognises that food production areas must be maintained to a high standard of 
cleanliness and food handled to ensure it does not become contaminated during its 
delivery, storage, preparation, service and distribution.  Suitable procedures, training 
and monitoring will be implemented.  Contractors are required to implement their own 
policy and procedures.   
 
In order to monitor Food Safety Standards, regular Food Safety Audits will be arranged 
by the School Business Manager. 
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Consultation with Employees 
All employees are entitled to contribute to the management of Health And Safety.  Any 
employee who does not understand our existing Policy, wishes to raise a concern or 
wishes to suggest an alternative course of action, can do so via the School Business 
Manager or their Line Manager. 
 
Statutory notices and emergency procedures are displayed on notice boards and in all 
areas throughout the school’s premises. Employees should make a point of reading 
these. 
 
Contractors 
We endeavour to appoint only competent contractors and have a management system 
comprising procedures to check their Health And Safety policies and procedures, 
competency, details of their insurance arrangements, their risk assessments and method 
statements.  Our School Business Manager and Site Manager are trained in the 
management system and this is reviewed regularly. 
 
For ‘High Risk’ activities, no work will be allowed to commence unless it is under the 
control of the Permit To Work system.  As a guide, the following are deemed to be high 
risk activities: hot work, demolition, excavation, asbestos removal/contact, and work in 
confined spaces, work on or near live electrical sources, and work at height. 
 
In respect of every contract, there will be an identified manager responsible for liaising 
with the contractor.  That manager will be provided with appropriate Health And Safety 
training in order to manage each contract safely. 
 
The use by contractors of our welfare facilities will be permitted if they have requested 
this before commencing work.  Permission will be granted depending on the nature of 
their operations. 
 
The full procedures for managing contractors are found in Appendix 18.  Only approved 
contractors may be used for activities at the school’s premises.   
Upon arrival at site, contractors: 
 

 Must sign the Log at the main reception which details date, name, name of 
school/organisation, person to be seen and time in/out. 

 

 Shall be issued with a visitor’s pass, which must be worn. 
 

 Must report to the Site Manager. 
 

 Must adhere to all site rules. 
 
Where contractors are working permanently on site we will implement the relevant 
aspects of the Management of Health and Safety at Work Regulations pertaining to 
shared premises and operations. 
 
 
The Control of Substances Hazardous to Health 
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The school accepts that some activities may involve the use of, or production of, 
materials which have the potential for harming health, and accordingly will take steps to 
eliminate and reduce such use as far as possible and provide safe systems of work for 
the materials which are essential. 
 
With the relevant employees, we will complete COSHH assessments for those operations 
in which hazardous substances or materials are used, or places in which items are 
stored (including waste products) to identify and evaluate the risks associated with their 
use, storage and disposal. Control measures will be implemented and reviewed to limit 
exposure to employees and others who may be affected by those operations. 
 
If as part of a control measure, personal protective equipment is deemed necessary as 
a last resort, employees will be provided with the appropriate equipment, to be 
maintained, repaired and tested as required. 
 
We will review our COSHH assessments and control measures on a regular basis to 
ensure that they are still appropriate and effective. 
 
We will provide information, instruction, training and the results of risk assessments for 
relevant employees who may be exposed to hazardous substances. 
 
All contractors bringing chemicals or hazardous substances onto our premises will be 
required to ensure comprehensive management is in place and supply us with a copy of 
their COSHH assessments. 
 
No hazardous substances may be introduced to the workplace without reference to the 
School Business Manager. 
 
The use of hazardous substances will be restricted to trained/experienced authorised 
persons who are familiar with the safe use of the substances, hazards associated with 
processes and the safety precautions to be observed. 
 
Emergency arrangements for dealing with accidents and incidents will be formulated, 
held in the appropriate areas and training, instruction and information provided to staff 
and contractors as necessary. 
 
Further guidance and assessment forms are provided in Appendix 5. 
 
Disability Discrimination 
The school is committed to providing all staff and pupils with facilities and an 
environment that promotes safety and well being and complies with legislation.  
Therefore premises will be adapted to accommodate our employees’ and pupils’ needs 
as well as those of visitors and contractors.   
 
Any modification plans to premises or facilities should be submitted to the Site Manager 
so that access arrangements can be considered. 
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All risk assessments will include access arrangements or alterations to activities and 
equipment as necessary for the employees/pupils involved.  Reference to the School 
Business Manager should be made for further information.  Employees should familiarise 
themselves with the Equal Opportunities policy on the HR pages of the intranet and 
liaise with line management to ensure they receive disability awareness training. 
 
Display Screen Equipment (DSE) 
Health risks to display screen operators may include postural problems and visual 
fatigue which often manifest themselves in the form of back and neck ache as well as 
sprains and strains of such areas as fingers, hands, wrists, elbows and shoulders.  
Causes can include: 
 
 Sitting in an immobile position for long periods. 
 

 High rates of repetitive finger movements, with the wrists bent. 
 

 Poor circulation to the legs. 
 

 Pressure from the seat/chair upon the thighs caused by incorrectly adjusted seat. 
 
Visual fatigue can result in eyestrain, headaches or other related symptoms and can be 
caused by: 
 

 Poor screen display, such as low contrast or flickering. 
 

 High levels of ambient light compared to the screen display. 
 

 Reflections or glare. 
 

 The need for a document holder. 
 
Workstation users will be provided with suitable and sufficient training and information.  
The training will be recorded in the employee’s records and refresher training given, as 
required by the job.  Training will include awareness of the systems of work related 
upper limb disorders and the correct use of the workstation and associated equipment. 
 
It is the responsibility of every employee to use the equipment as instructed and to 
report any problems to their line manager.  New workstations will be set up in the 
prescribed manner and new or temporary staff will receive an assessment as soon after 
their start date as possible. 
 
Driving 
The School is committed to ensuring the safety of employees whilst driving on school 
business.  A safe driving programme will be implemented incorporating: 
 
 Risk assessments to establish the need for driving. 
 
 Training for all appropriate staff where necessary. 
 

 Information on safe practices.      
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Employees should co-operate with line management and where vehicle journeys are 
necessary, must plan journey times realistically considering: adherence of speed limits, 
recommended break and rest times, weather warnings and road conditions. 
 
It is the responsibility of employees to ensure that personal vehicle checks are 
undertaken, that vehicles are maintained in a safe state and that they are fit to drive. 
 
Electricity at Work 
 
The fixed wiring installation 
The School’s premises are inspected by a competent electrical contractor on a five year 
programme. 
 
Portable Appliances and Battery Operated equipment 
All portable appliances at the school’s premises will be given a visual check by a trained 
person at least annually and a thorough electrical test by a competent person at least 
once every one to five years, depending on the usage of the appliance and the results 
of previous assessments. 
 
The Site Manager will draw up an inventory of all electrical equipment with the help of 
line managers and be responsible for carrying out electrical checks as detailed in 
Appendix 16. 
 
Managers must make sure that any new equipment they purchase is CE marked and 
complies with the Electrical Equipment (Safety) Regulations where appropriate.  No new 
equipment may be used on the premises until it has been reported to the Site Manager 
who will arrange for the item(s) to be inspected and tested before use.  Only adequately 
trained and competent staff shall use electrical equipment. 
 
Contractors’ Electrical Equipment 
We will endeavour to make sure that any electrical contractors employed to carry out 
electrical work on wiring or equipment are qualified, competent, belong to an 
appropriate body and comply with all relevant safety standards. 
 
All contractors’ equipment must be sound, registered and regularly inspected.  It is the 
responsibility of contractor management to ensure all staff are appropriately trained and 
competent in the use of electrical equipment. 
 
Electrical Isolations 
Any need to isolate electrical supplies must be informed in writing to the Site Manager 
who will initiate the isolation, confirm the supply is dead, secure the area and recharge 
the power supply once work is completed. No person may isolate electrical supplies 
without the authority of the Site Manager.   
 
Electric Shock 
All our First Aiders have been trained in the treatment of electrical shock.  If there is any 
accident involving electricity, a school First aider should be summoned immediately. 
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General 
Employees shall not bring personal electrical equipment on to the premises.  Electrical 
equipment must not be tampered with and no employee should undertake any repairs, 
change plugs or light bulbs. 
Employees should liaise with their line manager and report concerns, loose wires or 
defects in equipment for example, immediately to the Site Manager.  Managers should 
switch equipment off at the socket if safe to do so and ensure the equipment is not 
touched and that all employees are informed. 
   
Fire Safety 
Exposure to fire can result in burns and inhalation of smoke, either of which can be 
sufficiently serious to be fatal.  Fires can also cause massive destruction to the premises 
and its contents. 
 
In order to safeguard our employees, visitors, contractors and pupils against exposure 
to the hazards associated with fire we will implement the following procedures to 
ensure fire safety at work. 
 
Training 
All our employees will be trained on fire safety as part of their general induction training 
and this will include: 
 

 The causes of fire. 
 

 The means of escape from the premises. 
 

 What to do in the event of fire. 
 

 What to do upon activation of a fire alarm. 
 

 Positioning of fire extinguishers and how to use them. 
 

 Fire assembly points. 
 

 Measures for disabled employees and visitors. 
 

 No smoking policies. 
 

 Fire precautions for particular hazards. 
 
Fire Extinguishers 
A plentiful supply of extinguishers are provided around the School’s premises at Fire 
Points, suitably signed, wall mounted and regularly serviced and maintained annually by 
a competent contractor. 
 
Training in the use of extinguishers is given as appropriate and all employees are 
instructed only to fight a fire with equipment provided if they have been trained and if it 
is safe to do so, never taking risks. 
 
Evacuation 
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The fire alarm has a continuous ringing sound on activation and everyone must 
evacuate the building immediately via the nearest fire exit. 
 
When required to leave, all employees, visitors, contractors and pupils should evacuate 
the premises immediately, without stopping to pick up belongings or using lifts, by the 
nearest available exit and proceed to the designated assembly point as quickly as 
possible without panicking or running and await the roll call. 
 
Following evacuation do not re-enter the building to collect personal belongings until 
told to do so by management, acting under instruction by the Senior Fire Officer at the 
scene. 
 
Regular evacuation drills are undertaken each term to familiarise staff and pupils with 
the procedure and to test the effectiveness and suitability of the arrangements.  The 
School Business Manager and Headteacher evaluate fire safety systems after each drill. 
 
Actions in the event of fire notices are prominently displayed around the school and the 
evacuation procedures are detailed in the Emergency Procedure in Appendix 2. 
 
Fire Doors 
All fire doors are suitably marked and should be kept shut and clear of obstruction at all 
times, including the area immediately outside of external fire doors.  The doors should 
not be kept open by wedging or propping anything against them.  Any employee finding 
a fire door blocked or locked should report it to management immediately. 
 
Fire Escape Routes 
Routes include all fire escape corridors and staircases.  Fire escapes must be kept clear 
at all times.  Any employee finding a fire escape route blocked or obstructed should 
report it to management immediately. 
 
A clear distance of 1m should be maintained at all times between building walls and any 
storage. 
 
We will put in place procedures for regular checks of all doors and fire exit routes at all 
of the School’s premises. 
 
Fire Detection 
There are two types of detection provided in our premises: 
a. Automatic – smoke and heat sensors. 
 

b. Manual break glass units which are red boxes located by all exits around the 
premises. 

 
Both the automatic fire alarm and the manual break glass system are maintained under 
contract. 
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A weekly bell test will be conducted on the manually operated fire alarm system utilising 
different call points each week, a record of this test will be recorded in the Fire Log 
Book held by the Site Manager 
 
Emergency Lighting 
Emergency lighting is provided throughout the school’s premises and is maintained and 
tested every six months.  Records of all tests and maintenance will be kept by the Site 
Manager. 
 
 
Sprinkler Systems 
Where these are provided, they will be maintained monthly under contract.  Weekly and 
monthly maintenance and inspection will be carried out and recorded by the Site 
Manager.  Pipe work must not be used for suspending signage or decorations. 
 
Fire Risk Assessment 
We will undertake a fire risk assessment to identify the possible causes of fire and 
estimated severity and will put in place appropriate control measures to minimise those 
risks identified.  These measures will include the following arrangements, procedures 
and controls: 
 

 An annual inspection of each of the School’s premises for fire safety. 
 

 Fire detection equipment to be installed and inspected and maintained regularly. 
 

 Fire alarms will be regularly tested. 
 

 Fire suppression apparatus will be inspected and maintained regularly. 
 

 Sprinkler systems will be tested weekly and maintained. 
 

 Emergency lighting will be provided as appropriate. 
 

 Fire extinguishers will be placed at clearly labelled fire points. 
 

 Emergency exit routes and signs to be kept clear at all times. 
 

 We will train appropriate staff in the use of extinguishers, procedures for fire 
drills and evacuation. 

 

 Supervision and monitoring of pupils, visitors, including contractors will be carried 
out. 

 

 Precautions in respect of disabled people will be implemented. 
 

 Records will be kept. 
 

These arrangements will be reviewed at least annually and on any significant change in 
the business activities or the premises. 
 
Employees are reminded that they have a legal obligation under the Management of 
Health and Safety at Work Regulations to inform their manager of situations where they 
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see serious and imminent danger to health and safety, or any matters where they see a 
shortcoming in our arrangements for health and safety protection. 
 
Fire Marshals 
Fire marshals are appointed and will receive training on evacuating specific areas.  Fire 
marshals will receive refresher training once a year. 
 
The names of the fire marshals are displayed on the various notice boards around 
school’s premises.   
 
All employees, contractors and visitors will follow the instructions given by any marshal. 
 
Visitors and Contractors 
All visitors and contractors must be advised of fire precautions and arrangements.  In 
the event of an evacuation, the person responsible for bringing the contractor or visitor 
on site must check they have left the building and assembled at the nearest point. 
 
Employees Responsibilities 
All employees and pupils (where appropriate) are reminded that: 
 

 Fire fighting equipment must not be tampered with or removed under any 
circumstances; any faults must be reported to the line manager/teacher 
immediately. 

 

 Only authorised employees may use flammable liquids. 
 

 All flammable substances must be contained and secured when not in use 
in a secure, locked store. 

 

 Electrical equipment should be switched off at close of school hours where 
practicable. 

 

 Fire exit routes must remain free from obstruction at all times and fire 
doors must not be locked or propped open. 

 

 Smoking is not permitted in any area. 
 

 Flammable material (e.g. lighter fluid, petrol, paint, spray cans, etc.) 
should not be brought onto the school premises without specific 
permission. 

 

 Any concerns regarding contractor or own staff hot works e.g. cutting, 
welding, grinding should be reported immediately to the School Business 
Manager or Site Manager. 

 

 All waste materials must be placed in containers and cleared to the 
designated areas each day. 

 

 All workplaces must be kept tidy at all times. 
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 Departmental managers are responsible for ensuring adherence to these 
fire precaution requirements for the area/staff for which they are 
responsible. 

 

 Hot work must only be undertaken by authorised staff under the control of 
the Site Manager.  Such work is governed by a permit to work system, 
information and training on which is provided as appropriate. 

 
Employees and pupils with additional requirements 
Employees who would like assistance in the event of an evacuation should identify two 
nearby colleagues and arrange with them to provide help.  On hearing the alarm the 
‘buddies’ should go to their colleague to assist.  In the event of the colleague not being 
at their usual place of work, the buddies should evacuate in the usual way.  The 
colleague should then request the assistance of a fire marshal in that area.  These 
arrangements should be recorded with the School Business Manager and reviewed 
periodically to ensure their suitability.   
 
For visitors, the school operates a PEEP system (Personal Emergency Evacuation Plan) 
and a notice will be displayed in the main office.  This plan may comprise elements as 
detailed above and should be discussed with the visitor during the general induction 
briefing.  All marshals will be trained in the management of PEEP systems. 
 
First Aid 
We will make appropriate first aid provision to deal with the risks in our school taking 
into account the number of people employed, the number of pupils, the size of the 
establishment and the hazards and risks involved in our activities.  We will reassess the 
first aid provisions annually, or whenever there is a relevant change in the workforce or 
the hazards to which they are exposed.  When there have been significant changes, we 
will revise our arrangements accordingly. 
 
Additionally, we will ensure that contractors on our premises either have sufficient first 
aid provision, or if their work involves no special risks the contract may include their use 
of our facilities, by agreement. 
 
First aiders and appointed persons will be provided in accordance with the findings of 
our first aid risk assessment to deliver medical treatment to injured persons, to comfort 
and sustain them until the arrival of other emergency services. 
 
The names and normal location for each First Aider is displayed in each department or 
area and a complete list is held at the main reception. 
 
Where a first aid room is provided, this will remain locked when not in use and the 
drugs cabinet within the room kept locked. 
 
First Aid Boxes 
These will be provided in clearly identifiable locations, easily accessible and under the 
control of a first aider or appointed person.  Signs will be displayed to show the location 
of first aid boxes. 
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First aiders shall ensure that first aid boxes under their control are checked regularly 
and any items used are replenished.   
 
Contractors will provide their own first aid kits and shall ensure that they are maintained 
and properly stocked. 
 
Flammable Liquids 
Risk assessments for the safe use storage, transportation and disposal of flammable 
liquids will be undertaken.  The maximum amount of Highly Flammable Liquids (HFL) 
that may be kept on the school’s premises must not exceed 50 centilitres. All containers 
containing HFL must be suitably marked with the contents and kept within a clearly 
labelled, metal enclosed cabinet.  Reference regarding storage of such liquids should be 
made to the Site Manager.  Only trained, authorised staff may use flammable liquids. 
 
Employees and pupils must not bring flammables on site.   
 
Housekeeping 
All employees have a responsibility to ensure their own work area and the workplace in 
general is kept free from hazards, this includes: 

 Immediate clearing up any spillages or leakage of liquids (e.g. water or oil) or 
solids which may be liable to constitute a slip hazard, 

 

 Immediate clearing up of any other obstructions which may present a trip hazard, 
 

 Keeping pedestrian walkways clear of storage, 
 

 Returning materials to their designated storage areas after use, 
 

 Disposing of waste in receptacles provided, 
 

 Adhering to the smoking policy 
 

 Materials being properly stacked so that they are not liable to constitute a hazard, 
 

 Reporting faults to the Site Manager immediately. 
 
The School Business Manager will liaise with each department to set up and maintain a 
suitable housekeeping inspection programme. 
 
Legionella Management 
Legionella control and monitoring will be the responsibility of the appointed 
maintenance provider. Regular tests will be carried out in accordance with legislation. 
 
Lone Working 
The School recognises there may be an increased risk to the health and safety of its 
employees whilst working alone. Risk assessments should be undertaken to identify if 
any lone working is necessary and if there are any associated risks.  Any 
recommendations identified shall be implemented, staff consulted and trained and the 
process reviewed appropriately.  The risk assessment program will be set up in 
conjunction with the School Business Manager. 
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Where staff have concerns over activities undertaken in isolation or isolated areas, then 
these must be raised with line management or the School Business Manager. 

Manual Handling 
Manual handling can be defined as the transporting or supporting of a load, including 
the lifting, putting down, pushing, pulling, carrying or moving by hand or bodily force.  
Injuries are likely to be caused through incorrect lifting techniques or by not taking 
account of the weight, size, shape of the load, or the environment. 
 
Line Managers will undertake assessments for all manual-handling operations to identify 
any risks to employees.  Wherever reasonably practicable, manual handling tasks will be 
mechanised or assisted by provision of suitable equipment. 
 
We will also modify our manual handling risk assessments and take additional measures 
to secure the safety of young employees (under eighteen years old) and pregnant or 
nursing mothers. 
 
Employees are reminded that manual handling should be avoided where reasonably 
practicable and employees must not move, drag, push, lift etc. items that are beyond 
their own capabilities, due to their size, weight or type of item to be moved. 
 
The results of the risk assessments will be communicated to employees and suitable 
and sufficient training will be given to staff in correct lifting techniques.   
 
Manual Handling guidance can be found in Appendix 17. 
 
Mobile ‘Phones and other devices, 
In accordance with UK law, staff or contracted drivers must not use mobile devices 
whilst driving.  Any non compliance must be reported to the Headteacher and contractor 
company. 
 
Monitoring 
To help ensure that the various procedures and policies set out in the arrangements 
section of our Health and Safety Policy are being adhered to and being implemented as 
intended, we will undertake regular audits of the school’s premises.  These audits will 
be conducted by the School Business Manager/Site Manager. 
 
The findings of the audit will be communicated to the Headteacher and Buildings  
Committee and the effectiveness of the arrangements in the light of the audit reviewed. 
 
In addition, the Health and Safety Policy together with all risk assessments will be 
reviewed regularly to ensure that they still remain valid and will be updated to reflect 
any changes. 
 
Noise Hazards 
A risk assessment should be carried out to identify any activities where staff could be 
exposed to noise hazards i.e. use of power tools such as  leaf blowers, pressure 
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washers etc. Low noise equipment and suitable hearing protection should be provided 
where the risk is identified. 
 
Occupational Health 
Where the risk of occupational ill health is identified during the risk assessment process, 
measures will be taken to eliminate or manage exposure and staff consulted and trained 
accordingly. 
 
It is the responsibility of Line Managers to provide their staff with information on any 
occupational diseases associated with their work activity, where relevant. 
Any employee who notices any of the symptoms of, or is diagnosed by a doctor as 
having any relevant occupational ill health must report this to their Manager as soon as 
possible.   
 
Employees suffering from any other condition are also encouraged to disclose their 
conditions in confidence to the first aiders so that in the event of an accident, the First 
Aider can take this information into account when assessing the treatment required. 
 
The school will support employees and, on consultation with medical experts, will 
modify tasks or offer suitable alternative work. 
 
Medical Conditions and Medication 
 
Diabetic: a list of diabetic children is kept by the Welfare Assistant.  The nurse meets 
with First Aiders to give advice on pupils. 
 
Epilepsy:  as above with emphasis on a daily liaison at the parent’s request.  e.g. an 
immediate phone call to the parent at the slightest bump on the head. 
 
Asthma:  all inhalers are kept in a cupboard for easy access, against the wall by  the 
door of the medical room.   
 
All inhalers are labelled with the name of the child and the dosage. 
 
A list of all pupils who have asthma, epilepsy or diabetes is kept by the Welfare 
Assistant.  A health care plan is completed for all relevant pupils and kept in a file in the 
welfare room. 
 
The school has adopted the LA guidelines and code of practice on the administration of 
medicines and drugs given in schools. 
 
Communicable Diseases 
These are detected as soon as possible, with the children being isolated. (Full details of 
all communicable diseases are available from the Administrator who has a copy of a 
document from the Health Protection Agency). People are informed in the following 
order: 
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 The school nurse to seek advice then: 
 

 The parents. 
 

 Parents are asked to take the child to the doctor. 
 

 Pupils should not return to school until the incubation period is complete. 
 

 If symptoms re-appear all staff inform the Headteacher immediately. 
 

 All staff, as part of school procedures observe the above at regular opportunities 
e.g. children getting changed for PE, or during swimming. 

 
In the event of illness staff should follow the guidelines set out in the Procedure in the 
event of illness or accident in Appendix 4. 
 
Epidemics/Pandemics 
Procedures for dealing with specific epidemics/pandemics are issued by the Local 
Authority.  The School Business Manager is responsible for monitoring all incoming 
guidelines, disseminating information to the relevant people and ensuring appropriate 
measures  are applied. 
 
Personal Protective Equipment 
Personal protective equipment (PPE) will only be provided where it is not reasonably 
practicable to modify the activity, the process, or the method of work to prevent risk. 
 
Specific assessments to comply with the Personal Protective Equipment at Work 
Regulations will be carried out by Departmental Heads or Deputies. 
 
The manager of each area or department will keep a list of activities that are identified 
by risk assessments as needing PPE, together with the records of the protective 
equipment, the operations and the personnel involved, its maintenance, cleaning, 
disinfection, testing or repair. 
 
All PPE required by the risk assessment for the activity will be provided without charge, 
as required by law and comply with the relevant British or European standard.  PPE will 
be selected which does not interfere with other items of equipment. 
 
Where PPE must be worn, suitable warning signs will be displayed. 
 
All activities requiring the use of PPE will be monitored and any item found unsuitable or 
damaged will be replaced as necessary. 
 
Employees must report loss or obvious defects in PPE to management as soon as 
possible. 
 
Where PPE is subject to statutory inspection and testing, records will be kept by the 
manager of the activity. 
 
Where appropriate, storage or accommodation will be provided for PPE. 
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Training will be provided for all operations requiring the use of PPE. 
 
Employees are required by the school and by law to use PPE for the activities specified 
in our risk assessments.  Repeated failure to do so may be considered as gross 
misconduct. 
 
Employees who use PPE that has obvious defects and fail to report these to their 
Manager as soon as practicable and safe to do so, may be subject to our disciplinary 
procedures. 
 
Pregnant Workers 
The Management of Health and Safety at Work Regulations and the Maternity 
(Compulsory Leave) Regulations apply to any of our employees who are pregnant, 
breast feeding or who have given birth within the last six months.  The Workplace 
(Health, Safety and Welfare) Regulations require us to provide rest facilities for new or 
expectant mothers. 
 
We recognise the extra vulnerability of pregnant and nursing mothers and additional risk 
assessments will be made when a women notifies her manager that she is pregnant.  
Women will be informed of any additional risks they may face when they become 
pregnant or are breast-feeding.  We will as far as reasonably practicable minimise such 
additional risks and those additional measures will be applied for six months after the 
birth. 
 
As required by law, if additional risks to pregnant women and nursing mothers cannot 
reasonably be reduced, we will find alternative work (with no loss of terms or 
conditions), or authorised paid leave if alternative work is not available. 
 
Pregnant or nursing mothers must notify us of their condition in order for us to take 
extra precautions. 
 
A risk assessment form for Pregnant Workers/Nursing Mothers  is to be completed by 
the line manager and  or School Business manager. 
 
Risk Assessments 
The Management of Health and Safety at Work Regulations require that we make 
suitable and sufficient assessments of the significant hazards in the workplace that 
could affect the staff or others, arising from our business activities.  Certain work 
activities require separate, specific assessments. 
 
Risk assessments will be made as stated under the sections of this policy in conjunction 
with the relevant staff.  All managers are required to ensure that an effective risk 
assessment programme is maintained in their departments.  Such a programme involves 
all department members, is relevant and up to date. 
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Appropriate and sufficient training will be given to those designated staff responsible for 
carrying out risk assessments. The findings of the assessments will be recorded and 
readily available for all staff. Information, instruction and training will be given to 
employees following an assessment as appropriate.  Any recommendations made as a 
result will be monitored. 
 
A comprehensive set of Risk Assessments will be prepared by the School Business 
Manager and site manager and reviewed on a regular basis or where there has been 
any significant change in activities or following any accident or incident. 
 
Guidance and risk assessment forms can be accessed and downloaded from the LGFL 
Website. 
 
Safe Systems of Work 
A safe system of work can be defined as a formal procedure, which results from the risk 
assessment process.  It is used for more complicated or risky activities and defines safe 
working methods to ensure that hazards are eliminated or risks minimised by 
establishing effective control. 
 
We will create safe systems of work for our activities taking into account: 
 

 Task assessment 
 

 Identification of all hazards associated with the task 
 

 Assessment of the risk involved 
 

 Identification of existing methods of control and additional controls necessary 
 

 Definition of the safe methods of work 
 

 Implementation of the working system/procedure 
 

 Regular monitoring and periodic reassessment to ensure the system is operating 
effectively 

 
We will ensure all persons receive appropriate information, instruction and training on 
safe systems and procedures relating to their area of work. 
 
Once a safe system of work is considered necessary, it is the responsibility of employees 
and contractors involved to follow the safe system of work. 
 
School Trips 
A risk assessment must be carried out for all school trips and journeys and Form SV1 
should be completed by the leader and submitted in the first instance to the School 
Business Manager for review. Once the Business Manger is satisfied the application 
should be submitted to the Headteacher for approval. 
 
A record should be kept of all risk assessments. 
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Specific detailed guidance is provided in the following appendices: 
 
Appendix 10 – Procedure Fir School Trips 
Appendix 11 – A School Day Trip: Briefing For Parents And Other Adults 
Appendix 12 – Checklist For Precautions For School Visits To Farms 
Appendix 14a – Residential School Journey – Procedures And Practices 
Appendix 14b – Code Of Practice For Medical Matters On Residential Visits 
 
When arranging transport for school trips detailed guidance can be found in the 
following appendices: 
 
Appendix 13a – Coach And Minibus Arrangements 
Appendix 13b – Use Of Staff/Parents’ Cars For Transporting Children On School Business 
Appendix 13c – Coach Travel Procedures 
  
Smoking at Work 
Smoking is not permitted by any staff, visitor or contractor anywhere within the school’s 
premises. Staff responsible for contractors or visitors will ensure the site smoking rules 
are adhered to. 
 
Stress 
Stress is the adverse reaction people can have to excessive pressure and this can be 
caused not only by increased work load but from insufficient work, changes in tasks, 
conditions or uncertainty.  In short there are many reasons for stress and not all are 
work related. However, all stressors can lead to physical and mental health problems.  It 
is very important to be able to identify the signs and symptoms of stress both as an 
individual and as a manager. 
 
The duty to take such care of employees’ health and safety as is reasonable applies to 
stress-related ill health just as it does any other form of injury. 
Stress can manifest itself in numerous ways including:- 
- Behavioural changes 
 

- Mood swings 
 

- Poor job performance 
 

- Lack of motivation 
 

- Health problems 
 

- Irritability 
 

- Tiredness 
 

- Increased absenteeism 
 
It is not acceptable to ignore these symptoms, either in others or ourselves. Colleagues, 
managers and members of staff can all show signs of stress and it is up to everyone to 
display an understanding and provide support where possible. 
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Managers have a clear responsibility to identify signs of stress and take appropriate 
action. If you suspect that a member of staff is suffering from stress, try to discuss the 
matter with the individual in a sensitive and supportive manner. If the employee believes 
that they are suffering from stress, try with the individual to identify the likely causes. 
Where these may be work-related, try to find ways to remove or reduce them. 
 
Stress Prevention 
Good management skills are the key to preventing stress escalating into a problem. 
Managers interact with their staff in numerous ways during normal day-to-day activities 
(informal chats, one to one reviews, appraisals etc) and these provide opportunities to 
identify and promptly deal with issues. A problem is likely to be prevented by looking 
out for the warning signs and addressing the issue at the earliest opportunity. 
 
We will undertake risk assessments for stress which will include looking for pressures at 
work that could cause high and long lasting levels of stress, identifying who could be 
harmed by these and taking reasonable steps to deal with those pressures. 
 
Temporary Workers 
We appreciate our Health and Safety obligations extend to temporary employees and 
that they may be unfamiliar with the premises and many of the activities and 
procedures. Temporary staff will therefore need extra supervision for a period after their 
induction. 
 
Our selection procedures will incorporate CRB and immigration checks where necessary. 
 
Where agencies are used for recruiting temporary staff, we will request evidence that 
they have; 
 

 A safety policy.  The policy must include a statement that their workers will 
comply with our safety procedures whilst on our site 

 

 Employers’ Liability Insurance 
 

 Professional indemnity insurance where necessary 
 
All agency or other temporary workers will be assigned to the supervision of a 
management member of the permanent staff. 
 
Traffic Management 
There is limited on-site parking within the school grounds.  We recognise that 
pedestrian access is via public roads and our policy is to discourage vehicles within the 
immediate vicinity.  This policy is communicated to parents and carers via the weekly 
newsletter and other occasional publications.  Pupils receive road safety training as part 
of the school’s curriculum.   
 
Where vehicles may be required on site, activities are arranged out of normal operating 
hours wherever possible.  If access out of hours cannot be achieved, then the primary 
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concern is to plan the access in advance so that pupils and staff are segregated from 
vehicles. 
 
In the event of emergency access e.g. fire tender or ambulance, the vehicle 
will be met at the relevant entrance and escorted and this is part of the 
emergency procedure which staff are trained in. 
 
Note: Reference to the School Travel Plan 
 
Training Including Safety Induction Training 
We will ensure that all employees are adequately trained in our Health and Safety 
policies and procedures as well as being trained to undertake any task they are 
expected to carry out and for any emergency that may arise during their employment.   
 
Safety Induction Training will be provided for all new employees and on the job training 
for specific tasks provided as identified by the person responsible for their area. 
 
Safety Induction Training will include (where applicable): 
 
 Employees’ Duties and Responsibilities 
 

 Safety Notices 
 

 Good Housekeeping 
 

 Fire Safety 
 

 Accident/Incident Reporting and First Aid Arrangements 
 

 Need for Personal Protective Equipment 
 

 Hygiene 
 

 Manual Handling 
 

 Hazardous Substances 
 

 Display Screen Equipment 
 
On completion of training the employee will sign and date a form to the effect that 
he/she has received and understood the training.   
 
The person responsible for the area in which the employee works will countersign it and 
date it to the effect that the training has been given. 
 
Future training needs shall be identified by Line Managers and the School Business 
Manager. 
 
All employees have a legal responsibility to co-operate with their school training 
programme so that its objectives can be met.  Employees are expected to attend and 
sign on receipt of training courses and must put into practice any new instruction or 
guideline provided. 
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Employees must also follow any revised working procedures once they are given the 
appropriate information, instruction and training. 
 
Violence at Work 
The Health and Safety at Work etc Act 1974, and the Management of Health and Safety 
at Work Regulations apply to our business.  These requirements impose duties that 
include assessing the risk of violence, such as assault or verbal abuse, and protecting 
employees from those risks as far as reasonably practicable. 
 
Any incidents of threatening behaviour received on the telephone, in person or in 
writing should be reported to line management who will then liaise with the 
Headteacher. 
 
We will assess the risks to all our staff and introduce all reasonable steps to minimise 
and control the risk of violence, verbal abuse or intimidating behaviour. 
 
 
Visitors and Volunteers 
Our policy regarding the control of visitors on our premises is as follows: 
 

 All visitors must sign in and out at the Administrator’s Office and wear a ‘Visitor 
Badge’ 

 

 Our Visitors’ Rules below should be explained to our visitors on their arrival. 
 

 As far as possible, visitors will be accompanied by an employee.  Visitors will not 
be permitted to wander freely around the school, this is important for safety and 
security reasons. 

 

 Regular visitors and other users of the premises (e.g. delivery men from specific 
companies) should be required to observe the safety rules of the school. 

 

 Parents helping out in school should be made aware of the Health and Safety 
arrangements applicable to them through the staff they are with. Detailed 
guidance is provided the following appendix: 
 
Appendix 15 – Information for Parent Helpers 

 
Should a fire occur, the person who is accompanying the visitor will take him/her to the 
fire assembly point. 
 
Should an incident occur involving the visitor which results in injury, this will be 
recorded in the accident book and a thorough investigation carried out as soon as 
possible.  If the injury is listed in the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations, the incident will be reported to the enforcing authority and the 
school’s accident reporting system will be followed.  The person accompanying the 
visitor must advise the School Business Manager as soon as possible. 
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Visitor’s Rules 
 Sign in and out 
 

 Follow the fire procedures displayed on the premises 
 

 Adhere to ‘no smoking’ controls 
 

 Park vehicles in such a way as not to obstruct fire escape routes, roads, access, 
other vehicles or the display on the West stand wall 

 

 Either be accompanied or authorised to enter the premises 
 

 Remain within authorised areas and not enter any restricted areas unless 
accompanied 

 

 Not take anything from the premises without permission 
 

 Report all incidents and/or injuries to the host 
 
We reserve the right to search visitors’ bags, packages and vehicles. 
 
Waste Products Storage and Disposal 
Waste materials should be deposited in suitable bins, this is the responsibility of all 
employees. 
 
Paper, cardboard and other similar waste (including food waste) is removed everyday by 
a competent contractor. 
 
Chemicals and chemical containers shall be disposed of by authorised carriers; these 
shall be removed by special arrangement through the local authority. 
 
Sanitary Waste is removed by authorised carrier every two to four weeks. 
 
Any waste outside the above descriptions should be disposed of after consulting the 
School Business Manager. 
 
Welfare Facilities 
Sanitary and washing facilities are provided for the use of staff and contractors; they 
are maintained and kept clean by contracted cleaners. 
 
An adequate supply of drinking water is provided for all persons at work. 
 
Work place 
We shall as far as reasonably practicable ensure that: 
 

 Ensure classrooms, halls, offices, storage areas and playgrounds are kept clean, 
tidy and free from hazards 

 

 Adequate ventilation is provided 
 

 Temperatures are reasonable during working hours 
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 Adequate lighting is provided for all areas to allow safe movement and to prevent 
eye strain, using where possible natural light as opposed to artificial lighting.  
Defective switches, fittings, blown bulbs/tubes, etc. must be reported to the Site 
Manager who will arrange for replacements as soon as reasonably practicable.  
Adequate artificial lighting will be provided and maintained for outdoor pedestrian 
routes during the hours of darkness 

 

 Routine premises cleaning will take place outside normal school hours to reduce 
the risk of slips on wet floors or trips on trailing cables 

 

 Outdoor pedestrian routes are maintained 
 
Specific detailed guidance is provided for staff in the following appendices: 
 
Appendix 1 - Classroom Safety 
Appendix 3 - Playground Procedure 
Appendix 6 - Science safety 
Appendix 7 - Physical Education,  Health and safety 
Appendix 8 - Lunchtime supervision 
Appendix 9 - Advice On Playground Supervision 
 
Employees are reminded that they have a legal obligation under the Management of 
Health and Safety at Work Regulations to inform their manager immediately of 
situations where they see serious imminent danger to health and safety, or any matters 
where they see a shortcoming in our arrangements for managing health and safety. 
 
Work Equipment 
In order to minimise the risk of injury involving work equipment we will apply the 
following arrangements: 
 

 A full assessment of all new or second-hand equipment purchased will be made; 
 

 All equipment purchased will comply with any relevant product safety standards; 
 

 All hired or rented equipment will be required to comply with the appropriate 
regulations, and will include the provision of comprehensive information on safe 
use; 

 

 Inspection of the equipment and testing will be undertaken where necessary; 
 

 Adequate and identifiable means of isolation will be provided where appropriate; 
 

 Equipment is safeguarded to prevent risks from mechanical and other hazards; 
 

 The provision of suitable and effective safety devices and controls; 
 

 The provision of suitable and readily comprehensible signs and warnings; 
 

 The provision of suitable general, task and emergency lighting; 
 

 The machinery and equipment is maintained in a sufficient state, efficient 
working order and in good repair; 
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 Suitable equipment is provided for the jobs involved; 
 

 Training, information and instruction is provided for operators and only trained 
operators may use the machinery; 

 

 Maintenance is carried out safely by competent maintenance contractors/staff; 
 

 The School Business Manager will ensure that all necessary statutory 
inspections/tests are carried out at the appropriate time, and keep safe the 
records, certificates and documentation. 

 
A full list of all equipment and the statutory inspection frequencies will be held by the 
Site Manager. 

 

These arrangements will be reviewed regularly and on any significant change 
in the type, nature or use of equipment. 

 
Employees are required to use equipment safely, as per instructions and 

report any damage, hazards, operational difficulties or poor equipment 
performance. 

 
Employees must not tamper with or modify work equipment unless 

authorised to do so.  They must only use equipment suitable for the task.  
Employees must not use their personal equipment on the premises unless 

authorised to do so by the Site Manager.  Where personal electrical 
equipment is requested to be brought on site, portable appliance testing will 

be completed by the Site Manager first. 
 

Working at Height 

Falls from height are the most common cause of fatal injury in the workplace 
and as a result we must outline clear procedures to comply with the Work at 

Height Regulations. 
 

We will provide a safe working environment for all employees/contractors 
who may be required to work at height.  We will achieve this by:- 

 Identifying work activities that may involve working at height. 
 

 Eliminating the need to work at height whenever possible. 
 

 Ensuring that, where work at height cannot be eliminated, we 

complete risk assessments to evaluate & manage risk. 
 

 Implementing a safe system of work that will prevent people, materials 

& equipment from falling 
 

 Providing suitable equipment to allow safe access for people and 

materials. 
 

 Ensuring working platforms and any supporting structures are 
appropriate and designed in accordance with current standards. 
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 Ensuring that regular inspections of all equipment are undertaken. 
 

 Providing adequate information and training to ensure that only 

competent persons are involved in working at height. 
 

 Providing a Roof Access Statement that must be completed by 

contractors before accessing and carrying out any work on the roof. 
 

 Ensuring the Roof Access Statement is completed and signed for each 
task that is carried out on the roof. 

 

 Ensuring any work carried out away from the gantry must be 
completed with the use of a harness 

 

 Ensuring all contractors are assessed and approved before being given 
access to the roof 

 

 Ensuring all pupils are regularly reminded of the school policy of 

reporting balls and other items on the roof to a member of staff and 

never attempting to retrieve them 
 

It is the responsibility of staff/contractors to:- 
 Co-operate with the above. 
 

 To inform the site manager before any work commences on the roof for 

information on the roof access statement and the contractor work 
notification forms. 

 

 To follow the requirements of any systems of work designed to protect 
them. 

 

 Use all equipment in a safe & responsible manner. 
 

 Report any defects immediately. 
 

Young Persons and Children on Site 

Young workers are regarded as being particularly at risk because of their 
possible lack of awareness of risk, immaturity and inexperience.  Children 

below age 13 cannot be employed.  Children above this and up to minimum 
school leaving age (18 years) can be brought in to the workplace on work 

experience schemes.  Young people aged 18 and over can be employed and 
all young people must be given the same health, safety and welfare 

protection which is given to the existing staff. 
 

Line management will carry out a suitable and sufficient risk assessment for 
all work or work experience involving young person’s prior to their 

employment or work experience, and will communicate the result of this to 
them on their commencement.    

 
The risk assessments for work involving young people will take into account 

considerations relating to their: 
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 Lack of experience or awareness due to their immaturity; 
 

 Physical and psychological capacity to carry out the work effectively; 
 

 Potential exposure to toxic or harmful substances or agents (including 
radiation); 

 

 Inexperience in the recognition of potentially hazardous situations, or 

lack of training; 
 

 Potential exposure to extremes of heat or cold, noise or vibration 

 
The School Business Manager must be consulted well in advance of young 

people or students coming on site and the risk assessment must be 
completed and returned to the School Business Manager. 

 
Where young persons may be exposed to risk, their parents or guardians will 

be advised of the identified risks and the extent to which risks are controlled. 

 
Prior to a young person starting work experience they shall receive safety 

induction training.  Extra supervision will be provided by line management 
for young persons and work experience students. 

 
We shall expect the same procedure implemented by our contractors where 

they employ young workers or work experience students and will liaise with 
them to ensure arrangements are in operation.  Contractors must not bring 

young people on site without first gaining authorisation from the School 
Business Manager. 
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Appendix 1 
  
 CLASSROOM SAFETY 

 Classrooms should be inspected before the children arrive.  (All staff should be in school 
by 8.40 a.m. at the latest). 

 

 Both teachers and the children should be able to move freely to all areas of the room. 
 

 Both teachers and the children should be aware of the fire and evacuation notices and 
procedures (displayed in room and policy folder). 

 

 Scissors, pairs of compasses, knives and other sharp instruments should be kept out of 
sight when not in use (locked away if possible).  Children must know that they are not 
allowed to use them without supervision. 

 

 The tops of storage heaters should be kept clear of paper, clothes and any other items. 
 

 Children should not switch on any electrical equipment e.g. fires, computers, lights, or 
alter thermostats. 

 

 The storage of boxes of paper next to a heat source is a fire risk.  Nothing should be 
stored near a heat source.  Paper stuck on windows is a fire risk. 

 

 Bags hanging on the backs of chairs make them unstable.  Bags in gangways are also 
dangerous - store in cloakrooms or under desks.  Use of unnecessarily large bags should 
be discouraged. 

 

 Glass jars must not be used. 
 

 Do not use staple guns in wood. 
 

 Do not ask children to use staple guns. 
 

 Children must not carry staple gun, paper trimmer or CD players. 
 

 Children should not carry hand bells or cups containing hot liquids. 
 

 No children should be left unattended in the classroom.  (Y6 if member of staff is on site, 
may leave two children at play and/or lunchtime).  Use board to notify staff on play duty 
or inform SMSA.  Children should not stand on chairs , plug in electrical item equipment, 
open/close windows or blinds.  Children will be sent in pairs when moving round the site, 
unaccompanied by an adult. 

 
MOVEMENT AROUND THE SCHOOL 

 Children and adults should always walk and where necessary, on the right. 
 

 Children must not pass through gates to car park unless supervised. 
 

 Children must not go to the paladins unless supervised by an adult. 
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Appendix 2 
 

EMERGENCY PROCEDURES 
 
Nursery  and Reception leave by nearest exit to 3/4 Playground Assembly Point 
 
Year 1 leave by external door to 3/4 Playground Assembly Point 
 

Year 2 leave by external door to Junior Playground Assembly Point 
 

Year 3 leave by nearest exit door to 3/4 Playground Assembly Point 
 

Year 4 leave by nearest exit door to 3/4 Playground Assembly Point 
 

Year 5 leave by nearest exit door to Junior Playground Assembly Point 
 

Year 6 leave by nearest exit door to 3/4 Playground Assembly Point 
 

Both Halls leave by nearest external door to 3/4 Playground Assembly Point 
 

ICT, Library, School House, 2nd Floor SEN Room, Caretakers Room, Upper and Lower Staff Room, Offices 
Welfare leave by nearest exit to Junior Playground Assembly Point 
 

Year 3/4 Playground Assembly Points 
Nursery, Reception, Year 1, Year 3, Year 4, and both Halls, Small group room and Assistant Head. 

 

Junior Playground Assembly Points 
Year 2, Year 5, Year 6, ICT Suite, Library, School House, 2nd Floor SEN Room and Administration, Deputy 
and Headteacher. 
 

Evacuation of Site 
On instruction, all those in the 3 / 4  Playground proceed to Summerfield Road and then to Pitshanger 
Park. 
 
On instruction, all those in the Junior Playground proceed to Pitshanger Lane turn right to Pitshanger 
Park via Woodbury Park Road. 

 
 
 
 
 
 

  



 

  42 

Appendix 3 
 
PLAYGROUND PROCEDURE 

 Duty teachers (rota on staff notice board - consult Deputy Head re changes). 

 Duty teachers should not, for safety reasons, take mugs of drink onto the playground. 
 
BEFORE SCHOOL 
8.45 p.m. Duty teachers to playgrounds. 
 
8.53 a.m. The electric bell (in Link by office hatch) to be rung by Teaching Assistant.  All class 

teachers should go to the playgrounds to support duty staff. 
 
8.55 a.m. All children should be in either the junior or infant playground.  The children should 

stand still on hearing the hand bell and stop talking.   
 
Duty teacher to send children to line up with their teachers.  The children must walk in quietly 
with their teacher, going directly to their cloakroom area without using water fountains, toilets, 
etc. 
 
Duty teachers' classes must remain on the playground with him/her. 
 
MID-MORNING BREAK 11.00 – 11.15 a.m. 
The duty teachers must be in the playground before any other classes.  They should leave their 
rooms at 10.35 so that they have time to check for potential hazards and close gates if necessary. 
 
The electric bell will be rung at 10.53 by a Teaching Assistant.  Duty teachers ring hand bells.  
Follow 8.55 procedures. 
 
LUNCH 11.45- 1.15 p.m. (12.15 - 1.15 KS2) 
The electric bell to be rung at 1.13 p.m. by duty teachers.  Hand bells to be rung at 1.15 p.m. in 
both playgrounds.  Follow earlier procedure.  Lunch boxes where appropriate to be placed in 
containers. 
 
PLAYGROUND RULES 
Sponge balls must be used.  Children must stop playing football if an adult walks into the ball 
area. 
 
If balls go out of the playground, children must ask permission from an adult to retrieve the ball 
and if permitted, must be supervised.  If a ball goes on a roof or in the nursery area it will be 
retrieved at a later time by the caretaker.  
 
CLASSROOMS 
No children should be left unsupervised in Years R to 5 at play times or lunch.  Y6 staff may leave 
two children, unsupervised in the classroom assuming the member of staff is on site.  Please 
write children's names on the classroom board, date, time plus your initials. 
 
 



 

  43 

ELECTRIC BELL SYSTEM 
 

 
 Number of Rings 

 
 Action 

 
1 (short) 
1 (short) 

continuous klaxon 

 
Playgrounds (at end of break-times) 

Wet (before break-times) 
Emergency 

 

WET BREAK ARRANGEMENTS 
The wet duty rota is on a staffroom notice board. 
 
BEFORE SCHOOL 
If it is raining before school the Deputy Head will ring the electric bell at 8.40 a.m. Staff will 
proceed to their classrooms to receive the children. 
 
WET BREAK/LUNCH 
All classes should be settled at the start of play (NO sharp instruments e.g. scissors, should be 
available). The class should not be left until the duty person arrives. 
 
GRASS PLAY 
Weather permitting, the grass area is used as an extra playground.  Children must be within 
sight of an adult on duty. 
 
Duty teachers - one on the infant playground, one in the junior playground.   
 
LOSS OF PLAYTIME 
Children who have lost playtime should be supervised by a member of staff in the classroom. 
 
PLAYTIME ROUTINE IN RECEPTION AREA 
 
Lunchtime Routine for Reception 
From about 11.35a.m. the children start washing their hands and going to the toilet.  The class 
teacher and EYFS practitioner will bring the children to the hall.  Children having school dinners 
make a line.   (Children who go home to lunch are allowed to go when their parent appears at 
the appropriate door). 
 
When the children have finished their lunches, they are taken into the playground by an SMSA.   
At 1.15pm a teacher blows whistle and the children line up to come in.  They wait outside their 
classroom until the teacher admits them. 
 
(On wet days, the SMSAs take their group of children into the classroom and supervise them 
until 1.15 p.m.). 
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Appendix 4 
 
PROCEDURE IN THE EVENT OF ILLNESS OR ACCIDENT 
 
ILLNESS 
A child who is feeling unwell should be sent by the class teacher to a welfare assistant, 
accompanied by one other child to the welfare room.   If the child is obviously unwell, the 
parent (or other nominated adult) will be contacted and asked to collect him/her.  The times of 
both the telephone call to the parent/guardian and collection of pupil must be logged.  It is 
usual to get the child home fairly quickly, but if an adult cannot be contacted at once, efforts will 
be continued to do so.  Meanwhile, the child is returned to the classroom or is kept in the 
medical room, under supervision (children in Reception remain in Reception area).  Children 
should not be left unsupervised in the medical room. 
 
ACCIDENTS 

 When a minor accident occurs, the child should be sent to a Welfare Assistant, 
accompanied by one other child. 

 

 If the accident is serious, the child should not be moved, but a welfare assistant sent for.   
All serious accidents to be reported to a member of the senior Leadership Team. 

 

 The parent will be contacted immediately if hospital treatment is needed.  The child may 
be accompanied to hospital by a Welfare Assistant, where the child may be booked in, X-
rayed and made comfortable, but treatment will not be given without the parent's 
presence.  The information sheet from the office, containing the child’s details, should be 
taken to the hospital. 

 

 A child's G.P. will usually see a child without its parent and check a less serious injury. 
 
RECORD KEEPING AND TRANSMISSION OF INFORMATION 

 All accidents must be entered in the Accident Book and logged on the central system, by 
the person who dealt with it, normally Welfare Assistant.  A staff accident book is kept in 
the Office. 

 

 Injuries to the head, ears, face or back should always be logged, however trivial they 
might seem. 

 

 The Headteacher must be informed of such accidents immediately, s/he will then 
complete an accident form.  These forms are kept in the School Office and include notes 
on the procedure for completion.  One copy is kept for school records. 

 

 Times and events, pertinent to the incident should be logged, e.g. times of telephone 
calls and responses to them; decisions made (for future reference). 

 
If it has not been deemed necessary to send a child home or to hospital, after a bump on the 
head, parents should be informed by telephone or personal contact.  A Welfare Assistant will 
inform staff if a child is to be kept in the medical room, or of any relevant developments. 
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Welfare Assistants must be updated about any information received from parents regarding the 
physical or social welfare of individual children, which could aid them in future diagnosis.  
Likewise, welfare assistant should pass information to class teachers.  In all cases, confidentiality 
should be observed. 
 
MEDICINES 

 Medicines, whether kept in school for long term use, or brought to the office at the 
start of the school day, should be clearly labelled with dosage, the child's name and 
class, and given to one of the Welfare Assistants, who should then be responsible for 
administering them.   The necessary form for administering will need to be completed 
by the parent/carer.   All medicines will be kept in the medical room, with those that 
require refrigeration (anti-biotics) being kept in the fridge. . 

 

 Medicines should not be kept in classrooms or be in the possession of children.  On 
very rare occasions, there may be exceptions to this, e.g., anaphylactic = EpiPen. 

 
FIRST AID BOXES 
These are kept in:- 
 a)medical room 

b) reception block 
c)nursery 
d)staff room 
e)school office 

 
Each box should be labelled with the standard green and white sticker.  They should contain 
tissues, plasters, sterile dressings, scissors, and tweezers. 
 
In addition the Medical Room box should contain eye pads, sling and crepe bandage and an eye 
wash bottle. 
 
These boxes will be checked by the official First Aider on site. 
 
SCHOOL TRIPS 
A First Aid kit must be carried on all school trips including sporting fixtures and should also 
include sick bags, and any vital medication (e.g. inhalers, EpiPen’s). Phone cards and a mobile 
phone must be taken, 
 
For the purpose of this report:- 
 
Welfare Assistant means - Welfare Assistant, General Assistant, EYFS Practitioner 
At Lunchtime: School Meals Supervisors (SMSAs) 
 
Parents means parents, carers, guardians and other nominated adult, except in the case of 
hospital treatment, where parent means parent or guardian. 
 
Head - Headteacher, or, in his/her absence, Deputy Head or a member of the Senior Leadership 
Team. 
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Appendix 5 
 
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH) 
 
PROCEDURES AND PRACTICES 
1. The school, i.e. the Headteacher requests COSHH assessments (summer term), after 

receiving documentation from the LA 
 

a) The Caretaker completes a list of the LA potentially hazardous substances which are on 
the school site by consulting with relevant staff i.e.: 
 
1) Administrators 
2) Assistant Caretaker 
3) Educational Stationery/Materials Coordinator 
4) Catering Staff 

 

2.     This list of substances is sent to the Principal Safety Officer, London Borough of Ealing. 
 

3.     The results of the assessment request are returned to the school on the LA’s pro-forma. 
 

4. The assessment sheets are kept in a file in the staffroom 
 

5.  All relevant staff must familiarise themselves with the contents of these annual COSHH 
assessments and confirm that they have done this by signing and dating the enclosed 
register in the COSHH file. 

 
Arrangements for Storage of Such Substances 

As required for Health and Safety purposes, flammable substances are kept in a locked metal 
cabinet and toxic substances are kept in locked areas.  These areas are not accessible to 
children. 

 
Arrangements for the Disposal of Hazardous Substances 

The Safety Officer's department would be contacted and the removal of such substances 
from the site would be arranged. 

 
Copies of this document will be placed in the staff handbooks and the COSHH file. 
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Appendix 6 
SCIENCE SAFETY 
There are many specific safety rules for the use of science equipment already included in other 
documents, e.g., use of corrosive liquid such as vinegar, bleach, etc., (information in COSHH 
folder kept in the Staffroom), animals in school, allowed - not allowed, allowed for a visit, etc., 
(information booklets kept in Staffroom, e.g., there must be written permission for any pet to be 
brought into school.) 
 
For all information of safe use of science equipment and procedures, please refer to the North 
Ealing Science Policy. 
 
Here are more general procedures that need to be regularly considered:- 
 
1. Do not touch science equipment until instructed to do so by teacher. 
 

2. Treat all equipment with respect (limit breakages and injuries). 
 

3. Always place equipment away from the edge of working surfaces. 
 

4. Use of glass has to be accepted for many science experiments, but limited to 
demonstration purposes at classroom level. 

 

5. Any potentially dangerous chemicals (of the iron filings type) should be kept out of 
easy reach or locked in a cupboard. 

 

6. Safety fire blanket, eye wash, etc., should be available and regularly checked by the 
School First Aider and teaching assistant. 

 

7. Candles should be source of heating and should be placed in the centre of a sand tray 
to enable them to be easily extinguished. 

 

8. There should be no experiments involving mains electricity.  Damaged batteries to be 
thrown away immediately.  All work to be carefully supervised (short circuits even in 
simple circuits can create a level of heat that can cause nasty burns).  Children should 
be taught all the potential hazards of the subject, e.g., wet hands conduct, pylons are 
dangerous, etc.) Use of motors and fans should also be carefully supervised for obvious 
dangers to eyes, etc. 

 
9. Safety involving not looking directly into bright light sources. 
 
10. Handling fossils, bones, shells, etc., - importance of washing hands afterwards. 
 
11. Sharp cutting equipment (scalpels, cork borers, etc.) Only to be used on butting boards 

and under careful adult supervision. 
 
12. Handling of school pets to be carefully considered.  Cleaning out to be undertaken by 

class who own pet under adult supervision. 
 
13. Knowledge of potential dangers when observing/collecting plant samples to use in 

class - could be as simple as stinging nettles, poisonous berries, etc.). 
 
14. No mercury filled thermometers to be used in school.  
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Appendix 7 
 

HEALTH & SAFETY - PHYSICAL EDUCATION 

1. Good supervision by the teacher at all times is the main contribution to the pursuit of safety 

in physical education.  Being there with the class and being in positions from which he or she 

can see the majority of the children is essential. 
 

2. Good discipline with its well-ordered, safe and quiet environments needs to be continually 

insisted upon. 
 

3. Sensible, safe clothing means that there will be no: 

- Watches, Rings, Jewelry (except for religious jewelry which needs to be appropriately 

covered, e.g. sweatbands over bracelets) 
 

- Long trousers that catch heels 
 

- Long sleeves that catch fingers 
 

- Unbunched hair that impedes vision (hair ornaments need to be soft - not slides, 

feathers, etc.) 
 

- Socks without shoes or tights (Refer Equal Opportunities). 
 

4. A good warm up is essential for a successful PE class. 
 

5. A planned lesson is essential to a successful class. Safety should be taken into account when 

selecting and planning the layout of apparatus. Children should be trained to put out and 

pack away apparatus safely. 
 

6. The development in every child of a sense of responsibility and a caring attitude towards self 

and others is essential. 
 

7. For indoor lessons, the hall should be at a suitable temperature with windows or doors 

being opened or closed as necessary.  All potentially dangerous chairs, tables, trolleys or 

piano should be pushed against a wall or into a corner and the floor should be checked for 

foreign objects.  Sockets for receiving securing pins or ropes and climbing frames should be 

regularly cleared by cleaners. Appropriate apparatus should be stored safely in such a way 

that it is easily accessible to all ages of children. Plimsolls must be worn by all pupils. If one 

child is barefoot then either they should not take part in the lesson or all children should be 

barefoot. 
 

8. EpiPen’s and inhalers must accompany the class where necessary. 
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Appendix 8 
LUNCH TIME SUPERVISORS (SMSAs) 

Lunch time supervisors are responsible for pupils in the dining room and in the playgrounds 

between 11.45 and 1.15 p.m. each day. 
 

Duties include: 

 Supervising pupils in the dining room, wiping tables between sittings, encouraging good 

table manners, helping pupils with flasks etc, checking lunch boxes, and ensuring that 

children are eating their food 
 

 Supervising pupils in the playground (see separate sheet on 'Advice on Playground 

Supervision'), helping with games, mediating in disputes, listening to pupils, talking with 

and encouraging the children in their relationships with others 
 

 Tending cuts and bruises and recording injuries in the Accident Book 
 

 Generally having regard for the health, safety and well being of all pupils 
 

 Supervising children in the classroom during wet weather 
 

 Liaising with teaching staff over matters of pupil welfare and behaviour. 
 

Lunchtime supervisors are responsible to the Senior SMSAs and are expected to follow school 

procedures, practices and pastoral care policies covering matters related to discipline, name 

calling, bullying, health and safety, behaviour management, equal opportunities and anti-racist 

incidents. 
 

Lunchtime supervisors have senior supervisors whose job it is to lead the team of SMSAs and to 

oversee the care of pupils during the lunchtime period.   
 

The Seniors’ Duties include: 

 Supervision of pupils in school buildings and grounds, including the dining room, and 

those leaving or entering the site during the lunch break. 
 

 Exercising a senior disciplinary function in respect of pupils on site. 
 

 The deployment and supervision of SMSAs appropriately about the site, in order to make 

the maximum use of their presence. 
 

 Advising the Headteacher with regard to the safety of children during the lunch break. 
 

 Responding to emergencies and accidents during the lunch break. 
 

 To assist the LA (school) in the training of SMSAs. 
 

 Monitoring lunchtime supervision and making suggestions to ensure its effectiveness. 
 

 Reasonable minor variations to these duties may be made by agreement in specific 

circumstances. 
 

 To carry out job responsibilities with due regard to the Equal Opportunities policy. 
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The Headteacher meets with SMSAs on a regular basis, i.e. half termly or more frequently if 

necessary. 
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Appendix 9 
ADVICE ON PLAYGROUND SUPERVISION 
1. Do check that gates are closed. 
 

2. Do move around checking 'hidden' areas and toilets on a regular basis during your duty. 
 

3. Do spread out so that all areas of the playground are within somebody's vision. 
 

4. Do intervene to stop 'play' fighting and all rough play, e.g. pulling jumpers, bulldogs. 
 

5. No child should be lifting or carrying another DO intervene if you see this. 
 

6. Be vigilant!   Investigate if you see a number of pupils around another pupil - that child 
might need your help. 

 

7. Do ask questions if somebody complains of being bullied e.g. Who?  How?  When?  Where? 
Do take it further if necessary. 

 

8. Do give advice.   Some pupils need to learn how to say "no" to people who tempt them into 
wrong-doing.   Others need to learn how to tell others that they do not like being handled 
roughly. 

 

9. Do take 'time out' from a pupil who has lost his/her temper.   Try to remain calm and take 
both to cooling off places in separate location e.g. Medical Room.   Talk to them separately 
at the end of the break.  Report to staff member/ (senior SMSA at lunchtime) as soon as you 
are able. 

 

10. Seek assistance from Head/Deputy/Assistant or nearest staff member if a situation seems 
out of control. 

 

11. Do approach any strangers who appear in the playground.   Please direct them to the School 
Office keeping them in your sights for as long as possible. 

 

12. Children leaving site during lunch break:   The senior SMSAs will inform her team leaders 
of the name of children leaving the site with their parent or carer.   All parents/carers 
collecting children must report to the Office before taking the child off site (registers need 
to be amended in case of an emergency). 
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Appendix 10 
PROCEDURE FOR SCHOOL TRIPS 
The following points should be considered when organising a school trip or educational visit:- 
 
1. Consult Headteacher 
 

2. Check school diary 
 

3. Inform Deputy Head - timetabling implications 
 

4. A risk assessment must be carried out for all school trips and journeys and Form SV1 pt1, 
SV4, SV7 should be completed by the leader and submitted in the first instance to the 
School Business Manager for review. Once the Business Manger is satisfied the application 
should be submitted to the Headteacher for approval. 

 

5. Consult Finance Officer and arrange (coach) transport if required. 
 

6. Cancel school lunches. 
 

7. Seek parental permission (pro-forma) stating details of visit, cost, (emphasise time of return), 
lunch arrangements. 

 

8. Money – The school have adopted a system where payments can be made online. Where 
payment is made directly to the school, monies must be kept securely in the office. The 
Office will be responsible for storing, recording and banking all cheques and monies. The 
visit should be self-supporting, financially.  Refunds - it may be possible to refund certain 
monies, e.g. fees paid on the day (consult Head or School Business Manager if any child 
needs financial support). 

 

9. Arrange parental support.  Consult pupil-teacher-other adult ratio figures from LEA's 
document (staff notice board/teacher's handbook). 

 

10. If returning out of school hours, arrange for all children to be collected by a named adult. 
 

11. Packed lunches - discuss suitable content (not a sweet eating day), no glass bottles.  
Children should be sitting down for the lunch break. 

 

12. Teachers must have a list of all children taking part on the visit.  A copy must be left with 
Head, Deputy Head or Administrator. 

 

13. Groups with leaders should be arranged beforehand, with names listed for group leader.  
(Parents should NOT have own child in their group unless the teacher decides otherwise). 

 

14. Brief children on details of visit on the day before. e.g. conduct on coach, sit at all times, 
adults will sit at the front and by emergency exits, road crossing drill i.e. walk not run, keep 
in line, stop at every kerb, cross when leader says, no gaps in line, no talking when crossing.  
A teacher/adult should head the line and another is the 'tail'. 

 

15. Resources - clipboards, worksheets and camera organised, if required.  School uniform 
should be worn, unless 'messy' activity indicates otherwise. 

 

16. Brief parents - see separate sheet. 
 

17. TAKE FIRST AID KIT (including 'sick' bags), SCHOOL PHONE NUMBERS 020 8997 2653 / 020 
8991 5844, MOBILE PHONE (1 per coach) and asthmas pumps.  Teaching Assistant to have             
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EpiPen’s. 
 

18. Ensure adults sit at any emergency exit and in the front seats (on the coach).  Remaining 
adults should be in different parts of the vehicle.  Seat belts must be used. 

 

19. Remind children to check possessions when moving from one place/activity to another. 
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Appendix 11 
A SCHOOL DAY TRIP 
Briefing for parents and other adults assisting on school day visits: 
 
Thank you for offering to help us make this visit possible.  Without parental/adult involvement, 
visits of this kind would not be practicable. 
 
Because we have a duty of care@ towards the children and are bound by local authority 
regulations to keep within a pupil/teacher/other adult ratio, there are certain rules we would 
ask you to observe. 
 
1. You should have a list of children.  Make sure you know how many children you are looking 

after and count them frequently, especially if moving into or out of buildings, buses, trains, 
coaches, cars, etc. 

 

2. The children should know that the following is expected: 
 

 To sit at all times on the coach or other moving vehicles unless an adult gives permission 
to move. 

 

 Road crossing drill, i.e., walk/not run, keep in line, stop at every kerb, cross when leader 
says, no gaps in line, no talking when crossing.  A teacher/adult should head the line and 
another is the tail. 

 

 Children should be sitting down for the lunch break.  (No eating at other times, including 
sweets). 

 

 Adults sit at the emergency exit and front seats of the coach.  Other adults should be in 
different parts of the vehicle. 

 

3. Remind children to check possessions when moving from one place to another. 
 

4. Let children realise you are in charge and will not tolerate bad behaviour.  They are good at 
testing adults to find out their tolerance levels.  If any child demonstrates bad conduct, the 
teacher should be informed. 

 

5. Parents should not have their own child unless it has been previously organised and agreed. 
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Appendix 12 
 
CHECKLIST OF THE MAIN PRECAUTIONS FOR SCHOOL VISITS TO FARMS 
 
Preparation for the visit: 

 Ensure that those leading the trip are familiar with their LA guidelines on school trips. 
 

 Check that the farm is well managed, e.g., has a good reputation for high standards and 
stock welfare, and that the grounds and public areas are as clean as possible, and that 
suitable First Aid arrangements are made.  The school may wish to consider taking a 
travelling First Aid kit on the visit.  Animals should not have access to any outdoor picnic 
areas.  A prior visit to the farm by a member of staff may be useful, if possible. 

 

 Check that the farm has suitable washing facilities, appropriately signposted, with running 
water (preferably hot and cold), soap and disposable towels or hot air hand dryer(s).  Any 
drinking water taps should be clearly labeled in a suitable area. 

 

 Ensure suitable precautions are in place, where appropriate; e.g., clear signs or restricted 
access in areas such as near slurry pits or where sick animals are isolated. 

 

 Ensure that there is an adequate number of adults to supervise the children, taking into 
account the age and stage of development of the pupils.  Ensure that adults are suitably 
briefed regarding this checklist. 

 

 Female visitors to farms should be warned that there is a possible risk of diseases being 
transmitted to pregnant women during lambing time. 

 

 Prepare pupils for the trip by explaining the expected standards of behavior and the 
importance of following any rules, e.g., shutting gates etc. 

 

 Inform parents/children of the advantages of wearing footwear that can be easily cleaned.  
Wellington boots are ideal footwear, but any closed shoe is preferable to open footwear. 

 

 Explain that visitors should not eat or drink anything, including chewing gum etc., whilst 
touring the farm because of the risk of infection and the risk of contact with toxic pesticides 
and other chemicals. 

 

 Visitors should be aware of the dangers posed by farm machinery and chemicals used on 
farms. 

 

During the visit: 

 If visitors are in contact with, or feeding, farm animals, they should not place their faces 
against the animals or put their hands in their own mouths afterwards. 

 

 Before contact with animals, ensure cuts and grazes (especially on hands) are covered with 
waterproof plasters.  After contact with animals, and particularly before eating and drinking, 
ensure all visitors wash and dry their hands thoroughly.  If young children are in the group, 
hand washing will need to be supervised. 

 

 Meal breaks or snacks should be taken well away from areas where animals are kept, and 
visitors should not eat anything which may have fallen on the ground.  Any crops produced 
on the farm should be thoroughly washed in drinking water before consumption.  Water for 
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drinking and food washing should be taken only from taps clearly labeled as drinking water. 
 

 Ensure visitors do not consume unpasteurised produce, e.g., milk or cheese, or taste animal 
feedstuffs, such as silage and concentrates. 

 

 Manure or slurry presents a particular risk of infection.  Visitors should not touch it and any 
cuts or grazes should be covered with waterproof plasters.  If visitors do touch manure or 
slurry, they should thoroughly wash and dry their hands immediately. 

 
At the end of the visit: 
1. Ensure all visitors wash their hands thoroughly before departure. 
2. Ensure footwear is as free as possible from faecal material. 
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Appendix 13a 
COACH AND MINIBUS ARRANGEMENTS FOR DAY VISITS INVOLVING PUPILS OF NORTH EALING 
SCHOOL 

 We shall always use coaches from the LA's approved list.  These are checked regularly by the 
LA. 

 

 We shall use coaches with seatbelts. 
 

 We shall ensure that each member of the party will have a seat of her/his own regardless of 
age or distance travelled. 

 

 We shall use coaches which have forward or rear facing seats. 
 

 Minibuses shall only be used if they have seatbelts fitted and forward or rear facing seats. 
 

 Professional drivers shall be hired to drive all coaches. 
 

 Professional drivers shall be hired to drive minibuses when the journey involves a distance 
greater than 10 miles (in one direction). 

 

 Only those school staff who have successfully undertaken Ealing's training and assessment 
in minibus driving may drive minibuses on journeys of 10 miles or less (in one direction). 

 

 All groups travelling by minibus shall be accompanied by 2 adults (excluding the driver) one 
of whom should be a teacher. 

 

 Adults should sit at the emergency exit and front seats of the coach.  Other adults should be 
in different parts of the vehicle. 

 

 No child should sit on the front seats of a coach. 
 

 We shall avoid seating pupils on the back seats of coaches when space allows. 
 

 No child may accompany a school visit without the written consent of parents. 
 

 Parents who have given written permission for their children to accompany a school visit 
may not make their own travel arrangements. 

 

 Pupils who are not taking part in the school visit are required to attend school as usual.  
Non-attendance will be recorded as an unauthorised absence. 
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Appendix 13b 
 
USE OF STAFF/PARENTS’ CARS FOR TRANSPORTING CHILDREN (other than their own) 
ON SCHOOL BUSINESS 
 
Wherever possible, public transport will be used for pupils to attend sporting or educational 
visits.  If this is not possible, the following procedures will apply:- 
 

 Parent/staff cars shall not be used for journeys greater than 10 miles (in one direction). 
 

 All children must wear a correctly fitted seat belt.  Children under 135cm in height must use 
a child seat and only those children who are 1.5m in height (or over) may use the front 
passenger seat of the car. 

 

 Car drivers must have adequate vehicle insurance cover as required by law and a valid 
driving licence. 

 

 Staff must be insured for business/professional use of the vehicle. 
 

 Cars must be fitted with seatbelts (front and rear) and should be in good repair with current 
MOT certificate where appropriate. 

 
N.B. Seatbelt Law September 18 2006:  Children under 135cm in height travelling in a car must 
use an appropriate child seat. It is the driver’s legal responsibility to ensure that the child is 
correctly restrained. 
 

 Drivers should have CRB clearance. 
 

 Drivers should be in a fit state to drive. 
 

 No child should travel in staff or parents' cars without written permission from his/her 
parents. 

 

 Parents driving cars on school business must give written confirmation that they will 
abide by the above points. 
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Appendix 13c 
COACH TRAVEL PROCEDURE 
As on all visits, the participants are ambassadors for the school and the accompanying teachers/ 
adults are responsible for their safety and behaviour before, during and on return to school. 
 
Before: 

 Have all necessary Risk Assessments been completed? 
 

 Is the trip booked into the school diary? 
 

 Have school meals been advised? 
 

 Have violin/cello/guitar/after-school clubs teachers been advised? 
 

 Have all CRB checks been carried out? 
 

 Parent helpers usually not given own child in group 
 

 Have TAs/LSAs been informed 
 

 Has a list of pupils and group-leaders been given to office and accompanying staff 
(including medical notes)? Remember ratio of 1:10 

 
Leaving/Journey: 
 

 Toilet run – always supervise in TWOs 
 

 Lunch? Waterproofs? Worksheets checked? 
 

 Line up in TWOs for counting 
 

 WALK to coach – staff leading, dispersed along the crocodile and bringing up the rear. 
Road-crossings require at least one staff in road, one to receive and one to send pupils 
across 

 

 One staff onto coach to settle/ seat pupils 
 

 Water bottle/ First-Aid kit/ travel bags and any relevant medical needs  (e.g. EpiPen’s) 
addressed for each coach used 

 

 Travel sickness pills administered in advance and ready for return journey 
 

 One staff to count on ( and off) 
 

 Seat belts checked/secured 
 

 Loose luggage e.g. coats stowed by staff 
 

 NO sweets/drinks on journey 
 

 NO pupils to sit on back or front seats OR by any emergency exits UNLESS coach is full 
( in which case, one staff in these key areas  as well) 

 

 NO interfering with air-conditioning/ seat recliners etc 
 

 Staff dispersed throughout coach 
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 During journey, no rowdiness expected/ tolerated 
 

 Adults walk on the OUTSIDE (nearest road) whenever possible 
 

 ALWAYS enter/ leave coach from pavement side – NEVER the road. When necessary, ask 
driver to park accordingly. 

 

 MOBILE phone contact with school (leave number) and between coaches/staff members 
if more than one coach involved or separation of groups at any point 

 

 Advise school of arrival at destination and of any changes of plan 
 
On arrival: 

 Pupils remain SEATED AND BELTED until told 
 

 Staff to retrieve bags/coats from racks 
 

 ONE staff to leave coach to form crocodile as pupils leave 
 

 ONE staff by steps  INSIDE to supervise for safety 
 

 ONE staff remains until last to check for left bags/ coats etc 
 

 LEADER releases ONE side of the coach at a time 
 

 When all pupils/staff off coach, HEADCOUNT ready for walking as before 
 

 LEADER to check leaving time/ meeting point with driver(s) 
 
Return: 
 

 All procedures as before but especially checking of coach for lost property etc 
 

 Pupils do NOT leave school until 3.15 or until collected by parent. 
 

 Residential journeys only – need to ask WHO will meet the child on return 
 

 If late, advise school who can inform parents by text message 
 

 Return medical equipment to medical room 
 

In the case of an emergency situation arising, the GROUP LEADER will use their professional 
judgement to ensure the welfare of the whole group and make any necessary adjustments to 
groups/ arrangements that are necessary. 
 
The SCHOOL will be notified at the earliest possible opportunity and the SCHOOL will liaise with 
parents as necessary. 
 
Every effort will be made to reassure all members of the party that the situation is under control. 
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Appendix 14a 
 

RESIDENTIAL SCHOOL JOURNEY PROCEDURES AND PRACTICES 
1. Headteacher approaches a member of the teaching staff to be the party leader. 
2.     Party leader consults with Head who gains Governing Body approval. 
3. An advance booking is made in School Diary. 
4. Staff and adult support team is organised (this must include a First Aider) 
5. Seek parental permission:- 

 An introductory letter for information (approximately 6 months before). 

 Deposit paid online/sent to school about 4 months before (cheques made payable 
to North Ealing School Journey Account). 

 Information to parents about 3 months before the journey (this could be a 
meeting).  The following information is required:- 

a) Medical form and specific medical or dietary requirements should be discussed  
         with the nominated person in charge of medical matters. 
 

b) Permission form. 
 

c) Itinerary. 
 

d) Deadline for final payment stated/told. 
 

e) Kit list. 
 

f) A summary including what happens to medicines code of practice. 
 

1.     A breakdown of monies should be given i.e. cost of educational visit, pocket money 
and other extras e.g. T shirts.  Pocket money is allocated on a daily basis. 

 

2. Consult pupil/teacher/other adult ratio figures from LA regulations. 
 

3. Inform Deputy Head of time tabling implications. 
 

4. Fill in LA administration forms. 
 

5. Consult finance officer and arrange transport. 
 

6. Cancel school lunches. 
 

7. Money - the finance officer is responsible for financial matters.  Monies must be 
kept securely, i.e. in the School Office. The visit should be self supporting financially. 
Refunds - it may be possible to refund certain money e.g. fees paid on the day.  The 
Head Teacher should be consulted if any child requires financial support. 

 

8. The needs of statemented pupils should be assessed and appropriate action taken 
as necessary. 

 

9. Build up all necessary skills and knowledge for children prior to the journey as part 
of the preparation. 

 

10. Consult with all relevant teaching members of the year group, to ensure full 
educational value is to be gained from the planned itinerary.  (Links with all 
curriculum areas as well as close reference to the National Curriculum). 
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11. Pastoral aspects- development of personal, social education e.g. hygiene, 

relationships, care of others and their property, will be undertaken prior to the 
visit. 

 

12. Specific code of practice.  Appropriate behaviour will be insisted upon at all times.  
For full details reference should be made to North Ealing School's Code of Behaviour 
document.  Each child must be accompanied by another child when away from the 
group. 

 
N.B.  Children do not leave the party at any time without adult's permission.  Road crossing 

drill must be followed, i.e. walk not run, keep in line, stop at every kerb, cross when 
leader says.  A teacher/adult should head the line and another the tail. 

 

13. Groups with leaders should be arranged beforehand with full name lists for all adults.  
Group leaders should have a full list of the party members with them at all times. 

 

14. Groups for both working and room sharing should be arranged beforehand and the 
needs of the individuals should be taken into account.  Full consultation with all staff 
that have regular contact with the children will ensure these needs are considered. 

 

15. Parents should not have their own child in their groups unless the party leader 
decides otherwise. 

 

16. Travel - each child shall have their own seat i.e. 53 seater carries a maximum of 53 
passengers.  Ensure adults sit at emergency exits, in centre seat of back seat and in 
the front seats of the coach.  Remaining adults should be in different parts of the 
vehicle.  Seat belts must be worn.  Conduct on coach - sit at all times. 

 

17. At place of residence: 
a) Children collect their own luggage and are shown their rooms. 

 

b) The fire/emergency regulations and other matters of safety are explained 
fully to all, e.g. exits, meeting points, fire bell. 

 

c) The need for adult supervision when using equipment in the room e.g. 
opening windows, adjusting heaters. 

 

d) No electrical equipment to be used. 
 

e) Make all children aware of the location of their staff member's room, to be  
             used at times of pupil's need.  An adult should be based in each area. 
 

f) At specified times the children will be expected to stay in their rooms, e.g. 
morning/evening/when instructed by an adult. 

 

g) Adult male members of staff should be accompanied by a female member of 
staff when visiting girls' bedrooms.  Members of staff should endeavour to be 
in pairs in children’s rooms. 

 

h) The party leader or other adult will regularly contact the Headteacher  
throughout the residential visit. e.g. safe arrival, itinerary updates, return 
times, health and 'happiness' reports. 
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i) In the event of illness:- 

o Seen by nominated person dealing with first aid/medical matters - 
appropriate action 

 

o Visit surgery/Casualty/dentist - respond to specialist advice. 
 

o Head and parents informed 
 

o Head/parents/party leader - review situation, e.g. does child stay with party? - 
the needs of the group would be considered in the light of the emergency.  Should 
the staffing levels drop, members of the group would be shared between the other 
groups to cover the particular emergency.  Longer term arrangements would be 
discussed with the Headteacher re: pupil/teacher ratio. 

 

o On return all children should be collected by a named adult (arranged                              
prior to departure). 

 
1.       Expected time of arrival will be communicated to parents via the school text   message 
service. 

 

2. Children who are not collected will be taken to the School Office where 
parental/carer contact will be made. 

       
3.       Logs should be kept by the party leader of events of the journey and of financial 

accounts, and a medical log should be kept by the nominated First Aider/person 
overseeing medical matters. 

 

4. A de-brief meeting of the staff and the Head and a brief evaluation should take 
place as soon as possible after the journey (as modelled by IOW 2011). 

       
5.       Provisional bookings (if appropriate) should be made for the following years. 
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Appendix 14b 
CODE OF PRACTICE FOR MEDICAL MATTERS 
1. Parents discuss any medical information with the nominated person in charge of medical 

matters, e.g. at Parents' meeting. 
 

2. All medical forms are scrutinised for vital information which may be missing, e.g. NHS 
medical card number. 

 

3. All relevant information about each child is transferred (from the medical form) to a 
notebook which is carried at all times throughout the residential visit.   (If a medical 
emergency occurs while away from the hotel all the necessary information is available). 

 

4. All medicines must be handed in to the nominated person in charge of medical matters at 
least one school day prior to departure.   All medicines must be clearly labelled with name 
and dosage. 

 

5. A First Aid kit to be taken on the school journey. 
 

6. Medical Log - a daily record of all medicines administered is made.  A record is kept of any 
accidents or injuries and a note of the action taken. 

 

7. All children are seen each morning and evening to check that all is well. 
 

8. A basic First Aid kit is taken on all activities. 
 

9. In the event of illness see point 22 of “Residential School Journey”, Appendix 15a. 
 

10. Medicines are returned to families at the end of the residential visit and parents are advised 
about relevant matters. 

 

11. The medical log book is kept by the party leader for future reference. 
 
ASTHMA GUIDELINES 
Pupils with asthma are welcome in the school.  They are encouraged to take a full part in all 
activities. 
 
Aims 

 All staff, teaching and support staff are aware of the condition and regular training is 
provided by the school. 
 

 All asthmatic children have easy and immediate access to their relief inhaler treatment. 
 

 All children understand asthma so that they can support their friends (one assembly p.a.). 
 

 Records are kept of the children with asthma and regularly updated. 
 

 There is good communication between home and school. 
 
At School 

 On entry into the Nursery and full-time schooling all parents are asked if their child is ever 
wheezy or has been identified as suffering with asthma. 
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 Parents are asked to complete a white school asthma card.  This card outlines the condition 
and if, or when, medication needs to be taken. 

 

 The cards are kept in the Medical Room with easy access for all staff. 
 

 Parents of asthmatic children are asked to keep the school informed of any changes in the 
condition, or other illnesses/allergies likely to affect their asthma so staff can be more 
vigilant. 

 

 Discussions are held between the Welfare Supervisor and Class Teacher when necessary to 
update the Teacher of any change in the child’s condition or regime of medication.  It is the  
Welfare Supervisor’s responsibility to ensure this occurs. 

 
Administering Inhalers 

 All classrooms are equipped with an Asthma Box containing a nebuhaler or a volumatic 
(commonly known as a “spacer”) plus the child’s individual, labelled medication. 

 

 It is the Welfare Supervisor’s responsibility to ensure these are regularly checked and 
contain all the agreed equipment. 

 

 The Welfare Supervisor should be informed which child has received medication. 
 

 Children with asthma MUST HAVE TWO blue inhalers (relief inhalers) in school.  One is kept 
in the class Asthma Box and one in the Welfare Room.  The inhalers are kept readily available 
in the Welfare Room and not locked up.  It is the parent’s responsibility to supply the two 
blue inhalers to the school. 

 

 Preventive inhalers: these now come in a range of colours including orange, maroon, purple 
and beige and are NOT generally needed in school.  They should be administered at home 
before and after school if required.  Any preventative medication will be sent home if 
brought in to school. 

 
Access to Inhalers 

 Children can have access to inhalers whenever needed. 
 

 The class Asthma Box should be taken out with the class during all games lessons, especially 
those held in the part or playground.  They should be available at Before and After School 
Clubs. 

 

 It is essential that they are taken with the class on all school trips, swimming etc.  It is the 
class teacher’s responsibility to ensure a named adult is given responsibility for the safe-
keeping of the box. 

 

 Year 4 asthmatic children to carry the box when going swimming.  Any other class or year 
group trips out of school a named adult is to be responsible for carrying of inhalers and 
spacers. 

 
PE and Clubs 
The Welfare Supervisor ensures that class teachers and adults who run sports and other extra-
curricular clubs and lessons are aware of the children with asthma and informs them as to 
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whether they need inhalers before exercise.  If a child suffers with asthma it is the child’s 
responsibility to take their inhaler and spacer with them to extra-curricular activities. 
 
Asthma Attack 
In the case of an asthma attack the teacher should follow the instructions on the asthma attack 
poster situation in all classrooms and keep the child calm.  PLEASE TREAT THE CHILD WHERE 
THEY ARE AND SEND FOR HELP IMMEDIATELY. 
 
Whole School Training 
In order to improve the management of children’s asthma within our school, whole school staff 
training is to be updated annually to ensure that ALL staff are aware of the procedures to follow 
in the event of child having a possible asthma attack. 
 
Strict Rules 
No children other than those with medication are allowed to touch asthma medication 
containers - each child is only permitted to touch his or her own medication.  (If this rule is 
broken it is helpful to remember that a child will NOT be harmed by inhaling). 
 
Legal Position 
Staff are legally covered by the LA to administer asthma treatment.  However it is not acceptable 
to use one child’s inhaler on another child.  It is the parents’ responsibility to ensure that the 
correct medication is in school. 
 
Our asthma guidelines incorporate national guidelines recommended on the management of 
asthma care in school.  These guidelines are in place to maintain the safety of all children with 
asthma at North Ealing Primary School. 
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Appendix 15 
  
INFORMATION FOR PARENT HELPERS 
Thank you for offering your support as a parent helper.  I hope you will find the following 
information helpful as a Parent Volunteer. 
 
OUR POLICY 
We welcome parent helpers in our school; in fact we rather rely on your support in order to 
carry out practical activities particularly with Infants. 
 
Individual teachers look at their timetables and decide when extra help would be appropriate.  
Miss Anderson, our Deputy Headteacher, then attempts to match up parent offers with teacher 
needs - no easy task! 
 
It is not appropriate to have additional help at all times, which is why there are no classes with 
parents helpers all day every day.  Indeed there is a school of thought which says that more than 
3 adults in a classroom at one time works against children's development.  We do not wish to do 
everything for our pupils - we wish to foster independence. 
 
PARENT-HELPER TASKS 
These are wide-ranging.  You may be supervising a small group of children keeping them on task, 
reinforcing the instructions and encouraging language development by talking with the children 
about the work - get them to tell you what they are doing. 
 
You may be asked to share a book with a child just as you do with your children at home. 
 
We do not ask you to teach - the teacher will do that, but we may call upon your special talents 
e.g. sewing, artistic, computing etc. 
 
You may be asked to paste worksheets into books, label folders, mount work, cut paper, wash up 
paint pots, strip walls when new displays are going up, help make props for a play, help at a 
library session or escort a class to the swimming baths - the list is endless. 
 
There may be times when you are asked to accompany the class on a local visit to the shops or 
park. 
 
YOUR OWN CHILDREN 
We do not place parents in their own children's classes.  We have found that some children 
behave differently when their own parents are present whilst other children need to gain 
greater independence from families whilst at school - and it would be difficult  to differentiate 
between families in a diplomatic way. 
 
We also ask that you do not seek out your own children in the playground - some children 
become upset when the parents leave them whilst others become upset because their parents 
are not there. 
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CONFIDENTIALITY 
We would not expect you to discuss the standard of any child's work or behaviour with the 
child's or other parents.  If approached it is better to refer parents to the teacher.  
 
SECURITY - SIGNING-IN 
Please visit the School Office and sign in (there is a book for parents) each time you come to 
help.  You will be issued with a badge which shows that you are authorised to be on site.  Please 
help us by wearing it where it is visible.  Try to remember to return the badge to the office 
before you leave. 
 
It would be helpful if you could telephone school to let the teacher know if you are unable to 
come in - as plans may need to be changed. 
 
CHILD PROTECTION 
All members of staff employed to work with/supervise children have been CRB checked.  All 
Parent Volunteers now have to be CRB checked - and we would not expect you to be in sole 
charge of any child. 
 
FIRST AID 
Please refer all First Aid requirements, however minor, our designated First Aiders.  They have 
received training from the Local Authority, are familiar with the materials we are allowed to use 
and are covered by insurance. 
 
FIRE EXITS 
Please note the evacuation route which should be posted on the wall in your working area.  
Please vacate the building if you are working alone in a room when you hear the Fire Bell 
(continuous ring). 
 
TOILETS 
There is a toilet by the office in the Millennium building, by the end door in the Centenary 
building or in the staff room which you may use.   
 
COFFEE 
If you are here during break time, please use the staff room at the beginning of break. 
 
Finally, we do appreciate your help and support - thank you for helping us!  However, we are 
rarely able to match all teacher needs with parent availability.  If we are not able to take up your 
offer at the moment, it is simply because there is not a match.  We will keep your name and 
contact you later in the year - people drop out for a variety of reasons. 
 
I hope this information is helpful to you (I am sure that I have not covered everything!) and I 
would appreciate any suggestions to include in next year's leaflet. 
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Appendix 16 
 
ELECTRICAL CHECKS 
 
1. All mains electrics should be checked annually. 
 

2. Portable Electrical Equipment: e.g., computers, CD players, video recorders, televisions, 
kettles, microwave ovens, irons, food mixers, OHPs, science equipment 

 

3. The Caretaker will check all portable electrical equipment is tested. 
 

4. Records to be kept in file by the Caretaker. 
 

5. All users to carry out a visual check before use. 
 

6. Any unserviceable equipment must be labelled and taken out of service. 
 

7. If equipment is beyond repair, it must be taken off the inventory and disposed of. 
 

PROVISION OF PERSONAL PROTECTIVE EQUIPMENT 
Should it be deemed necessary, this will be provided, e.g., gloves, overalls, aprons, goggles. 
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Appendix 17 

 
MANUAL HANDLING 
1. A wide variety of items require lifting and handling. 

 

2. Should any member of staff consider an item too heavy for manual handling, alternative 
arrangements will be made. 

 

3. There are no laid down limits for manual handling as individuals have different 
capabilities in lifting and moving objects. 

 

4. Staff must not lift anything they consider to be too heavy. 
 

5. Report to Site Supervisor if assistance is required. 
 
Remember: 

 When lifting from floor level, squat down, get a good grip under the item, keep the back 
straight and lift by a standing up movement. 

 

 Never bend from the waist with the legs straight whole lifting an object. 
 

 Stretching forward to lift should also be avoided. 
 

 Move the feet when turning to the side rather than twisting your body while   carrying. 
 

 Children should be led by the hand whenever possible, not lifted and carried. 
 

 If it becomes absolutely necessary to carry a child, ensure a good hold and   be aware 
that the child may move unpredictably. 

 

 All members of staff have a duty to take reasonable care of their own health and safety 
as well as that of the children. 
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Appendix 18 
 
SITE INSTRUCTIONS FOR CONTRACTORS 
Welcome to the site of North Ealing Primary School.  The instructions below are to ensure, as far 
as is reasonably practicable, your health and safety and that of all site personnel. 
 
Arrival on Site: 
On arriving at this site, you should have reported to the Office and signed in the visitor’s book. 
This is kept as a basic fire precaution, so that we have a record of who is on site at any one time. 
 
Activities on Site: 
As contractors visiting this site, your activities will be varied and to write guidance notes for all 
of you would make this a lengthy document.  You are, therefore, reminded of your statutory 
duty under S3 (2) of the Health & Safety at Work Act (1974). 
 
If you are bringing equipment on site, please ensure that it is in good working order and safe to 
use.  When equipment is not in use, please remember housekeeping.  As a school, we would like 
our contractors to set an example to our pupils. 
 
Any substances brought on site should have already been assessed by you under the COSHH 
regulations prior to coming on site.  Any substances, where there is a foreseeable risk to health, 
should be brought to the attention of the Site Supervisor or Health & Safety Officer, who can be 
located through the Office. 
 
If you need to gain access to any classroom or teaching area, initially inform the teacher in that 
area so he/she is aware of your presence and can act accordingly to ensure that health and 
safety standards continue, even though there may be additional activities going on in that area. 
 
First Aid: 
Throughout the site are named First Aiders and First Aid boxes.  The aforementioned are 
identified by signs, colour coded green and white, that are displayed around the school.  Please 
report all accidents and ensure that they are recorded in the Accident Report Book - remember 
that you have a legal obligation to report any accident that you may have. 
 
Fire: 
On site there is a fire alarm system with several activation points, colour coded red. 
 
If you discover a fire, immediately sound the alarm.  If you are trained and able to use fire-
fighting equipment without putting yourself in danger, then tackle the fire.  If not, leave the 
building by your nearest exit and proceed to the Fire Assembly Point. Please assemble there 
with everyone else, so that your name can be checked against the Visitor’s Book. 
 
If the alarm is activated, it is a continuous ringing bell.  Please stop what you are doing and leave 
the site by your nearest exit and go to the Fire Assembly point (as above). 
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Departure from Site: 
Please ensure that you have cleared up after you have completed your work, remembering to 
take all your tools and equipment with you.  Report back to the Office and sign out of the 
Visitor’s Book - this is just as important as signing-in. 
 
Thank you for your cooperation in ensuring that the health and safety of all personnel is 
maintained. 
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Appendix 19 
 

PROCEDURES FOR THE USE OF THE LIFT (CENTENARY SCHOOL BUILDING) 

 The key will be left in the office key press when the lift is not in use 
 

 The Site Supervisor will carry a spare 
 

 The lift must on no account be used if there is no other person in the building 
 

 The maximum number at any one time is 4 persons 
 

 The lift will be serviced at regular intervals (at least 3 times each year) by the school 
maintenance contractor. 

 

 Under no circumstances should a child use the lift on their own and must always have 
adult supervision 

 

 The Site Supervisor will reset if required or obtain the services of the school maintenance 
contractor. 
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Appendix 20 
USE OF DEFIBRILATOR 
 
A defibrillator is kept in the Medical Room. 
 
The names of staff who have received specialist training in the use of the defibrillator are 
displayed on the information board situated in the corridor adjacent to the Medical Room. 


