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Health, Safety and Welfare Policy 
 

Introduction 
 

The health, safety and welfare of all the people who work or learn at our school are of 

fundamental importance.  We aim to provide a safe, secure and pleasant working environment for 

everyone.  The Governing Body, along with the L.A. takes overall responsibility for the health and 

safety of all children, members of staff and the whole school community.  However every 

individual in the school community is responsible not only for their own health and safety but also 

the healthy and safety of others.  As soon as a risk is identified by an individual it must be 

immediately actioned or reported by that individual. 

 
 

Our Statement of General Policy is: 
 

• To make adequate arrangements for the health, safety and welfare of the staff and pupils; 

• To provide adequate control of the health and safety risks arising from our work activities; 

• To consult with our employees on matters relating to their health and safety; 

• To provide and maintain safe resources and equipment; 

• To ensure safe handling and use of substances; 

• To provide information, instruction and supervision for pupils and employees; 

• To ensure all employees are competent to do their tasks, and to give them adequate 
training; 

• To take all reasonable steps to prevent accidents and cases of work related ill health; 

• To maintain safe and healthy working conditions;  

• To review and revise this policy as necessary at regular intervals. 

 

 

Responsibilities 
 

Overall and final responsibility for health and safety is that of Mr A Wirth, Head Teacher, and the 

Chair of Governors. 
 

Day to day responsibility for ensuring this policy is put into practice is delegated to Mr A Wirth, 

Head Teacher and Health and Safety Coordinator. 

 

All employees have to: 

 

• cooperate with supervisors and managers on health and safety matters; 

• not interfere with anything provided to safeguard their health and safety; 

• take reasonable care of their own health and safety; and 

• report all health and safety concerns as soon as they become apparent to an appropriate 

person (as detailed in this policy statement). 

 

 

Health and Safety Risks Arising from our Work Activities 
 

Risk assessments will be undertaken by the: 

• Head Teacher 

• Health and Safety Coordinator 



• Health and Safety Governor 

• Teaching staff – in relation to activities undertaken by their individual areas of responsibility 

i.e. class visits and school based activities e.g. sport, baking etc. 

 

The findings of the risk assessments will be reported to: 

• The Head Teacher. 

 

Action required to remove/control risks will be approved by the: 

• Head Teacher 

• Health and Safety Coordinator 

• All risk assessments for visits within school time will be completed by the Visits 

Coordinator in conjunction with school staff and will be recorded on the Evolve system 

• All residential visits will have comprehensive risk assessments completed by the Visits 

Coordinator/Head Teacher in conjunction with school staff and recorded on the Evolve 

system 

• All requests for residential visits will go through the Governing Body prior to booking 

 

Person responsible for ensuring the action required is implemented: 

• Health and Safety Coordinator 

 

Assessments will be reviewed annually or when the work activity changes, whichever is soonest. 

 

 

Consultation with Staff  
 

Consultation with employees is provided during Whole School Staff Meetings. 

 

 

Equipment Safety 
 

• The Health and Safety Coordinator will be responsible for identifying all equipment needing 

maintenance. 

• The Head Teacher and Health and Safety Coordinator will be responsible for ensuring that 

all identified maintenance is implemented.   

• Any problems found with plant/equipment should be reported to the Head Teacher or 

Health and Safety Coordinator. 

• The Head Teacher or Health and Safety Coordinator will check that new plant and 

equipment meets health and safety standards before it is purchased. 

 

 

Safe Handling and Use of Substances 
 

• The Head Teacher, Health and Safety Coordinator and Caretaker will be responsible for 

identifying all substances which need a COSHH assessment. 

• The Health and Safety Coordinator and Caretaker will be responsible for undertaking 

COSHH assessments. 

• The Health and Safety Coordinator and Caretaker will be responsible for ensuring that all 

actions identified in the assessments are implemented. 

• The Health and Safety Coordinator and Caretaker will be responsible for ensuring that all 

relevant employees are informed about COSHH assessments. 



• Assessments will be reviewed annually or when the work activity changes, whichever is 

soonest. 

 

 

Information, Instruction and Supervision 
 

• The Health and Safety Law poster is displayed the school’s main reception area and school 

kitchen. 

• Health and Safety advice is available from the Local Authority and other agencies. 

• Supervision of young workers/trainees will be arranged/undertaken/monitored by the 
Health and Safety Coordinator. 

• The Health and Safety Coordinator is responsible for ensuring that our employees working 

at locations under the control of other employers, are given relevant health and safety 

information. 

 

 

Accidents, First Aid and Work-Related Ill Health 
 

• Medical records will be kept securely in the School Office. 

• The first aid boxes are kept in the main stock room located in the reception area of 
school, the Breakfast and After School Club stock room and the Foundation Classroom. 

• The appointed persons/first aiders are the Health and Safety Coordinator, the teacher on 

duty, Senior SMSA and non-teaching staff. 

• All accidents and cases of work related injuries are to be recorded in the accident book.  

The book is kept in the school office. 

• The Health and Safety Coordinator and the School Administrative Officer are responsible 

for reporting accidents, diseases and dangerous occurrences to the RMBC Health and 

Safety section. 

 

 

Monitoring  
 

• To check our working conditions and ensure our safe working practices are being followed 

we will undertake regular Health and Safety Inspections and discuss Health and Safety 

concerns during staff/whole school staff meetings. 

• The Health and Safety Coordinator and Head Teacher are responsible for investigating 

accidents. 

• The Head Teacher and Health and Safety Coordinator are responsible for investigating 

work-related causes of sickness absences. 

 

 

Emergency Procedures – Fire and Evacuation 
 

• The Caretaker, Health and Safety Coordinator and Head Teacher are responsible for 

ensuring the fire risk assessment is undertaken and implemented. 

• Escape routes are checked by the Caretaker on a weekly basis. 

• Fire extinguishers are maintained and checked annually by the Fire Service and Caretaker. 

• Alarms are serviced by the Building Works Department on an annual basis and tested 

weekly by the Caretaker. 

• Emergency evacuation will be tested every half term. 

• The Security Coordinators are the Senior Administrator and the Head Teacher. 



• The Deputy Security Coordinators are the School Clerk and the Deputy Head Teacher. 

 

 

Areas of Particular Importance at Anston Greenlands Primary School 
 

The School Curriculum 

• We teach the children about health and safety in order to equip them with the skills, 

knowledge and understanding to enable them to live positive, successful and healthy lives.  

Teachers take every opportunity to educate children in this regard in the normal school 

curriculum.  For examples, in Foundation and Key Stage 1 the unit of work ‘People Who 
Help Us’ deals with the work of the Police and Fire Service.  Through this topic we teach 

children about the danger of fire, and how to avoid accidents.  Through the science 

curriculum we teach children about hazardous materials, and how to handle equipment 

safely. 

• We teach children to respect their bodies, and how to look after themselves.  We discuss 

these issues with the children in PSHE lessons and we reinforce these points in design 

technology, where children learn about healthy eating and hygiene.  We also show them 

how to move and play safely in PE lessons. 

• Health and Safety issues also arise when we teach care for the environment and awareness 

of the dangers of litter.  Key Stage 2 children receive sex and drugs education (see the 

Drugs Education Policy and Sex Education Policy). 

• Our school promotes the spiritual growth and welfare of the children through the RE 

curriculum, through special events such as harvest festivals, and through the daily act of 

collective worship. 

• Each class has the opportunity to discuss problems or issues of concern with their teacher.  

Teachers use circle time to help children discuss and overcome any fears and worries that 

they may have.  Teachers handle these concerns with sensitivity. 

 

School Meals 

• Our school provides the opportunity for children to buy or obtain a free (in accordance 

with Government initiative) meal at lunchtimes.  If parents are in receipt of income 

support, they may claim free school meals for their children.  We do all we can to ensure 

that the meals provided have a suitable nutritional value, in line with the L.A. requirements. 

• If children choose to bring their own packed lunch, we provide them with a suitable place 

to eat their lunch, and we supervise them during this time. 

• Parents are requested not to provide their children with drinks in glass bottles or tin cans 

when supplying them with their packed lunch. 

• Parents are also requested to take into consideration when providing packed lunches, 

those other children in school who suffer from nut allergies.  Children are not allowed to 

bring to school packets of nuts or sandwiches containing peanut butter. 
• Our school promotes a healthy lifestyle.  As sweets can damage children’s teeth, we do not 

encourage sweets to be eaten in school. 

• The school provides a Tuck Shop for children where they can purchase healthy alternatives 

to sweets. 

 

School Code of Dress 

• It is our school policy that all children wear the school code of dress when attending 

school, or when participating in a school-organised event outside normal school hours.  

We agree the requirements for school code of dress with parents and we review these 

regularly. 

• We always have a sensitive approach where the issue of regulations regarding the code of 

dress conflict with any child’s religious or cultural beliefs.  We have drawn up the 



regulations regarding the school code of dress with due regard to issues of equal 

opportunity and sex discrimination. 

• It is the responsibility of the Head Teacher to ensure that the school code of dress policy 

is enforced.  It is not our school policy to exclude children from the school if they, for 

whatever reason, do not have the proper school code of dress. 

• We ask parents to equip their children with the necessary code of dress and school 

equipment, so that they are able to participate fully in all school activities.  We ask parents 

not to send their child to school with ‘extreme’ hairstyles or the sort of appearance that is 

likely to cause them to draw attention to themselves.  We ask parents to discuss any issues 

relating to their child’s appearance if this is influenced by religious belief. 

• On grounds of health and safety we do not allow children to wear jewellery in our school.  

The exception to this rule is ear-ring studs in pierced ears.  We ask children to remove 

these during PE and games. 

• During the summer months the children are advised to wear suitable headwear (e.g. 

legionnaire style hat) to protect them from excessive sun. 

 

Child Protection 

• There is a named person responsible for child protection in the school.  At Anston 

Greenlands this is Mr A Wirth. 

• If any teacher suspects that a child in their class may be the victim of abuse, they should 

immediately inform the named person about their concerns. 

• The school’s named child protection officer works closely with Social Care and the Area 

Child Protection Committee when investigating such incidents.  We handle all such cases 

with sensitivity and we place paramount importance on the interests of the child. 

• We require all adults employed in school to have a DBS check to ensure that there is no 

evidence of offences involving children or abuse. 

 

School Security 

• While it is difficult to make the school site totally secure, we will do all we can to ensure 

the school is a safe environment for all who work or learn here. 

• We require all adult visitors to school who arrive in normal school hours to sign the 
visitors’ sheet in the reception area, and to wear an identification badge at all times whilst 

on the school premises. 

• Teachers will not allow any adult to enter their classroom if the school visitors’ badge does 

not identify them. 

• If any adult within the school has suspicions that a person may be trespassing on the school 

site, they must inform the Head Teacher immediately.  The Head Teacher will warn any 

intruder that they must leave the school site immediately.  If the Head Teacher has any 

concerns that an intruder may cause harm to anyone on the school site, she/he will contact 

the police. 

• External gates are electronically controlled. 

• Internal doors are accessed by use of a fob. 

 

Safety of Children 

• It is the responsibility of each teacher to ensure that all curriculum activities are safe.  If a 

teacher does have any concerns about pupil safety, they should bring them to the attention 

of the Health and Safety Coordinator or Head Teacher before the activity takes place. 

• We do not take any child off the school site without the prior permission of the parent 

except in an emergency or other extreme circumstances. 

• If an accident does occur, resulting in an injury to a child, the teacher will do all she/he can 

to aid the child concerned.  We keep first aid boxes in the main school stock room, 

breakfast club and FS2 classroom.  All the staff at the school have been trained in first aid. 



• Should any incident involving injury to a child take place the member of staff on duty at that 

time will be called to assist.  If necessary the School Administrative Officer will telephone 

for emergency assistance. 

• We record all incidents involving injury in the school accident book, and we inform parents 

of all serious injuries and in every case where a blow to the head has been sustained 

(bumped head letter).  Contact numbers for all the pupils are kept in the school files. 

 

Seat Belts 

• We only use coaches and mini-buses where seat belts are provided.  We instruct the 

children to use seat belts at all times. 

 

Theft or Other Criminal Acts 

• The teacher or Head Teacher will investigate any incidents of theft involving children. 

• If there are serious incidents of theft from the school site, the Head Teacher will inform 

the Police and record the incident in the school record book. 

• Should any incident involve physical violence or verbal abuse against a staff member, we will 

report this to the Health and Safety Executive and support the member of staff in question 

if they wish the matter to be reported to the Police. 

• Cyber bullying or other internet related issues will be investigated, recorded in the E-Safety 

log book and may be subject to investigation by the Police. 

 

Monitoring and Review 

• The Governing Body has a named governor with responsibility for Health and Safety 

matters.  It is the Health and Safety Coordinator’s/Head Teacher’s responsibility to keep 

the Governing Body informed of new regulations regarding Health and Safety and to ensure 

that the school regularly reviews its processes and procedures with regard to Health and 

Safety matters.  The governor in question liaises with the Health and Safety Coordinator 

and Head Teacher to ensure that the school procedures are in line with those of the LA. 

• The Head Teacher/Health and Safety Coordinator implements the school Health, Safety 

and Welfare Policy on a day-to-day basis and ensures that all staff are aware of the details 

of the policy as it applies to them. 
• This policy will be reviewed at any time at the request of the Governors or at least once 

every two years. 

 

 

Fire Drill 
 

In Case of Fire 

• In the event of fire, the alarm can be sounded by any adult and will continue to sound until 

switched off by the Head Teacher/Site Manager. 
 

• When children hear the alarm, they must behave sensibly and walk straight out of the 

building to their particular assembly point so that the staff can check the registers.  Usually 

the most sensible point of exit is the nearest door. 

• Teaching staff should ensure toilets are checked in their area before leaving the building. 

• The children in Wrens, Robins, Chaffinches and Merlins will walk out of their own doors 

and to their respective playgrounds. 

• Children in Snowy Owls, Ospreys and Golden Eagles will walk out of the main school 

entrance following the walk way around the front of the building leading to the Junior 

playground where they should stand in the class lines. 

• Children in the Hall will use the exit by the toilets and walk round the back of school to 

their playground.  If they are in assembly, children at the front of the Hall will leave by the 



main school entrance, whereas those at the back will leave via the exit at the rear of the 

Hall. 

• Children in the Library should exit through the Hall. 

• Once on their respective playgrounds children will stand quietly in class lines while the 

teacher checks the register which the Administrative Officer or the Head Teacher will have 

brought out.  Any discrepancy on a register should be reported immediately to the 

Administrative Officer with the information regarding the possible whereabouts of the 

child.  This information will be passed onto any fire officer if the need arises. 

• The junior classes will assemble/line up in the junior yard away from the building.  The 

infant classes will assemble/line up in the infant yard away from the building.  When the 

register is called, each child will answer their names and raise their hand.  This will allow 

the teacher to make a visual check to avoid any confusion. 

• In the meantime the Caretaker will have begun initial fire fighting and the Office 

Administrator will telephone the emergency services.  In the absence of the Head Teacher, 

the Deputy Head Teacher will deputise and his/her class will go out with the neighbouring 

teacher.  The non-teaching staff will assist the youngest children.  The kitchen staff will 

leave by their own exit and assemble in the Junior yard.  The Caretaker will liaise with the 

Fire Department when they arrive. 

 

In the Event of a Fire at Lunchtime 

• Children eating lunch or sandwiches will go out with the lunchtime supervisory staff.  The 

Senior Supervisor will bring the dinner registers out to the assembly points.  The registers 

should be checked and the dinner registers should be used to establish if children have 

gone home for dinner. 

• If the alarm sounds when the children are outside they should line up in their classes under 

the supervision of the lunchtime supervisory staff.  Children in the building should leave 

immediately and join their line. 

• Teaching staff on the premises should go to the lines and help check the children. 

• At lunchtime, children should only be in school with the permission of a teacher. 

 

 
 

Monitoring and Review 
 

This policy will be reviewed annually in consultation with staff and Governors. 

 

Updated:   Summer Term 2017 

 

Date for Review:  Summer Term 2018 
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