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Health and Safety
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Rooted in God as our vine; we bear fruits.

Our Vision:

A vision rooted in John 15:1-17 Jesus as the Vine.
Core Christian Values: 

Compassion, Friendship, Perseverance, Forgiveness, Openness, Trust.
The Governors of Bapchild & Tonge C E (Aided) Primary School and Nursery recognise their corporate responsibility in having an agreed policy so that responsibility to provide, as far as is reasonably practical, a safe and healthy environment for children, staff and all users of the premises. 

The school will take all reasonable steps to meet this responsibility and expects appropriate support from children, staff and visitors.
They will take all reasonably practicable steps within their power to fulfil this responsibility.

It is the intention of the governors to regularly review this policy in the light of any changes made in the Health and Safety Guidance and in any subsequent changes in legislation made by relevant parties.

The headteacher is required to ensure that all members of the teaching staff, supply teachers, and any other interested persons, receive a copy of this document and any subsequent amendments. 





Signed:





Health and Safety Governor – Resources Committee 
INTRODUCTORY STATEMENT

As a Christian foundation, this school understands that all people are a gift from God to be valued and nurtured as individuals made in their Creator’s image and called by God to grow and flourish like the fruitful branches of the True Vine (John 15.5). Because of this principle, relationships within the school should be conducted in the light of our School Christian Values of Compassion, Friendship, Perseverance, Forgiveness, Trust and Openness in addition to The Golden Rule, ‘Always treat others as you would like them to treat you’ (Matthew 7:12 REB).

Statement of Intent
The headteacher and governors are committed to establishing and implementing arrangements that will:

· Ensure staff and pupils are safeguarded when on school premises, or engaged in off-site activities (e.g., school trips, sports events etc.).
· Ensure the premises for which they are responsible have safe access and egress for all staff, pupils and visitors.
· Provide adequate facilities and arrangements for welfare.

· Provide and maintain safe plant and safe systems of work without risks to health.
· Ensure safe use, handling, storage and transport of articles.
· Provide suitable information, training, instruction and supervision to keep all staff, pupils and visitors safe.

Responsibilities
1. Governing Body
The governing body shares with the Local Education Authority and Diocese, the overall responsibility for health and safety. For its part the governing body will:-  
· Responsibility for the health and safety of pupils lies with the governing body of the school, as the employer of school staff

· The governing body will promote a strategic overview for health and safety.

· The governing body will take all reasonable measures to ensure that the premises and equipment on site are safe and do not put the health or safety of staff, pupils, or visitors at risk while they are on the premises.

· The governing body must comply with any directions given by the LA concerning the health and safety of persons in school, or on school activities elsewhere.

· The governing body will make adequate provision for maintenance of the school premises and equipment within the school’s delegated budget.

· The governing body will support and monitor health and safety within the school.

· Review and monitor the effectiveness of this policy.

•
The governing body can consider appointing a governor to co-ordinate health and safety from a strategic point of view.
2. Headteacher
Headteacher responsibilities

· To ensure this policy is reviewed annually or earlier if there are any changes in circumstances.
· To ensure that employee responsibilities regarding health and safety are included in their job descriptions and that it is adequately received and understood.
· To include health and safety issues in the school improvement plan, if necessary.
· To carry out regular health and safety inspections (at least three times a year) and take remedial action as appropriate.
· To undertake risk assessments, record significant findings, and review annually or sooner if there is a change in circumstance.
· To receive and deal promptly with raised issues or complaints about unsafe premises, equipment, or work practices.
· To liaise with KCC property and infrastructure support and/or the building maintenance consultants and/or with contractors to resolve property maintenance issues.
· To ensure that the requirements of any enforcement officer (e.g., HSE Inspector, Environmental Health Officer, Fire Liaison Officer, or Environmental Agency Inspector) are properly addressed.
· To ensure that emergency evacuation procedures are in place and tested to ensure validity.
· To ensure that adequate first aid provision is available and kept up to date at all times.
· To report health and safety issues to the governing body on a regular basis.
· To monitor and review all health and safety policies and procedures.
· Seek advice from other organisations or professionals, such as the Health and Safety Executive, safety advisers etc. as and when necessary.
3: Staff responsibilities

· To read and fully co-operate with this policy.

· Must take reasonable care of their own health and safety and that of others who may be affected by their actions.

· Will co-operate with their employer on health and safety matters.

· Will not interfere with anything provided to safeguard their health and safety or that of others.

· Report practices, equipment or physical conditions that may be hazardous to their line manager and/or the appropriate member of staff.

· Have a duty to report all health and safety concerns to the head teacher or their line manager.

4: Caretaker responsibilities 

The Site manager holds responsibility for the day-to-day maintenance and other buildings / grounds issues. 

They will:

· Ensure that any work that has health and safety implications is prioritised.
· Report any concerns regarding unresolved hazards in school to the senior management team immediately.
· Ensure that all work under their control is undertaken in a safe manner.
· Carry out a daily check of the grounds and building to spot any disrepair or other hazards such as broken glass etc. in the play areas.
· Ensure that all cleaning staff are aware of safe working practices, especially regarding reporting of hazards, the use of hazardous substances and manual handling.
· Carry out a weekly test of the fire alarm.
· Ensure all contractors are ‘inducted’ and shown the relevant risk assessments, asbestos records and are made aware of any fragile roofs or other hazards in the areas where they will be working.
· Fully co-operate with health and safety arrangements during larger building projects.
Information, Instruction and Supervision

Under health and safety law it is a legal requirement to display or provide a leaflet version of the Health and Safety Law poster.

· A copy of the Health and Safety Law Poster is located in the Lower Junior Corridor
· Supervision of young workers/trainees will arranged/ undertaken/ monitored by the head teacher or other delegated key members of staff
· The head teacher will supply adequate information, instruction and supervision for all staff, pupils and visitors to ensure their health and safety.

Competency for health and safety tasks and training

· The Headteacher will ensure that all staff undertake induction training. 
· Training will be identified arranged and monitored by the head teacher and the governing body.
· Staff are also responsible for identifying their own personal training needs and feeding this back to the headteacher.

· Training records will be easily accessible for audit purposes and will be kept up to date.
Monitoring

· The head teacher will check working conditions and ensure that safe working practices are being followed.  Regular inspections will be undertaken of the school building and grounds three times a year.
· The Headteacher or Deputy Headteacher is responsible for investigating accidents although the accountability remains with the head teacher.
· The Headteacher is responsible for investigating work-related sickness and absences, although the accountability remains with the head teacher.
· The head teacher is responsible and accountable for acting on investigation findings in order to prevent any reoccurrences.
Arrangements
School activities

· The head teacher will ensure that risk assessments are undertaken.
· The significant findings of all risk assessments will be reported to the governing body and to all relevant staff, contractors, visitors and all of those who may be affected.
· Any actions that are required to remove or control risks will be approved by the head teacher or their delegated responsible person.
· The head teacher or delegated responsible person will check that the implemented actions remain effective, and that all risk assessments are reviewed on an annual basis or when the work activity changes, whichever is the soonest.

Visitors

· All visitors shall be directed by clear signage to the reception and must report to reception, where appropriate arrangements for the signing in and out and identity badges will be provided.
· All visitors shall be made aware of the school’s fire arrangements in the event of a fire via the leaflet and information from the office.
· All visitors shall be made aware of the school’s emergency procedures, including evacuation points.

Fire and emergency procedures

· The headteacher is responsible for ensuring the fire risk assessment are undertaken, controls are implemented and that it is reviewed annually and kept up to date.

· Emergency exits, assembly points and assembly point instructions are clearly identified by safety signs and notices.

· Instructions to employees are posted at strategic points around the building. 

· Emergency evacuation will be practiced at least three times a year and records will be retained.

· Regular testing of fire alarms will occur on and will be carried out by:

· A record of these tests will be kept by the Caretaker.

Means of Escape and Emergency Exits
· When the school is in session the designated exits must be able to be opened from the inside without the use of a key. At other times staff will be responsible for assessing the level of risk and maintaining adequate means of escape. A Key and Padlock code to the playground is kept in the Key Stage 1 Area. 

Evacuation procedures 
· School evacuation (fire drill) should be carried 3 times per year (minimum). The evacuation will take place at different times of the day. The time and length of the evacuation is recorded in the Fire Safety Manual, which is kept in the school office.

· The assembly point for fire drills is on the school playgrounds. This ensures that the main entrance is kept free for access by the fire brigade.

· Fire safety notices, giving details of evacuation procedures, must be displayed in all rooms and corridors in a prominent position. It is the responsibility of the Health and Safety Governors to check they are present.

· The Leadership team will report to each other when they enter or leave the building during the day so that clear lines of responsibility are established in the event of an emergency evacuation.

· All staff, visitors and contractors must sign `in' and `out' on entering and leaving the building. Visitors should wear a school visitor badge.

People with Special Needs
· Discussions will be held with people with special needs to see how their individual needs can be met. Personal Evacuation Plans are kept for any pupils needing support to evacuate the building and kept with SENCo information.

Fire Precautions
· Do not store inflammable materials near a source of heat.

· Ensure fire exits are always accessible, clearly marked and kept clear ready for emergency evacuation.

· Do not store spirits, paraffin, petrol or solvents within reach of children and keep them away from direct heat.

· Keep matches in a locked drawer or a high shelf in a cupboard.

· Do not use naked flames as part of any free choice activity.

· Always closely supervise any activity, such as birthday celebrations, which use lighted candles.

· Risks assessments to be undertaken when science activities involve lighting flames/chemicals. 

Staff Fire Training
· Headteacher has received fire training and will cascade any relevant information. 
Maintenance of fire equipment

The headteacher will ensure regular maintenance of:

· fire extinguishers

· fire alarms

· fire doors

· fire safety signs and identification of escape routes

· emergency lighting and other emergency equipment.
Contractors
The Headteacher, supported by the Caretaker, will liaise with contractors working at the school so that fire safety is not compromised during their activities. Contractors are expected to comply with the school's health and safety policy and any instructions in work orders/specifications issued by other organisations e.g. Diocese.
Bomb/suspect package alerts

Bomb alerts/ suspect packages will be dealt with in accordance with the school’s emergency planning arrangements. 
· The headteacher is responsible for ensuring the bomb alert procedures are undertaken and implemented.
· Guidance on bombs/suspicious devices or packages will be circulated to staff annually.

First Aid Arrangements

· The head teacher will ensure that there are an appropriate number of designated and trained first aiders in school.

· The head teacher will ensure that there are an appropriate number of first aid boxes, with basic instructions and locations clearly marked. 
· The school will follow the procedure for completion of incident / accident records

          HS157, HS160, F2508
· All reportable incidents under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) will be reported to the HSE by the school. Advice should be sought if any doubt whether an incident is reportable.

· Parents will be invited to complete the consent form for medical treatment in accordance with school policy and DFE guidance.

First Aid and Medicines

First aid boxes are located in the Main School office and smaller ones in Junior First Aid area and an Infant area. It is the responsibility of the Office Staff to maintain these, in addition to the equipment and supplies required for the treatment of minor accidents.

· Treatment administered to a child should be recorded in a book kept with the first aid equipment.
· The qualified first aiders will be available to administer first aid and posters are displayed around the school. All member of staff and adults have a responsibility to support and seek further medical help for children.

· At lunch time the Midday Meal Supervisors must deal with accidents. 
· A list of children with health needs is displayed in the Staff Room and individual children from each year groups in each classroom.

· All adults dealing with bodily fluids must wear disposable gloves.
Medicines

A separate Administering Medicines Policy gives further guidance.
· Teachers must not keep or administer medicines.
· Parents wishing their child to receive medicines in school should contact the School Office. 
· If a child requires medicine at school, parents may come in to administer it. If they are unable to do so they may fill in a consent form for the Secretary to administer medicine to their child. 
· All medicines must be kept in the Medical Box in the School Office Teacher’s office out of reach of a child. The dose should be in a named container. If it requires refrigerating then it should be stored in the staff room fridge.

· If a child has asthma then any inhalers and spacers should be named and kept in the Classroom First Aid box. It is the responsibility of the parent to check the use by date and obtain replacement when necessary, however the Class Teacher does need to monitor this. 
All staff should make themselves aware of the list of children with specific medical care plans (e.g. diabetes, severe allergies requiring epipens) and the location of their emergency treatment one which is kept in the School Office and the other in the child’s classroom.   

Accidents
· Accidents, other than minor injuries, must be reported to the School Office and in the case of a child, the class teacher and parents. Where they are minor and have been dealt with by the First Aider they should be recorded in the First Aid log. 

· If a child needs to go to the surgery or the hospital in an emergency, parents should be informed immediately. If a parent is unavailable, a member of staff should accompany the child acting `in loco parentis'.
· In an emergency an ambulance should be called.
· Accidents should be recorded in the First Aid/ accident book kept in the School Office.
· Injuries to children, or adults requiring medical attention, must be reported to the LA Health & Safety officer and the Health & Safety Governor. Full details must be reported to the Headteacher, or in their absence, to the Assistant Headteacher, so that a report can be completed. (Accident Report Book).

· If a child receives a bump on the head, a letter must be sent home to the parents. It is the responsibility of the person dealing with the accident to ensure that this letter is written. (Proformas are kept with first aid equipment) The class teacher must be made aware of the incident so that the child can be monitored on returning to the classroom. Stickers are kept with the accident file for bumped heads.
· The Assistant Headteacher for Inclusion alongside the Headteacher  monitors the accident book on a half termly basis to assess any need for preventative action
Guidelines for cleaning and disposal of bodily waste

Need: 


Disposable gloves, 

Yellow plastic bag for waste

Anti-Bacterial Spray
Disinfectant and cleaner

DISINFECTANT SOLUTIONS (carried out by the Caretaker)
Hard surfaces: 1:10 disinfectant and cold water (i.e. an egg cup full of bleach to 1 pint of cold water

Carpets & soft furnishings: 2 per cent solution of disinfectant in cold water (i.e. 2 complete strokes, up and down = 1 stroke, to one gallon of water).

Procedures
a) Prepare disinfectant solution as above.

b) Pour gently over spillage and cover with paper towels.

c) Where possible leave for 30 minutes.

d) Remove with paper towels and discard into bags, together with gloves and apron.

e) Once dry cover with vacuum powder to remove last smells.

Bleach must only be used for cleaning in holidays when children are not on site and must be locked away in the caretaker's cupboard.
Safe handling and use of substance
· The head teacher is responsible for identifying all substances which need an assessment under the Control of Substances Hazardous to Health (COSHH) Regulations 2002.
· The head teacher or delegated responsible person will be responsible for undertaking.
· The head teacher will be responsible for ensuring that all relevant employees are informed about the presence of the COSHH assessments.
· The head teacher will be responsible for checking and ensuring they are satisfied that all new substances can be used safely before they are purchasing them.

· COSHH assessments will be reviewed on an annual basis or when the work activity changes, whichever is the soonest.
Inspection of premises, plant and equipment

· The headteacher will arrange for formal inspections of the premises, plant and equipment to take place twice a year and draw up an effective maintenance and improvement programme.
· All identified maintenance will be implemented.
· Routine checks may be undertaken by a combination of class teachers, governors, caretaking staff and the head teacher/deputy head using the example checklists.

· Access to storerooms; boiler/tank room should also be checked, including checking for inappropriate storage of ladders and other equipment. 

· Where damaged asbestos is encountered, or damage is suspected procedures as laid down in the KCC asbestos policy will be followed.

Asbestos management

· Property and Infrastructure Support will arrange for an asbestos management survey to be carried out every three years in line with KCC policy. The headteacher will ensure that the KCC asbestos management policy is followed. An asbestos docubox will be kept in reception In cupboard) and staff will ask all contractors to check the survey and sign to say that they are aware of where the asbestos is within the building. The headteacher or the designated responsible person will monitor areas where asbestos material is present, record significant findings and arrange for remedial works to be carried out if necessary.  All works undertaken will be updated in the asbestos survey on completion.

Legionella management
· Property and Infrastructure Support will arrange for a water hygiene risk assessment to be carried out every two years in line with statutory requirements. Such assessments will identify if there are areas where conditions exist which could support legionella bacteria growth and pose a risk to building occupants, the survey will also list any works required; and include details of future monitoring requirements that the school is responsible for. Therefore, all identified remedial works will be incorporated into the school’s maintenance programme.

· Monitoring of the water system is also a statutory requirement, and the school will ensure this is undertaken. This will include taking temperature readings, recording these in the logbook and de-scaling spray outlets as necessary.
Information Communication Technology

· The headteacher will ensure that suitable arrangements are in place for the safe use of information communication technology.
· Information communication technology will be installed safely, with due consideration given to ventilation for server 
· Where laptops are used, safe systems of work including charging and use of trolleys will be devised and implemented.
· Assessments for users of Display Screen Equipment (DSE) will be carried out in accordance with the Health and Safety (DSE) Regulations 1992 (as amended in 2002).
Curriculum Development and Health and Safety 
· All children will observe safety rules and procedures and follow instructions from staff.
· Staff will also instruct them in general class safety rules e.g. how to carry scissors safely, using electrical equipment with dry hands, tucking chairs underneath the tables.
· Children should be made aware of potential hazards if equipment they are handling is improperly used.
Supervision 
· The school day begins at 8.45 a.m. but children may enter from 8.40 a.m. when a member of staff will be in each class. Staff must be present to supervise children as soon as they enter the building. School ends at 3.15 pm. Any child who is not collected at the end of the day should be supervised by a member of staff and the parents contacted by the teacher, Headteacher, Deputy Headteacher, Assistant Headteacher/s or Office Manager. 
· Except in an emergency, no teacher must leave a class unattended. If they need to they must send for adult supervision immediately or send a child to seek adult help if it is appropriate. 
· A teacher and a Teaching Assistant will be on duty for morning and afternoon playtime. Staff should be vigilant at all times.

· At lunchtimes the Midday Meal Supervisors will monitor the children in the playground. 

· All staff must exercise as much care and responsibility towards the children as that which would be taken by a caring parent.
Off Site Activities and Visits 
Preparations
1. The school follows the Outdoor Education Unit and LA guidance relating to off-site activities practice. 

2. Before any activity takes place, Headteacher, Deputy Headteacher or Assistant Headteacher if acting in the HT absence, is to approve routine off-site activities.

3. Staff should visit places for off-site activities, prior to visiting them with the children, to carry out an assessment of potential risks.

4. Parents must have full particulars of a visit before they are asked to give their consent.

Supervision 

Ratio for supervision is:

· Year 1- 3: 6 children to 1 adult (under 5s reception classes should have a higher ratio)
· Year 4/5/6: 10-15 children to 1 adult.

Parents must have their role explained and appropriate preparation and instruction given if they are volunteering. 

Only police, traffic wardens and officially designated school crossing patrols have the right under law to control traffic. Therefore if a teacher needs to see children across a road, "s/he must do so as a responsible person and to the best of his/her ability." 

Record of Groups going Off-Site
Prior to departure teachers must ensure that:-

Accompanying adults have group lists showing
a) Their own group responsibility

b) Who is travelling in which vehicle? (if appropriate)
c) Name and telephone number of the person at school who may be contacted in an emergency.

The Office should be given a list detailing
a) The names of all adults and which children are in the groups they are supervising

b) The distribution, if travelling in separate vehicles

c) Contact numbers for all adults travelling with the group
Travel by Coach
Coaches and minibuses should only be hired from reputable companies. 

Seat or lap belts must be worn and it is the responsibility of the leaders to ensure that they are used. 
Children should not occupy the front seats of a coach.

To ensure adequate supervision, it is essential that supervising adults are spread throughout the coach and are not sitting together.
Emergency Action
In the event of an accident the senior member of staff in charge of the off-site activity should contact the school immediately so that parents can be informed. A mobile phone should be carried on each coach for this purpose.

It is the responsibility of the Headteacher to inform the LA officers if a serious accident occurs. 

Availability of Medical and Special Needs Information
Before going off-site staff must have, in advance, current information on children with specific medical or special needs problems.

Prior to departure, teachers should ensure that inhalers, or any other medicine required for specific medical conditions, are given to the supervising adult. 

The statement "In the event of illness or accident, I consent to any necessary medical treatment which might include the use of anaesthetics" should be included on the parental permission slip.

Maintenance and Use of Equipment 
1. Faulty or dangerous equipment should be reported to the Headteacher immediately.

2. The Office Manager is responsible for security marking new equipment and entering them into the log.

3. The asset register is to be updated by Office Manager and Headteacher in collaboration with the ICT technician.

3. Staff are encouraged to identify and minimise risks.

Safety Inspections
1. The Resources Committee and in particular Health & Safety Governors carry out safety inspections at termly intervals and record outcomes. Items for action are the responsibility of the Headteacher who notes the successful outcomes in his reports to Governors.

2. The microwave cookers should be tested every year to ensure that there is no non-ionising electromagnetic radiation emitting from them.

3. Portable electrical appliances are tested every year and a record of the assessment is kept in the school office, in the H & S file. The Officer Manager arranges for a suitably qualified person to carry out this duty. In addition, they record new electrical equipment as it arrives and add to the asset register.
4. P.E. equipment, both indoors and outdoors, is inspected annually by the LA approved contractor. 
Hazard Reporting Procedures
1. Staff should be alert to hazards at all times and report any concerns immediately to the Headteacher, Deputy Headteacher, Assistant Headteacher, School Office or H & S/premises Governor.
2. Slips, trips and falls account for a high percentage of injuries in school. It would be unrealistic to expect children not to fall, particularly at playtime. However, staff should be alert to, and report, any condition considered hazardous. Such conditions can include uneven surfaces, holes, wet or slippery surfaces, worn carpets and trailing cables.

Building Maintenance and Security 

1. All contractors should report to the school office to sign `in' and `out' and wear a school visitor badge.

2. Relevant safety information (including the asbestos register) for building contractors to consult are kept in files in the school office. 

3. Staff should ensure that access to fire doors is unhindered. This is monitored by the Headteacher.

4. Playgrounds and paths to be cleared and/or salted by the caretaker in charge in adverse weather conditions.
Insurance and Legal Obligations
Bapchild and Tonge CE (Aided) Primary School and Nursery has insurance cover.

These insurances cover the school for the following:

· Public Liability Insurance with QBE Ltd
· Professional indemnity and liability cover for school governors

· Employers liability

· Personal accident insurance

· Third party claims

· Buildings

· School journey insurance scheme

It should be noted that the following are not covered by insurance:-

a) Equipment hired on loan

b) Equipment owned by staff/pupils/community users.

Disabled visitors, staff and children
Access is available to all areas of the school.

Staff Training and Induction

Employees currently in post are checked through the DBS. New employees must provide an up to date Enhanced Disclosure Certificate issued by the Disclosure and Barring Service (DBS). Supply workers will be checked by their Agency and the Certificate number and date provided before they start working. Volunteers, including parent helpers, are also checked by DBS before they start to work.

Staff training is carried out at the beginning of the academic year. It is the responsibility of the Headteacher to ensure that this takes place and to record the date it occurs. 
New staff, both full and part time, receive induction training on appointment. This is the responsibility of the Headteacher.

Work experience students and supply staff are given a school handbooks, by the Headteacher, which outlines procedures relating to health and safety. 

It is the responsibility of the class teachers to ensure that no work experience student is given a task, which is deemed to be hazardous. Safety routines in the classroom should be outlined before the start of the work experience. Induction Tutors for CCU students should also have an overview of the lessons being taught and any possible hazards. 
Stress in the workplace
The School is signed up to Staff Care which can provide Occupational Health and counselling service for staff members.

Moving and Handling Activities 
Children and staff should only lift equipment and furniture within their individual capability. Training will be provided for any hazardous moving and handling activities, particularly if these relate to support for children with physical disabilities.

When working at height (e.g. displaying materials), step ladders or kick-stools should be used. Chairs must not be used for this purpose.
General Health and Safety Arrangements

Potentially dangerous substances must not be stored in class areas.

Water, clay or any other potential `slippery' material should not be left lying on the vinyl floors. Yellow signs are available should an area become wet unavoidably.

If staff have medicines in handbags, these are not to be stored in class areas where children could have access to them.

Should any batteries begin to leak, dispose of them carefully. Do not use rechargeable batteries for children's use.

If any laptops are taken home by a member of staff (beyond that issued by to an individual teacher), a form (kept in the school office) should be completed and then signed by the Headteacher or Senior Leader. This is necessary for insurance purposes.
List of risk assessments, policies and procedures to complement this policy
·  Bomb alerts and Lock-down procedures
· Emergency planning
· Fire Procedures
· First Aid 
· Infection control
· manual handling
· Off-site visits
· School events
· Outdoor Play-equipment including trim trail, MUGA
· Wellbeing including stress management
· Violence and aggression
Monitoring arrangements

This policy is effective from May 2025 and the Governing Body will ensure the policy is reviewed no later than May 2026. 

At every review, the policy will be approved by the Headteacher and Resources committee and ratified by the Full Governing Body.

Next review: May 2026
APPENDIX A
EMERGENCY EVACUATION
The school has a `flight not fight' policy. Immediate evacuation of the building is paramount and staff are not required to attack fires with extinguishers.
In the event of a fire the following procedure should be adopted:-

Pupils
THE FIRE ALARM is the continuous ringing of the bell.

If you hear the fire alarm…………….

1. Listen carefully to your teacher and WALK IN SILENCE to the playground, then line up.
2. If it is break time and there is no teacher with you, walk quickly and quietly outside and join your class line.
3. If there is an outside door in the room, use it; otherwise follow the corridor to your nearest exit.
4. Any class not in their classroom when the fire alarm rings must go straight outside by the nearest fire exit – do not go back to your classroom.

5. If you are on your own in the school building, go straight outside by the nearest fire exit and re-join your class on the playground. If you see any smoke or flames, keep well away.
6. Your class will have its own place to line up on the playground. Always go there.

7. ALWAYS WALK SENSIBLY OUT OF SCHOOL – DO NOT RUN.

8. If you cannot get out through a door use a window.
School Office
· Take out registers, visitor’s book to assembly point and hand to teachers.

On confirmation of a fire, ring Fire Brigade stating address of school. (mobile phones to be used to prevent re-entry of building)

Teachers
· Ensure children evacuate calmly and in silence to the class' designated assembly point on the school playground.

· Call register and report outcome to Headteacher. Use red or yellow cards to show status Red – child/person missing, Yellow – all accounted for.
Headteacher (or in their absence the Leadership Team)
· Proceed to assembly point.

· Confirm Administrative Officer has called fire brigade. (if necessary)
· Account for all children, staff and other persons.

· Liaise with fire service.

· Assume responsibilities of Office Manager in their absence.

· At lunchtimes, check toilets and medical area and take occupants to assembly point on the school field.

Support Staff
· Check toilets and take occupants to assembly point on the school playgrounds.

· If working with a group of children, take them calmly to their class assembly point and ensure this is done in silence.

Students/Helpers/Visitors/Contractors
· Leave building by nearest exit following instructions given to you.

· Proceed to assembly point on playground.

STAFF FIRE TRAINING
Staff will be trained in fire safety procedures as follows:-

· by provision and discussion of written information

· by carrying out a fire drill.

The areas to be covered by training will include:-

· action to take on discovering a fire

· how to raise the alarm and what happens subsequently

· action to take on hearing the alarm

· procedure for alerting children and others including directing them to exits.
· arrangements for calling the fire service
· evacuation procedures to enable everyone to reach the assembly point safely.
· location, and when appropriate, the use of fire fighting equipment.
· location of escape routes, especially those not in regular use.
· importance of keeping fire doors closed to prevent spread of fire, heat and smoke.
· importance of general fire safety and good housekeeping.

As the school has a `flight not fight' policy, staff will receive information about the location, type and purpose of extinguishers in the building.
Appendix B

General School Rules to ensure Safety
1. Jewellery should not be worn, particularly earrings, (apart from stud) necklaces or bracelets. 

2. Children must walk in school.

3. Children are not allowed to:-

· play with doors and windows
· climb on furniture
· move around the school with shoelaces undone
· play with water and/or sand in such a way that this becomes a danger to others.
Guidelines for Safety in P.E Lessons
· If stud earrings are worn, pupils must remove them before taking part in PE activities. If this is not possible, then the pupils must not take part in the lesson.
· During P.E. lessons, long hair should be tied back.
· Staff should wear plimsolls, trainers or bare feet for all P.E. activities.
· Children should not use any P.E. apparatus unsupervised.

Guidelines for the use of the Playground and the Field (Refer to Risk Assessment)
Children:-
· must not climb on any of the fences, or trees during, before or after school
· must not climb/play on school apparatus/equipment before or after school (unless accompanied by a parent/adult)
· must walk to and from the playground/field.
Staff:-

· should take care to monitor children when playing near shrubs and trees so that they do not become hidden

· must be vigilant with regard to dog faeces, broken glass or other dangerous objects.
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