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Section 1 Statement of employer’s general policy 
 
Belmont Castle Academy is committed to ensuring high standards of health & safety in all its activities 
BCA aims to not just comply with the minimum health & safety legislative requirements but, the spirit of the 
law as well. The School values its employees and will endeavour to ensure that their health, safety and 
welfare, and those of any visitors to the site (including pupils), is protected so far as is reasonably 
practicable. It recognises the economic and social benefits which are derived from the implementation of an 
effective health & safety management system. In order to derive these benefits the School’s Governing 
Body and Senior Management Team commit to providing the necessary leadership and resources to 
implement, maintain and continuously improve the School’s safety management system.  

Signed Chairman of Governors                                             Signed Principal   
This policy was last reviewed Summer 2021. The next review is due to take place by Autumn 2022 

 
Section 2 Organisation for implementing the policy 

 
Governing Body 
 
The Governing Body is responsible for ensuring that: 

• It considers the health & safety implications of its decisions; 

• Adequate resources are allocated to health & safety; 

• Health & safety standards are maintained by monitoring this Policy’s implementation; 

• This Policy is kept up to date by reviewing it annually. 
 
All Employees 
 
All employees have a legal duty to take care of their own health and safety and the safety of others affected 
by their acts and omissions, and to co-operate with the School to enable it to carry out its responsibilities. 
They must not interfere or misuse anything provided to ensure people’s health and safety. 
 
They also have a responsibility to report hazards and unsafe practices which they become aware of using 
the School’s hazard reporting system.  The employee should take all reasonable steps to make the 
situation safe (without putting themselves at risk) until it can be dealt with. 
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It is the responsibility of all employees to comply with the School’s Health and Safety Policy and associated 
arrangements, and to co-operate with the School on its implementation. 
 
Employees must ensure that they are fully aware of their own health & safety responsibilities, these will be 
detailed in this document and in local/departmental procedures. 
 
Employees are reminded that failure to comply with health and safety requirements could lead to 
disciplinary action. 
 
Note for female staff: The School has duties to assess and control the risks to pregnant workers and 
nursing mothers. In order to be able to fulfil this duty employees need to inform their line manager about 
their pregnancy at the earliest opportunity. The School recognises that some prospective parents may not 
wish for information on their pregnancy to become public. The School will endeavour to fulfil these wishes, 
but will always put the interests of the health of the employee and their unborn child above preventing 
disclosure (see appropriate risk assessments). 
 
Principal 
 
The Principal is responsible for ensuring that: 
 

• The health & safety decisions of the Director of Children’s Services are complied with;  

• Systems are established and maintained within the School to ensure that health & safety is 
effectively managed; 

• A Health & Safety Coordinator has been appointed; 

• Sufficient resources are allocated to enable health and safety to be successfully managed; 

• The Corporate Health, Safety and Welfare Policy and this Policy are brought to the attention of all 
staff and they are aware of their responsibilities under them; 

• A copy of the Council’s health & safety guidance documents is kept in the administrative office of 
the School, that other copies are distributed to relevant members of staff and that a record of 
distribution is maintained; 

• Health and safety information is communicated to relevant staff; 

• Accidents are recorded, reported and investigated using the established procedures; 

• There are adequate arrangements in place to enable the School’s employees to be consulted on 
matters affecting their health & safety. Where trade union safety representatives have been 
appointed that suitable arrangements are made to enable them to be able to  undertake their 
duties; 

• Assessments for all risks to health and safety are carried out and the significant findings recorded, 
with appropriate preventative measures being taken. In particular he/she will ensure that adequate 
arrangements have been made to manage potential emergency situations 

• New employees receive appropriate health, safety and welfare information, instructions and 
training, including details of the Health, Safety and Welfare Policy, fire and other safety 
procedures; 

• The School’s health and safety performance is monitored; 

• Termly health and safety inspections of the School are carried out. In order to demonstrate senior 
management commitment to health & safety he/she will participate in at least one inspection per 
year.    

• To review and revise this policy annually. 

• To follow the guidelines as given in the Code of Practice 25 (located in the staffroom) 

• A detailed and currant Risk Assessment is in place throughout the period of the Covid 19 
pandemic, which reflects the latest Government / DfE guidance. To ensure that all staff have been 
thoroughly briefed and governors provided with half termly updates (See Covid 19 RA and 
Summary document). Similarly, to ensure that parents have been kept informed as to the 
measures in places along with any subsequent changes.    
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Senior Management Team 
 
The Senior Management Team manages the day-to-day operation of the School. It is therefore responsible 
for ensuring there is a positive health and safety culture within the School. It is also responsible for 
establishing and maintaining the School’s safety management system. 
 
Members of the Team are responsible for deputising for the Principal in his absence. 
 
Key responsibilities of all managers and supervisors 

 
All line managers and supervisors (i.e. anybody who has responsibility, including overseeing or directing, 
other employees) are responsible for ensuring this Policy, and the arrangements made under it are 
implemented in their areas of activity.  As a general rule the direct responsibility of managers for health and 
safety is determined by the extent to which they have the authority to take executive action.  Therefore, if 
they have the authority to make a general decision about some aspect of their work then they are 
responsible for the health and safety implications of that decision. 
 
Key general management responsibilities include: 

(a) Promoting and developing a positive attitude towards health, safety and welfare throughout the 
School; 

(b) Ensuring that they are and remain competent to undertake their role; 
(c) Ensuring that work activities under their control are carried out, so far as is reasonably practicable, 

safely and without risk to health, and that adequate arrangements are made for welfare; 
(d) Ensuring risks are assessed, the significant findings recorded and communicated to employees, and 

appropriate protective and preventive measures implemented; 
(e) Ensuring all accidents, near misses and acts of violence and aggressions are investigated and 

recorded using the School’s established systems; 
(f) Monitoring the implementation of this Policy and health, safety and welfare arrangements in their 

area of work to ensure continuous improvement; 
(g) Ensuring employees under their control are adequately trained, informed, instructed and supervised; 
(h) Making suitable arrangements for consultation with employees and employee safety 

representatives; 
(i) Ensuring that only contractors who have been assessed for their health and safety competence are 

appointed to carry out work on the School’s behalf, and that co-ordination and co-operation with 
contractors takes place in order that risks to School employees, pupils, contractor’s employees and 
others are minimised; 

(j) Reporting health and safety issues which they cannot resolve to the School’s Health & Safety Co-
ordinator. 

(k) Ensuring that throughout the Covid 19 pandemic, staff, pupils and parents are respecting the 
measures put in place to help keep everyone safe.  

 
It is important that managers and supervisors understand the extent of their responsibilities, and that, the 
higher up the line management structure they are, the greater their responsibility will be. 
 
Some managers within the School have additional responsibilities to the general duties and these are 
described below. Duties relating to the inspection and maintenance of plant & equipment (either directly or 
contract management) are contained in the Maintenance and inspection matrix at the end of this section.. 
 
Health & Safety Co-ordinator (TR) 

 
The main purpose of this role is to champion and monitor the implementation of the School’s Health & 
Safety Policy on behalf of the Principal. They are therefore responsible for: 
 
a) Establishing central record keeping systems for the School, for key documents such as risk 

assessments, safe systems of work and emergency procedures; 
b) Preparing health and safety monitoring reports for the School’s Governing Body on behalf of the 

Principal; 
c) Reporting deficiencies, failures, or lack of co-operation with the School’s safety management 

system to the Principal where they are unable to achieve resolution themselves. 
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d) Liaising with the Schools’ Health & Safety Team. Including the adoption and distribution of corporate 
policy and guidance within the School. 

 
Site Manager / Assistant Caretaker 
 
Is responsible for ensuring the health and safety of the site, in particular they are responsible for: 

• Ensuring that all fire exits are clear from obstruction and unlocked prior to the building being 
occupied; 

• Undertaking the weekly test of the fire alarm system; 

• Undertaking the weekly test of the emergency lighting system; 

• Undertaking the monthly check of the ladders and recording this;  

• Undertaking the weekly test of the magnetic door release mechanisms; 

• Checking the hazard reporting book at least daily, rectifying those issues within their authority and 
notifying the Health & Safety Co-ordinator of any unresolved issues; 

• Undertaking termly inspections of the communal areas of the School to identify hazards; 

• Liaising with lettees to ensure that they are aware of evacuation procedures and routes, hazard and 
accident reporting procedures; 

• Liaising with contractors to ensure that they are aware of relevant School procedures, including but 
not limited to fire, hazard & accident reporting and asbestos control. 
(A list of the Caretaker’s regular H & S and security tasks can be found in App.1) 

 
Teachers 
 
The health, safety and welfare of students in classroom is the responsibility of the class teacher.  These 
rules also apply to student teachers who must be made aware of their responsibilities by a professional 
tutor. 
 
A class teacher is expected to: 

• Complete a Risk Assessment where appropriate particularly when carrying out the following; 
outdoor and adventure activities, cooking, D & T / making, Science experiments and anything else 
deemed to be a potential hazard. 

• Know the emergency procedures in respect of fire and first-aid and the special health and safety 
measures to be adopted in his/her own teaching areas and to ensure that they are applied; 

• Be aware of, and follow, health and safety guidance; 

• Exercise effective supervision of the pupils and ensure that they know of the general emergency 
procedures in respect of fire and first-aid and the special safety measures of the teaching area; 

• Give clear instructions and warnings as often as necessary; 

• Ensure that pupils’ coats, bags, cases etc, are safely stowed away; 

• Ensure that children wear appropriate clothing when doing PE including removal of jewellery and 
watches; 

• Integrate all relevant aspects of health, safety and welfare into the teaching process and if 
necessary give special lessons on health, safety and welfare; 

• Follow safe working procedures personally; 

• Ensure protective clothing, guards, special safe working procedures etc. are used when necessary; 

• To respect and follow the measures put in place during the Covid 19 pandemic as laid out in the 
most recent RA and summary document and to remind others to do likewise where necessary.   

 
Make recommendations on health, safety and welfare matters to the Principal or Health and Safety 
coordinator. 
 
Educational Visits Co-ordinator (JR) 
 
The EVC is responsible for ensuring that all trips and visits are approved in accordance with the Borough’s 
Policy and that the visit leader is competent and has completed a suitable and sufficient risk assessment. 
 
Mid-day Assistants 
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Mid-day assistants must ensure that they know the role which they must play in the event of an emergency 
evacuation and the procedure for first aid during the lunch period. 
 
Competent Advice 
 
The Schools utilises the London Borough of Havering’s Schools’ Health & Safety Team as its source of 
competent health and safety advice. 
 
Contractors & Grounds Maintenance 
 
When building or plant maintenance work is carried out by contractors, the responsibility for ensuring that a 
competent contractor is employed rests with the school. All contractors MUST have signed the Contractors 
Checklist (see app.2), to indicate that they have received appropriate health and safety information. All 
contractors are also made aware of the Asbestos Log which is kept in the Main School Office before they 
commence work in the school. 
 
The Head must ensure that staff and pupils are not endangered by the acts of the contractors by discussing 
safety aspects to alleviate risk for the duration of the works. 
 
The Head must be aware of the procedures to be followed in the event of the contractor or third party acting 
in a manner likely to endanger staff or pupils. 
 
Visitors 

Visitors must sign in and out using our secure InVentry system and wear a Visitor’s Badge / sticker. 
Visitors are also provided with a leaflet which contains important information about Health and Safety and 
Child protection (see app.5).  

 
Section 3. Arrangements for Carrying out Functions 
 

H&S / Risk Assessments - arising from our work activities 

 
 Risk assessments will be undertaken by: 
 The member of staff involved in that activity (see App.3 and 4 for an example) 

 These findings will be reported to: 
 H&S reps / Governors 

 Educational Visits 
     Julie R checks through Risk Assessments produced by staff and is responsible for putting them onto  
     the EDVOL site. 

 Action required to remove/control risks will be approved by 
 H&S reps / Governors 

 The member of staff involved in that activity will be responsible for ensuring the action required 
is implemented. 

 Assessments will be reviewed on every occasion the activity takes place. 

 A copy of all the Risk Assessments undertaken can be found in the staffroom. 
 

Information, instruction and supervision 

 
 The H&S Law poster is displayed in  

 the staffroom 

 H&S advice is available from 

 the Code of Practice (located in the Staffroom) 

 Supervision of young workers will be arranged /monitored by  

 the Deputy Principal 

 Staff have access to the Health and safety manual 
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Monitoring 

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

will:  

 hold termly ‘walk arounds’ – Principal, Coordinator, Sitemanager and any other interested 
parties (Governor representative) 

 teachers will be asked to contribute to the process by bringing to the attention of the Site 
Manager or Principal any Health and Safety issues in their place of work (see forms below) 

 These findings are reported to the Governing Body termly. 
 

 Responsibility for investigating accidents rests with  
 

 the Governors (Steve Smith responsibly for Health and Safety) 

 
Section 4a.  
 

FIRE PROCEDURES 

 

Please refer to the ‘Disaster Recovery Plan’ which goes through the procedures in detail. 
 
All staff should be aware of the following requirements: 

 In each room there is a diagram showing exit routes   

 On sounding the alarm, the fire brigade must be summoned and all staff, pupils and visitors must leave 
the building immediately, closing doors behind them if possible  

 Line-up points have been designated  

 At all times fire exit doors must be unobstructed.  All exit doors must be unlocked whist there are 
people in the building 

 Classroom doors must not be locked with people inside 

 Exits must be clearly identified and marked 

 Fire drills must be carried out at least once per term to enable everyone to become familiar with the 
evacuation procedure All visitors spending a length of time in the school should be made aware of 
arrangements in the case of fire 

 At a fixed time each week the alarm will be tested by the Site Manager to ensure that it is effective.  
Points from different zones should be used to trigger the alarm to ensure that all ‘break glass’ or other 
points are in working order. 

 When evacuating the building during the Covid 19 pandemic, need to plan so that bubbles do not mix or 
cross over when leaving or re-entering the building.  

 
IF YOU DISCOVER A FIRE: - OPERATE NEAREST ALARM 
 
LETTINGS 
 

 Details of fire procedures will be given to hirers 

 Precautions must be taken for large gatherings, e.g. meetings and concerts and fire exits made clear to 
the audience 

 All emergency exits must be unlocked 

 A telephone must be available for emergency calls 

 The Site Manager must inspect the premises after their evening use and check for possible fires 

 If the Site Manager discovers a fire when the school is unoccupied, he/she must sound the alarm and 
call the fire brigade. The Principal must be informed immediately. 
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Section 4b.  

 

EMERGENCY EVACUATION PROCEDURE  (In the event of a gas leak internally etc.) 

ACTION IN CASE OF AN ACCIDENT INDOORS eg gas leak in the kitchens. 

Please refer to the ‘Disaster Recovery Plan’ which goes through the procedures in detail. 
 

SITE MANAGER / OFFICE STAFF 
DO NOT set off fire alarm (danger of explosion if gas is present), but inform all staff of situation by word of 
mouth 
 
Phone emergency help line.  
Turn off gas at the mains, open all windows and doors 
 
Lights are to be left alone i.e. if on, then leave on! 
 
All kitchen appliances are to be turned off unless electric when they are to be left alone. 
Turn off gas at the mains, open all windows and doors 
 
Office staff are to take registers onto the playground. 
 

FIRST AID 
First aid box to go out with Miss Brown or Mrs Russell (or another member of the office staff if Mrs Russell 
not available)   
 
TEACHING and NON-TEACHING STAFF 
Children are to go through the normal procedure for evacuating the building and line on the playground by 
the designated areas on the school field. 
 
Teachers are to check the number of children against the register and to hold up the register when all are 
present 
 
Principal/Vice-principal/Site Team are to 'sweep' the school before leaving (cloakrooms and cupboards) 
 
 

Section 4c.  
EMERGENCY INVACUATION PROCEDURE 

ACTION IN CASE OF AN ACCIDENT OUTDOORS eg Gatx blows up / Chemical Explosion  

 
Once it is established that there is an incident an alarm will sound triggered by the office staff. Two members of staff 
(SLT or Site Team) must go to the playground, field and blow a Klaxon in 3 repeated blasts. The Klaxons are located 
in the Assembly Cupboard in the Principal’s office. Other members of staff on hearing the signal should also blow 
their whistles (if available) so that all children outside hear the signal and respond immediately. 
 
On the way to the playground the two lead members of staff would inform those in the Old Hall and Reception block 
using the phrase ‘we need to get the children inside Invacuation’. 
 
Office staff to go around the school delivering the Registers. 
 
On hearing the Invacuation Alarm and Klaxon everyone who is outside must walk at once to the nearest door to the 
building and go indoors.   
 
Once indoors each child and adult must go at once to his/her class and stay there. 
 
The adult must shut all doors and windows and fans and vents. 
 
The children should be encouraged to get on with their work to maintain normality. 
 
The Bursar or Deputy Office Manager (in her absence) will be in touch with Emergency Services, local radio, 
Education.  
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Parents will be asked not to block the phone lines and not to come for their children. 
 
Should there be fumes some asthmatic children may require their inhalers.  These children should be told to go to the 
main office when the “Invacuation” takes place once registered. 
 
No one should go in the Creative Arts room as there is an air vent which is permanently open.  The doors to this room 
should be kept closed. 
 
When it is safe to open windows, doors, staff will be informed by one of the Lead members of staff.  
 

Section 4d.  
 

FIRST AID ARRANGEMENTS 
 

General arrangements 
 

 The school has trained appointed persons with responsibilities for First Aid.  

 All teaching staff act in loco parentis during the time that the school is open for children 

 The main First Aid cupboard is kept in the First Aid room next to the school office. During break and 
lunchtime there is a second First Aid box which is located in the pupil Premium room.  It may only be 
stocked with items identified by the revised Code of Practice.  (As shown in F2 of the Health and Safety 
Manual).  

 A Portable First Aid box is available for visits, sports. etc.   
 
The responsibilities of the Appointed First Aiders are: - 
 

 to take charge in the situation where personal injury or illness has occurred and where further medical 
help is needed 

 to ensure that a first aid box is provided and stocked with designated items ONLY. 

 In cases of serious injury, responsibility of the Appointed Person ends when the patient is handed over 
to medical care or parent/guardian 

 All injuries, whether staff, pupil or visitor must be entered in the Accident Book. 

 Any head injuries are reported to the parents by way of a note sent home with the child and 
followed up with a phone call to parents. 

 
General good practice 
 

 All serious injuries should be transported to hospital by ambulance as the patient’s condition could 
worsen (parents are kept informed). If in doubt phone 999 for advice. 

 No attempt to move an injured person should be made until appropriate examination and an 
assessment has been completed 

 Minor injuries may be treated on a self-help basis or by any members of staff in loco parentis 

 If a sporting activity has to be ended or postponed, this will have to be accepted though children are to 
be supervised by the school until such a time as the activity was expected to take. 

 Parents are asked to notify the school as early as possible if a child is ill, particularly if he / she has an 
infectious disease such as German Measles.  If a child becomes ill while at school we will contact the 
parents so that he/she may be taken home 

 Accident Books as well as Health and Safety/Hazard Forms are kept in the School Office. 
 
FIRST AID TROLLEY AND  BOXES 
 

 According to the Revised Code of Practice, Regulation 3, First Aid Boxes will contain for 
employees’ use, when required. 

 1 Guidance Card 
20 individual wrapped sterile adhesive dressings (assorted sizes) appropriate to the work 

environment 
 2 sterile eye pads, with attachments 
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 4 individually wrapped triangular bandages 
6 safety pins 
 6 medium sized individually wrapped unmedicated wound dressings 
 2 large sized individually wrapped unmedicated wound dressings 
3 extra large individually wrapped unmedicated wound dressings 

microporous tape 
gauze 
antiseptic wipes (off-site only) 
face shield 
scissors 

 Disposable plastic gloves are available.  

 Plastic bags are available for the disposal of soiled dressings. 

 A portable F.A. Box is available for outside functions/usage. ( Green background with white cross) 

 Eye washes are also available  
 
MEDICINES 
 
Non-prescription & Prescription 

 If a child requires medication during school time the parent is encouraged to come to school to 
dispense the medication. If this is not possible it is essential that clear written instructions signed by the 
parent are given to Office staff.  Medicine will not be administered unless clear written instructions 
signed by the parent are given to Office staff.  Medicine brought into school must be in a separate 
container, clearly labelled.  It will be kept in the School Office 

 No child may carry prescribed medicines in school 

 The office staff will be responsible for administering such medicines 

 Asthma Inhalers may be used and may be kept in a cabinet in the medical trolley clearly marked with 
the child’s name. Children administer their own dose under the supervision of an adult. 

 Throat lozenges are to be treated as medicines i.e. locked away 
 
Epi-pens 

 Epi-pens are located in the school office and labelled with the child’s name 

 Only a trained person should administer the epi-pen 
 
Ritalin 

 Parents or an authorised adult will sign over a supply of Tablets to a member of the office staff  

 Written authority from the doctor and a signed authority from a parent with the package showing the 
dosage is required before any medication will be administered. 

 
Inhalers    

 Stored centrally – medical trolley 

 Take with them on off site/school field activities held by teacher in charge of that group 

 The responsibility for ensuring they are within their ‘sell by date’ is the parents.  

 The first aid staff (miss Brown) will check these dates once each term. 

 Parents need to inform the school when a child is free of dependence on their inhaler. 
 
Educational Visits 

 Teacher organising the Educational visit needs to ensure the appropriate medicine is taken off site and 
person in charge of individual child has access to that particular medicine (most important – inhalers 
and epi-pens) 

 This should be recorded on the risk assessment 
 
The Use of Medicine in this School 

 Medicine should first be brought by a responsible adult into the school office and the dosage explained 
to the office staff. Medicine will not be administered unless clear written instructions signed by the 
parent are given to Office staff.   

 Medicine brought into school must be in a separate container, clearly labelled.  It will be kept in a locked 
cupboard in the School Office. 
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 The child involved must be responsible for collecting the medicine at the end of the school day 

 The Principal delegates the administration of medicine to the office staff  

 The designated person will make a note of the child's name, date, class and time of dose and initial the 
entry in the appropriate record.  

 The medical trolley will be used to store medicines and first aid materials. When not in use it will be kept 
in the medical room 

 Inhalers will be stored in the medical room. Each inhaler must be clearly labelled with the child's name 
and class.  Children will operate their inhaler under the supervision of the midday assistant on first aid 
duty 

 Empty medicine containers should be returned to the child to take home 

 If a problem arises, contact the parent/guardian for advice, or the dispensing pharmacist (name and 
telephone number on container) 

 The nearest community pharmacy is 01375 378706 (Allcures). 
 
EPILEPSY 
 

 If a known epileptic suffers a short seizure and shows rapid signs of recovery, then it is appropriate to 
sit the child quietly and to closely monitor his/her condition 

 If the person suffers an injury during the seizure, then immediate first aid should be given 

 If the fit is violent and/or prolonged, medical help should be sought, or ambulance called as well as 
contacting parents, or partners in the case of adults 

 All staff are to be informed of children who are epileptic and are to be aware of action to be taken 

 If a child with no past history of epilepsy has a seizure, parents should be contacted immediately and 
medical advice sought. 

 
DIABETICS 
 
▪ If a known diabetic appears confused, irritable or unwell, teachers should send them to the office 

accompanied to conduct a blood test.  Appropriate action agreed with parents should be taken i.e. 
chocolate to be eaten or insulin injected by pupil.  In a severe case verging towards coma hypo stop 
should be administered orally.  In cases of coma immediately call an ambulance.      

 
HIV/AIDS 
  
There are publications available regarding the care of children and adults who suffer with HIV/AIDS. 
Also see appendix in F2 of Health and Safety Manual. 
 
INFECTIOUS DISEASES 
 
More information is available from Area Health through the clinic and school nurse. 
 
MEDICAL CONDITIONS 
 
A list of children with medical conditions is kept in the school office. 
This will be updated annually and when advised by parents of changes to their child’s condition. 
 
ACCIDENTS 
 

ACCIDENTS INVOLVING EXTERNAL BLEEDING 

 

 Normal first aid procedures should be followed.  First Aiders washing hands before and after 
administering first aid, and wearing disposable gloves 

 When bleeding has stopped, blood should be washed off surrounding skin with plenty of water without 
disturbing the wound 

 Splashes of blood into the eyes or mouth of another person should be washed out immediately with 
plenty of water 

 Contaminated surfaces should be washed thoroughly - 1 part bleach to 10 parts water, using rubber 
gloves 
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 In the case of small cuts, whenever feasible, person should wash the affected area themselves with 
water and cover the wound with a dressing provided.     

 
CUTS AND PUNCTURE WOUNDS 

 
The area should be washed with running water and then dressed. 
 
 
REPORTING PROCEDURES 
 

 All accidents must be entered in the Accident Book (app.4) by one of the nominated first-aiders.  The 
book is located in the Main Office, and all major accidents reported to the Principal  

 FATAL or MAJOR INJURIES must be reported immediately by telephone to the Health and Safety 
Section and to the Chair of Governors 

 Dangerous occurrences must also be reported immediately.  

 In the event of a fatal or serious injury, nothing at the site of the accident must be moved, except for 
helping the injured, until an examination has been carried out  

 Safety Representative must also be informed of injuries and dangerous occurrences.      
 
      

IMMEDIATE ACTION 
 

 Necessary medical attention must be given as first priority and the safety of all ensured 

 Parents/guardians or next of kin must be contacted as soon as possible. If parents cannot be contacted 
or are unable to cope, where possible the school will provide an escort 

 An ambulance should be called for anyone requiring hospital treatment 

  Staff should not use their own cars unless their insurance policy specifically permits this use. 
 

For further information see Code of Practice 25 
- kept centrally in the staffroom. 

 
 

PROCEDURE FOR RECORDING AND REPORTING ACCIDENTS 
 
Mrs Russell and Miss Brown in an emergency, are the Appointed First Aiders for the School. An accident 
recording and reporting sheet is completed for every incident, major or minor (see app.3). 
  
Reporting to parents: - 

• All head injuries are reported to parents via a note sent home with the child 

• Minor accidents are not normally reported to parents (except head injuries) 

• Major incidents are reported to parents who are called (or next contact on the list) 
 
Minor accidents / incidents: - 

• Grazed knees, elbows, etc 

• Twisted ankles 

• Nosebleeds 
 
Major accidents / incidents: - 

• Badly bumped heads, e.g. heavy bruising, headache, distorted sight 

• Possible fractured / broken bones 

• Severe cuts 

• Asthma attacks 

• Fainting or child feels like they are going to pass out 
  

First Aid do’s and don’ts: - 

• Gloves should always be worn (MDAs should have a pair in their overalls) 

• Cream should not be used 
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• Wash cuts with water only.  Wipes should only be used on school trips and where clean water is not 
available 

• Use gauze and microporous tape rather than plasters  

• There is a separate list for asthma inhalers, noting expiry dates, so we can inform parents in plenty 
of time if they are due to expire 

• YELLOW Nappy sacks must be used to bag up dirty / blood soaked gauze, etc.  These should be 
disposed of regularly 

• Ice packs should be covered with a plastic bag each time they are used, and cleaned after to 
prevent cross-infection 

• The appointed First Aiders are responsible for checking the First Aid box is always fully stocked.  It 
should contain: - 

 

• Plastic gloves 

• Gauze 

• Antiseptic wipes (off-site) 

• 4 x triangular bandages & safety pins 

• Microporous tape 

• Nappy sacks 

• Face shield 

• Plasters (various sizes) 

• 6 medium dressings 

• 2 large dressings 

• 2 sterile eye pads 

• Scissors 

• Guidance card (CPR, recovery position) 
 

 

Section 4e. 
 

Miscellaneous concerns 
 
ANIMALS IN SCHOOL 

• It is felt that pupils can benefit from caring for and observing animals. 

• Teachers should discuss with the Principal the possibility of keeping animals in school. 

• Consideration must be given to asthma sufferers being in classrooms with feathers and fur. 

• The animals must be among the approved kinds mentioned in the Dangerous Wild Animal Act 1976. 

• Pupils are not allowed to bring scheduled animals (see Wild Animal Act 1976) into school even for a 
day.  This would be an offence.  The animals included are: - 

• all canines, except domestic dogs 

 all cats, other than the domestic cat 

 monkeys, apes, crocodile and alligator family 

 poisonous snakes, including adders. 
 

CARETAKING AND CLEANING 
Please see Safety Manual 

 
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 

Please see separate COSHH package and Safety Manual. 
 
COOKING 

 Area should be uncluttered, passageway free for safe movement.  Coats and bags must be kept 
outside area. 

 Preparation surface needs to be hygienically covered 

 The floor should be kept clean, protected if necessary with plastic sheeting 

 All furniture and working surfaces should be of the same height. 

 Windows and ventilation should be properly controlled. 
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 Staff should note – a clear means of exit from cookery area must be maintained. 

 There must be no displays of cards, pictures or pinboard near the cooker. 

 The fire blanket must be kept near the cooker. 
 

SAFETY 
 

 (See also Electrical Equipment p3) 

 Any electrical faults must be reported immediately.  
The electric cable and plug needs to be visually checked for fraying/loose connections. 

 Safe and adequate working space is required around cookers, sewing machines, ironing boards and 
irons. 

 No two or three-way adapters should be used. 

 Trailing leads must not be stapled. 
 
 

HYGIENE 
 

 Staff and pupils must wash their hands with warm, soapy water and use disposable towels before 
handling food 

 ‘Tasting’ spatulas must be used once then disposed of 

 All foodstuffs should be stored in suitable containers in clean cupboards out of the reach of vermin, 
flies etc. 

 Food waste disposal bins must be emptied daily or immediately after cookery sessions 

 ‘Sell-by’ dates must be observed. 
 
PUPIL PROTECTION 

 

 All pupils should: - 
wear clean aprons 
tie back long hair 
remove rings 

 be discouraged from wearing loose clothing. 

 Pupils must walk in the area. 

 No pupils may carry bowls of hot water. 

 Frying is not allowed 

 Making toffee is not allowed 

 Children should be closely supervised at all times 

 Plastic graters are to be used. 
 

     COMPUTERS 
 

 Computer trolleys (where applicable) must be checked for stability before use 

 Books, paper should not be stored on top of monitor 

 Trailing cables must be clear of passage ways 

 Hardware must only be moved by adults and power switched off when not in use 

 A ten-minute break in every hour is required to protect the user from eyestrain. 
 

CRAFT/DESIGN/TECHNOLOGY 

 
Members of staff should ensure that: 

 

 Children receive appropriate instructions for the use of tools 

 Children are well supervised at all times 

 Protective goggles are worn when appropriate e.g. sawing and gluing  

 Sharp edged tools are stored so that cutting edges cannot be accidentally touched 

 All tools are stored appropriately in storage unit trolleys 

 Files and similar objects should have properly fitted handles 
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 Hammer heads must be checked regularly 

 Tools must only be used for their intended purpose 

 Craft knives (thin with breakable blades) are not to be used 
 

GLUE GUNS 
If used by pupils, eye protection is required. 

 

 Only low temperature glue guns can be used under close supervision 

 Use guns over a piece of board or mat to avoid damage to property 

 Electrical checks must be carried out annually and any faults reported in the interim. 
 

NOTE: See Health and Safety Manual re: Purchase of Glue Guns 
  
     ELECTRICAL EQUIPMENT 
 

     Any faults must be reported immediately and the item not used. 
 

Headphones 
Headphones with an impedance of from 400 to 1000 ohms are recommended as anything lower can 
damage ears.   

 
            Kettles  

Kettles should not be used by children in classroom or activity areas. 
 

Extension Cables 
Those with multi-sockets may be used for computers. 
They may only be used elsewhere as a temporary measure. 
They should always be fully extended when in use 

 
CHECKLIST FOR ELECTRICAL EQUIPMENT  
   
See Health and Safety Manual E.1. 
 

Use 3 amp fuse on: - 
 

• radio or TV  

• tape recorder 

• refrigerator 
 

Use 13 amp fuse on: - 

• iron 

• vacuum cleaner 

• kettle 

• polisher 

• portable cooker 

• convector heater 

• projector 
 

Inventory Book 

 All electrical equipment details should be entered in the Inventory in excel on the office computer 
system 

 All equipment should be PAC tested annually and labelled by electrical technician undertaking the test   

 Any defective equipment should be marked ‘UNSAFE - DO NOT USE’ 

 There should be a stock of plugs and fuses on hand in preparation for inspection. 
 

FIRE EXTINGUISHERS 
Training in the use of fire extinguishers is to be carried out. 
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LADDERS/STEP LADDERS 

 Ladders MUST be returned to safe storage immediately they have been used 

 Step ladders should not be left unattended in classrooms where children can get access to them 

 Stepladders are provided for staff use. They MUST be used if access ‘above arm height’ is required, 
and placed in safe storage when finished with (store rooms)                    

  Staff must not use chairs or tables to reach ceiling height. 

 The site manager is responsible for maintaining the ladder register 
 
MATERIALS 
 

Correcting Fluids 
 

 Only staff may use correcting fluids such as Tippex as such fluids are toxic 

 Children are not allowed to bring their own correcting fluids to school.  

 Staff are asked to watch for children who might do so. 
 

Marker Pens 
 

 Pens which are mainly water based should be used 

 When other pens are used, these should only be used by staff - and in a well-ventilated area 
Staff should ensure that pens suit the board for which they are included. 

 
PE See PE document for safety advice 
 
PIANO 
 

 When moving the piano it must ONLY be pushed ‘along its length’ and NEVER from the keyboard 
side 

 To move the piano towards a wall, push one end, so the piano is at an angle, then the other end to 
make the piano parallel to the wall. 

 Movers should stand at each end and should take care when moving the piano backwards or 
forwards. A falling piano will always fall backwards or forwards - it is therefore important to keep the 
area clear 

 Pianos are sited in the Hall and the Mindful Moment Room 

 Only adults should move it - not children 

 There should be one person at each end and only moved if on a smooth, level surface 

 Site Manager and Cleaners should take particular note 
N.B. Children should keep clear when the piano is being moved. 
 

 PRINTING AND REPROGRAPHICS 
 

These machines are: - 
Photocopiers  - in the room next to the ladies toilet, Library area and EYFS central area  

-an ‘appropriate type’ fire extinguisher is available. 

 Adequate ventilation is important if the machine is to be used for extended periods 
 

VIOLENCE TO STAFF 
 

 There are procedures in place which should be followed if there is a risk of violence against any 
staff or pupils (See Risk of Violence policy). 

 Electric main entrance gates have been installed with video links to the Main Office and also the 
Children’s Centre. There is also a Secure Entry System by the main entrance to the school, 
stopping anyone from entering the main building. There are also inner blue gates which are locked 
during the day time. The new Reception block and Nursery also have key pads systems as a further 
security measure. 
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 If any member of staff is subjected to any aggression on school premises they must inform the 
Principal immediately as well as keeping a written account.  

 Appropriate steps will be taken by the Principal to deal with such situations, including informing the 
governors. Any aggression is likely to lead to that individual from being barred from the school 
premises for a period determined by the Governors. 

 
 
RUBBISH AND COMBUSTIBLE WASTE 
 
This should not be left in escape routes or in the passageways.  Such materials should be put in metal or 
non-combustible containers and properly disposed of as soon as possible and waste paper bins emptied 
daily. 
 
DISPLAYS AND DECORATIONS 
 

 Decorations and displays must not be placed near or suspended from light fittings.  Displays must be 
secured so that they do not fall down and set off school burglar alarm systems. 

   
                        
SMOKING 
 
Belmont Castle Academy is a non-smoking school. 
 
BOILER ROOM(S) AND ELECTRIC AND GAS CUPBOARD 
 
Combustible items must not be stored in the boiler room or electrical cupboard. 
The boilers must be inspected annually. 
 
 
FIRE LOG BOOK 
 
This is kept in the school office. 

 
For further information see Code of Practice 25 

-kept centrally in the staffroom 
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App.1  

SITEMANGER/CARETAKER TASKS (Link to Health and safety and security) 
 

Daily Walk-about – visual check on school site 

• Fire routes and exits are clear 

• Surfaces, any obvious slip or trip hazards eg holes or raised flagstones 

• Internally check trailing cables / lights and sockets  

• Fire extinguishers are all in place  

• Outdoor area checking for; animal faeces, glass, needles, discarded fruit remains 

• Finger safe system in place / doors closing properly 

• Ensuring all locks, bolts and other devices to secure the school building are working as they should 

• Checking toilets for cleanliness and all stocked 
 
Site team / Hazards Book 

• Check Caretakers book to see if there are any actions needed to be undertaken (9am, 12.30 and 
4pm) 

• Prioritize to address health and safety issues first 
 
Weekly 

• Fire Alarm Call points – different call points each time (recorded) 

• Flush through unused or infrequently used taps, showers etc.. 

• Play Equipment; Adventure Trail, Infinity Loop, Castle, tables and benches, Allotment area etc,,  

• Check water fountains 

• Cut grass on main field (Easter until October half term) 

• No breach of the perimeter fence 

• Children’s kitchen being kept clean and hygienic 
 
Monthly 

• Emergency lighting (recorded) 

• Fire extinguishers are all in place and haven’t been tampered with 
 
Termly 

• Ladders and stepladders inspections (recorded) 

• Tools and equipment; electric tools, handtools, garden tools and trolleys 

• Outdoor Play Equipment – more detailed maintenance inspection 

• Full site inspection with Principal (formal and recorded by Head) 
o Condition of building and outdoor areas 
o Health and safety hazards 
o Any obvious Fire Hazards 
o Equipment 
o Gates 
o Slips and trips 
o Storage 
o Fences and trees 
o Furniture and room layout 

 
Other 

• Monitoring known or presumed asbestos (frequency depends on location and the likelihood of 
damage) 

• Boilers; visual checks, leakage, tidiness of the room 
 
Annual 

• Assist with review of Risk Assessment related to Caretaker / Site 

• Assist with renew of COSHH assessment (TR) relating to substances used by the Caretaker and 
cleaning team 
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App.2 

Induction checklist for contractors 

 
Item Information 

Provided 
Not Relevant 

General  
e.g. car parking arrangements, delivery 
times, welfare facilities, signing in and out 
arrangements 

  

First Aid Provisions  
 

 

Fire Alarm, Evacuation Procedures and 
Responsibilities 
 

  

Accident/Incident Reporting System 
 

  

Information relating to site specific security 
 

  

Rules about work equipment  
 

  

Details on how to contact Site Personnel 
 

  

Awareness of asbestos  
 

  

Details of any substances (COSHH) 
 

  

Any other procedures relevant to the task 
 

  

 

 
Name Company Name Signature Date 

    

    

    

    

    

    

    

    

    

    

 

 
Please note; the depth of information provided will differ depending on the contractor and type of works to 
be undertaken, records to be kept of information provided.   
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App.3 
 
BELMONT CASTLE ACADEMY SCHOOL HEALTH AND SAFETY RISK ASSESSMENT 
       

Teaching or non-teaching Staff 
 

Date: -.................... 
 
Member of Staff: - .................................................. 
 
Area to Assess: - .................................................... 
 

Please list any classroom hazards here, 
(plugs, connections, handles, trolleys, 
equipment etc.) 

Risk, (with comment) High or Low risk of 
harm 

 
 
 
 
 
 
 
 
 
 

 

Please list here any risk/hazards connected to 
your curriculum area (music - carrying 
instruments, moving piano, DT tools, sawing 
etc.) 
 
 
 
 

 

 

 
Comments/suggestions.  Please make a note of anything that could improve the level of Health and 
Safety in this school: - 
 
 
 
 
 
 
 
N.B.  It is the duty of all of us to take care of ourselves and others in our work place and develop an 
awareness of Health and Safety.  Thank you. 
 
Please return to Mark by .................................. 
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App.4 
Hazard Register 

 
Task 

 
Hazards 

 
Notes 

Key tasks required to ensure 
health & safety standards are 
maintained 

 
Person 
responsible 
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App.5 
Name of First Aider: ………………………………………………..     W/C: ………………………………………………… 

 

 

Date 
/  

time 

Child’s name Teacher & 
class 

Accident Treat-
ment 

Area of 
accident 

How did it happen? 
 

Parents 
contacted 

 

Head 
infor-
med 

 
 
 
 
 
 
 

      

Yes / No 
 

Letter 
 

Phone 
Call 

 

 
 
 
 
 
 
 

  
 
 

   

Yes / No 
 

Letter 
 

Phone 
Call 

 

 
 
 
 
 
 
 

      

Yes / No 
 

Letter 
 

Phone 
Call 

 

 
 
 
 
 

 

      

Yes / No 
 

Letter 
 

Phone 
Call 

 


