
ELMSLEIGH INFANT AND NURSERY SCHOOL 
 
 
HEALTH AND SAFETY POLICY (reviewed June 2017) 
 
 
AIM 
 
The aim of the Governing Body is to provide a safe and healthy working and learning 
environment for staff, pupils and visitors. 
 
The Governing Body notes the provisions of the Health and Safety at Work Act 1974 
(Section 3(1)) which states that it is the duty of every employer to conduct his or her 
business in such a way as to ensure, so far as is reasonably practicable, that persons who 
are not in his or her employment but who may be affected by it are not exposed to risks 
to their health and safety. The Governing Body accepts that it has a responsibility to all 
reasonably practical steps to ensure the health and safety of pupils, staff and others 
using the school premises or participating in school-sponsored activities.  It believes that 
the prevention of accidents, injury or loss is essential to the efficient operation of the 
school and is part of the good education of its pupils. 
 
The arrangements outlined in this statement and the various other safety provisions 
made by the governing body cannot prevent accidents or ensure safe and healthy working 
conditions.  The governing body believes that only the adoption of safe methods of work 
and good practice by every individual can ensure everyone's personal health and safety.  
The Governing Body will take all reasonable steps to identify and reduce hazards to a 
minimum but all staff and pupils must appreciate that their own safety and that of 
others also depends on their individual conduct and vigilance while on the school premises 
or while taking part in school-sponsored activities. 
 
THE DUTIES OF THE GOVERNING BODY 
 
In the discharge of its duty, the Governing Body, in consultation with the Head, will: 
 
a) make itself familiar with the requirements of the Health and Safety at  Work Act 

1974 and any other health and safety legislation and codes of  practice which are 
relevant to the work of the school, in particular  the 

          Management of Health and Safety at Work Regulations 1992 (S.I. No. 2051) 
 
b) ensure that there is an effective and enforceable policy for the provision of 

health and safety throughout the school 
 



b) periodically assess the effectiveness of this policy and ensure that any 
          necessary changes are made 
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d) identify and evaluate all risks relating to: 
 
 (i)   accidents 
 (ii)  health 
 (iii) school-sponsored activities and educational outings 
 
e) identify and evaluate risk control measures in order to select the most 
          appropriate means of minimising risk to staff, pupils and others 
 
f)  create and monitor the management structure 
 
2.2. In particular, the Governing Body undertakes to provide: 
 
a) a safe place, for staff and pupils to work including safe means of entry and 
         exit (see Appendix "A") 
 
b) equipment and systems of work which are safe 
 
b) safe arrangements for the handling, storage and transport of articles  and 
          substances (see COSSH reports) 
 
d) safe and healthy working conditions which take account of all appropriate: 
 (i)   statutory requirements 
 (ii)  codes of practice whether statutory or advisory 
 (iii) guidance whether statutory or advisory (refer to Health and 
       Safety Handbook Appendix "B") 
 
(e) supervision, training and instruction so that all staff and pupils can perform their 

school-related activities in a healthy and safe manner.  All staff will be offered 
the opportunity to receive health and safety training which is appropriate to their 
duties and responsibilities and which will be given before an employee commences 
any relevant work. Wherever training is required by statute or considered 
necessary for the safety of staff, pupils and others then the governing body will 
ensure, within the financial resources available, that such training is provided.  
Pupils will receive such training ie; emergency evacuation as is  considered 
appropriate to the school-related activities, which they are carrying out. All 
training will be regularly updated. 
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f) necessary safety and protective equipment and clothing together with any 

necessary guidance, instruction and supervision. 
 
g) adequate welfare facilities. 
 
2.3 So far as is reasonably practicable the governing body, through the Head, will 

make arrangements for all staff, including temporary and voluntary staff and 
helpers and those on fixed-term contracts to receive comprehensive information 
on: 

 
 a) this policy 
 b) all other relevant health and safety matters 
 
 
3.0 THE DUTIES OF THE HEAD 
 
3.1 As well as the general duties which all members of staff have (see   

5.0), the Head has responsibility for the day to day maintenance and development 
of safe working practices and conditions for teaching staff, non-teaching staff, 
pupils, visitors and any other person using  the premises or engaged in activities 
sponsored by the school and will take all reasonably practicable steps to achieve 
this end through the National Curriculum Co-ordinators, the School Management 
Team, teachers and other as appropriate. 

 
3.2 The Head is required to take all necessary and appropriate action to ensure that 

the requirements of all relevant legislation ,codes of practice and guidelines are 
met in full at all times 

 
3.3 In particular, the Head will: 
 
a) be aware of the basic requirements of the Health and Safety at Work Act 1974 

and any other health and safety legislation and codes of practices relevant to the 
work of the school 

 
b) ensure at all times the health, safety and welfare of staff, pupils and others using 

the school premises or facilities or services or attending or taking part in school-
sponsored activities 
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c) ensure safe working conditions for the health, safety and welfare of staff, pupils 

and other using the school premises and facilities 
 
d) ensure safe working practices and procedures throughout the school including 

those relating to the provision and use of apparatus, so that each task is carried 
out to the required standards and so that all risks are controlled so far as is 
reasonably practicable 

 
e) consult with members of staff, including the safety representatives, on health and 

safety issues 
 
f) arrange systems of risk assessment  to allow the prompt identification of potential 

hazards and carry out periodic reviews and safety audits on the findings of risk 
assessment. 

 
g) identify the training needs of staff and pupils and ensure, within the financial 

resources available that all members of staff and pupils who  have identified 
training needs receive adequate and appropriate training and instruction in health 
and safety matters. 

 
h) encourage staff, pupils and others to promote health and safety 
 
i) ensure that any defects in the premises, equipment or facilities which relate to or 

may affect the health and safety of staff, pupils and others are made safe 
without delay within the financial resources available. 

 
j) encourage all employees to suggest ways and means of reducing risks 
 
k) collate accident and incident information and, when necessary, carry out 
 accident and incident investigations 
  
l) monitor the standard of health and safety throughout the school, including all 

school-based activities, encourage staff, pupils and others to achieve the highest 
possible standards and discipline those who consistently fail to consider their own 
well-being or the health and safety of others. 

 
m) monitor the first aid and welfare provision 
 
n) monitor the management structure for health and safety jointly with the 
 Governing Body. 
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4.0 THE DUTIES OF SUPERVISORY STAFF 
 
4.1  All supervisory staff (i.e. N.C. Co-ordinators and Senior Management 

members will make themselves familiar with the requirements of the  Health and 
Safety at Work Act 1974 and any other health and safety  legislation and 
safety legislation and codes of practice which are  relevant to the work of their 
area of responsibility (see Appendices "B" and "C") 

 
4.2 In addition to the general duties which all members of staff have (see paragraph 

5.0) they will be directly responsible to the head or member of staff nominated by 
the Head to have overall day to day responsibility for the implementation and 
operation of the school's health and safety policy within their relevant 
departments and areas of responsibility. 

 
4.3 They will take a direct interest in the school's health and safety policy and in 

helping other members of staff, pupils and others to comply with its requirements. 
 
4.4 As part of their day to day responsibilities they will ensure that: 
 
a) safe methods of working exist and are implemented throughout their  department 
(see Appendix "A") 
 
b)  health and safety regulations, rules, procedures and codes of practice are being 

applied effectively 
 
c) staff, pupils and other under their jurisdiction are instructed in safe  working 

practices 
 
d) new employees working within their department are given instruction in safe 

working practices 
 
e) regular safety inspections are made of their area of responsibility as required 
 by the Head or as necessary 
 
f) positive, corrective action is taken where necessary to ensure the health and 

safety of all staff, pupils and others 
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g) equipment in the department in which they work is suitable and  sufficient and 

adequately guarded, such equipment being in good and safe working order.  All 
reasonably practicable steps are taken to prevent the unauthorised or improper 
use of all said equipment 

 
h) appropriate protective clothing and equipment, first aid and fire appliances are 

provided and readily available in the area in which they work 
 
i) toxic, hazardous and highly flammable substances in the department in which they 

work are correctly stored and labelled 
 
j) they monitor the standard of health and safety throughout their departments, 

encouraging staff, pupils and others to achieve the highest possible standards of 
health and safety and discipline those who consistently fail to consider their own 
well-being or the health and safety of others 

 
k) all the signs used meet the statutory requirements 
 
l) all health and safety information is communicated to the relevant persons 
 
m)  they report, as appropriate, any health and safety concerns to the appropriate 

individual (see Appendix "E") 



     (7) 
 
5.0  THE DUTIES OF ALL MEMBERS OF STAFF 
 
5.1 All staff will make themselves familiar with the requirements of the Health and 

Safety at Work Act 1974 and any other health and safety legislation and codes of 
practice which are relevant to the work of the department in which they work.  
They should: 

 
a) take reasonable care of their own health and safety and any other persons who 

may be affected by their acts or omissions at work 
 
b) as regards any duty or requirements imposed on his or her so far as necessary to 

enable that duty or requirement to be performed or complied with. 
 
5.2 All staff are expected to familiarise themselves with the health and safety 

aspects of their work and to avoid contact which would put them or anyone else at 
risk. 

 
5.3 In particular, all members of staff will: 
 
a) be familiar with the safety policy and any safety regulations as laid down by  the 

governing body 
 
b) ensure health and safety regulations, rules, routines and procedures are being 

applied effectively by both staff and pupils 
 
c) equipment is in good and safe working order and not make unauthorised or 
 improper use of equipment 
 
c) use the correct equipment and tools for the job and any protective 
   equipment or safety devices which may be supplied 
 
e) ensure that toxic, hazardous and highly flammable substances are correctly used, 

stored and labelled 
f) report any defects in the premises, equipment and facilities which they 
 observe 
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g) take an active interest in promoting health and safety and suggest was of reducing 

risks 
 
h)   the weekly staff meeting provides a forum for discussion of health and 
     safety issues 
 
6.0  HIRERS, CONTRACTORS AND OTHERS 
 
6.1 When the premises are used for purposes not under the direction of the Head 
then the person in charge of the activities for which the  premises are in use will have 
responsibility for safe practices as indicated in paragraph 3.0 of this document. 
 
6.2 The Head or the Co-ordinator will seek to ensure that hirers, contractors and 

others who use the school premises conduct themselves and carry out  their 
operations in such a manner that all statutory and  advisory safety requirements 
are met at all times. 

 
6.3 When the school premises or facilities are being used out of normal  school 
 hours for a school-sponsored activity then, for the purposes of  this policy, the 
 organiser of that activity, even if an employee, will  be treated as a hirer and 
 will comply with the requirements of this section. 
 
6.4 When the premises are hired to persons outside the employ of the governing body it 

will be a condition for all hirers, contractors and others  using the school 
premises or facilities that they are familiar with this policy, that they comply with 
all safety directives of the governing body and that  they will not without the prior 
consent of the governing body: 

 
a)    introduce equipment for use on the school premises 
 
b) alter fixed installations 
 
c) remove fire and safety notices or equipment 
 
d) take any action that may create hazards for persons using the premises or  the 

staff or pupils of the school. 
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6.5 All contractors who work on the school premises are required to ensure safe 

working practices by their own employees under the provisions of the Health and 
Safety At Work Act 1974 and must pay due regard to the safety of all persons 
using the premises in accordance with Sections 3 and 4 of the 1974 Act. 

 
6.6 In instances where the contractor creates hazardous conditions and refuses to 

eliminate them or to take action to make them safe, the Head will take such 
actions as are necessary to prevent persons in his or her care from risk or injury. 

 
6.7 The governing body draws the attention of all users of the school premises 

(including hirers and contractors) to Section 8 of the 1974 Act  which states that 
no person shall intentionally or recklessly interfere with or misuse anything which 
is provided in the interests of health, safety or welfare in pursuance of any of the 
relevant statutory provisions. 

 
 
7.0  STAFF CONSULTATIVE ARRANGEMENTS 
 
7.1 The governing body, through the Head will have arrangements for the 
 establishment of a safety committee by incorporating agenda items on 
 health and safety matters into existing consultative groups.  (Buildings 
 Committee of the Governing Body)  Presentation on this  committee will cover 
 all appropriate areas of work or special hazards. The nominated Health and 
 Safety Co-ordinator will advise on any health and safety issues arising. 
 
 
8.0  CODES OF PRACTICE AND SAFETY RULES 
 
8.1 In consultation with the governing body (where appropriate) and taking into 

account the requirements of this statement, the Buildings  Committee will approve 
(where necessary) codes of practice for the observation of safety requirements in 
school (see Appendix "B") 
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8.2 From time to time the DFES, the Health and Safety Executive and other 

regulatory /advisory bodies will issue codes of practice on particular topics for the 
guidance of Heads and others who are in control of educational premises, who will 
normally incorporate such codes into their health and  safety policy and 
procedures.  If the Head considers the inclusion of all or  any such documents into 
this policy to be inappropriate he or she will be required to demonstrate to the 
satisfaction of the governing body that he or she has already introduced codes of 
practice and methods of working which achieve a similar or (see Appendix "B") 

 
9.0 RISK ASSESSMENT 
 
The Head will ensure that a risk assessment survey of the premises, methods of work 
and all school-sponsored activities is conducted annually (or more frequently, if 
necessary).  This survey will identify all defects and deficiencies, together with the 
necessary remedial action or risk control measures.  The results of the surveys will be 
reported to the governing body and all staff members. 
 
Due to recent legislation, ongoing Risk Assessments of establishments/ journeys are 
carried out prior to educational visits and appropriate approval obtained from 
Head/Governors.  All staff and adult helpers will be required to read the Assessment and 
sign the document to confirm their awareness of possible risks during the outing. 
 
 
10.0  EMERGENCY PLANS (SEE CRITICAL INCIDENT PLAN - APPENDIX 'J’) 
 
10.1  The Head will ensure that an emergency plan is prepared to cover the  
 foreseeable major incidents which could put at risk the occupants or users of 
 the school.  This plan will indicate the actions to be taken in the event of a  major 
incident so that everything possible is done to: 
 
a)  save life 
b)  prevent injury 
c)  minimise loss 
 
This sequence will determine the priorities of the Fire Evacuation Plan 
(see Appendix "F") 
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10.2 The Plan will be agreed by the governing body and be regularly  rehearsed by all 

staff and pupils (Fire Drill). The result of all such rehearsals will form part of the 
regular risk assessment survey and the outcome will be reported to the governing 
body. 

 (see Appendix "F") 
 
11.0 FIRST AID 
 
11.1 First Aid requirements will be met as laid down by First Aid Regulations 1981 (see 

Appendix "G" and "H") 
 
12.0  REVIEW 
 
12.1 The governing body will review this policy statement on a 2 yearly cycle and 

update, modify or amend it and any appendices as it considers necessary to ensure 
the health, safety and welfare of staff and pupils. 

 
          
 
         
Signed............................. 
Reviewed JUNE 2017                       
J. TIZZARD 
HEALTH AND SAFETY OFFICER 
 
 
 
 
 TO BE REVIEWED JUNE 2019 



LIST OF APPENDICES REFERRED TO IN THE ABOVE POLICY 
 
 
Appendix "A"         School Floor Plan – located rear of office door 
 
Appendix "B"         LEA Health and Safety Handbook 
 
Appendix "C"         Roles and responsibility of Health and Safety 
                      Co-ordinator, Julie Tizzard 
 
Appendix "D"         "Be Safe" Science Handbook 
                      Copies located in Reception, Year 1, Year 2 
 
Appendix "E"         Flowchart of Health and Safety Representatives within 
                      the education system 
 
Appendix "F"         Emergency Evacuation Procedure 
 
Appendix "G"         First Aid Regulations 1981 
 
Appendix "H"         List of current qualified First Aiders and nominated 
                   persons 
 
Appendix "I"         Health and Safety Issues particular to Elmsleigh 
 
Appendix "J"         Critical Incident Plan 
 
Appendix "K"         Medical Procedures 
 
The above documents are retained in the Health and Safety file in the PPA area and rear 
office. 
 
See also Fire and Emergency Evacuation Procedures and Medical Procedures. 
 
 
 
 
 
 
 
 
    



ADDENDUM TO HEALTH AND SAFETY POLICY DATED 1ST MAY 1996  
(Rev. 05/16) 
 
RE :STAFF AND VISITORS 
 
♦ All staff and classroom helpers must be DBS checked. 
♦ Students should be introduced to the children in their class. 
♦ All visitors including known parents of children on roll, students, governors and 

regular helpers must who are to remain on the premises for any length of time must: 
 

a) log into the school electronic log-in system which will print off a visitors badge 
including photograph. 

b) Their badge sticker must be worn at all times and used to log-out of the system on 
departure. 
 
All parents/relatives and new parents/relatives should be either accompanied to 
the child's class teacher or member of staff they wish to see, or a member of 
staff from the child’s class will be contacted. 

 
Care must always be taken to ensure that any adult collecting a child from school, 
is known to the child and their identity is confirmed by the child. 

 
c)   In the event of a relief taxi escort being called in to cover absence, 

taxi firms will be required to advise school of the identity of the relief person 
prior to collection of the child(ren).  Members of staff handing over children will 
ensure that the escort is bona fide. 

 
NB  All staff and governors will be issued with a photo /i.d. badge to be worn at all 

times in school. 
 
PERSONAL SAFETY 
Could all staff/helpers please ensure that they do not stand on tables or chairs to put up 
displays etc.  Please use the step-stools provided in each area. 
 
DO NOT sit on tables. 
 
Could all staff ensure that they sit on an adult chair where possible. 
 
Students on Placement 
If an accident / injury occurs on the school premises the appropriate college / school will 
be informed immediately by a member of school staff. 
 



 
APPENDIX ‘C’ 
 
ROLES AND RESPONSIBILITIES OF HEALTH AND  
 
SAFETY CO-ORDINATOR 
 
♦ Update and inform staff of any children’s medical conditions 
 
♦ Check on prescribed medicines within school together with administration of same. 
 
♦ Check on inhalers within school and nursery and update records 
 
♦ Check children’s consent forms re: school visits, headlice and video recording 
 
♦ Check and update first aid trolley; replenish supplies and record book sheets 
 
♦ Administer first aid to children and staff, as necessary 
 
♦ Ensure first aid training up-to-date 
 
♦ Check general Health and Safety Regulations are enforced within school/ nursery 

(grounds together with out of school activities and after school community events) 
 
♦ Weekly fire bell testing plus fire break glasses on a rota system 
 
♦ Half termly fire drills (vary times) 
 
♦ Regular checks on: 

• PE equipment 
• Risk Assessments/Educational Visit Risk Assessments 
• COSHH (annually) 
• Fire escape routes/equipment 
• Fire Alarm System (daily) 
• Electrical equipment (termly) 
• Tools and maintenance equipment 
• Grounds / Playground Equipment 
• Security 
• Asbestos (annually) 
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♦ Staff to inform Co-ordinator of any issues/ accidents arising within school premises 
 
♦ Update and review Policy together with Fire Evacuation Procedures and Medical 

Procedures. 
 
♦ Regular Risk Assessments and review of same. 
 
♦ Termly visual inspections of portable electrical appliances. 
 
♦ Inform Governing Body and staff of H & S issues 
 
♦ Monthly Legionella checks on water system throughout school 
 
♦ COSHH assessments and review of same. 
 
♦ Update staff training in health and safety issues - all staff including Caretaker, 

Cleaners, Midday Supervisors, Kitchen staff and students in placement. 
 
♦ Inform Headteacher of any health and safety issues as they arise within school 

premises. 
 
♦ Attend Health and Safety courses as necessary. 
 
Inform staff of any children prone to ‘fire-raising’. 



APPENDIX ‘E’ 
 
 
FLOW CHART OF HEALTH AND SAFETY  
 
REPRESENTATIVES WITHIN THE EDUCATION SYSTEM 
 
 
LEA HEALTH AND SAFETY ADVISER 
 
 
 
CATERING STAFF               CLEANING STAFF         
 GOVERNING BODY 
 
                                 
 
                                   HEADTEACHER                BUILDINGS 
COMMITTEE 
 
  
 
            SENIOR MANAGEMENT TEAM                     H & S CO-ORDINATOR 
 
                                  
 

N.C. CO-ORDINATORS AND ALL OTHER STAFF 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX ‘F’ TO HEALTH AND SAFETY POLICY 
    
ELMSLEIGH INFANT AND NURSERY SCHOOL 
 
EMERGENCY EVACUATION PROCEDURES 
 
(Reviewed in conjunction with Health and Safety Policy July 2013) 
 
Fire Drill Procedures 
 
1.  Fire drills are held once every half term. 
 
2. We vary the timings of the drills to coincide with different activities during the 
day: 
 
a) Morning – (class based) these sessions are alternated to 
b) Afternoon – (class based) accommodate the nursery children 
c) Assembly 
d) Dinner time - in hall 
e) Morning registration/playtime 
f) Afternoon registration/lunchtime 
 
Nursery request no fire drills during the last 10 minutes of the nursery session. 
 
3. We line up outside at the far side of the playground in the following positions: 
 
 Rainbow Room Nursery       Reception    Reception    Y1    Y1     Y2    Y2 
 (markings painted on the ground show these positions) 
 
4. The Headteacher is the only member of staff who should re-enter the building in 

the event of a fire and should only do so if it is safe. 
 
5. In the event of any queries due to the fire evacuation procedures you should 

inform the Headteacher or the Health and Safety Co-ordinator. 
 
6. The children within school should leave the building with the member of staff in 

charge of them at that time.  This may not always be their own class teacher due 
to team teaching commitments. Should a group of children be in the outdoor areas 
during the evacuation process, they are still expected to vacate with the whole 
class with the adult in charge. This may result in re-entering a building to access 
the main playground – staff will use their discretion in making a safe judgement. 
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7. The fire alarm system is checked weekly by the Health and Safety Co-ordinator.  

In her absence this will be done by the Headteacher. 
The bell is sounded at 3.15pm - 3:30 pm every Monday.   
The break glasses are also tested at the same time in rotation: 

        
ZONE AREA 
1 Office, foyer, kitchen and boiler house 
2 Hall and library 
3 Rec 1 
4 Nursery & Rainbow Room 
5 Rec 2 
6 Year 1 (Area 1) 
7 Year 2 
8 Year 1 (Area 2) 

 
 
Break-glass keys and spare break glasses are kept with the documentation of these 
tests, in the Red Box located in the foyer. Also located in the Red Box are the 
Emergency Lighting Key, COSHH File and Asbestos File. 
 
8. All staff must be aware of the special needs children who, because of physical 

disabilities and/or limited developmental understanding will need particular 
attention and more time to vacate should a fire break out.  If in doubt, please ask 
year group staff to identify these children. Children evacuating from the Rainbow 
Room should wait at a designated area on the playground and not with their year 
group peers. (These children should be supervised by Rainbow Room staff) 

 Any special needs children who are working with their year group at the time of 
evacuation, should remain with their year group under the supervision of the class 
teacher. 

 
9. Parent helpers/students will be made aware of these procedures via the  staff 

handbook and fire drill regulations which are posted adjacent to each breakglass 
alarm. 

 
10. A copy of a Fire Safety Checklist is also kept in each area of the school including the 

kitchen and caretakers room. 
 

 
 
 
PROFESSIONAL JUDGEMENT SHOULD BE USED AT ALL TIMES 
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Action to be taken in the event of an emergency: 
 
1. If there is an outbreak of fire the alarm bell should be sounded using the nearest 

breakglass. This immediately activates the alarm. 
 
2. The fire brigade should be notified by dialling 999 and asking for the Fire Service. 

Any member of staff who identify an outbreak of fire must phone 999. 
 
3. The staff may attack the fire using extinguishers or fire blankets located within 

their year group areas.  See plan on rear of office door. 
 
When the fire alarm sounds the following procedure must be followed. 
Children - class based 
1. Children will be asked to stop working and staff will ensure the children leave the 

building in a quiet, quick and orderly manner by the nearest available exit. 
 
2. The TA in each area will check toilets and any adjacent areas and check that all 

windows and doors are closed behind them as they leave the building. 
 
3. The office staff and Headteacher will check the staffroom, staff toilets, office 

area and first aid bay. 
 
4. The office staff, pastoral lead and Headteacher will check the staff and visitors 

on the data management system using an app on their phone. They will also take the 
gate keys and any necessary medication. They and the Headteacher will both exit 
via the hall doors checking that the main hall area is also clear. 

 
5. Children will make orderly lines on the playground in their designated areas (as 

shown previously). 
 
6. The staff or office staff will take out and check their registers, carry out a head 

count and report to the Headteacher. 
 
7. Any other staff/visitors will exit through the nearest fire exit and after closing 

the door behind them will stand on the playground area. 
 
8. The Headteacher to be informed immediately should any child/member of staff be 

found to be missing. 
 
9. The Headteacher will dismiss the children from the playground, starting with the 

youngest children. 
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Variations on Fire Drill Procedures 
 
A.  Lunchtime (Hall) 
 
1. Dinner Supervisors on duty in the hall are to supervise the safe evacuation of all 

the children.  They will be asked to leave in a quick, quiet and orderly manner by 
the main hall doors (both doors open) to the outside.  TheTA’s would be on duty to 
ensure that the Special Need children are outside safely.  Dinner supervisors will 
ensure that doors closed behind them. 

 
2. Dinner Supervisors supervising the children in the classrooms are to all exit 

through the nearest available fire exit in a quiet, quick and orderly manner, 
checking the toilets as they leave and closing all doors behind them. 

 
3. Remainder of staff in school are to check their class areas as they leave, if it is 

considered safe to do so. 
 
4. Any other visitors/staff should leave as in the normal procedures described 

previously. 
 
5. The Senior Lunchtime Supervisor will collect the class registers from the office, 

if safe to do so and she will then leave via the hall to check this area and close the 
hall doors behind her. 

 
6. Dinner Supervisors will help to supervise the children in their allocated class lines 

along with the teaching staff. 
 
7. Previous procedures apply once children are on the playground. 
 
8.  Children with special needs should be supervised by the named MDS and should be 

taken to the designated bench on the playground. 
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B.  Outside - Playtime/Lunchtime 
 
1) When children are outside on the playground, should the fire bell sound, 

Dinner Supervisors/staff on outside duty will ensure the children line up on the 
playground in a quick, quiet and orderly manner. 

 
2) Remaining staff/dinner supervisors on "inside duty" will do a check of class areas, 

if it is considered safe to do so and will leave the building ensuring that doors are 
closed behind them. 

 
3) Any other staff/visitors will leave the building as outlined in the normal 

procedures. 
 
4) Staff/dinner supervisors should not re-enter the building once they are outside.  

They should inform the Headteacher of any problems immediately. 
 
C.  Wet Playtime/Lunchtime 
 
1) Appropriate class dinner supervisor/member of staff on duty are to supervise the 

exit of the children in a quick, quiet and orderly manner through the nearest 
available exit, checking the toilet areas and ensuring door is closed behind them. 

 
2) All remaining staff to check their class areas (including the Rainbow Room) if it is 

considered safe to do so and to exit through the nearest available door ensuring 
this is closed behind them. 

 
3) Any other staff/visitors to leave the building as in the normal procedures. 
 
4) Children to follow previous procedures once outside on the playground. 
      
If staff leave the building during the lunchtime period they sign out using the electronic 
log-in system, and sign back in again on return. 
 
To address specific special needs issues, TAs will be on duty from 12:00 - 12:45 and 
12:45-1:20 if called upon. 
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D.  ASSEMBLY 
 
1)  Staff who are supervising assembly will also supervise the safe evacuation of the 

children in a quiet, quick and orderly manner through the main hall doors to the 
outside (both doors to be open) and ensure that the doors are closed behind them. 

 
2) Remaining staff (not on duty) should check their own class areas unless it is 

apparently unsafe to do so and should then leave the building by the nearest exit, 
ensuring the doors are closed behind them. 

 
3) If the assembly is being taken by the Headteacher, the office staff will take over 

her role in checking the office area/staff toilets. 
 
4) Any other staff/visitors will evacuate the building as in normal procedures. 
 
5) Normal procedures apply outside. 
 
 
...oOo... 



ELMSLEIGH INFANT AND NURSERY SCHOOL 
 
FIRE EVACUATION PROCEDURES 
 
 
1.   Sound alarm bell using nearest break-glass point. 
 
2.   Dial 999 for the Fire Brigade. 
 
3. Children and staff will evacuate the premises using the nearest fire 

exit. 
 
4.   They will leave in a quick, quiet and orderly manner. 
 
5.   Ensure all windows and doors are closed behind you. 
 
6.   Children will make orderly lines on the playground 

in their designated areas. 
 
7.   All staff/visitors will wait on the playground. 
 
8.   Staff will do a head count and report to the Headteacher. 
 
 
9.   No-one will re-enter the building if any member of staff or child(ren) 

are missing. 
 
    The Headteacher should be notified immediately. 
 
 
PROFESSIONAL JUDGEMENT SHOULD BE USED AT ALL TIMES 



APPENDIX "H" - LIST OF CURRENT NOMINATED PERSONS         (Rev 3/11) 
 
This is to certify that the under-mentioned members of staff are hereby authorised to 
carry out the following duties/ tasks: 
 
1. TO DISPENSE PRESCRIBED MEDICATION TO PUPILS (PROVIDED CONSENT 

FORM DULY SIGNED BY PARENT OR GUARDIAN) 
 

Any contracted member of staff can dispense medications – medications log must be 
filled in every time. When dispensing medications staff to check the medication log and 
the consent form for dosage. A copy of the consent form and the medication is either 
stored in the classroom in a high place or in the fridge. School is only authorised to 
administer medication prescribed by the doctor for more than three times per day, 
unless for exceptional circumstances. 
 
 
2. TO ACCESS THE BOILER HOUSE 
 
Mr. R. Stanhope - Caretaker 
Mrs. J. Tizzard - Health and Safety Co-ordinator 
Mrs. K. Burton - Headteacher 
Mrs. K. Peace / Mrs C Hancock - Secretary 
 
3. TO CARRY OUT RISK ASSESSMENTS WITHIN SCHOOL 
 
Mrs. J. Tizzard – Specialist Teaching and Learning Assistant - Trained in Risk 
Assessment Procedures in Nov 97. 
 
4. TO CARRY OUT RISK ASSESSMENTS OUTSIDE SCHOOL 
 
RE:EDUCATIONAL OUTINGS 
 
All teaching staff 
Mrs. J. Tizzard - Health and Safety Co-ordinator 
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5.  TO ADMINISTER FIRST AID TO CHILDREN, STAFF AND VISITORS 
Mrs. J. Tizzard – Health and Safety Officer / TA (Paediatric) 
Mrs. S. Irwin – TA (Paediatric) 
Mrs. L. Hall - TA 
Miss S. Smith – TA 
Mrs A. Yates - TA 
Mrs. S. Park – TA (Paediatric) 
Mrs. T. Arckless – Pastoral Lead 
Mrs. K. Duggins – TA 
Mrs. R. Stride – TA 
Mrs. M. Chapman – TA (Paediatric) 
Mrs. J. Fantarrow – TA / family support worker 
Mrs. R. Flatt – TA 
Mrs. J. Keeling – TA  
Mr G King - TA 
Mrs. S. Cotton – TA 
Mrs K Newton – TA (Paediatric) 
Mrs B Hodgkins – TA  
Miss B. Robson - TA (Paediatric) 
Mrs J. Thompson- TA 
Miss L. Holmes -TA 
Mrs K. Stockley -TA 
Miss L. Coxon - TA 
 
Mrs. E. Hull- Senior Midday Supervisor 
Mrs. K. Turner – Midday Supervisor 
Mrs K Cross– Midday Supervisor 
Mrs. S. Fagan – Midday Supervisor 
Mrs. K. Lees - Midday Supervisor 
Mrs. D. Heathfield - Midday Supervisor 
Mrs. P. Blizard - Midday Supervisor 
Mrs S. Summers – Midday Supervisor 
Ms K Baker – Midday Supervisor 
Mrs R. Gregory – Midday Supervisor 
 
Mrs K. Burton – Headteacher 
Mrs L. Mansfield – Foundation Stage Co-ordinator 
Mrs M. Liddle – Deputy Headteacher 
Miss L. Redhead – FS teacher 
Mrs S. Cooper – FS teacher 



Mrs C. Lightfoot – SENDCO 
Mrs S. Cull – Rainbow Room teacher 
Mrs N. Ehlen – Year 1 teacher 
Mrs E. Colllins – Year 1 teacher and Leader of intervention 
Mrs C. Smith – Year 1 teacher 
Miss K. Marratt – Year 2 teacher 
Mrs J. Clamp – Year 2 teacher 
 
DEFIBRILLATOR IN SCHOOL 
Elmlseigh Infant and Nursery School now has a defibrillator in school which is stored in 
the main school office next to the door. All teaching staff and teaching assistants have 
been trained in administering the defib. 
 
 
6.  HEALTH AND SAFETY CO-ORDINATOR 
 
Mrs. J. Tizzard – TA 
 
7.EMERGENCY SERVICES CONTACT - EMERGENCY EVACUATION 
 
Any member of staff has the authorisation to contact the emergency services if 
required. 
 
…oOo…



APPENDIX “I” TO HEALTH AND SAFETY POLICY 
 
HEALTH AND SAFETY ISSUES PARTICULAR TO ELMSLEIGH 
 
1. CAR PARK 
 
Where possible, vehicular and pedestrian access will be segregated. 
Be aware of taxis and mini buses gaining access and egress from the premises. 
Only parents who are displaying either a blue disability badge or have an Elmsleigh school 
parking permit are eligible to use the school car park. 
The disabled parking bay should be kept clear at all times. 
Visitors to school should not use the school car park. 
The main gates into the school car park will be locked after morning registration and 
should remain locked throughout the day.  
The gates will be re-opened before the end of the school day. 
 
2. DOGS 
Owing to the risk to our children’s health, dogs are prohibited from the school and the 
grounds.   
 
3. SMOKING 
School also has a ‘No Smoking’ policy in school and within the grounds. This includes e-
cigs and vaporisers. (See attached No Smoking Policy.) 
 
4. MEDICAL LIST (See Emergency Medical Information Sheets) 
 
• Details of pupil’s medical conditions and relevant documentation and reviewed on a 

termly basis and are held within the pupil record files (in general office and 
nursery cabinet).  Pink index cards = general information/medical information 
Staff are notified of these records and any medical conditions arising together 
with any changes which may occur during the course of the year. 
 

• Asthma and Inhalers 
Nursery:  Nursery inhalers are kept in a high cupboard and are accessible via a 
member of staff at any time (due to young age group) together with record book.  
Reception: Inhalers are accessible and available to children at all times.  Record 
book kept alongside inhalers. 
Years 1 and 2: Inhalers and record book accessible to children at all times. 
(REV 05/16) 

      



APPENDIX "K" to HEALTH AND SAFETY POLICY 
Dated February 1998 (Rev. 05/16) 
MEDICAL PROCEDURES 
 
1.  INFORMING PARENTS OF CHILD'S ILLNESS/ACCIDENT 
 
Contact parents or designated adult from pink cards in office via phone or text message 
service.  Parents issued with a data form annually to update any change of information. 
 
2.  ADMINISTRATION OF MEDICINES 
 
• Parents to complete consent form when prescribed medication is left  
 
• The log book to be completed by contracted staff who administer the medication 
 
• Parent consent form must always be referred to 
 
• Current consent forms, and log book to be kept in the school office and a copy in 

the classroom - always out of reach of children 
 
• Medication is kept in a fridge or in a high place in the classroom, always out of 

reach of children 
 
• Medication can also be stored in the school office on a high shelf 
 
• Remove consent forms from file when course of medication completed.  Retain at 

back of log book for half term 
 
N.B.  Staff medications must always be kept out of reach of children.          
     
3.  INHALERS 
Consent form to be completed by parent when inhaler first brought into school 
 
• Child to use inhaler under staff supervision. 
 
• Supervising member of staff to complete and sign child's medical record sheet. 
 
• Inhalers and forms must be kept in a basket in the classroom in a place readily 

accessible to the pupils. 
 



N.B.  Inhalers are not harmful to other children with the exception of ventolin disks.  
Spare disks should be stored out of reach of children as side effects can occur if 
swallowed. 
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4. ADDITIONAL PARENTAL PERMISSION 
 
• Consent forms issued for inspection of headlice, video recordings, photographs and 

taking children on local walks. 
 
5. ACTION RE: HEADLICE 
 
• In severe cases, parents of children with headlice will be contacted and asked to 

remove the child from school for appropriate treatment. 
 
• Children may return to school once appropriate treatment has been given. 
 
6. OUTINGS 
 
• Medication will be administered on outings by a responsible member of staff. 
 
• Inhalers must be carried by the child or supervising adult. 
 
• Parental consent forms must be taken on the outing. 
 
• A paediatric first aider must be present on all outings  
 
 
7.  P.E. SAFETY 
 
Staff will follow a whole school approach to P.E. safety to be found in the P.E. Policy. 
 
• Parents will be informed that wearing of inappropriate ear-rings/body-face 

piercings is not advisable during P.E. 
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8.  FIRST AID 
 
• The first aid trolley is situated in the main foyer. 
 
• For additional supplies, these are located in the first aid drawer within the filing 

cabinet in the main hall and in the nursery. 
 
• The designated Health and Safety Co-ordinator will check the trolley weekly and 

replenish supplies. 
 
• For current first aid practices, please refer to the First Aid Manual and Health 

and Safety files. 
 
9.  999 EMERGENCY 
 
• In the event of serious illness/injury the child's doctor will be contacted and/or 

staff will telephone 999 for an ambulance 
 
• Parent/guardian to be contacted as soon as possible. 
 
• Refer to individual emergency medical plans for known children 
 
10. QUALIFIED FIRST AIDERS 
 
• A list of current first aiders is displayed by the first aid trolley 
 
• Health and Safety Co-ordinator will ensure that first aid training is kept up-to-

date 
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11. MEDICAL INFORMATION 
 
• Medical information is requested on the school's admission form 
 
• Other permission slips, as mentioned above, will be issued on admission to 

nursery/infant school 
 

• Contact names, telephone numbers and medical information are detailed on the 
pink cards in the office and on facility programme 

 
• Each class will be issued with a current medical list in the Autumn term which will 

be reviewed and updated by the Health and Safety Co-ordinator. Staff will be 
informed via staff meetings under 'Child Issues.' 

 
• The Senior Midday Supervisor and SN Teacher will also be issued with a copy of 

the above list. 
 
• Emergency Medical Information Sheets will be prepared/updated for children who 

may require emergency medication.  Photo I.D. included together with details of 
emergency contact telephone numbers.  Sheets displayed in classroom and in the 
first aid file in the first aid trolley. Senior Midday also has a copy. 

 
 
 
A note of all the inhalers kept in school is marked with an "I" on the medical list in the 
office. 
 
 

 
 
Ratified by Chair of Governors 
16.6.17 
 
 
 
 
 



 
 
 
 
 


	LEA HEALTH AND SAFETY ADVISER

