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STATEMENT OF GENERAL POLICY
Name of School:

SOUTH GROVE PRIMARY

1. INTRODUCTION
1.1. The London Borough of Waltham Forest (LBWF) has a duty under
the Health and Safety at Work etc Act 1974 to provide safe and
healthy working conditions for employees and to ensure that their
work does not adversely affect the health and safety of other people
(e.g. pupils/visitors). The Diocesan Authority via Governing Bodies
has the same duty in respect of Voluntary Aided Schools. Waltham
Forest is contractually bound to manage, administer and develop
health and safety.
1.2. This statement should be read in conjunction with LBWF Central
Safety Policy Statement. Copies of this document, along with other
Local Codes Practice (LCoPs) and information on health and safety
matters, will be found in the school safety manual.
1.3. The objectives of this statement are to ensure the following, as far as
is reasonably practicable:
a) Equipment and systems of work are safe and without risks to
health;
b) Safe arrangements for the use, handling, storage and transport of
articles and substances;
c) Sufficient information, instruction, training and supervision to
enable all employees to identify hazards, reduce risks and
contribute positively to their own and to others safety and health;
d) A safe and healthy place of work, including safe access to and
from the building.
e) A healthy working environment in line with current legislation
identifying, eliminating and controlling risks.
f) Adequate welfare facilities.
1.4 This policy has been formulated with reference to the need for
employer/employee consultation on health and safety matters and
the need to consult individuals before the allocation of particular
health and safety functions.
1.5. Expert advice for determining the risks to health and safety within
the establishment and the precautions required to deal with them is
available from LBWF Health and Safety Management 0208 496
4634.
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Review
A review of this health and safety policy will take place with the Union Safety
Representative on an annual basis.
This policy was reviewed by a committee consisting of D McFarlane,
J Maltwood, R Doxon & K Razi - Governor
The draft was reviewed by staff and governors prior to agreement.
Signed

……………………………………………

Headteacher

……………………………………………

Date

……………………………………………

Chair of Governors

……………………………………………

Date

……………………………………………
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2. THE ORGANISATION FOR IMPLEMENTING THIS POLICY INCLUDING
ALLOCATION OF FUNCTIONS
2.1. THE COUNCIL/DIOCESE FOR VOLUNTARY AIDED SCHOOLS
The ultimate responsibility for health and safety in each
establishment rests with the employer (LBWF) or the Diocesan
Authority. In practise functions are delegated. Reference is made in
LBWF Central Safety Policy Statement and LCoP 12 ‘Managing
health and safety’.
2.2.

THE GOVERNING BODY
Chair: Charlotte Slade
The Governing Body will work together with the Headteacher and
The Council to establish and meet health and safety objectives.
Specifically, the Governing Body will act to:


Act in accordance with the policy and guidelines issued by the
Council.



Ensure that adequate policies and procedures are in place; and



Monitor the implementation of policies and procedures.

The Governing Body will address health and safety matters via
Governing Body and sub group meetings.
It is recommended that an annual report be submitted to the
Governing Body by the Headteacher regarding the school’s health
and safety performance. See Appendix 1.

2.3.

THE HEADTEACHER / DEPUTY HEAD TEACHER
Main functions are:
(a) Day-to-day management of all health and safety matters in the
school in accordance with the health and safety policy, LCoP’s
etc;
(b) Ensuring termly inspections and risk assessments are carried
out (Refer to LCoP’s 12, 15 and 21);
(c) Submitting inspection reports to Governors and LBWF;
(d) Ensuring appropriate action is taken;
(e) Passing on information received on health and safety matters to
appropriate people;
5
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(f) Carrying out investigations where necessary;
(g) Chairing health and safety forums (e.g. staff or governing body
meetings);
(h) Identifying staff training needs;
(i) Liaising with governors and/or the Council on policy issues and
any problems in implementing the health and safety policy;
(j) Co-operating with and providing necessary facilities for trades
union safety representatives to carry out their function.
2.4.

PHASE LEADERS/SUBJECT LEADERS/ALL STAFF WITH
LEADERSHIP AND MANAGEMENT RESPONSIBILITIES OR
SPECIAL RESPONSIBIIITIES
Main functions are:
(a) Day-to-day management of health and safety in accordance with
the health and safety policy and LCoP's, etc;
(b) Drawing up and reviewing departmental/faculty procedures from
the relevant LCoP’s;
(c) Carrying out termly inspections and making reports to the
Headteacher;
(d) Ensuring appropriate action is taken;
(e) Arranging for staff training and information;
(f) Passing on health and safety information received to appropriate
people;
(g) Acting on reports from above or below in the hierarchy.

2.5.

OTHER STAFF
Main functions are:
(a) Day-to-day management of health and safety in accordance with
the health and safety policy;
(b) Checking classrooms/work areas are safe;
(c) Checking equipment is safe before use;
(d) Ensuring safety procedures are followed;
6
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(e) Ensuring protective clothing/equipment is used, when needed;
(f) Participating in inspections and the health and safety meetings,
if appropriate;
(g) Bringing potential problems to the relevant manager’s attention.
2.6.

LEGAL DUTIES OF ALL EMPLOYEES
Health & Safety is everybody’s responsibility. All employees have
an obligation to take Health & Safety seriously as each persons
actions or lack of action impacts on others
The Health and Safety at Work Act etc. 1974 states:
“It shall be the duty of every employee while at work:
(a) To take reasonable care for the Health and Safety of him/herself
and of any other persons who may be affected by his/her acts or
omissions of work, and
(b) As regards any duty or requirement imposed on his employer or
any other person by or under any of the relevant statutory
provisions, to co-operate with him/her so far as it is necessary to
enable that duty or requirement to be performed or complied
with”
The Act also states:
“No person shall intentionally or recklessly interfere with or misuse
anything provided in the interest of health, safety or welfare in
pursuance of any of the relevant statutory provisions”
In order that the laws be observed and responsibilities to pupils
and other visitors to the school are carried out all employees
are expected:
(c) To know the safety measures and arrangements to be adopted
in their own working areas and to ensure they are applied.
(d) To observe standards of dress consistent with safety and/or
hygiene. i.e. PE lessons
(e) To exercise good standards of housekeeping and cleanliness.
(f) To know and apply the emergency procedures in respect of fire
and first aid.
(g) To use and not wilfully misuse, neglect or interfere with things
provided for his/her own safety and/or the safety of others.

7
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(h) To co-operate with other employees in promoting improved
safety measures in their school.
(i) To co-operate with the union safety representative and the
enforcement officer of the Health and Safety Executive.

2.7.

SPECIAL OBLIGATIONS OF CLASS TEACHERS
The safety of pupils in classrooms, laboratories and workshops etc is
the responsibility of class teachers who have traditionally carried
responsibility for the safety of pupils when they are in their charge.
If for any reason, (e.g. the condition or location of equipment, the
physical state of the room or the splitting of a class for practical
work) a teacher considers he/she cannot accept this responsibility,
he/she should discuss the matter with the Head of Department or
Headteacher before allowing practical work to take place.
Class teachers are expected:
(a) To exercise effective supervision of the pupils and to know the
emergency procedures in respect of fire, bomb scare and first
aid, and to carry them out.
(b) To know the safety measures to be adopted in their own special
teaching areas and to ensure that they are applied.
(c) To give clear instructions and warning as often as necessary.
(d) To follow safe working procedures personally.
(e) To call for protective clothing/equipment, safe working
procedures, etc. when necessary.
(f) To make recommendations to their Phase Leader/Subject
Leader/Inclusion Leader on safety equipment and on additions
or improvements to plant, tools, equipment or machinery which
are dangerous or potentially so.

8
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2.8.

THE UNION SAFETY REPRESENTATIVE
(Refer to LCoP 27 Safety Representatives and Safety Committees)
The Union Safety Representative for the school is:
MISS DANE McFARLANE
Union safety representatives have various rights given to them. For
example, they have the right to time off with pay for training, and to
the facilities necessary for them to carry out their role; they can also
carry out workplace inspections and investigate accidents on behalf
of their trades union. These inspections and investigations are quite
separate from those carried out on behalf of employers; (i.e. Union
Safety Reps do not inspect on behalf of the Headteacher/site
manager). Safety representatives must be consulted by employers
on any measures that may substantially affect the health and safety
of employees, and on a range of other issues.

2.9.

PUPILS
Are expected:
(a) To exercise personal responsibility for the safety of self and
classmates.
(b) To observe standards of dress consistent with safety and/or
hygiene (this would preclude unsuitable footwear, knives and
other items considered dangerous).
(c) To observe all the safety rules of the school and in particular the
instructions of teaching staff given in an emergency.
(d) To use and not wilfully misuse, neglect or interfere with things
provided for his/her safety.

2.10. VISITORS/SECURITY
(Refer to LCoP 9 Improving security in schools)
Regular visitors and other users of the premises (e.g. contractors
and service personnel from specific companies - should sign in the
Kier Log Book and be referred to SSO) should be required to
observe the safety rules of the school. They are issued a safety card
to fill on entering the site. No working equipment is to be left
unguarded and steps must be taken to ensure that potentially
dangerous equipment, e.g. tools, ladders etc, is not in a position to
be tampered with by children. Vehicles must not be moved around
the school without specific authorisation from the Headteacher.
9
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Smoking is not allowed in the school building or anywhere on the
school site.
Hot drinks are not allowed in areas used by children.
Visitors are only to use the toilet outside the school office – not
children’s toilets.
Dogs are not allowed on the school premises
Parents helping out in school or on a trip (on a regular basis) will be
asked to complete a DBS form and to sign a Child Protection
Summary Sheet.
In particular parents helping out in school must be made aware of
the Health & Safety arrangements applicable to them through the
teacher to whom they are assigned. Children working with a parent
should still be supervised by a member of staff.
All visitors must report to the office where a ‘signing in’ system
is in operation. Visitors also need to log out. Visitors will be
given a visitor’s badge to wear. Any visitor without a badge
should be investigated by staff.
‘Stay & Play!’ parents will be expected to sign in on arrival in the
dining room and to sign out if they leave early.
2.11. STAFF HOLDING POSITIONS OF RESPONSIBILITY
THE MANAGEMENT CHAIN - DELEGATION OF FUNCTIONS
1
1
1

- Develop health and safety policies and safe working procedures
- Ensure Implementation of the school’s policy/procedures
- Arrange for staff to be health and safety training courses (e.g. first aid)

2
2

- Check procedures are followed
- Ensure that staff attends training course to become competent to do
tasks
2 - Ensure classroom/workplace inspections
2. - Ensure workplace risk assessment is carried out
2 - Check work area/equipment is safe
2 - Ensure accidents/incidents are recorded, investigated and sent to the
Health and Safety Unit, Waltham Forest Council, Room 11, Town Hall,
Forest Road, E17 4JF
020 8496 3408
3 - Day to day Inspection of classrooms and communal areas
3 - Report defects
3 - Assist with the development of workplace risk assessment

10
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NAME

POSITION

AREA OF RESPONSIBILITY

Level 1
Julie Maltwood
Tanya Spain

Headteacher
Deputy Headteacher

Whole establishment
Whole establishment
Educational Visits/ Duty Rotas

Jennifer McKay
Brigid Montgomery

Interim SENCO
Extended Services Leader

Special Needs/Inclusion
Parent classes, crèche, clubs,
child protection/First Aider

Level 2
Marion Marriott

Site Service Officer

Firmino Mendes

Assistant Site Service Officer

Rosette Doxon
Lorna McLean

School Business Manager
Office Manager

Amarjit Sandhu-Hanif
Faye McCarthy
Laura Fowler
Madeleine Carponen

Lower KS2 Leader
Upper KS2 Leader
KS 1 Leader
Foundation Stage Leader

Building/Grounds/Cleaning/
Security
Building/Grounds/Cleaning/
Security
Office/Reception Area
Office/Reception Area/
Workplace First Aider
Years 3/4 & Literacy/Maths
Year 5/6 & Literacy/Maths
Year 1/2 & Literacy/Maths
Foundation Stage

Level 3
Sharon Dhesi

Science Leader

Samantha Baker
Vacant
Charlotte Marable
Sally Lovell-Young
Lisa Mullins
Sam Puddifoot
Kirstie Hunter-Leitch
Shabnam Malek
Khadija Patel
Geraldine Fowler
Sally Lovell-Young

Rehana Khan
Farhat Hussain
Donna Wright
Wendy Vallance
Christine Middleweek
Tehmeena Khan
Rabeea Mohammed
Maria Tobin
Maxine Webster
Farzana Karim
Joanne Hughes

Science
Conservation Area/Growing area
Art/D&T/Design & Display
Art/D&T/Design & Display/
Leader
Practical room
IPC
Inc RE
ICT Leader
ICT
PE/PSHE & Citizenship Leader PE/PSHE & Citizenship/First Aid
Teacher
ASD Provision/First Aid
IT Technician
ICT Suite, computers, AV aids
General Welfare
Workplace First Aider/First Aid/
Accidents-children
Senior Inclusion Assistant
Behaviour/Playgrounds
Senior Inclusion Assistant
Behaviour/Playgrounds
Senior Inclusion Assistant
Behaviour/Playgrounds
PE/PSHE & Citizenship
First Aid/Accidents - Children
Leader
Learning Support Assistant
Learning Support Assistant
Learning Support Assistant
Learning Support Assistant
Learning Support Assistant
Nursery Practitioner
Nursery Practitioner
Nursery Practitioner
Nursery Practitioner
Midday Assistant
Midday Assistant
11

First Aid/Accidents - children
First Aid/Accidents - children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents –children
First Aid/Accidents - children
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Zoe Edmonds

Clerical Assistant

Lisa Mullins
David Hayes
Brigid Montgomery
Ashley Tomlin

Teacher
Learning Support Assistant
Extended Schools Leader
EY Practitioner

Office/Reception Area /First
Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents – children
First Aid/Accidents - children

3. ARRANGEMENTS FOR HEALTH AND SAFETY
The school health and safety manual LCoPs’ form part of the school
arrangements. These are disseminated to relevant staff and implemented.
References to relevant LCoPs are made in this section. See Appendix 2.
3.1.

SUPERVISION OF PUPILS

ARRANGEMENTS
1

SUPERVISION OF PUPILS
The School times are:

Nursery
Reception
Years 1 & 2
Year 3
Years 4,5 & 6

School Times
8.45 -11.45am
12.15 - 3.15pm
8.45 – 12.00pm
1.00 – 3.15pm
8.45–12.00pm
1.00- 3.15pm
8.45-12.15pm
1.15-3.15pm
8.45-12.30pm
1.30-3.15pm

Morning Play

10.30-10.45am
(except Weds – 10.45-11.00)
10.30-10.45am
10.45-11.00am
(except Mon 10.30 – 10.45)

Teachers accept responsibility for children on the school premises from
8.35am with the exception of Nursery which is 8.45am and 12.15pm
respectively. Teachers on duty will supervise the playground from this time.
On wet mornings, children should be allowed in the classroom at this time
and supervised by class teachers.
All staff must be available for supervision at the following times:
10 minutes
5 minutes
5 minutes
10 minutes

before the start of the morning session
at the end of the morning session
before the start of the afternoon session
at the end of the afternoon sessions to ensure that the
playground is cleared and children have left school without
incident.

Break time supervision of children by Learning Support Assistants will be
carried out according to a programme published by the Deputy Headteacher
each term.
At the end of each session, the class teacher should see their class out of
the classroom. No child should remain in the classroom unsupervised for
12
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any reason. If it is appropriate for a child to miss a playtime as a
punishment during morning play s/he must remain in class supervised by
the teacher. At the end of each break, children will line up in the playground
and must be received by a teacher back into the classroom.
All assistants on duty must ensure that they go promptly to the playground
and they will be assisted during play by the welfare assistants. The staff on
duty must be spaced out to supervise all areas, including toilets and
climbing frames. Children are not allowed on the climbing frames without
proper supervision and footwear. Parents will be informed of this, but at the
beginning and end of the day it is parents’ responsibility.
Hot drinks are not allowed around the teaching areas or playgrounds.
At the end of playtime, the children must stand still when the whistle is
blown. On the second whistle children will then walk and line up. Staff on
duty should ensure that all children have entered the building before
themselves.
During wet playtimes, all assistants remain on duty.
Each class must organise wet playtime activities by maintaining a box of
games and recycled paper. Children must be seated during wet play and
lunchtimes.
It is the responsibility of the teachers on morning whistle duty to decide on
wet play and to communicate that decision to other staff.
Lunchtime will be from 11.45 – 1.00pm for Reception, 12.00 – 1.00 for
Years 1 & 2, 12.15-1.15pm for Year 3, 12.30-1.30pm for Years 4, 5 and 6.
Supervision of pupils will be carried out by midday assistants and other
assistants according to the midday supervisor arrangements and
procedures organised by the Headteacher (See Staff Handbook). Children
going home for lunch are not to enter the school premises until 12.50pm
(Reception, Years 1& 2) 1.05pm (Year 3) or 1.20pm (Years 4, 5 and 6).
Registers must be taken each morning and sent to the office promptly.
Children arriving late must report to the office to register.
Class teachers are asked to provide a variety of information (see Staff
Handbook) to enable a `supply' teacher to effectively supervise the children
temporarily in his/her care.
At the end of the day, Foundation Stage and Key Stage 1 children must be
handed over at the classroom door to a known, responsible adult who is
designated to collect the child. After 3.25pm, children not collected should
be brought round to the office where a member of staff is on duty.
All accidents, injuries, illness of children should be reported to Mrs HunterLeitch. If a child is sick they should be sent/brought to the medical room.
Injured children should be seen by a Teaching Assistant and the
occurrences recorded by them. Serious injuries or dangerous occurrences
13
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must also be reported to the Headteacher who will request a written report
and for an investigation to be carried out.
All medicines must be sent to Mrs Hunter-Leitch, though we only accept
medicines in school for conditions like asthma. Teachers taking children out
of school or supervising clubs must have children's asthma inhalers with
them (See Asthma Policy).
The school does not accept medicines for children who have a temporary
infection/illness/condition and no medicines of this nature should be brought
into school. Parents may come in to give children medication, so long as
the child is well enough to be in school.
Some children require medication or medical assistance for conditions
which would otherwise prevent them from coming to school. Currently this
includes asthma, hay fever allergies, eczema, ADHD, epilepsy and
diabetes. Staff are trained to supervise the medication for these children by
health professionals, written details of the dosage are also required from
them, and written permission is required from the parents.
The only medication which children are encouraged to carry with them are
asthma inhalers from Year 3. Teachers taking children out of school or
supervising clubs much have children's spare asthma inhalers with them.
Spare inhalers otherwise are secured in the medical room (See Asthma
Policy).
Children are only allowed to leave school during the day if collected by a
parent. Notes asking for children to be released for medical appointments
should be followed by a phone call asking the parent to collect the child from
school. If anyone wishes to collect a child from school during the session,
they should report to the school office. If the person asking to take the child
is not designated, the Headteacher must be informed straight away.
Children moving around the school are to do so in a quiet, orderly way.
Children are to be closely supervised when carrying out practical activities in
classrooms, the playground and field, the hall, the technology area, the
conservation area and around the school. Children are not to lift heavy
equipment at any time. When moving light equipment and furniture, eg PE
equipment, chairs etc, teachers are to ensure that an adequate number of
children are allocated to lift and move each item and that they are taught to
move them properly and safely.
The Site Service Officer is to ensure that vehicles are not moved around the
school playground, during breaks and lunchtimes. All workmen and
contractors are to report their presence on the school premises to the school
office where they are to sign the Kier log in book and be referred to the
SSO. They must have a visitor’s badge and must also sign out. No working
equipment is to be left unguarded and steps are to be taken by workmen
and contractors to ensure that potentially dangerous equipment is not in a
position to be tampered with by children. Ladders and stepladders are not
to be left in locations or conditions which allow children to use them. (The
Site Service Officer is to ensure compliance with these items by having an
14
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initial meeting with the workman or contractor. Work which cannot be
adequately supervised by the Site Service Officer or which involves
dangerous equipment must not take place while children are on site).
All gates to the school are secured during session time. The Site Services
Officer has a written sheet with times of opening and closing gates.
All visitors must report to the office and sign the visitors book. They will get
a visitor’s badge. Staff have full authority to challenge unknown adults in the
school.
Children are to be adequately supervised to, from and during swimming
sessions. For education visits, the supervision levels outlined in the school
visits policy must be adhered to (See Policies). All arrangements must be
carried out in line with the policy.
3.2.

PROVISION OF FIRST AID
Workplace First Aiders for Staff / Visitors – Mrs K Hunter-Leitch
Ms L McLean
Ms Z Edmonds
First Aiders - Children

Location/phone number

Mrs K Hunter-Leitch

(Welfare Assistants)
Office Area - Ext 208
(Office Manager)
Office Area – Ext 201
(Clerical Assistant)
Office Area – Ext 202

Ms L McLean
Ms Z Edmonds

(Foundation Stage)
Miss R Mohammed
Ext 219/220
Mrs T Khan
Miss M Tobin
Mrs M Webster
Miss A Tomlin
Ms B Montgomery

(Extended Services Leader)
Ext 204
(Office Manager) Ext 201
(Clerical Assistant) Ext 202

Ms L McLean
Ms Z Edmonds
Other First Aiders include –

Mrs F Hussain
Ms R Khan
Ms D Wright
Ms L Mullins
Ms W Vallance
Miss C Middleweek
Miss S Lovell-Young
Mrs J Hughes
Mrs F Karim
Mr D Hayes
15
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First aid boxes are provided in:
Medical Room
Office
Site Office Room
Nursery
Breakfast Club Room
Kier Managed Services are responsible for replenishing the First Aid Boxes.
K Hunter-Leitch & A Rice are responsible for alerting shortages to the SSO.
3.3.

ACCIDENT/INCIDENT/DISEASE REPORTING AND
INVESTIGATING
(Refer LCoP 1 Accident Reporting etc.)
If anyone should become ill or suffer injury as a result of an accident
the procedures below must be followed.
(a) First Aid should be rendered, but only as far as knowledge
and skill admit. If circumstances necessitate, the trained first
aider should be summoned immediately to tend to the patient.
The patient should be given all possible reassurances, and if
absolutely necessary, removed from danger.
(b) If the patient needs to be taken to hospital, then an ambulance
should always be called. If an ambulance is required, the
emergency “999” service should be used. For cases of a less
severe nature then it may be appropriate to transport a member
of staff/pupil to a casualty department without using the
ambulance service but it should be noted that this should always
be on a voluntary basis. (If a member of staff uses his/her own
car for these purposes he/she must ensure that he/she has
obtained specific cover from his/her insurance company).
Whenever possible no casualty should be allowed to travel to
hospital unaccompanied if there is any doubt about their fitness
to do so.
(c) Accident Forms
Accidents must be reported on the Schools Accident/Incident
Reports (SAIR). Some accidents require reporting immediately
(i.e. by telephoning the Health and Safety Unit on Tel: 020 8496
3408). Staff need to be aware of the accident reporting system.
.
School’s Accident/Incident Report Form (SAIR) – (Revised
March 2009)
Every case of injury, accident or incidents, including cases of
physical or verbal violence must be fully and accurately reported
and, where possible, detailed statements should be obtained from
witnesses. Accident forms are obtained from the office. Completed
forms should be passed immediately to the Headteacher who
should investigate the accident.
An accident form must be
completed where necessary for staff, pupils or visitors.
16
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The Headteacher must forward without delay the accident form to
LBWF Health and Safety Management.
All accidents and injuries involving children must be recorded in the
children’s accident book located in the Medical Room.
Every effort will be made to contact parents/carers immediately.
Emergency contacts are held confidentially for all members of staff.
(d)

To Reduce the risk of spreading any infection
The following precautions should be adopted by everybody
practising first aid.

3.4.

1.

Cover any cuts or wounds on yourself with a waterproof
dressing or plastic gloves.

2.

Wash your hands before and after treating a casualty,
especially if you are applying dressings.

3.

Handle scissors and sharp instruments carefully. If you
do injure the patient or yourself, encourage the wound to
bleed and then wash it thoroughly with soap and water.
Report the incident to the Headteacher and seek medical
advice.

4.

Wear a clean apron or overall (if possible) and if contact
with the casualty's body fluids e.g. vomit, urine, blood,
is unavoidable, wear disposable plastic gloves.

5.

If blood, urine, vomit or any other body fluids need to be
mopped up:

a.

Wear disposable gloves and dispose of in a `medical waste'
bin

b.

use paper towels/tissues and dispose of in a `medical waste'
bin,

c.

area where spills have occurred should be washed with a
solution of disinfectant and warm water. Use the solution to
wash any instruments used, e.g. scissors. Any instruments
should be sterilised.

FIRE AND EMERGENCY PROCEDURES
(Refer to: LCoP 33 Emergency Procedures and LCoP 34 Fire
Precautions)
It is the duty of all members of staff to carry out the fire and
emergency procedures as follows:
17
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(i) Escape Routes
Site Service Officer is responsible for ensuring that all escape
routes are kept clear and reporting any building defects.
She is also responsible for locking away all flammable materials; for
removing all rubbish from the building and for ensuring that it is
placed in secure storage; for ensuring all internal fire doors are kept
closed.
(ii) Fire Fighting Equipment
All fire fighting equipment is serviced annually by:



A contractor provided by Kier Managed Services
Site Service Officer is responsible for ensuring that the annual
service takes place, and that an inventory of all equipment and a
plan showing its location is held by the school.

(iii) Fire Alarms
Fire alarms are tested weekly by Site Service Officer and recorded
in the fire alarm logbook.
Fire alarms maintenance is the
responsibility of Kier Managed Services and the system should be
inspected/tested four times a year (by the Alarm Contractor).
(iv) Fire Drills
Termly fire drills will be arranged by the Headteacher. The purpose
is to remove everyone from the building as quickly as possible,
assemble them in a safe place and check attendance. The following
staff have specific responsibilities:
Rosette Doxon
Helpdesk

Liaise with Kier Managed Services

Lorna McLean/
Zoe Edmonds

Take out registers / Visitors Book / Children
Signing Out Book

Fire Marshalls

To check designated areas

Julie Maltwood

Take charge of assembly area

There is a separate fire drill for the Mobile Classrooms.
Fire Marshall Areas
Farhat Hussain
David Hayes
Fathima Rawat
Shabnam Malek
Rosette Doxon
Khadija Patel

Mobile – Year 6 (6A & 6M)
Year 5 or 6 (6Y) & Breakfast Club
Year 5 or 6 (6Y) Breakfast Club
Year 3 & 4 (Check Toilets)
Office & Staffroom
Year 2 (Check Toilets & dining hall
18
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Rekha Kotecha
Brigid Montgomery
Sam Puddifoot
Kirstie Hunter-Leitch
Firmino Mendes

on way out. Ensure playground
door is open)
Year 1 (check main hall on way out)
Foundation Stage
ICT Suite & PLM Room (Check
Toilets)
Evac Chair
ASSO

(v) Evacuation Procedures for Serious and Imminent Danger
It is the duty of all members of staff to carry out the procedures
necessary to stop work and move to a place of safety when faced
with a situation presenting serious and imminent danger.
See Appendix 3 Fire Evacuation
See Appendix 4 Bomb Warning Regulation
See Fire Prevention Procedures and Emergency Plan (Kier Managed
Services)

3.5.

HEALTH AND SAFETY GUIDANCE AND ADVICE
Staff will receive copies of relevant health and safety documentation
issued by the Council’ Health and Safety Unit by means of:
Ann Whalley, Health & Safety Manager, Governance & Law
Directorate by email at ann.whalley@walthamforest.gov.uk and
by distribution to appropriate personnel and display on the Health &
Safety board in the staff corridor.
All staff must ensure that guidance is adhered to.
A central copy of the School Health and Safety Manual is available
for all staff in the Staffroom.
A copy of the Health and Safety Briefing note is displayed in the staff
room. Its contents are integrated into the school policy / procedures.
Comprehensive guidance on the various aspects of health and
safety can be found on the Intranet site.

3.6.

TRAINING
(Refer to LBWF Continuing Professional Development Manual)
It is the responsibility of senior leaders to identify the training needs
within their area of responsibility and advise the Headteacher. All
staff are encouraged to request release to attend health and safety
training courses.

19
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3.7.

MAINTENANCE AND REPAIRS
(Refer to LCoP 3 Building works in education establishments and
LCoP 3A Employing competent contractors)
All defects must be reported to the Kier Helpdesk who will arrange
for repairs to be carried out. Maintenance items which do not
constitute a hazard are to be phoned through and recorded in a book
in the Office. Anyone discovering a hazard must immediately take
steps to protect others and report it urgently to the Headteacher and
the Site Services Officer.
Lightning protection should be arranged every 12 months either via
the Electrical or another Contractor. NPS Property
Maintenance/School’s Organisation Partnership Development Team
holds the test and inspection certificates. Also, the School should
hold a copy).
Gas equipment is serviced annually by a CORGI Registered
Engineer.

3.8.

ELECTRICAL EQUIPMENT
(Refer to LCoP 7 Electricity at work).
(i) All portable appliances will be tested annually to be arranged by
a contractor to be arranged by Kier Managed Services. A copy
of the inventory of the electrical equipment tested including test
results will be held in the main office. All staff must visually check
all electrical appliances prior to their use and report any defects
to the Headteacher/Site Service Officer. All defective equipment
must be taken out of use immediately. Portable appliances
maybe labelled and bought to the office. Privately owned
appliances must not be used.
(ii) Kier Managed Services should ensure that fixed wiring is
inspected.

3.9.

MACHINERY AND PLANT
(Refer to LCoP 32 Work equipment)
(i) All machinery and plant must be checked for health and safety
prior to being used on site.
(ii) Heads of Department/senior staff must ensure that there is a
system of inspection to identify and risk assess any dangerous
machinery.
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Pressurised plant is the responsibility of Kier Managed Services
and is inspected and should be tested by Kier Managed
Services own Contractor.
(iii) Lifting machines are the responsibility of Kier Managed Services.
The contract includes regular inspection and servicing.
The boiler is the responsibility of Kier Managed Services. The
contract includes annual servicing.

3.10. CONTRACTORS ON SITE
(Refer to LCoP 3a Competent Contractors and LCoP 9 Improving
Security in Schools)
Site Service Officer will be responsible for Contractors entering or
working within the School. S/he will be responsible for setting out
safe systems of work, filling in a job safety check list and monitoring
the work. (See 2.10 Visitors)
Contractors will not carry out work during the school day without the
agreement of the Headteacher.

3.11. ASBESTOS
There is no asbestos material in the building.
3.12. RISK ASSESSMENT
(Refer to LCoP 15 Risk assessments)
(i) Risk assessment is a legal requirement. It is the process of
identifying hazards and assessing the risks of harm and loss
threatened by the hazard.
The assessment considers
consequences and implements control measures to reduce the
level of risk or harm.
(ii) The Headteacher will ensure that a risk assessment of the
premises, methods of work and all school– sponsored activities
are conducted on a regular basis. The assessment will identify
defects and deficiencies, together with the necessary remedial
action or risk control measures.
(iii) The Health and Safety Team will produce some Generic risk
assessments. Such assessments are adapted into the school
working practises.
(iv) Regular reminders on risk assessment and topics that may
require risk assessing feature in issues of health and safety
news.
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(v) Reporting of Hazards.
Any person noticing a hazard (something with a potential to
cause harm or loss) should immediately take steps to protect
other persons from the hazard. It should then be reported to
The Headteacher and Site Service Officer for building defects
The Headteacher and Curriculum Leader for equipment
or the appropriate person, if the hazard was due to poor
planning of an activity.
The union safety representative should be consulted on risk
assessment.
Special Risk Situation
All staff should be aware of the following risks:
Swimming
Other PE activities, including checking field, playground and hall
floor
Practical Room/Cooking Area
Nursery Kitchen
Dining Area/Slipping/Choking
Technology/Science/Art/Needlework activities
Conservation Area/pond
Outside store rooms
Climbing Areas/outdoor play areas
Cleaning Materials
Stress
Staff alone on site (See Appendix 6)
Abuse and violence to staff
Sand and water areas in Foundation Stage and Key Stage 1
Behind mobiles in KS 2 playground/playground boundary with
Markhouse Road in KS 1 playground
22

Document 23
Health and Safety Policy Statement for Schools 2003

Hot drinks/food
Off site activities e.g. educational visits, sporting fixtures
Stairs
Car park

(vi) Control Of Substances Hazardous to Health (COSHH)
All substances/equipment used within the establishment must
comply with LCoP 18 COSHH. Risk Assessments for new
substances must be provided.
3.13. EDUCATIONAL VISITS
The School’s Educational Visits Co-ordinator (EVC) is Tanya Spain.
The school utilises the Advice and Procedures for Educational Visits
produced by OUTSET. The school’s own procedures are available
from the EVC.
3.14. PE EQUIPMENT AND PLAY EQUIPMENT
PE equipment and play equipment shall be inspected annually by:
To be arranged by Kier Managed Services.
Regular visual inspections will be undertaken by:
R Doxon/ D McFarlane/ Class Teacher/ Learning Support
Assistants / Site Officer
Any defective equipment must be taken out of use immediately and
reported to:
R Doxon or D McFarlane
3.15. CLEANING ARRANGEMENTS
(Refer to LCoP 14 slips/trips/falls, LCoP 7 Electricity at work, LCoP
32 work equipment, LCoP 17 Working alone and LCoP 18
Hazardous Substances)
The school is cleaned by: Kier Managed Services
Safe working procedures for cleaning staff are devised by: Site
Service Officer. These procedures are held in the Site Service
Officers room.
Problems related to cleaning are dealt with by: Site Service Officer
23
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3.16. SITE SECURITY
(Refer to LCoP 6 Dealing with violence and LCoP 9 Implementing
Security in Schools)
All visitors must report to the main Office/foyer where they will be
asked to fill in the visitor’s book. They will be provided with a lapel
badge to wear as identification whilst on the premises.
Any member of staff who notices an unidentified person on the site
should seek to identify that person and/or inform the Site Services
Officer or a member of the senior management team immediately.
All staff should ensure that doors and windows are secured before
they leave the room at the end of the day and that all valuable
equipment is switched off and secured. Cash should not be left
unsecured overnight.
The Site Service Officer is responsible for checking that no one is
left in the building and for ensuring that external lighting and
cameras are working correctly.
See Appendix 7 for day to day care of staff.
3.17. PROTECTIVE CLOTHING AND EQUIPMENT
(Refer to LCoP 13 Personal Protective Clothing/Equipment)
Where protective clothing and equipment is provided, both staff and
pupils must use it at all relevant times. Damaged or insufficient
protective clothing or equipment must be reported immediately to a
senior member of staff.
Kick-steps are provided for accessing high shelves/boards. Do not
climb on anything else.
3.18. EXTERNAL LETTINGS
External lettings are dealt with by: Site Service Officer / Kier
Managed Services
Where necessary, health and safety information will be passed on to
the letting groups e.g. contact personnel, safety rules, emergency
procedures, hazard-reporting etc.
3.19. WORK EXPERIENCE
The School Work Experience Co-ordinator is Tanya Spain.
To ensure that young people are placed in a safe and appropriate
environment, work placements are vetted by Tanya Spain
24
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and their progress is monitored by Tanya Spain and the adult
they are placed with.

3.20. CONCLUSION
It is everybody’s responsibility to make these arrangements work.
Any member of staff noticing a failure to comply with the policy
should immediately report the circumstances to their line manager. If
no action is taken, then, guidance should be sought from the Health
and Safety Team.
If an improvement or prohibition notice is served by an enforcing
officer to a Head teacher should immediately advise the Executive
Director of the Children and Young People’s Services and the Health
and Safety Team, and comply with the requirements of the notice.
This policy will be monitored by the Health and Safety Team to
assess its effectiveness and to determine whether satisfactory
standards of safety performance are being achieved. Monitoring can
be achieved by accident/incident reporting, safety inspections, audits
etc. The Health and Safety Team will undertake health and safety
audits.
Suggestions by any member of staff to improve standards of health
and safety are welcomed by the Headteacher and Governing Body.
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Appendix 1:
HEALTH AND SAFETY AT WORK ANNUAL REPORT
This report has been devised by the Headteacher in conjunction with the
senior management team and Union Safety Representative. Its purpose is to
inform the Governing Body as to what has been happening in health and
safety for the period to ……………………………..
(Health and Safety manual reference numbers are in brackets)


The school health and safety policy is signed and
implemented

(Ref 23)

Comments:



The Health and Safety Manual is implemented and
monitored

(Ref 1 – 36)

Comments:



Termly health and safety inspections are undertaken

(Ref 12 + 21)

Comments:



Risk Assessments (including fire) are undertaken and
reviewed

(Ref 15 + 34 and
other relevant codes)

Comments:



A security audit has been undertaken by a Crime
Prevention Officer

Comments:



The school reports and investigates accidents,
incidents, etc.

Comments:
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A training needs analysis for health and safety has
been undertaken

(Council’s CPD
Manual)

Comments:



First aid arrangements for the school are adequate

(Ref 35)

Comments:



The termly fire drills were undertaken

(Ref 34)

Comments:



A school condition survey has been undertaken and a
program of building works agreed with the Council

(Ref 3, 3a)

Comments:



An asbestos survey has been undertaken and
staff/contractors are made aware of the presence,
condition of any remaining

(Ref 3)

Comments:



The school has appointed an Educational Visits Coordinator (EVC) and has procedures based on
OUTSET guidance to ensure best practice

Comments



The school Work Experience Co-ordinator has
monitored ____ number of work placements by Project
Trident/EBP

Comments:
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The following inspections/examinations took place
DATE
Electrical Portable Appliance Testing
27.07.17
Fixed Electrical Testing
05.08.15
Lightning Conductor Testing
05.04.18
Fire Fighting equipment
10.08.17
Fire Alarm system
01.06.18
Security alarm system
01.06.18
Gas equipment
08.08.17
Boilers/Pressure vessels
29.01.18
Lifts
05.04.18
Lifting equipment (eg hoists)
09.03.18
Fume Cupboards/Exhaust Ventilation
05.02.17
PE Equipment
27.10.17
Comments:




CONTRACTOR
Data Trak
Data Trak
Sentinels
Walker Fire UK
ITS
ITS
Kier Michael Grimes
Kier Michael Grimes
Jacksons
Tayler Dolman
Kier
Universal Services

The school provides external
lettings

Comments:



The Health & Safety Law Poster
is displayed and infilled

Comments:



Any other relevant issues

………………………………………………….

………………………………………………….

Headteacher
signature

…………………
(date)

Chair of Governors
signature

………………
(date)

A copy of the report should be sent to LBWF Health and Safety Management
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Appendix 2
IMPLEMENTING THE HEALTH AND SAFETY MANUAL
The Health and Safety Manual Local Codes of Practice (LCoPs) form the
basis of the school’s safety management system. It sets the standards that
schools are expected to adhere to. As Headteacher, you need to discuss with
your Senior Management Team and Safety Representative which of the
LCoPs are relevant to your school. These need to be implemented and
monitored to ensure effectiveness.
Documents

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

13.

14.
15.
16.

17.
18.

19.

20.
21.

Lead
Member
of staff

Accident reporting and
investigation
Animals in Primary and Nursery
schools
Building works at educational
establishments
Central Safety Policy Statement
Conservation areas
Dealing with violence in the
Education Sector
Electricity at Work
Implementing the Workplace
Regulations and Education
Improving security in schools
Ladders and Steps
Manual Handling Operations
(including moving people safely)
Managing Health and Safety
Inspections in schools and other
education establishments
Personal protective equipment
principles, duties and
responsibilities
Prevention of slips, trips and falls
Risk assessment
Safety checklist for equipment/
machinery used in Design and
Technology
Staff working alone
The control of substances
hazardous to health regulations
1999
The storage and use of highly
flammable liquids in educational
establishments
Tobacco and smoking – summary
and guidelines
Management of Inspections
29
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Documents

22.
23.
24.
25.
26.
27.

28.
29.
30.
31.
32.
33.
34.
35.
36.

Lead
Member
of staff

Date
Date
checklist
Checklist
completed monitored

“Model checklist and guidance”
Policy Statement of the Education
Department
School Policy Statement (generic
document)
Training guidance for the
Education Department
Guidance notes for boilers and
boiler houses
Managing occupational stress
Guidance on the safety
representatives and safety
committees Reg. 1998
Guidance on the temporary use of
gas heaters (LPG)
Display screen equipment
(including VDU’s)
Lifting equipment
Woodwork machinery
Work equipment (PUWER)
Emergency Procedures
Fire precautions
First Aid in Education
Establishments
Emergency planning procedures
(2002)

The above LCoP Documents are found in the Health and Safety Manual in the
staffroom.
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Appendix 3 - Health and Safety Code of Practice
FIRE WARNING REGULATIONS
1.

The primary responsibilities of all staff in the event of a fire alarm are:
a.

To ensure the safety of the children and themselves

b.

To evacuate the building as quickly as possible.

2.

All staff are to make themselves familiar with the position of fire
appliances and alarms and should be prepared to tackle minor
outbreaks of fire if, by so doing, they will not be prevented from
exercising their primary responsibilities and will not endanger
themselves.

3.

An emergency due to fire is signalled by the fire alarm. Any member of
staff who discovers an outbreak of fire is authorised to give the signal
immediately. The priority is to clear the building, not tackle a fire.
Please insist and ensure that any children out of class observe the fire
drill.

4.

On hearing the signal children will cease work and stand. Class
teachers should gather their class from the immediate vicinity and lead
them from the building by the nearest fire exit in single file, quickly and in
silence, and assemble on the school field. Children on errands shall
meet up with you there. Please insist that any children out of class
observe the fire drill. Assistants will check the building as they exit and
be last to leave.

5.

The Fire Brigade will be called by the Finance Manager. Office staff will
bring the registers out for classes to be checked, and the visitors log.
Without placing themselves in danger, as they exit, all assistants will
check respective areas of the school, e.g. toilets, to make sure no one
has hung back.

6.

Your first priority is to do a head count, therefore, it is important to know
how many children are in school, by totalling registers daily. Similarly, it
is important to send registers to the office.

7.

Extra children that are fostered out to you should remain with you. Again
it is important that you receive a paper with the names of the children
you are responsible for. When classes are split, they will be registered
again in the afternoon, so adjustment can be made to this information.

8.

Any missing children or adults should be reported to the Head Teacher
and no one should re-enter the building until authorised.

9.

Classes doing PE must have their shoes in the halls with them. Classes
using the large hall should evacuate through the fire exit on to the Junior
playground. Classes using the small hall should evacuate through the
main entrance.
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10.

Office staff, kitchen staff, MDAs, visitors, cleaning staff, SSO will report
to Office Manager, who will report to Head Teacher.

In all practices, it must be impressed on children that they follow you and walk
in a quiet, orderly fashion, ready to listen to your instructions. Also we need to
impress on children that if they are elsewhere in the building, when the alarm
goes off, they should leave by the nearest exit and proceed to the field with
another class.
The mobile classrooms need a separate fire drill as they are considered to be
independent buildings (See separate sheet).
Fire Procedures - Lunchtime
On hearing the fire alarm, children in the dining hall and hall will stop eating and
stand and walk out of the hall, led by an MDA or an assistant.
The Fire Brigade will be called by the Finance Manager or Office Manager and
office staff will bring the registers out for classes to be checked, and the visitors
log.
All staff on the premises must also evacuate and will be needed to help check
areas and evacuate children.
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Appendix 4 - Health and Safety Code of Practice
BOMB WARNING REGULATIONS
Your attention is drawn to the following advice from the LEA and the police
should be receiving a bomb warning.
1.

The Head Teacher will decide whether or not all or part of the building
should be evacuated and, if so, for how long.

2.

The Head Teacher will nominate one or more persons to be available
outside the school ground to advise on the layout of the building.

3.

The police and the office are to be informed.

4.

Any suspicious or unusual objects are to be left alone. The police will
decide how best to dispose of them.

Evacuation Procedure
1.

The usual fire alarm will be sounded and normal fire drill will be followed.

2.

The Deputy Head will tell teachers to escort their children to Kelmscott
School.

3.

The office staff will inform Kelmscott that we are coming.

4.

The Head Teacher will remain to act as liaison officer with the police.

5.

The Head Teacher will decide how to inform parents, or to readmit the
children to school, depending on the time of day.

6.

No one, staff, children or parents will be permitted to re-enter the
building until it has been declared safe by the police.

7.

The Site Service Officer will lock the gates once the children have left to
prevent entry by the public but will remain there to admit authorised
persons unless dismissed by police.
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Appendix 5 Hazardous Substances – Thames Water
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Appendix 6 Alone on Site
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Appendix 7 - Care of Staff
All staff have a responsibility to be open and professional in their relationships
with other staff, and to behave appropriately towards them.
Instructions and procedures given by senior staff should be clear and staff
should feel able to seek clarification if they don’t understand. All staff should be
supported to improve their skills.
Staff should take their breaks and ensure that they eat/drink and seek the social
support of colleagues during break times. Staff should alert a colleague or
senior leader to signs of stress or overload so that a solution can be offered.
The staff room must be a happy and relaxing place with access to facilities for
eating and drinking.
The school has a system of golden friends, whereby everyone has a secret
person looking out for them. There is also a social committee who organise
staff outings/social events.
No member of staff should be abused or intimidated by anyone on or near the
premises of the school, or anywhere where they are carrying out their duties.
Ensure that you do not put yourself into potentially dangerous situations –
always seek support from colleagues and keep to open areas of the school.
Always park your car in the school car park. It is safer for you and your car.
If you feel unwell, tell someone straight away. A work place First Aider for staff
will look after you.
South Grove values YOU. We need you happy and healthy to do the best for
our children.
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