
 

ST. TERESA’S R.C. PRIMARY SCHOOL 

 

HEALTH & SAFETY 

 

The act and constituent Regulations provide the minimum requirements 

acceptable by the Governing Body of St. Teresa’s School for securing the 

health, safety and welfare of its staff and pupils. 

  

STATEMENT OF SAFETY POLICY 

 

Declaration of Intent 

 

The Governing Body of St. Teresa’s School recognises and accepts its 

responsibilities for securing the health, safety and welfare of the staff, 

pupils and others legitimately using the premises.  These responsibilities 

will be reviewed annually and policies and procedures updated to reflect 

best practice in all aspects of health and safety. 

 

Organisation and Responsibilities   

 

The Governing Body of St. Teresa’s School will provide and maintain so 

far as is reasonably possible: 

 

a) Work places, systems of work and equipment that are safe and 

without risk to health. 

 

b) Safe arrangements for the use, handling, storage and transport of 

articles and substances. 

 

c) A healthy working environment. 

 

d) Suitable and sufficient information, instruction, training and 

supervision to enable all employees to avoid hazards and to contribute 

positively to their own health and safety at work. 

 

(Refer to Corporate Policy for Health and Safety) 

 

While Health and Safety is primarily the responsibility of the Governors 

of the School, all teaching and non-teaching staff share the responsibility 

for the safety of everyone. 

 

While undertaking their day to day work in the school, all staff should 

take careful note of anything which may cause injury to other members 

of staff, parents, visitors and particularly to the children. 

 



There is a book in the office to report any faulty and dangerous 

equipment so that repairs can be undertaken as quickly as possible. 

 

Employees 

 

All staff are required to take reasonable care for the health and safety 

of all persons, including themselves, and by adhering to any guidelines and 

practices outlined by the ‘Act’ to help to promote and maintain a safe and 

healthy working environment. 

 

Consultation 

 

It is important that the staff as a whole are involved in maintaining the 

desired safe and healthy environment and anything giving cause for 

concern should be brought to the attention of Mr Sharp or the 

Headteacher. 

 

Health and Safety issues will be reviewed regularly at staff meetings and 

are reported to Governors in the Headteacher’s termly report. 

 

Rules and Codes of Practice in Section 4 of the LA Health and Safety 

Policy. 

 

The Governing Body has delegated the implementation of the LA standard 

to the Headteacher, taking into consideration the LA Health & Safety 

Policy.  It is the responsibility of the Headteacher to ensure that the 

rules, regulations and codes of practice are reviewed and updated as 

necessary. 

 

Codes of Practice and Delegated Responsibilities. 

 

The Headteacher has delegated the responsibility of monitoring Health & 

Safety issues within some areas of the curriculum to subject co-

ordinators.  They will be expected to ensure the use of safe practices 

within their area of responsibility. 

 

Mr Sharp    Overall responsibility for Health and Safety  

Mrs Leonard           Design Technology Co-ordinator 

Mrs O’Donovan  Lower School - First Aid 

Mrs Welford  Assistant Head Lower School 

Mr Sharp   ICT/staying safe online/Fire Warden 

Mrs Stephenson  First Aid Upper School   

Mrs Harrington                After School Club    

Miss Gould   Foundation Stage First Aid 

Miss Frain                       Science Co-ordinator  

Mrs Robinson                   Fire Warden  

 

 

 



All teachers in their P.E. games, lessons, classrooms, general movement 

around school and while undertaking visits. 

 

Training             

 

Health and Safety guidance and training will figure in the school’s inset 

programme when appropriate and will be provided by the curriculum co-

ordinators on request and as part of general re-training or awareness 

raising sessions.  It will be provided as a matter of course for new 

members of staff. 

 

LA Health and Safety Unit 

 

The LA Health and Safety Unit provides up-to-date information on new 

legislation and advice on Health and Safety matters.  It visits the 

premises at least annually to monitor all Health and Safety activities and 

determines, on behalf of the LA, what standards are to be set and if they 

are being achieved. 

 

Health and Safety Policy Statement 

 

A copy of this statement shall be brought to the notice of all employees.  

It will be reviewed and amended periodically. 

 

Medicines/Inhalers 

 

Authority regulations and teachers’ unions say that wherever possible 

teachers and staff should avoid administering medicines to pupils.  The 

Headteacher or senior member of staff will administer medicine under 

the following conditions: - 

 

1. A letter must be presented or a meeting with the parent of the child 

involved indicating the relevant information. 

 

2. All medicines must be prescribed by a doctor and should be clearly 

labelled with: 

a) The name of the prescribing doctor 

b) The name and home address of the pupil 

c) The name of the medicine 

d) The dosage and times of administration 

 

3. All medicines will be kept in a fridge in the staff room in KS2, and a 

fridge in the lower school meeting room for KS1/FS.  

 

4. The time, the dosage, the name of the child and the staff member’s 

signature will be logged each time medicine is administered. 

 



5. Staff will support children in ensuring they come for their medication 

at the appropriate time. 

 

6. Mrs Elliott (Parent Support Adviser) will administer medicine, or Mrs 

Hitchen, or a senior leader.  If necessary, Mrs Alexander will administer 

medicine in the lower school.  For children who take daily medication, a 

nominated member of staff takes responsibility.   

 

The taking of non-prescribed medication creams will not be 

administered in school by anyone.  Children must not bring 

creams/lotions/tablets to school. 

 

Teachers/staff have accepted these guidelines reluctantly, but for the 

protection of pupil and staff alike, these necessary steps must be taken. 

 

Inhalers 

 

Inhalers must always be accessible to the children in case of a sudden 

attack of asthma.  In St. Teresa’s School, a medical box will be kept in a 

set place in each classroom for the storage of inhalers.  Inhalers are also 

purchased by school to be used in the event of an emergency.  Jext pens 

are also available for emergencies and will be administered by suitably 

qualified staff.   

 

St. Teresa’s Safety Routines 

 

Although the First Aid staff will deal with first aid cases, minor 

accidents do occur and all staff should be aware of the following 

procedures: 

 

1. If a child has a serious fall, bump, cut or graze at playtime/lunchtime 

the teacher/dinner ladies bring the child to the staffroom where a 

senior member of staff will deal with the problem. 

 

a) If a cut or graze is very shallow and does not need to be covered, 

simply clean with an antiseptic wipe or sterilised water.  

 

b) If it needs covering, use a dressing and fasten with a piece of 

micropore tape. Sticking plasters are not to be used on children that 

are allergic to them. Records of children who are allergic to plasters 

are kept in the medical records file which is stored centrally in the 

office in addition to cohort files. 

 

c) If a child has a bump or swelling, apply ice from plastic ice bags in 

the fridge in staff room. If it does not go down the Headteacher must 

be informed.  Often if ice is applied immediately it will have a much 

greater effect.  (Infants/Nursery – ice from kitchen) 

 



Parents are contacted and informed. 

 

d) If a child is bleeding, the authority recommends that plastic gloves 

be used to protect you and the child. 

 

e) Any soiled dressings or wipes should be wrapped up in the packet or 

in a plastic bag before being thrown away.  This is for the protection 

of cleaners and for hygiene reasons. 

 

If children are poorly or sustain a bump on the head, a member of staff 

will contact the parents. 

 

If any other serious injury happens in school, parents are also contacted.  

If they are not available and the injury is a serious one the Headteacher 

or teacher in charge will take the child to hospital.  If it is deemed 

necessary the emergency services will be called to school immediately.  

The child should not be given anything to drink.  All accidents are 

reported in the accident book.  It is placed on the office notice board.  

(Secretary’s Office)  

 

Over a lunch time period there are a minimum of five supervisory people 

in the Infant department and three in the juniors (three of the eight 

ladies supervise four special needs children). 

 

If there is an accident, the supervisory ladies log the accident in the 

book and inform the Headteacher or a senior member of staff. 

 

If an accident occurs after 2.40 p.m and it is not an emergency, parents 

will be informed when they come to collect the child.  If it is a serious 

head or a leg/foot injury, parents will be contacted immediately and the 

child will be cared for in the area where the accident happened.   

 

Allergies 

There seems to be many more children now who are allergic to certain 

foods such as peanuts.  This may go undetected until the child comes into 

contact with this food for the first time (which may be in school).  The 

child becomes red and swelling can appear, often followed by breathing 

difficulties, which can be fatal if not dealt with quickly. 

Children with known allergies have their own individual care plans and 

details of these are displayed in both buildings.  

 

The child may have an inhaler or syringe loaded with adrenaline if he/she 

has had an attack before.  If not dial 999 or take to A&E Department of 

local hospital quickly.  The same allergic reaction may occur with such 

things as bee stings.  Treatment is the same for any serious allergic 

reaction. 

 

 

 



Asthma Attacks 

It will usually be known if a child is asthmatic and the child will have an 

inhaler in school for his/her use.  Calm the child down and don’t panic 

yourself.  Use the inhaler as directed.  If no inhaler is available and/or it 

is a serious attack get the child to a doctor or hospital quickly. 

 

If an accident or incident occurs within half an hour of the end of the 

school day and the first aider assesses that it is not an emergency that 

requires an ambulance, parents will be informed when they collect their 

children at 3.10 p.m.  If the incident is a leg or foot injury, then the child 

will be taken to the main office in the upper building, or kept in the 

classroom in the lower building, and the parents will be asked to come in 

to the child.   

 

External Areas 

The external parts of the school site are usually supervised by the Site 

Manager/caretaker. 

 

The exterior parts of the school grounds, fences, gates etc. must be kept 

in good repair and holes or loose wire repaired as quickly as possible.  

Serious accidents can be caused by loose ends of wire, sharp pieces of 

wood, loose screws, protruding nails. 

 

Gates should be fastened open or shut and not left swinging, as they are a 

temptation for children to climb and swing on them, or shut their own or 

other children’s fingers in them. 

 

Playground surfaces 

Holes appearing in the tarmac should be reported in a book in the office. 

 

Car Parking or Delivery Areas 

Care must be taken near infant building where delivery vehicles may be 

driving through.   

 

The Fabric of the Building 

This is mainly in the brief of the Site Manager/Caretaker/Headteacher. 

 

Damaged brickwork, splintered window or doorframes are repaired as 

quickly as possible. 

                     

 

Interior of the Building 

Inside the building is also part of staff responsibilities. 

 

The Hall where P.E. activities take place is probably one of the main areas 

where accidents are likely to happen.   

 

 



All moveable apparatus like benches, vaulting apparatus and mats are 

checked at regular intervals and so kept in excellent repair. 

 

Children should wear suitable clothing and footwear (or bare feet) for all 

indoor P.E. activities.  Hair should be tied back (boys or girls) so that it 

does not restrict vision or become caught in apparatus or even other 

children’s fingers. No jewellery or wrist watches to be worn. 

 

Earrings should not be worn during P.E. lessons. 

 

All P.E. activities should take place without undue noise and in a 

disciplined manner. 

 

Health and Safety in the Classroom/Halls/Corridors 

Classrooms should be set out so that easy access is available to all 

equipment and between tables, chairs and other furniture.  Tall storage 

cupboards should be screwed to the wall behind, to prevent them from 

over balancing on top of a child. 

 

All wet areas should be close to the sink so that water or paint is not 

spilled on the floor to become a hazard. 

 

When children use such equipment as knives and glue guns, they should be 

supervised by an adult. 

 

All staff should use correct steps when completing any display boards, 

either in classrooms, halls, or corridor. 

 

Standing on anything other than the prescribed steps is at personal risk.  

(sets of steps available in each building) 

 

The teacher’s Relationship with the Children 

If a child is hurt because of lack of supervision by an adult or by any 

material or equipment or situation provided by that adult, very few 

Education Authorities or governing bodies will offer support or protection 

for that adult.  

 

Providing you are supervising properly, wherever you are on duty, you 

cannot be criticised.  If, however, you do not turn up wherever you are on 

duty, you are still responsible if there is an accident.  Forgetting to turn 

up or being late is not acceptable as an excuse in law. 

 

Children should never be left in classroom alone, placed outside doors or 

sent to another class without checking that they have actually gone as 

they could disappear and not be missed.  The same applies for children 

being sent to borrow equipment, borrow or return books to other places 

in the school, or take messages etc.  

 



 No child should be wandering alone around the school when other 

children are in class.   

 

Teachers should be very wary of keeping any child back in a place where 

they may be unobserved.  Teachers can be vulnerable to having their 

actions, or even words, misconstrued by a child. 

 

Once an accusation has been made, it is very difficult to refute, if you 

want to speak to a child privately choose a public area in which to do this 

and choose your words carefully. 

 

Be especially careful about having physical contact with children.  Never 

grab or push them, and hold a child only when he/she is likely to hurt 

another child or him/herself.  Never shout in their faces, no matter how 

they may provoke you. 

 

Fire Safety  

Preventative measures against fire are important and form the basis of 

rules to reduce the likelihood of fires occurring, e.g. a no-smoking policy, 

special precautions concerning flammable liquids and gases and 

maintenance of electrical appliances.   

 

As preventative measures can never be foolproof, reactive measures are 

also important and include:  

- Physical measures include fire doors, a small number of smoke 

detectors, alarm systems and fire fighting equipment.  These will 

be provided, tested and maintained as per British Standards.  The 

extinguishers will be checked and maintained by an external agency 

under a service level agreement.  The remaining fire precaution 

measures will be checked and maintained by the caretaker.  

- Detailed information about fire evacuation procedures is provided 

to regular and temporary members of staff, including supply and 

trainee teachers in their induction.  Details about fire evacuation 

routes are displayed in all classrooms and office areas.  

- Records of any tests and examinations of alarm systems are held in 

the school office.  The same applies to all evacuations for whatever 

reason, including drills and false alarms, so that the effectiveness 

of each evacuation can be assessed and action can be taken 

regarding any problems that have occurred.  

 

Risk Assessments  

 

Risk Assessments provide the backbone of any safe system of work and 

therefore all school activities must be assessed for hazard and evaluation 

for risk.  An assessment that identifies a significant hazard should be 

recorded in writing, and the measures needed to control the risk to  

 

 



health and safety should be listed and communicated to the Health and 

Safety lead, Mr Sharp.  

 

For ongoing activities the risk assessment should be reviewed if the 

circumstances that surround that activity change, or at least annually.  

 

The risk assessment must be submitted to Mr Sharp for consideration.   

 

Staff who are organising an educational visit need to complete a risk 

assessment using the online Evolve system.  

 

Electrical Safety  

 

The following arrangements for electrical safety apply to all electrical 

equipment in use in the School, including personal items.  

- Only electrical equipment that is properly installed and maintained 

should be used in the school.   

- All portable appliances will be inspected annually.  All members of 

staff should routinely check that their electrical appliances are not 

damaged and that there are no obvious signs of misuses such as 

damaged or discoloured plug tops and worn cables. 

- Any item that becomes faulty should be taken out of service. 

- Equipment and furniture should be sited so as to avoid the need for 

leads and to trail across floors.  Where these cannot be avoided, 

proprietary rubber strips should be used to reduce the risk of 

tripping.  

 

Display Screen Equipment  

 

Under the Health and Safety (Display Screen Equipment) Regulations 

1992 the school has obligations to all employees who regularly use visual 

display units (VDU’s).  This includes assessing each VDU and its 

associated equipment and furniture to ensure that they meet the 

standards specified by the Regulations.  These include matters such as 

control over glare and reflection and adjustability of seating in order to 

avoid postural and other health problems that can be caused by VDU 

work.  Although the Regulations do not strictly apply to pupils, the school 

will aim as far as reasonably practicable to provide students who use 

VDU’s with facilities of a standard that match those specified by the 

Regulations in the interests of education and good practice.  

 

Violence to Staff  

 

“Violence” as defined by the HSE comprises any incident in which a person 

is verbally abused, threatened or assaulted in circumstances relating to 

their work.   

 

 



The school is committed to protecting staff from violence from any 

party, as far as possible.  

 

Should staff be subjected to violence, they should complete an Accident 

Report Form and inform their line manager.  The circumstances will be 

treated confidentially and support measures will be provided, if required, 

to assist in recovering from an incident.  Potentially all members of staff 

are vulnerable to violence, but the overall effects of violence can vary and 

be influenced according to person, time, place and various other factors.   

 

Stress  

 

Stress has increasingly become acknowledged as being a significant 

health issue at work.  While most staff might be expected to absorb a 

certain amount of pressure, it can rise to a level where it constitutes a 

risk to health.  The school advises any member of staff who feels under 

an unacceptable amount of pressure to raise the issues and concerns with 

the Line Manager in complete confidence, so that if possible some early 

action may be taken.  Counselling services are also available for those in 

stressful situations via the school’s sickness absence insurer, Schools 

Advisory Service.  For further advice, please refer to the SAS guidance 

available via Mrs Robinson in the school office.  

 

Manual Handling  

 

Staff and students are not to lift, drag, push or carry heavy/awkward 

loads unless training has been given and a manual handling assessment 

carried out.   

 

Working at Heights  

 

No member of staff should attempt to work from height without 

conducting an appropriate risk assessment.  Classroom furniture must not 

be used as a platform to work from and must not be used as a method of 

gaining height.  

 

If staff members require displays to be put up or any similar activity that 

requires working at height they must contact the caretaker, unless they 

have had suitable training and have access to suitable equipment for 

working at height.  

 

 

 

 

 

 

 

 

 



Monitoring and Reviewing the Policy  

 

This policy will be monitored by Mr Sharp and Miss Frain and will be 

reviewed annually by a committee of the Governing body.  

 

 

 

Policy Reviewed October 2020  
Next Review  October 2021   
 
 


