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TWEEDDALE PRIMARY SCHOOL 

 
 POLICY FOR  

 
HEALTH & SAFETY 

 
Review of the Policy 

 
 

This policy provides guidance on teaching and learning at Tweeddale Primary 
School.  It reflects the views of teaching staff and was agreed by the Local 
Governing Body on 13th March 2018. 
 
The policy will be reviewed by the Head Teacher annually and by the 
governing body in January 2019 or earlier if required.  The implementation of 
the policy is the responsibility of the staff and will be monitored by the Head 
Teacher, Senior Management and individual curriculum coordinators. 
 
 
 
Signed………………………………………….  Date…………………… 
Headteacher 
 
 
  
Signed………………………………………..  Date…………………… 
Chair of Governors 
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TWEEDDALE PRIMARY SCHOOL 
 

HEALTH AND SAFETY POLICY 
 

Statement of Intent: 
 
The Governing Body, through the Headteacher as key Manager, recognise 
and accepts that, under the Health and Safety at Work Act 1974, it has a legal 
responsibility to provide, as far as reasonably practicable, for health, safety 
and welfare of all employees.  Also that it has certain duties towards pupils, 
the public and other people who use the school premises. 
 
The Headteacher shall be responsible for seeing that the policy is 
implemented and kept under review personally or by delegation to key staff 
(for example Premises Manager, Business Manager, Deputy Headteacher). 
 
The Headteacher, Premises Manager, Business Manager and a Governor will 
carry out termly joint inspections of the workplace to ensure that the safety 
standards are being met, (a teacher governor, staff governor or teacher union 
representative may also attend). 
 
Health and Safety will be included as an agenda item on the Resources 
Committee and employees will be invited to raise issues through their teacher 
governor and staff governor. 
 
The Health and Safety Policy will be brought to the attention of all employees. 
 
The policy statement will be kept under review and revised as necessary. 
 
Health and Safety at the workplace is of paramount importance.  The 
Governing Body, through the Headteacher, will take the following steps: 
 
● To provide and maintain a safe and healthy place of work, and systems 

and methods of work, with adequate facilities and arrangements for the 
welfare of all employees and pupils and to protect all employees, pupils 
and others (including the public) in so far as they come into contact with 
foreseeable work hazards. 

 
● To provide all employees and pupils with the information, instruction, 

training and supervision that they require to work safely and efficiently. 
 
● To develop safety awareness amongst all employees and pupils. 
 
● To provide a safe environment for all visitors to the school, bearing in mind 

that these visitors may not be aware of the risks arising from aspects of 
using the schools facilities. 

 
● To ensure that this policy is used as a practical working document, and 

that its contents are fully publicised as requested. 
 
● To keep details of this policy under constant review, and in line with the 

changing safety practises and current legislation. 
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Duties of employees: 
 
In accordance with section 7 of the Health & Safety at Work Act 1974 
 
“It shall be the duty of every employee at work: 
 

a) To take reasonable care for the Health and Safety of him/herself and of 
other persons who may be affected by his/her act of omissions at work. 

 
b) As regards to the duty or requirements imposed on his/her employer or 

any other person by or under any of the relevant statutory provisions, to 
cooperate with him/her so far as is necessary to enable that duty or 
requirements to be performed or complied with” 

 
Health & Safety Measures to be met by the Employers (i.e. The 
Governing Body): 
 

a) Fire drills will be carried out at regular intervals; There must be at least 
one each term, which must take place at the beginning of each term 
within the first 10 full days.  Attention must also be given to procedures 
necessary to ensure a total exit of the building at those times during the 
day when the children are not with a teacher, for example, lunchtime.  
A report on the effectiveness of the fire drills will be given to the 
Governing body each term.  The Premises Manager will carry out such 
drills on behalf of the Governing body and no prior warning will be 
given to staff. 

 
b) First aid provision will be available from the School Office where 

members of the administration staff are trained first aiders.  Details of 
all other First Aiders can be found on the certificates displayed in the 
office. First Aid at lunchtime is provided by mid-day supervisors in the 
playground (hut). 

 
c) Electrical installation and equipment will be regularly inspected by our 

chosen contractor or the Premises Manager as required.  Portable 
appliances are tested annually and marked with a date sticker.   

 
d) The workplace will be kept in a safe and clean condition by cleaning, 

maintenance and repair.  Regular liaison with the Premises Manager 
will ensure that all repairs are quickly identified and rectified.  The 
provision of a safe and healthy working environment, with adequate 
facilities and arrangements for employee’s welfare at work is a duty of 
the employer. 

 
e) Any Plant and Machinery will be regularly tested and maintained. 

 
f) Employees will be advised on health and safety aspects of materials 

and equipment of a hazardous nature relating to specific curriculum 
areas.  Chemicals and materials of a hazardous nature will be safely 
stored in the appropriate space in accordance to any COSHH (Control 
of Substances Hazardous to Health) requirements. 
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g) Accidents will be reported to the office in the first instance, and 
recorded on a London Borough of Sutton accident form, and forwarded 
to LBS Health & Safety.  
 

 
Risk Assessment: 
 
The Headteacher and the Premises Manager, under the direction of the 
governing body and after appropriate training, will arrange for risk 
assessments to be undertaken and significant risks recorded.  A programme 
of action to reduce or eliminate risks will be an integral part of budget 
preparations, and there will be an ongoing programme of review and 
monitoring. 
 
Fire Procedure: 
 

● The primary aim is to prevent injury and loss of life. 
 

● Procedure: Any person finding a fire shall immediately raise the alarm 
by breaking a call point glass and setting off the alarm system. 

 
● The fire alarm is a long continuous bell ring. 

 
● The alarm system will automatically dial Civic, who in turn make the 

decision to call the fire brigade. 
 

● The building is evacuated into the rear main playground. Classes will 
line up at their normal assembly points on the far side of the 
playground by the wall. 

 
● All classes should evacuate the building, in the first instance, via their 

Primary Escape Route.  In the event that this route is blocked they 
should use their Secondary Escape Route.   If a class is not in its 
usual classroom, staff to make themselves aware of the Primary and 
Secondary Escape Routes for the room they are currently using.  

 
● Swimming Pool 

The Swimming Teacher will ensure that all children, helpers/parents 
evacuate the pool area through the rear gate.  Children to line up with 
their class.  Parents/helpers should assemble by the Green Fire 
Assembly Point sign. 

 
● Swimming Pool Changing Area 

All children, helpers/parents should evacuate the Changing Room Area 
through the door in the corridor out to the main playground.   Children 
to line up with their class, parents/helpers should assemble by the 
Green Fire Assembly Point sign. 

 
● Visitors 

All visitors to be made aware of evacuation procedure and should 
assemble in the main playground by the Green Fire Assembly Point 
sign.  All visitors should sign in when arriving at the school and sign out 
when leaving.  They should also wear an identification badge whilst on 
school premises. 
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● Silent Evacuation of the School 

This procedure is used if for any reason we cannot use the Fire Alarm.  
A member of the Senior Management Team will alert staff.  The 
building should then be evacuated following the normal Fire Drill 
Procedure.  

 
School Critical Incident/Disaster Plan: 
 
The school has policies and systems in place for a Critical Incident both on 
and off site, and regularly reviews these including their associated risk 
assessments.  (see separate policy). 
 
Fire Extinguishers/Blankets: 
 
There will be adequate provision of tested fire extinguishers in various 
locations around the building.  The Premises Manager is trained in their use 
and may at no risk to himself or others attempt to extinguish a small fire. 
 
Safeguarding Children in Education Settings: 
 
All staff must be trained in Safeguarding, any new member of staff to be given 
training as a priority on the next available course after they commence 
employment. 
 
CWS (Corporate Warning System): 
 
Key staff to be given instructions on how to log-on and use the Corporate 
Warning System. 
 
Manual Handling: 
 
Advice on manual handling, safe lifting practises and back care is available in 
the Corporate Health and Safety Manual (which is available in the school 
office).  Staff must assess potential risks before moving heavy objects.  With 
due care, assessment must also be made when asking pupils to move PE or 
other equipment. 
 
Security: 
 
The school has policies and systems in place for the Security of the building 
and grounds, and regularly reviews these including their associated risk 
assessments (see separate policy). 
 
Lone Working:  
 
The school has policies and systems in place for Lone Working on and off 
site, and regularly reviews these including their associated risk assessments 
(see separate policy). 
 
Working at Height: 
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The school has policies and systems in place for Working at Height, and 
regularly reviews these including their associated risk assessments (see 
separate policy). 
 
 
 
Noise: 
 
The school has policies and systems in place for Noise, and regularly reviews 
these including their associated risk assessments (see separate policy). 
 
Vibration: 
 
The school has policies and systems in place for Vibration, and regularly 
reviews these including their associated risk assessments (see separate 
policy). 
 
Medicines: 
 
The school has policies and systems in place for administering medicines, 
and regularly reviews these (see separate policy). 
 
Food Hygiene: 
 
The school has policies and systems in place for food hygiene when working 
on and off site, and regularly reviews these including their associated risk 
assessments (see separate policy).  Key staff have the appropriate training. 
 
Hot Drinks: 
 
All staff, visitors, work experience students and volunteers taking hot drinks 
from the staffroom or main school office must use a sealed thermos-style 
drinking cup, to eliminate the risks of accident or injury of pupils sustaining 
burns and scalds. 
 
All staff on playground duty, who do not get a break, may have a hot drink if 
the drink is in a sealed thermos-style drinking cup and is not left unattended in 
an area where pupils are present. 
 
Training: 
 
The Premises Manager (Mr D Higgs) has been trained in the following 
procedures: Risk Assessment, Fire Safety and the use of Portable Fire 
Extinguishers, Access Equipment including scaffolding towers, Portable 
Appliance Testing, City and Guilds Cleaning Science and services (including 
H&S and COSHH), swimming pool operation and maintenance, IOSH 
(Institute of Occupational Safety and Health, Asbestos Duty Holder. The 
Premises Manager will be required to consult with LBS Health & Safety and/or 
Ellis Whittam for all guidance and support as required and request visits of 
their staff as required by the Governors or Headteacher. 
 
The school must regularly conduct a training needs analysis and keep a 
record of training undertaken. 
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First Aid: 
 
The school has policies and systems in place for First Aid on and off site, and 
regularly reviews these including their associated risk assessments (see 
separate policy). 
 
COSHH (Control of Substances Hazardous to Health 1998): 
 
These regulations apply to Science, Art, Technology, School Cleaning, Office 
work, Gardening etc and require employers to assess risks to health 
associated with all work activities involving hazardous substances before 
employees and pupils become exposed. 
 
All cleaning and maintenance equipment cupboards are kept locked at all 
times and are suitably signed to this effect.  Storage is kept tidy and clean. 
 
Drug Education and Misuse: 
 
The school has policies and systems in place for Drug Education and Misuse 
and regularly reviews these including their associated risk assessments (see 
separate policy). 
 
Educational Visits: 
 
The school has policies and systems in place for Educational visits on and off 
site, and regularly reviews these including their associated risk assessments 
(see separate policy). 
 
Boiler Rooms: 
 
The boiler rooms are kept clean and tidy, and all plant maintained by outside 
contractors at regular intervals.  No materials must encroach within one metre 
of any boiler or switchgear. 
   
Contractors on site: 
 
All contractors must make an appointment with the Premises Manager, or 
Business Manager via the school office, or Headteacher.  They must wear 
identity badges, or uniform and a visitor’s badge, or sticker.  They must work 
as directed by site management, in a safe manner and at times specified by 
them, following all site rules, and the Health and Safety at work act 1974. 
 
Violence: 
 
All employees of the London Borough of Sutton, under guidance of the 
Headteacher should be alert to the safety needs of the staff, and work to 
identify potential risk areas of activity, devise suitable strategies to reduce or 
eliminate them and provide appropriate support when violence occurs. 
 
 
Updated January 2018 

 


