HEALTH AND SAFETY POLICY

Health and Safety Officer: The Bursar
General statement of Health and Safety
St Christopher’s School fully recognises our collective responsibility for providing, so far as
is reasonably practicable, a safe and healthy school for all of our employees, pupils,
contractors, visitors (including parents) and others who could be affected by our activities. In
our role as employer we attach high priority to ensuring that all the operations within the
school environment, both educational and support, are delivered in an appropriate manner.
We are committed to promoting the welfare of all in our community so that effective learning
can take place.
Detailed guidance on the requirements of the school to comply with the appropriate Health &
Safety Legislation is contained in manuals in the School Office. It is the Policy of St.
Christopher's School:
•
•

To create a safe environment, and
To encourage ways of working which will ensure the safety of children, staff and all
other persons who come onto its premises and grounds.

Responsibilities
The Proprietor has overall collective responsibility for health and safety within the School.
They have a responsibility to ensure that health and safety issues are considered and
addressed and that the Policy is implemented throughout the School. They will also make
adequate resources available so far as is reasonably practicable, to enable legal obligations in
respect of health and safety to be met. Where appropriate, advice from a Competent Person
will be sought to advise the School and tasks will be delegated to suitable employees in order
to assist the Proprietor in carrying out its duties.
The Head will assist the Proprietor in directing the overall management and development of
the Policy, defining the aims of the Policy and communicating the responsibilities associated
with the management of health and safety within the School.
The Bursar, who will act as Health and Safety Officer, will have day to day management
responsibility for ensuring that, so far as is reasonably practicable, arrangements are in place
for:
• Safety and security
• Fire safety
• Electrical safety
• Water quality
• Emergencies
• Staff induction
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The Bursar will also report to the Proprietor on health and safety performance and assist them
in implementing changes in the Policy which they have approved.
This policy should be read in conjunction with the following policies:
Fire Risk Policy and Fire Risk Assessment, First Aid policy, Accessibility Plan, AntiBullying Policy, Educational Visits Policy, Physical restraint policy, Safeguarding policy,
SEN Policy, Registration and Collection of Children Policy
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Electrical Appliances
•

•
•
•
•

Any faults must be reported to the Bursar. If any doubt exists about the use of any
electrical appliance, it must not be used until tested and declared safe. PAT testing is
carried out annually.
A full electrical check of the school is carried out every 5 years.
Electrical appliances such as whiteboards, PCs, Ipads and audio equipment etc. are to
be unplugged when they are not in use.
Electrical leads must not be allowed to trail in such a way as to be dangerous.
Nothing containing water may be placed on top of electrical equipment.

Defects to Building, Equipment, Etc.
These are to be reported to the Bursar who will keep a log of repairs that need to be made.
The Bursar will carry out regular inspections of play equipment and resources to ensure they
are always safe to use. General maintenance is carried during school holidays unless
emergency repairs are required.
General Tidiness
•
•

The premises must be kept as tidy as possible so as to reduce the risk of accidents.
Hot drinks: these must be kept out of the reach of children.

Car Parking
All cars should be parked in the designated area. It is essential that great care is exercised
when cars are moved.
Gates
All gates must be kept closed, especially when children are playing outside. No children may
venture outside the school gates without a teacher’s explicit permission.
Hygiene
This is extremely important throughout the school, including in the kitchen and staffroom.
Standards must be kept high. It is the responsibility of all staff to maintain standards. The
school is cleaned daily by contract cleaners and deep-cleaned 3 times a year. All carpets are
cleaned at least once a year.
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Storage of Cleaning Materials.
•
•
•

Any potentially dangerous substances must be kept out of reach of children.
The tops of containers must be screwed tightly down.
The door to the cleaning cupboard must be kept locked.

Smoking
•

This is not allowed in any part of the school.

Supervision of Children
•
•
•
•
•

In or out of the building, children must be supervised at all times.
Playtimes are always supervised by teaching staff
Playtimes in EYFS must keep the same ratio of staff to children as for teaching.
Special care should be taken when children are using apparatus, especially such
objects as climbing frames.
When using the stairs children must walk in single file keeping to the left.
.

Accidents
Any accident to a child should be recorded in the accident book, and signed and dated by the
member of staff who witnessed the accident. Upon collection of child, the parent should read
and sign the accident book, or be given a copy of it to be signed by them and returned to
school. The accident book will be checked regularly by the Headmistress and School Nurse.
Water Supply
Water is supplied to the school by means of a Bore hole. The water supply equipment is
checked and serviced on no less than an annual basis. Water Samples are taken on an annual
basis for Chemical and Bacteriological examination to ensure the quality of water.
To control the risks of Legionella’s a sample of both hot and cold water is taken on a monthly
basis to ensure that the temperature of the water is within the recognised limits to limit the
risk of Legionella.

Reviewed by: Victoria Kennington

Date Updated: 18/09/2018

HEALTH AND SAFETY POLICY

COSHH
(Control of Substances Hazardous to Health)

Procedures
H & S Commission does not consider education to be a high risk activity in terms of
exposure to hazardous substances and, in general, the requirements of COSHH
regulations 1990 are in line with what is already good working practice in schools as laid
down by current LEA guidance documents.
DEHSO 2004

The School follows COSHH regulations that require us to:1.

Assess the risks of hazardous substances in school.

2.

Record assessments.

3.

Decide what precautions are needed.

4.

Remove or adequately control risks.

5.

Ensure that control measures are used & maintained.

6.

Inform, instruct and train staff.

7.

Monitor exposure

The existing COSHH risk assessment is reviewed annually. The school undertake risk
assessments.

Staff are reminded of potential hazards to health when undertaking various curriculum
activities.
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Health and Safety in the Curriculum
•
•
•
•
•
•
•
•
•
•

We need to be mindful of H & S hazards associated with certain teaching activities
Hazardous substances are classified as toxic, corrosive, irritant or harmful.
In school this could be: Substances and equipment used in design and technology*
Substances used in art work*
Wood dust.
Office substances – e.g. Tippex.
Cleaning fluid – sanitizer, anti-bacterial sprays & disinfectant.
Aerosol fixatives.
Farm visits
*There is individual guidance for substances in Art and DT which is provided by the
supplier and read and considered by Art and DT teachers, details of which are kept in
the Art/DT block.
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Transportation of Children on Journeys within School Time (Including EYFS)

Mindful of the Government legislation effective from 18th September 2006, the following
guidance must be followed:
The School Minibuses with 17 and 12 seats has fitted child restraints which must be adjusted
for each child and are legal and acceptable.
The 9-seater minibus does not have adjustable seatbelts and therefore booster seats must be
used where necessary (see guidelines below)
Staff who agree to transport children in their cars are covered under the school insurance
policy must be aware of the following:
1.
2.
3.

Any child over 1.35m may use an adult seat belt.
Children over 22 kgs (Prep 2 and above) and under 1.35m must use booster
cushions (seat only version is legal).
Children between 15-22 kgs (mainly Nursery and Prep Reception) must use a
booster seat with back support.

The School will supply the appropriate seats which must be fitted if you are transporting
children. However, in an emergency, on a short journey, an adult belt may be used.
A minimum of two members of staff or suitable adults should accompany the children on all
School visits.
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School Journeys and Educational Visits Policy
Introduction
The St. Christopher’s School policy on all school journeys and educational visits is based on
the DFES Good Practice Guide and the Supplements at References A – D. Copies are held in
the Headmistress’s Office. All members of staff involved in organising any off-site activity
must familiarise themselves with the DfES Guidance, adapting it to the needs of the School as
necessary.
The aim of this policy is to provide a summary of the way all School journeys and visits are to
be organised, approved and documented, and to add some detail to the DfES Guidance, specific
to St. Christopher’s.
Responsibilities
At St. Christopher’s, the Head has ultimate responsibility for the health and safety of pupils
and staff involved in journeys and educational visits.
Initial Approval for Visits
Any visit off-site presents a risk to the children and staff involved and the Organiser must
obtain authority from the Headmistress before making any arrangements. The aim must be to
include all trips and visits in the School calendar. Where it is necessary to place a deposit or
make a booking for transport or accommodation, the Organiser must brief the Headmistress
and obtain specific authority to proceed.
Planning
Well in advance of a visit or trip, the Organiser must first seek agreement in principle from the
Head of Upper School or Head of Lower School. This is to ensure that the proposed dates do
not clash with other planned activities, that the aims of the visit are appropriate, and to agree
how the visit or trip is to be financed, wholly by the parents or on a shared basis. If the cost to
the parents is likely to be more than £10.00, the Headmistress must be informed and the parents’
consent must be obtained at an early stage.
Having obtained agreement in principle the Organiser must:
•
•
•
•
•
•

Identify the numbers of children likely to be in the party.
Identify and forewarn the adults who will supervise the trip.
Consider if an exploratory visit is necessary.
Carry out a Risk Assessment.
Risk Assessment to the Headmistress for authority to proceed.
In the case of Early Years trips, ensure that at least one member of staff going on the trip
holds a valid paediatric first aid certificate.
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After receiving authority to proceed, the Organiser must:
•
•
•
•
•
•

Ensure that parental authority is obtained where appropriate (always in the case of EYFS
trips) and that parents are advised if any deposits are non-refundable.
Make any bookings necessary e.g. Accommodation, Entry Fees, Transport etc.
Make arrangements for catering.
Prepare briefings for children and supervising staff/volunteers.
Review the Risk Assessment.
Agree and document the Emergency Procedures in conjunction with the Headmistress

On the day prior to the trip the Organiser is to provide the Head of Upper School or Head of
Lower School with a list of the children and staff going on the trip, and a copy of the completed
risk assessment.
Immediately prior to leaving School the organiser is to leave details of the trip, a list of
all staff and children going on the trip, and their mobile phone number, in the office.

Risk Assessments
The School’s own risk assessment forms are detailed and gives clear guidance as to what to
consider when planning an off-site and on-site activity. However further detailed advice on
how to conduct a risk assessment, and what to consider, is contained in the “Health and Safety
Guide of pupils on Educational Visits”, which is held in the school office. This is
recommended reading.
Insurance
The school insurance policy covers school off-site visits.
02/CSS/9052302.

The Policy number is:

Medical Consent
Under Clause 2a of the School’s Standard Terms and Conditions document, parents authorise
the Headmistress to ……”consent, on behalf of the parents, to the pupil receiving emergency
medical treatment, including blood transfusions within the United Kingdom, general
anaesthetic and operations under NHS or at a private hospital, but only where certified as
necessary for the pupil’s welfare by a person who is appropriately qualified and if parents
cannot be contacted.” The Headmistress delegates this authority to the Organiser/Leader of
any trip or visit within the United Kingdom.
Emergency Procedures
As a minimum, the Organiser must ensure:
•
•
•
•

There is a nominated replacement should they fall ill before the trip.
There is a nominated deputy on the trip.
That all adults on the trip have a list of everyone in the group, a copy of Appendix 2, and
phone numbers to contact the school and the Emergency Services.
That secretary at the School is appointed as their contact. This person will have access to
the folder, which contains the list of all those on the trip and a list of next of kin telephone
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•
•
•

numbers in the event of late return or an emergency.
They have a mobile phone with them on the trip and that the number of that phone is known
to their contact at the School.
That they inform their contact at the School if they are to be late arriving at their destination
or on their return, or if there is any other emergency.
They inform their contact at the School when they return.

Emergency Procedures in Case Of A Major Incident
At the Incident
•
•
•
•
•
•
•
•

•
•
•
•
•
•
•
•
•
•

Establish the nature and extent of the emergency as quickly as possible.
Ensure that all of the group are safe and looked after.
Establish the names of any casualties and get immediate medical attention for them.
Ensure that all group members who need to know are aware of the incident and that all
group members are following the emergency procedures.
Ensure that a teacher accompanies casualties to hospital and that the rest of the group are
adequately supervised at all times and kept together.
Notify the police if necessary.
Inform the school contact. The school contact number should be accessible at all times
during the visit.
Details of the incident to pass on to the School should include nature, date and time of
incident; location of the incident; names of casualties and details of their injuries; names
of others involved so that parents can be reassured; action taken so far: action yet to be
taken (and by whom).
Retain control of your emergency phone and do not give out the number to parents. You
must be free to deal with the situation; the School will be your point of contact and will
deal with parents.
If children have access to mobile phones they will naturally be in touch with their parents.
You should try to ensure that they have the facts as you know them and as you have
advised the School.
Notify insurers, especially if medical assistance is required. This will be done by the
school contact, through the Bursar.
Notify the transport provider/tour operator/activity provider. This will be done by the
school contact.
Ascertain phone numbers for future calls. Mobile phones, though useful, are subject to
technical difficulties, and should not replace usual communication procedures.
Write down accurately and as soon as possible all relevant facts and witness details, and
preserve any vital evidence.
Keep a written account of all events, times and contacts after the incident.
Complete an accident report form as soon as possible.
No-one in the group should speak to the media. Names of those involved in the incident
should not be given to the media as this could cause distress to their families. Media
enquiries should be referred to the Headmistress.
No-one in the group should discuss legal liability with other parties.
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At School
• Immediately on being notified of a serious incident or an accident involving injury to staff
or children, the school contact is to collect the Visits folder from the office and set up an
incident control room in the office, start a log of events and inform the Headmistress and
the Bursar. The Headmistress and/or the Bursar will call for secretarial and other support
as necessary and start informing next of kin.
• Consider:
➢ Contacting insurers.
➢ What support might be given to staff involved in the incident.
➢ Contacting transport provider/tour operator/activity organiser.
➢ Reception and provision of facilities for parents who wish to come in to School.
➢ Preparing a statement for the media.
General Risk Assessments
Risk assessments have been carried out for Prep classrooms and these are displayed around
the school - they are reviewed and checked when appropriate.
Risk Assessments for regular activities such as swimming and Games are carried out and
reviewed appropriately. Copies of these are kept in the school office and with the Bursar, the
Health and Safety Officer.
A Risk Assessment is carried out on the Playground and updated when appropriate.

Toilets
Toilets, Urinals and wash basins to be kept clean to minimise the risk of infection
Floor area to be kept tidy
All spillages to be mopped immediately
All high and low level cupboards containing harmful substances to be locked.
Hazard –
substance / source

Possible risk
What form of
harmful contact
might occur e.g.
with skin /eyes, by
swallowing, by
inhalation
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instruction, training,
systems or
procedures)

where it is
reasonably
practicable to do
more

Cleaning substances
(Caretaking &
kitchen)

Skin / eye irritations.
Swallowing.

Stored in a secure
cupboard

NA

1st Aid cleaning
substances - anti –
bacterial sprays,
sanitizer &
disinfectant stored
in a locked
cupboard.

Skin / eye irritations.
Swallowing.

Substances kept out
of reach of children.
Gloves worn by
adults

NA

Wood dust

Inhalation.

Children instructed
to cut wood in good,
ventilated room
wearing goggles.

NA

Art activities

Dependant on
substances

Hands washed after
art activities.

NA

Office Tippex.

Inhalation.

Children instructed
not to use Tippex
type substances.

NA

Art aerosol fixatives
/ spray paints.

Inhalation.

Adults only to use in
a good ventilated
room.

NA

Emulsion paint.

Skin / eye irritations.

Stored away from
easy access by
children. Gloves
worn when using
paint.

NA

Farm animals

Infection

Hand washing
facilities are made
available and

NA
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children instructed to
use them.
Swimming

Chlorine

Children with
respiratory problems
carefully monitored

Ensure children
seek medical advice
and have
appropriate
medication with
them.

See Separate Risk Assessment Document.
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