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Part 1 - General 
 

Aims 
The aim of the statement is to ensure that all reasonably practical steps are taken to secure the 
health, safety and welfare of all persons using these premises and in particular; 
 

 to establish and maintain safe working procedures among staff and pupils 
 

 to make arrangements for ensuring safety and absence of risk to health in connection with the 
use, handling, storage and transport of articles and substances 

 

 to ensure the provision of sufficient information, instruction and supervision to ensure all 
employees and pupils to avoid hazards and contribute positively to their own health and 
safety and to ensure that they have access to health and safety training as appropriate on as 
and when provided 

 

 to maintain a safe and healthy place of work with safe access and egress 
 

 to formulate effective procedures for use in case of fire and for evacuating the academy 
premises 

 

 lay down procedures to be followed in case of accident 
 

 provide and maintain adequate welfare facilities 
 
 

Part 2   Roles and Responsibilities 
 

Responsibilities of the Co-op Academy Trust Board 
 
Academies are responsible under the Health and Safety at Work Act 1974 to fulfil the following 
responsibilities so far as is reasonably practicable:- 
 

1  Policy  will ensure that the Education Service's Health and Safety Policy is   
   implemented and monitored within the academy; 
 

   will ensure the academy produces its own Policy statement and that it is  
    formally approved by the Local Governing Body. 
 

2  Managing health will make sure that the three essential elements for managing health and 
 and safety      safety - Inspection, Risk Assessment and Monitoring - are 

incorporated into the academy's own management approach and 
procedures; 

 

3  Monitoring  will monitor health and safety in academy by: 
 

   a  receiving regular reports from the Headteacher about current issues 
b receiving regular reports on health and safety training undertaken by staff 
c  receiving annual (summary) reports from the Headteacher on the progress 
in the management of health and safety 

 

4 Awareness and will familiarise themselves with the health and safety responsibilities of 
familiarisation the Headteacher so that they are better able to: 
 

a  understand the extent to which health and safety now features in the 
whole management of the academy, and 
b  appreciate the importance of their help and support to the Headteacher in 
the management of health and safety. 
 

 



5  Safety advice will decide with the Headteacher how they can best use the advice and   
and expertise expertise of their own Health and Safety Team and other specialists,  
 

6  Communication will ensure a comprehensive and effective communication system is 
established and maintained for conveying health and safety information 
between the Headteacher, staff, Site Manager, Trust Health and Safety Staff 
and other academy stakeholders including pupils and parents. 

 

7  Staffing  will ensure that the academy's staffing structure appropriately reflects the  
   responsibilities for carrying out the arrangements for health and safety. 

 

8  Health and  will ensure that the health and safety issues concerning the academy are 
safety issues  identified, decisions taken and effective action is carried through. 
 
9  Health and  will ensure the appointment of a Lead Governor on health and safety with 
Safety Lead  the role of taking a lead on health and safety matters on behalf of the 
Governor  governors and providing support to the Headteacher (see 'Functions of the 

Health and Safety Lead Governor'). 
 

10  Health and will ensure that they are kept informed on health and safety guidance and  
guidance  information issued by the DfE; 
 

   will ensure that the academy complies with the guidance as    
             appropriate. 
 

11 Accidents  will ensure that the Headteacher provides them with information about any 
   significant accidents and dangerous occurrences. 
 

12 Safety  will ensure that accredited Safety Representatives receive help and 
Representatives opportunities to perform their duties. 
 

13  Safety officials will ensure that officers of the Education Service, the Health and Safety 
Adviser, Inspectors of the Health and Safety Executive and any other bone 
fide health and safety officials receive all reasonable help and information in 
their inspections and other monitoring of health and safety in the academy. 

 

14                            Visits, journeys will carefully consider academy journeys before formally                                       
approving and them, adventure activities particularly when adventurous activities are to 
undertaken; 
 

will ensure that the Headteacher keeps them informed of other visits, such 
as day visits, for which they do not need to give approval. 

 

15  Security  will ensure that the academy has a Policy for Personal Safety, Risk 
Management and security, based on the Education Service's Policy, which is 
regularly reviewed. 

 
16  Safeguarding will ensure on an adhoc basis that the academy’s Single Central Record is 

current 
 

Responsibilities of the Headteacher 
In accordance with the requirements of the Health and Safety at Work etc. Act 1974 and 
associated regulations, the Headteacher, or in their absence the Deputy Headteacher or 
Assistant Headteacher, will fulfil the following responsibilities. 
 

1  Policy  will implement and monitor the Health and Safety Policy within the academy; 
 

   will produce the academy's own Policy Statement and submit it to the Local 
    Governing Body for formal approval. 
  

2 Managing  will incorporate the three essential elements for managing health and 
health and safety safety - Inspection, Risk Assessment and Monitoring - into the academy's 



own management approach and procedures. 
 

This is achieved by following: 
  

• Nominating a person, or persons, as a Health and Safety Competent Person who is 
able to help on health and safety matters including risk assessments (see 
'Functions of Health and Safety Competent Persons'); 

 

• Holding regular inspections of the academy, or specific areas.  Inspections help to 
identify hazards and allow you to look at hazards already reported to you. 

 

• Considering existing and potential hazards in each area of the premises and in 
each work activity.  Assess the risks from the identified hazards (ask yourself 'what 
would happen if ...?').  Decide whether existing precautions are adequate and if 
they are not what further preventative and protective measures  should be taken.  
Make a record of any new measures required.  Prioritise, programme and 
implement the measures decided upon.  Adopt, or adapt to the academy's own 
circumstances, generic risk assessments and health and safety guidance provided 
by the Trust.   

  

• Monitoring from time to time that the measures taken as a result of the risk 
assessment are being followed and are effective.  Revise the assessment if it is 
necessary. 

 

3  Awareness will ensure that their knowledge of health and safety matters is kept up-to-
date.   

 

4 Health and   will bring to the attention of the appropriate staff and the Local Governing           
Safety guidance Body any health and safety guidance contained in this Policy Manual. 

 
 

5  New Staff  will ensure induction procedures are in place to provide health and safety 
advice and information to students undergoing academy based teacher 
training, new employees including newly qualified teachers, supply teachers, 
relief staff and also volunteers so that such 'new' persons fully understand 
what is expected of them.  This is particularly important for the higher risk 
practical subjects.  It is recommended that this is done by holding initial 
briefing meetings, providing written procedures and holding follow-up 
meetings as appropriate. 

 

6  Development will examine the academy’s health and safety obligations and arrange to 
meet  

Plan   these obligations.  This is best done by making health and safety an integral 
part of the academy's ongoing monitoring work. 

 

7 Local Governing  
Body                         will help the Local Governing Body to monitor health and safety by: 
 

• providing regular reports about current issues; 

• providing an annual report of progress in the management of health 
and safety. 

• Ensuring the completion of the regularity checks according to the 
online recording system.  

 

 

8  Safety  will review regularly the safety practices and performance of all  
performance  departments within the academy and take appropriate action when 

necessary  
 
 



9  Accidents  will make sure that all accidents, incidents and dangerous occurrences in the 
premises are reported to them, or a designated member of staff, and are 
investigated; 

 

   will ensure, where appropriate, that preventative measures are taken; 
 

will ensure the required reports and returns are submitted in accordance with 
the HSE published procedure; 

   will inform the Local Governing Body and Trust of any significant incidents. 
 

10 First Aid  will ensure that adequate first aid provision is available for staff, pupils and 
other persons (eg. visitors) if they are injured or become ill at academy; 

 

will ensure that appropriate provision is made for staff and pupils when they 
are working away from academy (eg. on an educational journey) 

    

11 Blood-borne will ensure that staff are aware of the guidance on 
diseases  Blood-Borne Viral Diseases, that the academy has procedures for   
   implementing the guidance and that the procedures are regularly  
   reviewed.  
 

12 Medications will ensure there are appropriate procedures to keep and dispense pupils' 
own medicines brought into academy. 

 

13  Drugs  will ensure that the academy follows the Health and Safety Policy Guidance                     
 

14 Safety   (a)  will consult Safety representatives in good time regarding matters which 
Representatives may affect the staff they represent, namely: 

• introduction of new measures which may substantially affect health 
and safety of staff; 

 

• arrangements for nominating Competent Persons health and safety 
information; 

 

• planning and organisation of health and safety training; 
 

• planning and introduction of new technologies. 
 

(b)  will make themselves available at all reasonable times to meet Safety 
Representatives and make the necessary arrangements to ensure that 
Safety Representatives can effectively carry out their functions. 

 

will consider reports on inspections carried out by Safety Representatives 
and take appropriate action. 

 

15 Safety  through appointments make themselves available to meet bona fide                
.                               safety officials and offer them help and information to carry out inspections. 
officials   
 

16 Safe working will make sure that safe working practices are adopted at all times to protect 
practices  the health and safety of employees, pupils and other persons who may be 

affected. 
 

17 Staff with   will ensure that staff with specific health and safety responsibilities know, 
specific   accept and carry out these responsibilities. 
responsibilities 
 

18 Protective  will make sure that all staff and pupils have access to suitable protective  
clothing and  clothing and equipment, where appropriate, and are actively encouraged  
equipment  to use it. 
 
19 Maintenance: will ensure that all parts of the premises and plant, which the Trust or 

governors are 
premises   responsible for the purchase and/or repair of are regularly inspected and 



maintained in safe order.  That any unsafe items which constitute a health 
and safety hazard is taken out of use or secured out of bounds. 

 

20 Maintenance: will identify and arrange for the inspection, testing and maintenance of  
equipment                certain equipment and facilities which have significant health and safety 

implications.  This will cover at least the following: portable electrical 
equipment, workshop machinery and equipment, gymnasium equipment, 
kilns, certain stage equipment, emergency lighting. 

 

21 Communication will establish and maintain effective communication channels to convey 
information concerning health, safety, welfare and security to and from 
governors, staff and Safety Representatives and pupils and parents as 
appropriate. 

 

22 COSHH  will comply with the Control of Substances Hazardous to Health Regulations 
2002 (COSHH) and ensure that up-to-date assessments for hazardous 
products and substances are maintained at the academy. 

 

23 Safe systems will ensure that products and substances are used, handled, transported and 
stored safely. 

 

24 Contractors will make sure that contractors working on the premises work safely to 
protect the health and safety of pupils, staff and other persons using the 
premises.  Liaise with the contractor and involve the Health and Safety Lead 
if there are any problems. 

 

25 Instruction will facilitate appropriate instruction and training for staff to use and operate 
and training  new processes, materials, systems of work, changes in working practices, 

equipment and machinery.  In conjunction with the Health and Safety Lead 
arrange for staff, particularly those involved with the higher risk practical 
subjects, or maintenance operations, such as Site Managers who have 
health and safety responsibilities to receive health and safety training. 

 

26 Fire prevention will put in place and regularly review satisfactory procedures for fire  
and evacuation prevention and emergency evacuation of the premises. 
 

27 Emergency        will identify the academy's gas, electric and water cut-off systems.  Make sure 
cut-off points  they are effectively signed and labelled and that arrangements for their use 

are part of the academy's emergency procedures.  
 

28 Job   will include suitable and sufficient health and safety responsibilities in the job               
descriptions of academy staff. 

descriptions   
 
29 Staff - general will ensure that all staff are aware of their responsibilities under Section 7 
and responsibilities 8 of the Health and Safety at Work etc. Act 1974 (see Responsibilities of           
    Employees). 
 
30 Inspections will inspect the academy at regular intervals to check that the safety 

measures are being maintained and that safety instructions and safe 
practices are being followed by all persons within the academy. 

 

31 OFSTED  will ensure that the health and safety issues and defects, which are academy 
inspection reports responsibility, identified in OFSTED inspection reports, are addressed. 
 

32 Purchase of will make sure that goods purchased from the academy's budget and from 
goods   voluntary contribution conform with necessary safety standards, principally 

British Standards and European Standards and that all equipment 
purchased is safely installed. 

 



33 Sale of goods will make sure, so far as is reasonably practicable, that equipment and 
materials offered for sale by the academy are safe by checking they are free 
from any inherent defects, hazards or lack of guarding. 

 

34 Visits, journeys will ensure that staff organising and taking part in visits, journeys and  
and adventure adventure activities are made aware of the published 
activities  guidance.  They should all have the necessary knowledge, experience, 

qualifications (as appropriate) and skills so that they can deal with any 
particular risks that such a trip may have.  The Headteacher will be satisfied 
about these arrangements before allowing the trip to take place.  

 

35 Special   will make sure that health and safety facilities and procedures take into  
educational needs account pupils with special educational needs, especially those with  
   disabilities which may present specific health and safety risks, and ensure  
   that the staff assigned to teach and care for them have appropriate health  
   and safety equipment, training and guidance. 
 

36 Asbestos  will ensure that no work is undertaken which involves the disturbance of 
asbestos based materials without first receiving advice and following the 
correct and safe procedures. 

 

37 Glazing  will introduce a system to identify areas of high-risk glazing in the academy 
and to take action to eliminate the risks or reduce them to the minimum. 

 

38 Lifting and  will consider the lifting, handling and moving operations in the academy and 
handling  decide if any present risks to staff and pupils which would need a formal risk 

assessment to be undertaken.  Introduce preventative and protective 
measures to reduce the identified risks and monitor their effectiveness. 

 

39 Violence  will put in place and regularly review procedures to safeguard the health, 
safety and welfare of staff for which there is a foreseeable risk of assault.  
This could be from those they come into contact with in the course of their 
work, both on the academy premises and in any visits they make. 

 
40 Classroom & will put in place annual audits undertaken of classroom teaching desktop &  
     Desk top audits      projector/smartboard to identify risks associated with projected images 

and take measures to reduce or eliminate such risks. 
 

41 Display screen will identify the risks associated with the use of display screen equipment in  
equipment  the academy and take measures to eliminate or reduce risks to the minimum 

in accordance with guidance. 
 

42 Ladders  will ensure that staff is made aware of the published guidance on the safe 
use of ladders and that the site manager or other persons who use ladders 
are given a copy. 

 
 

43 Security  ensure that academy has a policy for Personal Safety, Risk Management 
and Security is regularly reviewed. 

 

44 Infectious disease ensure the academy has strategies in place to address the problems 
should a pupil be diagnosed as suffering from a significant or infectious 
disease. 

 

 
Responsibilities of Employees 
All employees have the following health and safety responsibilities under sections 7 and 8 of the 
Health and Safety at Work, etc. Act 1974. 
 

1  Policy  will make themselves familiar with and conform to the Academy’s Health and 



Safety Policy. 
 

2  Guidance and will comply at all times, with guidance, instructions and safe systems of work 
risk assessment including control measures arising from risk assessments devised for their 

health, safety, welfare and security. 
 

3  Hazards and will report all hazards and incidents occurring during the course of their  
incidents  work to the Headteacher or Site Manager. 
 

4  Protective  will use appropriate safety equipment and protective clothing and ensure it is 
clothing and  used by those persons under their charge in accordance with guidance. 
equipment  
 

5  Safety rules will ensure that persons for whom they have a duty of care follow the safety 
rules, safe systems of work and security procedures. 

 

6  Reasonable will take responsible care of their own health and safety and that of other 
care   persons who may be affected by his/her acts or omissions at work. 
    
7  Co-operation will co-operate with management in any health and safety initiatives,  
   investigations or requirements. 
 

8 Accidents  will follow the incident reporting procedures and assist their supervisor, 
phase leader or Headteacher in the investigation of accidents. 

 

9  Avoid misuse will not intentionally or recklessly interfere with or misuse anything provided 
of equipment etc. in the interests of health, safety, welfare and security. 
 
10 Moving or  Will not move any desktop or computer hardware without the assistance of  
alteration of   the Academy’s IT provider. 
computer equipment No alterations to the setup of the computer equipment should be 

made such as removal of cable ties without consent. 
 
 
Functions of the Health and Safety Lead Governor 
 

The Lead Governor on health and safety carries no more responsibilities that any other governor 
because he/she is acting on behalf of the body corporate.  Indeed it should be noted that the 
following suggestions are functions, not responsibilities.  It should also be noted that the day-to-
day responsibilities for the management of health and safety in the academy rests with the 
Headteacher and the functions assigned to the Lead Governor, in relation to the Headteacher, 
should be supportive, principally to assist, help and advise as appropriate. 
 

1  Health and   to champion Health and Safety and report to Governors                
Safety     
                                      
 

2  Awareness to keep up to date with health and safety issues, regulations and guidance 
as they affect the academy and advise the governors and/or the 
Headteacher as appropriate.   

 

3  Liaison and to liaise with and provide assistance to the Headteacher on health and 
safety assistance matters. 
 

4  Inspections to represent the governing body and provide help to the Headteacher on 
inspections of the academy by officers of the Health and Safety Executive 
and other bona fide safety officials; 

 

to assist the Headteacher in the academy's own health and safety 
inspections. 

 



Functions of the Health and Safety Competent Persons 
The Management of Health and Safety Regulations 1999, requires Headteachers to identify a 
member of staff to assist them in the management of health and safety.  Such staff may be 
named as Health and Safety Competent Persons and will require training unless they already 
have sufficient knowledge, experience and awareness of health and safety issues. 
 

Naming a member of staff as a Health and Safety Competent Person does not mean that they 
have extra health and safety responsibilities other than those assigned to their particular job.  
The responsibilities rest with the Headteacher.  Their roles will be to provide assistance, advice 
and practical help to the Headteacher by undertaking some or all of the following functions as 
agreed with the Headteacher. 
 

1  Attend training to attend health and safety training courses as appropriate. 
courses   
 

2  Awareness  to remain aware of current health and safety issues and regulations 
relevant to academy. 

 

3  Advice  to advise the Headteacher, so far as they can, of possible health and safety 
implications for the academy, of any new legislation or of any proposed 
changes in use of the premises or working practices. 

 

4 Policy and   to assist the Headteacher to implement the Health and Safety Policy 
assistance  and Guidance Notes within the academy and/or to formulate the academies 

own procedures.   
 

5  Identify hazards to assist the Headteacher to identify hazards and prepare risk assessments  
assistance  and adopt generic risk assessments in the academy. 
 

6  Implement  to assist the Headteacher to implement procedures to reduce any significant 
procedures -  risks to the minimum.  Assistance may also include duties regarding                     
evacuation   in case of fire or other emergencies, such as fire marshal functions or 
isolating gas, electric and water supplies. 
 

7  Inspect the to assist the Headteacher with health and safety inspections of the academy  
academy -   in order to monitor the academy's health and safety performance. 
assistance   
 

 
 

Functions of First Aiders 
First aiders will carry out the following functions in accordance with the terms of the Health and 
Safety (First Aid) Regulations 1981. 
 

1  First Aid stock to maintain stock, regularly check and refill first aid containers and cabinets 
and maintain first aid equipment. Where problems are identified ensure that 
they are reported to the Headteacher.  

 

2  Administer  to administer first aid to those who suffer injury or illness in accordance with 
first aid  the first aid training they have received.  
 

3  Records  to keep suitable records of first aid treatment given and of first aid certificate 
dates and the dates of additional or refresher training. 

 

4  Accidents -  to liaise with the person named to complete accident records and reports in 
liaison   order to make them aware of first aid treatment given. 
 

5  Qualifications to ensure that their certificate of qualification in first aid meets the standards 
required by the Regulations and is current. 

 
6  Training  to attend training courses and refresher courses before their certificate of 



qualification expires as requested by the Headteacher.  
 

7  Manager  to ensure that any first aid issues which they cannot deal with themselves  
involvement  are brought to the attention of the Headteacher. 
 
   

Visitors and other users of the premises 
Visitors and other users of the premises, including contractors are required to observe the health, 
safety and welfare rules of the academy. 
 
Parents and other volunteers helping out at the academy are made aware of the health and 
safety policy as applicable to them and are expected to comply with procedures in accordance 
with the policy. 
 

Lettings 
Hirers of the building required to provide fire evacuation procedures and assistance in the 
academy to help with this can be made available.  They are also made aware of security 
procedures and the need to ensure equipment they use is safe.  Equipment which they believe to 
be unsafe must be reported to the academy. 
 
For long term hirers in academy a copy of the Academy Emergency Plan is provided. 

 
 
 
 
 

 
 
 



First Aid 
 
 

The staff members responsible for the regular checking and updating of the contents of the 
academy's first aid boxes and ordering new supplies is Gina King. 
 
First aid boxes in the academy are situated in all phases within school.  
 
Each first aid box should contain: 
 

                          Large Dressings 
                          Medium Dressings 
                          Triangular Bandages 
                         Small Dressings 
                          Individually Wrapped Plasters 
                           
 
Also available  Plastic gloves 
                          Bags etc. for blood waste 
    Sick bags 
 
A list of first aiders is available on notices around the academy building. 
                       
                              
First aid material must be taken on all trips. 
 
First Aid Kits are checked annually in September and ongoing throughout the year.  
         

 
First Aid records are kept 
 

Accidents 
After an accident occurs on school grounds the details will be recorded and returned to the Office 
Manager. These will be shared with the Headteacher for discussion about whether they need to 
be reported.  
 

Medication 
See policy and Statement of arrangements for supporting children with medical needs.  
 
Asthma 
Children suffering from asthma are allowed to bring their inhalers to the academy and keep them 
in the classroom or on their person for use throughout the day.  Inhalers are kept by the teacher, 
if necessary, with access to them as needed.  Records of children with asthma are kept and 
children are encouraged to take responsibility for their use by keeping them safe and using them 
appropriately or letting an adult know when they are needed. Inhalers should be labelled both on 
the box and on the inhaler. The parent is responsible for the provision of inhalers. 
 
Epipens 
A care plan has to be completed by the medical service. Two Epi-pens for the child are provided 
to the academy by the parent – one is kept in the classroom and one is kept in the Academy 
business hub. These must be named. It is the parent’s responsibility to ensure that we have up-
to-date Epi-pens. On trips both the Epi-pens must be taken by a trained person. Epi-pen training 
is provided for all staff on an annual basis.   
 
 
 



Illness 
In the first instance when a child is ill it is the responsibility of the teacher to decide if the child is 
to go home and make contact with the administration team. If possible their parents/carers or 
emergency contact will be informed and asked to collect them. Parents are asked to provide 
emergency contacts for their child in the event of accident or illness. 
 
 
 
 
 



Fire Procedures 
 

1 Any child discovering a fire in the academy should tell the nearest adult. 
 

2 Any adult discovering a fire should operate the nearest fire alarm point. 
 

These are operated in the following manner: 
 

See instructions on alarm. 
 

The fire alarm points in academy are situated: 
 
 Ground Floor      First Floor  
 Foundation Stage Entrance    Main Stairs 
 Corridor to Hall            Key Stage 2 Stairs 
 Kitchen              Key Stage 1 Stairs 
 Main Entrance  
 ICT Manager Room     
       Basement    
 Classrooms                         Corridor to right 
 Key Stage 2 Entrance           Corridor to left 
 Nursery x 2              Straight forward 
 
 Boiler House   
 Entrance Outside 
     
The Fire Extinguishers are situated: 
 

 Ground Floor   Foundation Stage Entrance  Water (Red) 
    Computer Suite   Carbon Dioxide (Black) 
    Cupboard in Hall   Water (Red) x 2 
    Kitchen    Dry Powder (Blue) 
    Kitchen    Fire Blanket 
    Admin Area    Water (Red) 
    Admin Area    Carbon Dioxide (Black) 
    Key Stage 2 Entrance  Water (Red) 
    Staff Room    Dry Powder (Blue) 
    Staff Room    Fire Blanket 
    Nursery    Water (Red) 
    Stage     Carbon Dioxide (Black) 
    Library    Water (Red) 
    ICT Office    Water (Red 
 

 First Floor    Main Stairs    Water (Red) 
    Library/Playgroup   Fire Blanket  
         Key Stage 2 Stairs   Water (Red) 
    Key Stage 1 Stairs   Water (Red) 
           
 

 Basement   Boiler House Left side of door Water (Red) 
            Boiler House outside  Carbon Dioxide (red) 
            Basement    Hose Reel 
  
 
 
  
 



Emergency Fire Procedures 
 

If anyone discovers an outbreak of fire they should, without hesitation, sound the nearest fire 
alarm and call 999 
 

We are connected directly to the fire station and they will respond to the alarm but 999 must be 
called as well. 
 

Upon hearing the alarm teachers should assemble their children and take them straight to their 
allocated positions outside the academy.  
 

All pupils and staff evacuate the building by the nearest exit. This is done in an orderly manner 
without panic or rushing. 
 

People evacuating through the front door assemble on the front lawn. 
People evacuating from all other doors assemble by the muga 

Playgroup/The Bridge assemble on the front lawn 
    

If for any reason, a teacher cannot use the usual route he or she should exercise  discretion 
and get the children to safety by other routes. 
 

If time permits, teachers should close windows and doors as they leave the classroom. 
 

Helpers with groups throughout the academy should take children out at once. The only 
responsibility of adults in the academy is to get the children in their charge to safety as quickly 
as possible. 
 

The staff working in the office will check all rooms around the reception area - (teacher 
preparation room and medical room) then vacate the building. 
 

Teachers will be given registers by the office staff once the children have assembled outside.  
 

No child or adult should go back into the academy without the express permission of the 
Principal or most senior member of staff present. 
 

Support staff will watch doors to make sure no-one makes their way back into the building. 
 

Administration staff will remain at the front of the building to direct fire crews; they should 
ensure that they are wearing the fire hat so they are recognised as the designated person. 
 
A nominated person is sent with all registers to the back of the academy to check if all present 
once the children at the front. When all is safe and accounted for permission for entry back into 
the academy is given.  
 

The Headteacher is informed of any missing staff or pupils. 
 

The Headteacher is responsible for ensuring that regular fire drills are held, that the fire alarms 
are tested on a weekly basis, and that any emergency lighting system is also tested once a 
month. These drills and tests should be recorded. 
 
No parent should go back into the academy to collect children, including the Bridge and 
Playgroup, without the express permission of the Headteacher or most senior member of staff 
present. 
 
  



 

 

 

Fire Prevention 
 

1) All classrooms have appropriate fire evacuation procedures displayed.  
 

2) Evacuation procedures are practiced and recorded at least termly.  
 

3) The fire alarm is connected to the fire station. 
   

4) A fire risk assessment is undertaken annually and reported to the local governing body. 
 

5) A detailed fire survey report takes place on a rolling programme. 
 

6) Arson is more likely to occur when the academy is unoccupied so procedures are 
implemented to cut down this risk. 

 

 a) Intruder alarms - connected to the police. 
 b) Fire alarms - connected to the fire station. 
 c) Rubbish put in a lockable skip.  
 d) Perimeter fence is locked to make intruding onto the property more difficult 
  
 

 

Safety of Pupils 
 
Hometimes 
Children of Key Stage 1 age should not be allowed to leave the premises at home time or 
lunchtime.  If they go home for dinner they must be accompanied by an adult. Key Stage 2 pupils 
are allowed to leave the premises independently at hometime. 
 
If a child is left at the academy at home time, the parent/carer or emergency contact person 
should be contacted if possible and asked to collect them. 
 
If there is no responsible adult to pass the child over to after a reasonable period of time, social 
services should be informed. 
Parents/carer are asked to inform Foundation Stage/Key Stage 1 class teachers who, if anyone 
(needs to be aged 14 or over), will be collecting their child and any change in these 
arrangements. 
 

Pupils leaving the academy building 
Academy has a duty to take reasonable care to ensure the safety of pupils from foreseeable 
risks. 
 

1) Children are not allowed to leave the academy grounds during the academy day unless 
collected by a parent or an adult known to them and the academy has been notified by the 
parent. 

 

2) When children are collected during the academy day, parents/carers must first report to 
the academy office and let a member of staff know their reason for collecting a child. 

 

3) If a child leaves the premises without permission it must be reported to the Headteacher 
immediately. 
 
The Headteacher informs parents if possible. If no contact can be made with parents the 
police are contacted. 
 
All incidents of a child leaving the premises are recorded and reported to parents.  
 



 

 

 

All incidents of a child leaving the premises is regarded as serious and children and 
parents are made aware of the potential dangers that leaving the premises can cause. 

 

Keeping children safe from third parties 
Adults drop off and collect children at the beginning and end of the academy day at appropriate 
entrances to academy. 
 

There is no need for parents to enter classrooms or the academy building unless they wish to 
see teachers or the Headteacher. 
 

At all other times parents must use the main entrance and report to the office on entering the 
academy. 
 

No unauthorised visitor is allowed to walk through academy. Badges are issued to people visiting 
academy. Staff should challenge or report to the administration team or Headteacher any visitors 
who have no badge.  
 

Children are taught to report visitors with no badges to a teacher and are told not to open the 
main door to strangers. 
 
Playground 

• Children are shown exactly where they can play, and are expected to stay within these 
limits. These play areas are checked regularly for hazards by the site manager and any 
problems reported to the Headteacher. 

• They are kept as clear as possible of broken glass, dangerous litter and animal 
excrement. 

• There is a rota for staff to supervise children both outside and inside at playtimes. It is not 
expected that all children can be within the line of sight of staff supervising them at all 
times, but the person/s on duty is expected to pay attention to anywhere on the academy 
premises where pupils might be. 

• The specific organisation of such duties may vary to respond to changing circumstances. 
• At lunchtime the learning mentor responsible for play activities will organise a rota for staff. 

 
Wet weather 

• If the weather is such that it is inadvisable for children to play outside at lunch and break 
times, they are supervised inside the building. 

• There is a rota of staff to do this at breaktimes for Key Stage 1. 

• In Key Stage 1 it is the class teacher's responsibility to ensure the children in their charge 
are taken to the appropriate assembly place to be supervised. 

• Key Stage 2 staff organise cover for their own children. 

• At lunch it is the responsibility of the Lunchtime Supervisors to ensure all children are 
supervised in a shared area, classroom, in the dining hall, the hall, ICT suite or Bridge. 

 
Academy Closure 
If the academy has to be closed at short notice for reasons of health or safety, parents/carers are 
informed whenever possible and asked to collect children – it may be necessary for some 
children to be escorted home or to a place of safety. 
 
Classroom Safety 

• It is not advisable for children to be left unsupervised in classrooms for any length of time 
if this can be avoided. 

• Staff exercise good judgement and common sense when supervising all activities in 
classrooms, particularly those of a practical nature. They instruct children on any potential 
dangers related to equipment or activities being pursued. 



 

 

 

 

Academy Outings 
The Headteacher must approve all proposed journeys and trips via Evolve and some trips may 
need additional permission, this is obtained by Evolve. Teachers are asked to provide an 
itinerary showing destination and intended purpose of trip, the date and time of leaving and 
returning, the number of pupils involved and which classes they are in, the names of adults 
accompanying the children, the transport to be used and the cost per pupil. 
Written consent should be obtained whenever possible from a parent or guardian for children to 
be taken out of academy.  Verbal consent is acceptable in extenuating circumstances. A first 
aider is not needed to be present on academy visits. 
 

Physical Education - (See P.E. Scheme of work) 

• No heavy apparatus should be put out by children without the supervision of an adult, or 
cleared away without an adult being present. 

• No child should be allowed to attempt any activity which clearly frightens the child or is 
beyond their physical capability. 

• All equipment will be checked annually by an authorised contractor. 

• All staff should check equipment before a lesson begins. 

• Faulty equipment should be reported to the Headteacher. 
 

Design and Technology  
Children are closely supervised in all activities involving potentially dangerous tools (eg. large 
saws, glue-guns, craft knives etc.)  Design and Technology tools and materials must be stored 
appropriately when not in use. 
 

Road Safety 
As part of PSHE , the academy includes road safety within the curriculum. 
 

Car Parking 
Staff, visitors and delivery vans should park in the designated parking area. 
 

Parents, delivering and collecting children are asked NOT to bring their cars onto the academy 
grounds. 
 

Children should not be allowed in academy time, to play in areas where vehicles have access. 
They should be discouraged from being on the academy grounds at other times. 
 

Dogs on Academy Premises 
Dogs are not allowed in the academy building or on the premises without prior consent of the 
Headteacher.  Permission for dogs to enter the premises will only be given when a full, written 
risk assessment has been submitted to the Headteacher. 
 

General Arrangements 

• Step ladders should be used to reach items stored on high shelves. Teachers and children 
must not stand on chairs to reach objects above their heads. 

• In general heavy objects should be stored at a low level to reduce the risk of their falling. 

• Staff members should not attempt to lift any heavy or awkward objects, and neither should 
children.  The Site Manager should be asked to help with the moving of such objects. 

• The Site Manager will ensure that staff and children are made aware of any temporary 
hazards or obstructions about the academy and will mark such objects clearly. 

 

Electrical Testing 

• Portable electrical equipment is checked regularly using the recommended frequencies 
outlined in the attached table. 

• Staff are encouraged to take regular visual checks and report to the Site Manager, any 
noticeable defects. 



 

 

 

• We keep up to date records of our portable electrical equipment with dates of inspections 
and/or testing and comments for conditions of use. 

 

Stage Equipment 
Academy stages are potential areas of high risk.  The mechanical system used for opening and 

closing the curtains are padlocked when not in use. 
 

Covid-19 
 
Following the start of the Covid-19 pandemic the academy has altered many of its usual 
protocols. These have been risk assessed and are included in a document which has been 
passed by the Trust board.  
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ACADEMY MEDICATION POLICY 
 
Legally academies are not compelled to administer medication to children, because of the risks 
involved and possible legal consequences. However if a child is in regular need of medication for 
an ongoing illness such as asthma or epilepsy, it is the academy policy, whenever possible, to 
assist children and parents by administering medicines in academy time if the Office Manager / 
teacher / Headteacher concerned is prepared to do so. Only prescribed medicines can be 
administered at academy. 
 
In general the academy prefers children to be responsible for their own medication relating to 
asthma and the use of inhalers. 
 
The academy does impose certain conditions before it will administer medicine to the children in 
its care. 
 
1 We require a signed note from a doctor if the medicine needs to be taken on a 

regular/long term basis. 
 
2 Parents must ensure that all medicines are clearly marked, with the name of the child, the 

dosage and times that the medicine should be administered all stated. 
 
3 Parents must hand the medicine directly to the teacher or Headteacher. 
 
4 Parents must fill in and return the consent form below, giving permission for the medicine 

to be administered at the academy. 
 
5 The academy cannot accept responsibility for the consequences of failing to administer 

such medication at the required time and dosage. 
 
Yours sincerely 
 
 
Mr S Stafford 
Headteacher 
....................................................................................................................................………………
……… 
 

Medication 
 
I request that my child...................................................... in Class..................... be given the 
following medication: 
 
Name of medication....................................................................................... 
 
Dosage and times to be administered.............................................................. 
 
Period over which medication is to be administered......................................... 
 
Signed................................................................ (Parent or Guardian) 
 

 
 
 


