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INTRODUCTION  
 

All schools under the Health & Safety at Work Act 1974 are required to produce a local Health 
and Safety Policy Document.  This document is tailored for The Rissington School and 
contains information on local risks and how they are controlled. 
 
This document has been drawn up by the Head teacher and Safety Co-ordinators in 
consultation with all staff and Governors. 
 
This Policy Statement, together with the organisational structure and the following 
arrangements and procedures, has been approved by the school’s Governing Body and will be 
reviewed annually or when necessary. 
 
 

PART ONE – STATEMENT OF INTENT 
 

At The Rissington School Every Child Matters and through this Policy we aim to enable each 
child to Stay Safe by having procedures in place to ensure that they are taught in a safe 
secure environment. 
 
The school’s Governing Body and Head Teacher recognise and accept their responsibilities 
both under law and also under Gloucestershire County Council delegation for local 
management of schools. 
 
They also recognise their obligations to non-employees and provide trainees, members of the 
public, pupils, contractors, etc, or anyone who is or may be affected by the schools activities 
with the necessary information, instruction, training and supervision available to ensure the 
safety of those affected.   
 
The Governing Body and Head Teacher will ensure adequate resources, including finance to 
implement the Policy for staff to comply.   
 
The school is committed to managing risks by ensuring that risk assessments are undertaken, 
control measures implemented and systems are continuously monitored and reviewed led by 
the school’s Governing Body and Head Teacher. 
 
In particular the Governing Body and Head Teacher are responsible for: 

 providing a safe and healthy working and learning environment and ensuring that the 
premises are maintained in a safe condition;  

 maintaining safe access to and egress from the premises; 

 preventing accidents and work related ill health; 

 assessing and controlling risks from curriculum and non-curriculum work activities 
including offsite visits; 

 complying with statutory requirements as a minimum; 

 ensuring safe working methods and providing safe equipment; 
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 providing effective information, instruction and training; 

 monitoring and reviewing systems to make sure they are effective; 

 developing and maintaining a positive health and safety culture through communication 
and consultation with employees and their representatives on health and safety 
matters; 

 setting targets and objectives to develop a culture of continuous improvement; 

 ensuring a healthy working environment is maintained including adequate welfare 
facilities; 

 ensuring adequate resources are made available for health and safety issues, so far as 
is reasonably practicable; 

 ensuring safe use, handling and storage of substances at work. 

 

  

Signed:        Signed: 

  

Headteacher’s name: 
Liz Bannister 

Chair of Governors’ name: 
Colin Campbell 

  

Date:   13th March 2014  Proposed review date:  March 2016 



  

 

5 

C:\Users\Kirsty\AppData\Local\Temp\Temp1_Policy Masters & Management (1).zip\RSP 22 Health and Safety September 15 review September 18.doc 

 

PART TWO – ORGANISATION 
 
The members of staff responsible for Health and Safety at The Rissington School are the Head Teacher 
and the Safety Co-ordinators (School Administrators). In the absence of the Head Teacher, the Safety 
Co-ordinators will liaise with the Assistant Head. 

 
The Governing Body 

 The Governing body has overall responsibility for ensuring compliance with this Safety Policy 
Document 

 In consultation with the Head Teacher, the Governors will ensure that there are effective and 
enforceable arrangements for the provision of health and safety throughout the school, periodically 
assessing the effectiveness of this document ensuring that any necessary revisions are made to 
determine the policy and monitor its implementation. 

 The Governors have a committee that is concerned with Health and Safety and the fabric of the 
school buildings.  The committee includes the Head teacher.  The committee referred to also has a 
remit on Security in its Terms of Reference. This document will be reviewed annually as part of the 
School Development Plan and is an integral part of the Premises and Health and Safety Committee. 

 
The Head Teacher 

 Has day-to-day responsibility for ensuring compliance and, in consultation with the Governors, will 
review the effectiveness of this document ensuring that any necessary revisions are made. In the 
case of an emergency, the Head teacher or Safety Co-ordinator will take action. 

 Will maintain the profile of Health and Safety within the school by the development of safe working 
practices.  

 
Staff (ALL) 

 All employees teaching and non-teaching have individual legal responsibilities under the Health and 
Safety at Work Act. 

 They should be familiar with the health and safety arrangements in place at school and should 
comply with them at all times, taking reasonable care of themselves, colleagues, pupils and any 
other visitors. 

 Teachers are responsible for the immediate safety of the pupils in his/her classroom. Nominated 
teachers are responsible for their own classroom and associated equipment and as such it is their 
responsibility to ensure that it is maintained to a high standard with respect to health and safety 
issues. 

 All work equipment and substances must be used in accordance with instruction, training and 
information received and any hazardous situations / defects in equipment found in their work places 
and any incidents must be reported to their Line. 

 
Temporary staff, Volunteers and Parent Helpers: 

 Will be provided with a handbook with the Health and Safety Policy Document, Fire and Emergency 
Procedures etc. and are suitably inducted to their role and are directly accountable to the Head 
Teacher whilst on the school site.  

 Should be mindful of their own safety and that of their colleagues, any other visitor and children in 
their charge and to take action in regard to any observed hazards and bring ongoing matters to the 
attention of the teacher. 
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Pupils: 

 Pupils, in accordance with their age and aptitude, are expected to exercise personal responsibility 
for the health and safety of themselves and others, observe standards of dress consistent with 
safety and/or hygiene, observe all the health and safety rules of the school.  

 Pupils must comply with the instructions of staff given in an emergency, use and not wilfully 
misuse, neglect or interfere with anything provided for their health and safety. 

 

School Health and Safety Representatives: 

 Health and Safety Representatives will be allowed to investigate accidents and potential hazards, 
pursue employee complaints and carry out school inspections within directed time but, wherever 
practicable, outside teaching time.  

 
Off Site Visit Coordinators (OVC): 

 (The Head Teacher) ensures that all off-site activities and Educational Visits, Regulations and GCC 
SHE standards for offsite visits are followed. The OVC works with Group Leaders to ensure the aim 
of the educational visit is achievable and in line with those of the School and the SHE webpages. 

 
Premises Manager (School Administrators) 

 Have a day to day responsibility for ensuring compliance with the School Safety Policy Document 
and taking effective action and/or immediately referring to the Head Teacher on health and safety 
issues brought to their attention. 

 Manages the periodic testing and inspections (weekly, monthly and bi-monthly tests as required) of 
facilities and equipment and reports back to the Head Teacher and Premises Committee. 

 Contacts contractors for minor works as required. 
 
Communication / Consultation with Employees: Head Teacher 

 The Head teacher and Safety Co-ordinators will ensure that all staff are aware of Health and Safety 
statements, the contents and implications. This document will be discussed annually at a staff 
meeting and a note made of the date of the meeting in the attached appendix 1. 

 Health and Safety matters can be discussed at full staff meetings as well as being a standing 
agenda item on all Premises Committee meetings and all full Governors’ meetings. 

 The Health & Safety Policy will be part of the induction training 

 Parents will be reminded once a term, via the school newsletter, that they are solely responsible for 
the safety of their children, particularly in respect of road safety hazards once they have left the 
school premises. 

 The school recognises the importance of communication to such as staff, visitors, pupils, parents, 
volunteers, contractors etc: 
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PART THREE – ARRANGEMENTS 

SECTION ONE: RISK ASSESSMENTS 
 

PHYSICAL EDUCATION SAFETY Responsible: All Staff 

 All activities in hall to take place in bare feet (unless there is an infection risk).  Staff to use light 
shoes. 

 All jewellery (including watches) to be removed. Ear studs to be taped. 

 Children are trained to carry and use apparatus safely. 

 Staff involved in taking children to the GR sports’ field or to areas in GR village associated with 
forest schools should ensure that they walk in an orderly manner not exceeding 2 abreast.  Safety 
jackets to be worn by two children at the front and rear of the crocodile. The teacher should be in 
the lead with parent helpers or class assistant at the rear. Parent helpers should not take children 
to the school field on their own without staff supervision unless they are responsible for taking an 
after school club. 

 The member of staff should ensure that he/she takes a mobile phone or walkie talkie so that 
contact can be made with school in the event of an emergency. A member of staff must remain at 
school for emergency contact. 

 The school accepts the LA policy regarding outdoor pursuits and sport.  A copy of this is available in 
the Staff room. 

 

 

School Trips/Offsite Visits Responsible: Head Teacher, Teachers, TA, 
Administrators 

 The Gloucestershire Education, Educational Visits and School Journeys folder, Guidance for 
organisers, is kept in the staff room and its recommendations must be followed for all visits. All 
teachers organising an off site visit must complete the on line details and gain approval from the off 
site visits co-ordinator/ Head Teacher. 

 All teachers obtain approval from the Head Teacher prior to organising their trip.  

 TA’s are responsible for filing the emergency pack in the folder in the GR School office after the trip 
has taken place. 

 Copies of all paperwork must be kept and stored in the blue ring binder next to the visits folder as a 
record of the activities undertaken 

 Risk assessments must be undertaken for any activity that takes place off site (see school visits 
section). Risk assessments should be reviewed annually. 

 For major trips, e.g. field trips with an overnight stay and major outdoor activity (not including 
standard sports activities) the risk assessments will be reviewed by the Head and Governors will be 
informed. Risk assessments should be updated in the light of experience to inform future visits.  A 
copy of the emergency pack will be given to the Governor responsible for school trips. 

Working at Height Responsible: Head Teacher & Caretakers 

 Advice on safe working at height is included in the Staff Handbook.  A manual handling safety 
poster is also located in the staff w.c. 

 The Caretakers carry out periodic inspections of the step ladders. 
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Noise  Responsible: Head Teacher 

 Noise levels are not considered to be a problem in school 

  

Violence to Staff  Responsible: Head Teacher 

 Staff members should report an incident immediately to the Head Teacher or sound the fire alarm 
or whistle if they feel there is a significant risk (also see Staff Handbook for lone working). 

 The Head Teacher and Administrators will record incidents of violence on the SHE system.  

 Members of staff have attended courses in safe handling, which have been disseminated to other 
staff members. 

 

Security Arrangements / Including 
Dealing with Intruders 

Responsible: Head Teacher 

 Children need to be made aware of how to deal with any strangers on the school site.  They are 
asked to be polite but immediately refer to a member of staff if they see anyone not wearing a 
badge. 

 Children never leave the school premises under any condition unless directed by a member of staff. 

 At the end of the school day, parents are requested to wait for their children inside the school 
gates.  Children will be released by the teacher on duty only to known parent/guardians or to an 
adult who has been nominated by the parent/guardian in writing. They record this on a going home 
sheet each day. 

 Teachers deliver children to their parents and children must leave the school grounds with their 
parents.  Parents must not wait in cars for children to come to them.  Children must not leave the 
school grounds without adult supervision unless relevant forms have been signed. 

 Pre-school children and after school children to be brought to and collected from school. No child to 
leave school unaccompanied without written consent from parents.  

 Children to be sent in pairs to the office, to photocopy, to the library or on any errand. 

 Staff to take mobile phone/walkie-talkie for sports activities on the field or for any activity that 
involves working off site. 

 Two, as a minimum, members of staff are on duty at break times.  Any of them can attend to First 
Aid but they must always ensure that two members are still on duty outside. 

Visitors / Security at Great Rissington 

 On entering playground visitors are directed to the Main Entrance and then the ‘welcome’ sign on 
blue door. When a visitor is through into main entrance area, the sign on Class 1’s door directs 
them to the office.  

 If the office is unattended the sign directs the visitor back to Class 1. 

 The back entrance at the side of the school should be locked with the special security lock that 
enables pupils and staff to get out in an emergency but prevents visitors from entering. The back 
door to the boiler room is no longer accessible and should be kept locked.  The Class 1 external 
door should remain unlocked when the outside foundation play area is being used.  It should be 
locked with the special security lock at all other times.  The two bolts on the EYFS play area exit 
gate should be kept locked at all times. 

 When clubs are in progress or staff are involved in staff meetings or working in school alone, the 
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centre lock on the main door and the special security locks on the back door and Class 1 exit door 
are to be locked so that staff can exit in an emergency but visitors are prevented from entering. 
The top and bottom locks on the three external doors must only be locked when the building is 
empty. 

Visitors / Security Upper Rissington 

 Children are delivered by parents to the external classroom doors and collected from the same 
place. Once in school, these doors are locked (thumb turns enable quick access to outdoors should 
a fire occur). During the day ALL entry to school is through the main door. Rascal parents also 
deliver and collect from the external classroom doors. Staff on duty at playtimes and lunchtimes 
must ensure that they are outside on the playground as soon as playtime or lunchtime begins. They 
must ensure that all children are safely inside at the end of playtime or lunchtime and that the 
doors are locked. 

 Access to the UR site for collection from clubs is through the rear classroom doors which are locked 
when the children are inside. Once the clubs are over, entry is via the main door, apart from 
Rascal. 

 Gates to the playground are to remain locked within an agreed time from drop off and collection 
(when they are opened). 

Emergencies 

 In the event of an extreme emergency e.g. a violent person entering the school, a member of staff 
will endeavour to sound the fire alarm to enable everyone to leave the building safely.  A member 
of staff will endeavour to telephone for assistance, e.g. police, fire etc. 

 In the event of a violent incident in the playground a member of staff will endeavour to get 
everyone inside quickly by blowing the whistle.  Children should line up quickly, enter the school in 
an orderly manner.  Doors should be secured when all are inside.  A member of staff will telephone 
for assistance. 

 The security system at GR requires all visitors to school to ‘buzz’ the Administrator, Head teacher, 
or Class 1 to gain access through the main entrance – at UR the main entrance has a buzzer to 
alert staff in the offices, atrium or staffroom.  Access should only be allowed for known visitors – 
otherwise the identity of the visitor should be checked before allowing access.  The main entrance 
door should be locked after children have entered in the morning and should be locked after 
children have entered at the end of playtime. UR has automatic locking on the entry doors. School 
Administrator at GR to check that the front door is locked.  Children are encouraged not to use the 
main entrance door throughout the day and it should be locked at all times including at the end of 
the day when children have gone home. 

 Staff should ensure that all required windows, doors etc are locked at the end of the day before 
leaving the building. 

 In the event of an out of hours trespass, the person who discovers the intrusion should contact the 
emergency services by dialling 999, the Chair of Governors (01451 821619) and the Head teacher 
(07967 642723). Caretaker (GR: 01451 810490 / UR: 01451 821614). Everything should remain as 
it has been discovered until further advice has been received.   

 All regular volunteer adults and governors working with pupils must be DBS checked. 

 For more serious incidents, please refer to the school’s Emergency Response Procedure document. 

  

Personal Security/Lone Working Responsible: Head Teacher 

 If staff are working in school alone they must ensure that someone at home knows that they are in 
school, their expected arrival and departure times. If the school colleague does not return home at 
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the expected time, the family member must raise the alarm by contacting the Head teacher or the 
Safety representative.        

 Colleagues working alone in school must make sure that the middle locks on all three exit doors 
should be locked whilst present in the building and all of the classroom locks on the UR site.   

 

Hazardous Substances (Control of 
Substances Hazardous to Health 
CoSHH 

Responsible: Head Teacher / Caretakers / 
Administrators 

 GR Cleaning: Cleaning materials are the responsibility of the Contract Cleaners - Glen Cleaning at 
GR site and all their materials should be stored in the cupboard in the disabled w.c. and kept locked 
with no access to the children.  

 GR School Cleaning:  Cleaning materials are the responsibility of the Caretaker/school.  Materials 
should be stored either in the cupboard in the staff w.c. or the kitchen and kept locked with no 
access to the children.   

 UR: Cleaning materials are the responsibility of the school. There is a locked store for cleaning 
materials.  

 Both sites: A list of hazardous substances is kept in a folders located in the staffrooms and where 
the materials are stored. Email alerts sent out by the Administrators. Equipment should be kept tidy 
and stored on shelves as far as possible so that there is easy access through the back door if 
necessary.  Any cleaning materials containing toxic substances should be noted in the cleaning 
substances folder.   

 The Cleaning Cupboards should be kept locked at all times during the school day. 

 

Personal Protective Equipment Responsible: Head Teacher 

 Rubber gloves are stored in the disabled w.c. together with first aid supplies at both sites.  All staff 
are trained in first aid.  Gloves used for first aid must be disposed of in the first aid tub and then 
transferred into the sanitary bins.  Gloves for school meals can be disposed of with household waste. 

 
 Landscape Group (Grounds Maintenance contractors through GCC) spray the weeds in school twice 

per year.  No sprays are kept in school and are the responsibility of the contractors. 

 

School Transport Responsible: Head Teacher / 
Administrators 

 When staff transport children to activities off site, MOT, insurance and license should be checked. 

 Adults offering transport should be DBS checked and checks should be made on MOT, insurance and 
licence. 

 Pupils less than 135cms must be provided with a car or booster seat if they are involved in activities 
off the school site.  

 When pupils in the EYFS participate in an off-site visit they must be accompanied by a qualified 
paediatric First Aider.  

 First Aid resources, inhalers and resources for coping with sickness should always be taken on any 
off site visits. 

 There must always be a school contact either at school or at home. If the visit extends beyond the 
time that a member of staff can remain at school, arrangements must be made for out of hours 
contact (normally the caretakers on each site), who will contact the Head Teacher as necessary if 
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there is a problem and will have all the necessary visit support paperwork (which would normally be 
in school) at home with her. 

  

Manual Handling (typical loads and handling 
pupils) 

Responsible: Head Teacher 

 The school refers to the GCC SHE Manual Handling Risk Assessment toolkit and risks of manual 
handling are communicated within general risk assessment. 

 Any activities that involve significant manual handling tasks are risk assessed and where appropriate 
training provided for staff. Head Teacher is responsible for assessing the appropriate approach to 
handling tasks and may seek professional advice from the SHE Unit and Occupational Health as 
necessary. 

 Manual handling poster displayed in the staff w.c. 

 

Curriculum Safety (including extended 
schools activity/study support) 

Responsible: Head Teacher, 
Administrators (to arrange outside 
agency inspections);  

All Caretakers / Teachers; All RASCAL / 
Little Rascal staff 

  

 Heads of Service/Departments ensure that risks related to curriculum areas are identified and 
controlled following the National Guidelines. For any activity falling outside of National Guidance a 
risk assessment is carried out. 

 New equipment should be purchased with safety in mind.  Items should be approved by BSA, BEAB 
or other such bodies. 

 Wherever possible, initial installations should be carried out by an approved installer and any safety 
aspects should be noted and made known to the users. 

 Inspection of equipment, such as electrical items and large P.E. equipment, should be carried out 
regularly by qualified testers and records kept.  These records will be noted in the Maintenance Log, 
located in the School Administrator’s Office.  Any item that is not sound should be removed at once. 

 Names and addresses of companies employing recognised qualified maintenance and repair 
technicians, are provided by the LA. 

 The condition of electrical leads, plugs and sockets must be checked visually at all times.  Any fault 
should be referred to the Administrators for appropriate action to be taken.   

 If wear/damage is reported, the item should be taken out of use and the fault reported and 
corrected before use. 

 Equipment should be stored carefully in classrooms and throughout the school.  Sharp pointed 
scissors should not be used unless under direct supervision for a specific activity.  There should be 
restricted access to solvents, glues, paints and aerosols.  ‘Fixatives’ for charcoal etc should be used 
after children have gone home in a well-ventilated room.  Glue guns should be used under direct 
supervision. 

 ICT equipment – computers should be shut down and switched off at the sockets at the end of the 
day.  The photocopier, tape recorders, speakers, etc should also be switched off at the sockets.  The 
laptop trolley must be left on overnight to re-charge the laptops. 

 Children to walk into lines and into school in an orderly manner.  
 Children to be encouraged to walk around the school building and particularly by keeping to their left 

side on the stairs. 
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 Children are not allowed to bring objects – toys etc from home which could be dangerous to 
themselves or others at playtimes.  Staff will take such items from the child and hand back to parent 
at the end of the day.  

 Music stands should be put away at the end of a session and not left in the hall or other areas of the 
school. 

 Electrical appliances brought in to school from home should not be used unless they have been 
included in the school annual portable appliance test and been certified as safe for use. 

 Matches should not be stored in classrooms. If a candle needs to be lit and used in a specific lesson, 
matches should be collected from the head teacher’s drawer by a member of staff and be kept under 
strict supervision by the class teacher. Matches should be removed from class as soon as they have 
been used and returned to the head teacher’s drawer. 

 If candles are lit they must be away from draught and not be near to fabric or paper. They should be 
on a solid base and should be supervised at all times by the class teacher. Candles must not be left 
burning without supervision. 

 Children must take home musical instruments at the end of the day after their lesson. 

 Cookers must not have anything placed on top of it at any time. The cooker must be switched off at 
the wall following a cooking activity. 

 No dogs should come onto the school playground (except Callie who will be the responsibility of the 
Head Teacher or Chair of Governors).  All other dogs should not come into the school building and 
should be kept on a lead in the vicinity of the school gates. 

 Animals coming in to school for curriculum purposes: all health regulations should be observed e.g. 
children should wash hands after handling and before touching food.  Any soiled materials should be 
disposed of in a black sack and removed from the classroom.  Children should be supervised at all 
times when animals are in school. 

 Visits to farms, animal centres. Hygiene guidelines must be observed (see chart on disabled 
cloakroom door and visits folder guidelines).  Care must be taken to ensure that the farm/centre has 
adequate hygiene requirements.  These visits need careful planning 

  

Work Experience Placements 
 

Responsible: Head Teacher 

 Secondary pupils provide a sheet whereby Head Teacher confirms day-to-day arrangements and 
school insurance cover.   

 Secondary school telephones or visits during the week of placement to confirm everything is 
satisfactory. 

 Student placements are arranged with training offered and tutors visit at various times. 

Display Screen Equipment Responsible: Head Teacher / 
Administrators 

 The majority of staff within the school are not considered to be DSE users.  DSE assessments are 
reviewed annually and where equipment changes or office layouts change or when there are staff 
changes. 

 Staff are reminded that breaks must be taken if prolonged use of IT equipment. 

 Administrator has completed a risk assessment for the office.  (To be updated only if circumstances 
change). 
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Parent Teacher Association  
 

Responsible: Head Teacher & Friends 
Committee 

 Risk assessments are carried out for PTA run events and adequate insurance is in place. 

 The Head Teacher meets regularly with the Friends Committee and ensures risk assessments and 
insurance requirements are met. 

 

Playground Supervision/Play Equipment & 
Maintenance 

 
Responsible: Head Teacher & 

Administrators 

All covered in Sections on Security Arrangements and Curriculum Safety 
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SECTION TWO: PREMISES 
 

Mechanical and Electrical (fixed and portable) 
 

Responsible: Head Teacher, 
Administrator 

  

 The School takes appropriate measures to make sure that all electrical equipment is safe and suitable 
for the purpose intended. All relevant persons are made aware of the associated hazards and of the 
requirements to adopt working procedures designed to keep the risks to their health, and to the 
health of any other person, as low as reasonably achievable 

 School Administrators on each site arrange fixed and portable electrical inspections as well as any 
other checks and maintenance required by suitable GCC approved contractors. 

 All records are kept in the School Administrators office and include the Maintenance Log. 

  

Maintenance of Machinery and Equipment Responsible: Head Teacher, 
Administrator & All staff 

 The school inspects and maintains its equipment on a regular basis 

 Staff are reminded to inform the Head Teacher or Administrator of any defective equipment. 

  

Asbestos Responsible: Head Teacher 

 Gloucestershire County Council arranged for an Asbestos survey which took place on 27th January 
2011.  No asbestos has been noted. 

 

Service Contractors Responsible: Head Teacher 

 The School Management Health and Safety Manual details arrangements dealing with contractors 
and this should be consulted prior to any work. This should include a pre-start formal and minuted 
meeting with the contractor. 

 During works on site, the School and Contractor should agree a liaison officer; usually the Head 
teacher. 

 It is essential that all work undertaken by outside contractors should conform to the Health and 
Safety Regulations that apply to their specific activity. 

 Contractors working on site should wear some identification. 

 All contractors on site should have a safety briefing and be aware of action to take in case of fire. 

 

Building Contractors 
 

Responsible: Head Teacher, 
Administrator & Full Governing 
Body 

 When there is full building work on site there should be an agreed risk assessment covering all 
aspects of risk as a result of disruption to the normal school environment. The full governing body 
should minute the decision that risks have been identified and are acceptable. 

 For small scale buildings works, which includes day-to-day maintenance work and all work 
undertaken on site where a pre site meeting has not taken place the Administrator ensures that 
contractors are supplied within GCC approved list or school preferred contractor list, has signed in & 
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has received an ID badge and has an understanding of the health and safety of the building. 

  

Lettings (shared working – playgroups etc) Responsible: Head Teacher, 
Administrator 

 UR Hall is now being used for lettings for clubs. All companies provide evidence of DBS checks, 
Indemnity Insurance and two references. 

 They are provided with the Health & Safety Policy and the full Lettings Policy / Agreement which 
they sign 

 Risk Assessments are completed for each of these clubs 
 At GR site, The History Society occasionally use the hall and kitchen as part of the school/community 

cohesion.  No charge is made. 
 

 

Slips/Trips/Falls Responsible: Head Teacher, All staff 

 It is the responsibility of the teacher to ensure that their classroom has clear traffic routes and that 
exit routes are kept clear.   

 All hazards, obstructions, spillages, defects or maintenance requirements are reported to the 
Headteacher or via a recognised reporting process.  All staff are expected to be vigilant and aware of 
possible hazards.   

 All equipment and resources should be stored tidily and be kept in good condition.  Floor areas 
should be clear of clutter (especially the cloakrooms) to make it easy to move around the school.  
Equipment and resources should be stored in agreed areas. 

 Cloakrooms and corridors should be kept clear of clutter for obvious safety reasons.  Coats and PE 
bags need to be hung up.  Lunch boxes on shelves.  Children and adults must be encouraged to care 
for their own belongings. 

 The heaters need to be kept free of clutter.  ‘Rainbow Sacks’ and other resources need to be kept 
away from them.  Items should not be placed on top of them when in use.   

 Any spillages should be cleared up quickly and the floor dried to prevent accidents. 

 

Cleaning Responsible: Head Teacher, All staff, 
Staff & Contract Cleaners 

 A cleaning schedule is in place which is monitored by the Head Teacher/responsible person.  All 
waste is disposed of according to appropriate health and safety guidelines. Deep cleaning is 
undertaken on a regular basis where necessary. The school ensure general cleanliness, appropriate 
waste disposal, safe stacking and storage and the checking of general equipment such as ladders 
etc. All members of staff and students adopt good housekeeping practices to assist in the 
maintenance of a safe and healthy workplace. 

 Glen Cleaning are the contract cleaners for the school at GR site. The school employs cleaning staff 
for UR site. 

 Any cooking is to be done in the kitchen where the cooker and food preparation sink is located. At 
UR cooking can take place in the staffroom. Special cookery aprons are to be used by the children. 
The table and work surfaces in this area should be wiped with anti bacterial spray prior to 
commencement of cooking. 

 As far as possible, employed staff to take charge of children during cookery sessions (not parent 
helpers).   
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HYGIENE 

 Children are encouraged to wash hands before lunch and after using the toilet.   

 Children must be asked to use one paper hand towel to dry their hands. UR site has blowers. 

 Children use specially provided cloths for wiping their own table before and after lunch.  Yellow 
cloths for table wiping and spillages, blue cloths for art work. 

 Class teachers and teaching assistants are responsible for washing cloths.  All cloths should be 
washed weekly on a high setting. Teaching assistants are responsible for keeping any cups in the 
classroom clean. 

 Lunchtime cloths must be sterilised weekly. A container will be kept in each classroom with fresh 
Milton solution changed weekly (Milton to be stored in the kitchen). The lunch time supervisor or the 
Teaching assistant will need to wipe tables thoroughly in Class 1 although children should be asked 
to wipe their own space. In Classes 2, 3 and 4 children should be capable of wiping their own tables. 
The sinks in the classrooms and Activity Rooms need to be cleaned daily. 

 Alcohol gel is to be kept in each classroom and in the staffroom and Activity Room for quick and easy 
disinfecting of hands. 

 Teaching assistant’s and teachers engaged in food preparation activities should be encouraged to 
complete Food Hygiene training. 

 Tea towels must be taken home and washed on a high setting every week. 

 Cups are stored on the sink drainer next to the water cooler near the pupils w.c.’s.  Once used, 
pupils should put the dirty cups into the bin (filled with milton) to be sterilised.  Bin will be emptied 
every two days with fresh solution.  Each morning the cups will be placed on drainer to dry. 

  

Transport Arrangements (on-site) Responsible: Head Teacher 
 

 No traffic is allowed on the playground during school time on the GR site. The UR site has a separate 
area for vehicle movement away from the areas where children are. 

  

Bus Duties (supervision of pupils boarding 
school buses) 

Responsible: Head Teacher & 
Administrators 

 Gloucestershire County Council have arranged a bus service for pupils living in Upper Rissington.  
The drop-off system is supervised in the morning by a member of staff on both sites.  The bus waits 
on the road outside the school and a member of staff escorts the pupils onto the bus and checks 
seatbelts are put on before leaving the bus. At UR the bus pulls into a designated area. Parents take 
and collect children. 

 

Caretaking and Grounds Maintenance (and 
grounds safety) 

 

Head Teacher & Administrators 

 The school identifies risks associated with caretaking and grounds maintenance and identifies the 
risks through the risk assessment process using the GCC SHE General Risk Assessment Toolkit. 

 The Administrator is responsible for internal fire alarm tests, water hygiene tests and emergency 
light tests.  All are logged and dated in the health & safety policy folder. 

 The Administrator arranged periodic inspections as required (see check sheet in office). 

 Staff report defects to the Administrator who calls a County contractor or preferred contractor. This 
is recorded in the maintenance log book and a log book number is given to the contractor. The 
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Landscape Group maintains the grounds. 

 GCC arrange for internal and external play equipment to be inspected annually. 

  

Gas and Electrical Appliances Responsible: Head Teacher, 
Administrator 

 Any necessary work and testing of gas and electrical appliances are carried out by qualified 
contractors. Gas and electrical appliances are also checked visually on a regular basis and subject to 
appropriate formal inspection. 

 The Administrator arranges for GCC Contractors to carry out testing and inspections as per annual 
schedule located on the office wall. 

  

Glass and Glazing Responsible: Head Teacher, 
Administrator 

 A risk assessment has been carried out for all glazing on site to ensure it complies with current safety 
standards GCC arranged a glazing survey in 2011 and required areas of concern updated. 

 Premises defects are reported to the Administrator on the form on the office noticeboard. 

 

Water Supply/Legionella Responsible: Head Teacher, 
Administrator & Caretakers 

 Administrator at GR & Caretaker at UR carry out monthly water temperature tests and logs details on 
each individual sheet by the taps. These are logged in the Health & Safety Folder kept in the school 
offices. All persons responsible for testing have had formal training on Legionella and testing. 

 Advice & Guidance given by GCC and Water hygiene assessment (2012) and audit (2015) carried out 
by GCC at GR 

 

Snow and Ice Gritting 
 

Responsible: Head Teacher & 
Caretakers 

 The Head Teacher is responsible for dealing with adverse weather conditions and, if necessary, 
school closures. 

 The Head Teacher or Caretaker will spread salt over the playground and the road entrance to the 
gate.  If necessary, salt will be spread on the road outside the school.  Salt bins are provided with 
bucket for spreading.  Reminder to staff of manual handling techniques when lifting new bags of salt 
into bins. 
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SECTION THREE: MEDICAL/FIRE AND EMERGENCY ARRANGEMENTS 
 

Infectious Diseases Responsible: Head Teacher 

 The school follows the National Guidance produced by the Health Protection Agency, which is 
summarised on the poster, ‘Guidance on infection Control in Schools and other Child Care Settings’.  

 Poster can be found in the Disabled w.c. and on the wall at the entrance of the staffroom on both 
sites. 

  

Dealing with Medical Conditions Responsible: Head Teacher; First Aid 
Trained Staff ( See list in Staff 
Rooms) 

 The school accommodates pupils with medical needs wherever practicable and makes reference to 
DFE circular - Supporting Pupils with Medical Needs in School which sets out the legal framework for 
the health and safety of pupils and staff. 

 1 pupil has minor mobility or medical difficulties at this time (nut allergy but not requiring an epi-
pen). 2 pupils are celiacs. 

 The school has in place an Accessibility Plan with short medium and long term objectives. Please 
refer to this plan. The Disability Audit has been completed by the LA in November 2009 and actions 
are incorporated into the SDP. The School has in place a Disability Equality Scheme. 

 The GCC are in the process of completing many of the accessibility and fire safety issues and the 
plan will be updated then. 

  

Drug Administration Responsible : Head Teacher, 
Administrator 

 The school accommodates pupils with medical needs wherever practicable and makes reference to 
DFE Guidance Managing Medicines in Schools and Early Years Settings.  Parents have prime 
responsibility for their child’s health and provide the school with information about their child’s 
medical condition. Parents obtain details from their child’s General Practitioner (GP) or Paediatrician, 
if needed. The school nurse and specialist voluntary bodies provide additional background 
information for staff.  

 Parents are encouraged to give medicines at home or come in to school to give medicine themselves. 

 If it is essential for a staff member to administer medicine, then the parent must complete the 
request for school to administer medicine in school form.  The Head Teacher or Administrator will 
administer the medicine.  In their absence, the Teacher or TA will be asked to administer it. 

 Medicine to be placed in fridge in the Staff Room or in a locked cabinet in the Administrators Office 

 No medicines to be kept by children. 

 Instructions for special cases and general parental permissions can be found in the folder in the 
Administrators Office where a record of all medicines given including the person giving the medicine 
must be filled in.  Other medical conditions information are pinned on the noticeboards in the office, 
staff room and Head Teacher’s office.  A further copy is placed in each register.   

 Asthma inhalers to be kept by children themselves and taken to games field if necessary. 

 A video is available for staff to familiarise themselves with necessary procedures for asthma 
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sufferers. 

 Eppie or Anna Pens for cases of severe allergic reactions to be kept in the staff room cupboard under 
the microwave and also in the child’s classroom. Zipped named wallet to contain instructions and pen 
for individual child.  

 All accidents must be reported in accident book, which is located in the hall way by the kitchen (see 
under First Aid provision). 

  

First Aid  
 

Responsible: Head Teacher, First 
Aiders, All Staff 

 The school follows the statutory requirements for first aid and provides suitably trained first aid staff. 
The Guidance issued by the DFE on first aid for schools GCC SHE 

 In the case of a child becoming ill at school (e.g. sickness), the class teacher will ask the 
Administrator to telephone home or one of the contact numbers in order for the child to be collected 
and taken home.  Should this not be possible then the child will need to sit near the classroom’s sink. 
If there is concern about the child’s health, an ambulance will be called for. 

 First aid equipment is located on the shelves in the Disabled w.c. at GR and UR (another box in 
Spitfire and Little Rascal classrooms).  A list of items bandages etc. is to be found there too. There 
are mobile First Aid bags which the MDSA’s carry at lunchtimes. 

 The injured child should sit on a chair available outside the Disabled w.c. at GR and by the Atrium or 
Spitfire door at UR. 

 Wounds are bathed by staff only, using cold water and sterile wipes, taking care not to disturb any 
foreign objects in the wound. 

 Disposable gloves to be used and any soiled cotton wipes or other materials to be tied in glove and 
disposed of in the special waste bin labelled for First Aid use. This bin is stored in the staff/disabled 
w.c. and staff toilet at UR.   The lid should be on at all times. 

 No ointments or creams to be used and preferably no plasters. A list of children with serious allergies 
is to be displayed on the notice boards in the office, staff room, HT office and in registers.  

 The name of the trained First Aiders will be displayed on the H and S notice board in the staff room. 
(Training to be covered in Section 19). 

 In the absence of the qualified First Aider, the class teacher, head teacher or safety co-ordinator will 
take responsibility for coping with the incident. 

  

Reporting of Accidents, Hazards, Near Misses Responsible: Head Teacher, 
Administrator, All Staff 

 The school report and investigate all accidents, incidents and near misses and adhere to the GCC She 
Procedure SHE/Pro/4 Accident Reporting and Investigation. 

 In line with the SHE procedure, all staff are encouraged to report accidents, incidents and near 
misses and line managers investigate such incidents and identify and implement means to prevent a 
recurrence.   

 In the event of an accident at lunch-time the Lunch time Supervisors will deal with the injury or alert 
the duty teacher if necessary.  ‘Please Help’ cards are available to alert staff if all supervisors are 
otherwise engaged in dealing with an incident. 

 In the event of an accident before school or during break, the duty teacher will need to alert another 
member of staff to deal with injury. 
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 In the event of a serious injury, staff will telephone the child’s home (see contact sheet by all 
phones) and ambulance if necessary. 

 Staff should not be involved in driving a child to hospital unless accompanied by an adult. 

 All accidents to be reported in accident book located on the Health and Safety board outside the 
kitchen at GR and Spitfire Class / Little Rascal at UR.  Remember to sign each incident.    

 Accident report forms are to be filled in if child needs treatment for bumped head.  These forms are 
also outside the kitchen (Health and Safety board) or in Classroom. If the accident is serious a report 
form has to be completed on-line and submitted to County. Guidance is on the Health and Safety 
board outside the staff room. 

 All staff accidents should be reported online. 

 

Fire Safety and Emergency Evacuation 
 

Responsible: Head Teacher, 
Administrator, All Staff 

 For detailed and more general guidelines on Fire Safety see relevant section in the School 
Management Health and Safety manual.  The school accepts all current recommendations relating to 
Fire Safety and endeavours to put them into practice. 

 Fire procedure is written in the school’s Staff Handbook and displayed on the notice board in each 
room and also on the Health and Safety board in the Staff rooms. 

 Fire drill to be practised at least once per term.  The first drill will be held as soon as possible after 
the arrival of new children at the beginning of the school year.  At least one Fire Drill in the year to 
take place at lunchtime so that supervisory staff are familiar with the proceedings. 

Fire Drill is as follows: 

 Class teacher to conduct register check/head count and Head teacher or Administrator to time 
evacuation. 

 At GR Head teacher or Administrator to contact Fire Brigade. At UR the alarm is linked directly to APE 
Fire & Security Ltd. Children to be moved further from the school if it is considered necessary by the 
Headteacher – senior teacher  

 If fire is detected, sound alarm in entrance area (see instructions above box) or break the glass in 
the alarm boxes located throughout the schools 

 If any exits are blocked evacuate through any other door.  

 Evacuate building in silence.  Class teachers to close fire doors as they exit. 

 Teacher to escort children out of building 

 Head Teacher, or Administrator if Head Teacher is absent, to check toilets / unattended areas 

GR site 

Wellington: Main entrance or side door 

Vulcan:           Back stairs, back door or front stairs and front door. 

Phantom:            Main stairs, main entrance or through class 2 and back stairs, back door. 

Tornado:             Back door or if blocked, front door 

Children to line up as far away from building as possible – in the playground along perimeter fence or on 
land at the rear of the school if appropriate. 

UR site 

 Children leave the building by the nearest exit (all children to be taught how to open turn locks) 
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 Children to line up in the playground at the rear of the school.  

Use of appliances  

 Staff are aware of the location of appliances and how to use them.  Appliances are clearly marked 
but evacuation of the building is to be the first priority. Fire-fighting is only to be attempted after 
ensuring the safety of occupants and without taking undue risk. 

 All equipment will be checked annually by specialists. The property Support Officer provides a list of 
dates for checks of equipment. 

 School staff will also make their own regular check to ensure that equipment is in position and has 
not suffered damage. 

Personal Evacuation Plans 

 No pupils have major mobility difficulties at this time but should any pupil require special assistance 
then a member of staff (class teacher) will be responsible and will ensure that the pupil has the 
necessary assistance to get out of the building – Personal emergency evacuation plan (PEEP). 

 A note of numbers of people on the premises is held in the office, including people with disabilities 
(GEEP/PEEP). This should be taken to the assembly point in case of fire. 

  

Arson 
 

Responsible: Head Teacher, 
Administrator 

 Good housekeeping routines followed.   Paper waste removed from classrooms at least twice per 
week.  Paper bins emptied when full.  Both waste and paper bins chained to fence away from 
premises. 

 School made safe and secure when last person exits the building. 

 Fire risk audits undertaking as follows:  visually by staff, annually by Governors’ premises committee 
and bi-annually by GCC. 

  

Leaving the school grounds Responsible: Head Teacher 

 All staff and visitors must sign in and out of the visitors’ register which is kept in the school office. 

 Pupils can be collected by a named adult with parental permission during school time.   

 Pupils must not leave the school grounds on their own unless written parental permission has been 
given.  If a pupil does leave the school grounds unattended and without permission, the Head 
Teacher must be informed immediately. 

 If a child is missing, The Head Teacher or Assistant Head will make a search of the premises. If the 
pupil is not found, the Head Teacher will contact the parent.  If the pupil has not returned home, the 
parent and Head Teacher will make a search of the wider area.  

 If still unfound, the Head Teacher will contact the Police and follow their instructions. 

 It is the responsibility of the Head Teacher/Chair of Governors to speak to the press should the need 
arise. 
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Crisis and Emergency Management 
 

Responsible: Head Teacher, Chair of 
Governors, Assistant Head 

 The emergency plan is reviewed on an annual basis and after the practice emergency exercise, if 
deficiencies are found immediate corrections are made. 

 Please refer to Emergency procedure Document. 
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SECTION FOUR: MONITORING & REVIEW 
 

Monitoring Responsible: Head Teacher, 
Administrator, Governors’ Premises 
Committee 

 Arrangements are monitored and reviewed annually and revised as new topics arise that may affect 
the process of managing health and safety for staff, pupils, contractors and other visitors  

 
Premises Committee complete a health & safety audit and fire risk audit annually in the 

Spring and reports back to the Committee/Full Governing Body. GCC completed annual 
inspections and audits as required 

 

Inspections 
 

Responsible: Head Teacher, 
Administrator, Governors’ Premises 
Committee 

 Regular safety inspections are carried out by the nominated person/s using the   GCC recognised 
format found in the Good Stewardship Guide and the GCC SHE Governors Guide - Workplace 
Inspections of premises/departments/furnishings and fittings and grounds are also carried out on a 
regular basis. All hazards and risks associated with the premises/departments/grounds are monitored 
and controlled.  

 When the Governors premises and health and safety committee undertake the annual Health and 
Safety audit, they should also undertake a security risk assessment to review the security 
arrangements. 

  

Review Responsible: Head Teacher, 
Administrator, Governors’ Premises 
Committee 

 This policy will be reviewed and agreed by all staff and the Premises/Health and Safety/Security 
Committee annually.  Amendment or revision will be made.  The Committee will report to the full 
Governing body. 

 A copy of the policy will be available in the staff room on the Health and Safety board. 

 Periodic planned health and safety checks of each section of the school are in place and 
supplemented by various ‘ad hoc’ and un-planned checks and inspections by GCC 

 

Auditing Responsible: Head Teacher, 
Administrator, SHE unit/GCC 

 Audit carried out by SHE Unit every three years – last one took place in May 2015. 

 The action points identified through the audit form part of the school development plan. 
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SECTION FIVE: TRAINING 
 

Staff Health and Safety Training/Competence 
 

Responsible: Head Teacher, 
Administrator 

 The school is committed to ensure staff are competent to undertake the roles expected of them. The 
Head Teacher, Governors & Administrators undertake an annual training needs analysis to identify 
the competency requirements of specific job roles in terms of health and safety, and ensure that 
appropriate training is delivered and training records held centrally.   

 Training for Staff and Committee governors will take place as detailed in the attached training log 
(Appendix 2) and in response to LA initiatives and requirements. 

 All staff and supply teachers should refer to the Staff handbook available for each individual member 
of staff and in each classroom, offices and in the staff room.  

 Annual training is provided to all staff to provide updates and health and safety is a key part of the 
new staff induction process. 

 

Staff Health and Safety Training/Competence 
 

Responsible: Head Teacher, Assistant 
Head, School Administrators 

 
 The school’s expectations are made clear to the Supply and Student Teacher through the provision of 

Supply/Student Teacher Handbook. Teachers on supply and Student Teachers are given a copy of 
the Staff Handbook, Health and Safety Policy Document and other relevant Policies.  

 The Headteacher or Assistant Head is responsible for liaising with the Supply/Student Teacher on 
general school organisation and routines. When Supply and Student Teachers attend the school to 
cover for staff absence at short notice the Head Teacher/responsible person gives guidance on the 
work to be covered. 

 The Administrator conducts a brief induction when supply/student signs involving fire safety, 
security, confidentiality and DBS checks. 

 DBS details are provided by Hays for Agency staff. 

 The Head Teacher meets with the student and gives a full induction into school. 

 Visitor/Names badges must be worn by all adults in school. 

 

Volunteer and Parent Helpers 
 

Responsible: Head Teacher, 
Administrator, Child Protection 
Teacher, Child Protection Governor 

 Volunteer and parent helpers are subject to the schools safeguarding arrangements.  

 Administrator to complete documentation for DBS checks on volunteers and parent helpers and will 
give brief induction on fire safety, security and confidentiality. 

 Head Teacher/Classroom Teacher to give full induction. 

 The teacher is the principal point of contact and volunteers are under his/her direction. 
Conversations and any documentation to which volunteer/parent helpers may have access are strictly 
confidential and are treated as such. 

 Visitor/Named badges must be worn by all adults in school. 
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SECTION SIX: HEALTH & WELLBEING 
 

Pregnant Members of Staff 
 

Responsible: Head Teacher, Personnel 
Committee Governors 

 Members of staff who are pregnant are required to inform the school in writing so that an 
appropriate risk assessment of their work routines can be carried out with reference to GCC SHE 
guidance. 

 A maternity risk assessment should be undertaken as necessary. 

 The Disabled toilet has facilities for changing nappies at UR  

 

Health and Well Being Including Absence 
Management 

Responsible: Head Teacher, Full 
Governing Body 

 The school endeavours to promote a culture of co-operation, trust and mutual respect and ensure 
good management practices are in place and staff have access to competent advice with an 
Employee Assistance Programme (details on the staffroom walls or in the Administrators Office) 

 Head Teacher to provide support from GCC as needed or requested. 

 

Smoking on Site Responsible: Head Teacher 

 No smoking on the school site 
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SECTION SEVEN: ENVIRONMENTAL MANAGEMENT 
 

Environmental Compliance / Disposal of 
Hazardous Waste 

 

Responsible: Head Teacher, 
Administrator, All Staff, ECO 
Committee 

 The school seeks to fulfil its waste management objectives through: using only what is needed; 
seeking alternatives where possible; recycling as much as practicable; disposing of as little as 
necessary. All waste classified as ‘hazardous’ is collected by specialist firms and disposed of in the 
approved manner 

 Sita waste bins are collected weekly for 45 of the 52 weeks per year. 

 Printwaste paper/cardboard bins are collected when full – Administrator requests a collection. 

 OCS sanitary disposal collected monthly. 

 Garden waste stored in Trust zone.  Recommend no food waste recycled due to infestation of 
rats/mice. 
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SECTION EIGHT: CATERING & FOOD HYGIENE 
 

Catering and Food Hygiene 
 

Responsible: Head Teacher, 
Administrator, Kitchen Staff, 
Teachers, TAs 

 The school now employs its’ own kitchen staff for pupils lunch at the UR site. 

 The school ensures that Certificate for Food hygiene is completed by all Kitchen staff and other 
relevant members of staff (as well as any other required training). List of these is available on the 
wall in the staff room. 
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SECTION NINE: HEALTH & SAFETY ADVICE 
 

Information Responsible: Head Teacher 

 
The school ‘buys’ in the SHE service from GCC: 01452 425349/50 

 


