
Burnham Copse Primary School

Health and Safety Policy 
Aims:
To establish and maintain a safe environment throughout the 

school at all times.


To have a clear system to communicate safety procedures.

To raise awareness of the constant need for all members of staff to be safety conscious.

It is the responsibility of the Headteacher ,working with the designated Health and Safety Officer and the Governing Body to establish and maintain a safe environment throughout the school. This vigilance is pursued with especial regard to safe working practices, communication of safety procedures, maintenance of surfaces and general upkeep of the buildings and grounds. This policy should be read in conjunction with all other health and safety policies and with regard to the Health and Safety Statement.

All adults working in school are expected to follow safe working practices as laid down in curriculum safety documents (held by subject managers and the Central Personnel guidelines on Health and Safety at Work (held in the Admin Office). The children are under the immediate supervision of the class teacher, who ensures that they are involved in formulating rules for keeping safe in school (see Policies for Assertive Discipline and Personal and Social Education) as well as maintaining good standards of discipline and child care. All activities are planned with strict regard for Health and Safety (see Health and Safety Statement) and thorough risk assessments for activities are carried out where appropriate to ensure high standards are maintained.

The Building committee of the Governing Body maintains an overview of safety procedures and carries out a safety audit with the Headteacher and Site Manager annually. During the normal course of business, the Buildings group identify and address any pertinent issues that arise and report back to the main Governing Body. 

Security is maintained throughout the school by adherence to agreed procedures, common practice and constant vigilance (see Policy for Security and laptop security policy).

Children at home time 

Children in KS1are only released from the classroom to the direct care of a Parent or a person nominated by the Parent. If at any time the normal agreements are altered, Parents are asked to notify the classteacher or a member of the office staff, who will record the request and report to classroom staff. Children are not released to any other adult without this permission being given and will be kept under the direct supervision of the Headteacher until such time as Parental wishes can be ascertained.

Parents of children in KS2 may opt for their child/ren to remain in the building until they arrive to collect them. Children in KS2 who are not collected at the usual time and place, or who feel threatened in any way, are taught to return to school and report to a member of staff immediately.

In the case of a child not being collected, the Headteacher assumes responsibility for checking with all contact numbers as given by the Parent. Parents are asked to keep the Headteacher informed of all changes of contacts and/or court orders applying to their child/ren.

Fire Practices are held at least once every half term. Every fire point is equipped with written guidelines for fire safety procedure. We expect the building to be clear of all persons within two minutes. Fire alarms are tested from different points once a week and extinguishers are regularly inspected (see Policy for Fire safety).

First Aid is administered to children and staff as necessary by named members of Staff (displayed in the First Aid room). The First Aid room is beside the staffroom, with three identified subsidiary areas in proximity to the playgrounds. (see policy for First Aid and medicines).
Medicine  can be administered in school on written request from Parents (see Policy for First Aid and Medicines).

Accidents  in school are reported to the Headteacher immediately. All minor accidents resulting in the administration of First Aid are entered in the reporting book in the First Aid room. All reported incidents or hazards are investigated and actioned as a priority and reported at the next meeting of the Facilities group. Accidents of a more serious nature (either adult or child) are recorded on an accident Report Form kept in the Admin Office and is also reported at the next meeting of the Buildings committee. Any accident of a really serious nature, such as a break, would be reported immediately to the Chair of Governors and an immediate enquiry into the circumstances made. Staff are informed of procedures and reporting details through the Staff brochure.

Emergency contact numbers and addresses are kept on file for all adults and children in the school. The files are kept in the school office, which can be accessed by all members of staff . Emergency numbers for Basingstoke Hospital, Police and local doctors are by the telephone in the main office. There are more general emergency numbers contained within the Critical Incident Management Plan (copies are kept in each classroom and in the main Admin Office). Under no circumstances are numbers kept in school given to a third party – any person requesting such information is asked to leave a contact number, which is then passed on to the requested person. All information held in school is subject to the Data Protection Act.

Electricity in school is treated with due regard to safe practice at all times. Electrical equipment is regularly inspected to ensure compliance with safety regulations. No child is permitted at any time to handle electrical plugs and socket caps are placed wherever empty sockets are visible and within reach of the children. Excess lead on electrical appliances is taped up to ensure that no wires present a trip hazard. We ensure that all connections to computers and other audio-visual equipment are stowed in such a way as to discourage access by children (see Policy for Personal and Social Education). Any extension leads used outdoors for whatever reason are placed as to minimise the trip hazard and are always connected to the mains supply via an earth leakage circuit breaker. Checks are carried out bi-annually on all electrical equipment.

All staff are aware of the siting of the main switch/es in case of emergency.

Safety in the Kitchen is the immediate responsibility of the school Cook, who follows the procedures and guidelines as laid down in the documents specific to Kitchen safety (kept in the kitchen) in addition to those pertinent from general school practice. Kitchen staff participate in all school fire practices.

Working at height

All staff need to make themselves aware of the need for extra safety when working at height and ensure that steps and ladders are used appropriately. Staff should be aware of safe working heights regulations (Manual of Personnel and Practice and Caretakers Manual, both kept in Admin Office) and avoid working at height if alone in the building.

Safe lifting and Manual handling

All staff need to be aware of the HCC guidelines and procedures for safe lifting and manual handling. (Manual of Personnel and Practice and Caretakers Manual, both kept in Admin Office)
Safety of staff when working alone in the building

There will be times during evenings, school holidays and weekends when staff are working alone in the school building. In order to ensure personal safety during these times, the following points are adhered to:-

· external doors are kept secured to ensure safety, but an exit path must be kept which allows for the door to be opened quickly and easily. All staff are aware that they have a responsibility to unlock the door/ensure exit points upon entering the room.

· all staff are aware of the emergency contact numbers list which is by the telephone in the main Admin Office.

· all staff are aware that no intruder onto the site is to be approached when alone – another adult must be summoned or the police called if any threat is perceived to self or property whilst on site.

· any  person delivering articles to the site must be verified by sight of delivery vehicle before being admitted.

Safety of Equipment

Annual checks are made on the different types of equipment in the school, including electrical appliances, gymnastics equipment and outdoor play facilities.

Hazards / broken or dangerous equipment are of serious concern and may be reported to the Headteacher by any adult (including Parents) who become aware of a problem. Any such reports are investigated immediately and appropriate action taken to deal with the issue/s raised. The Cleaning and Caretaking manual in the Admin Office has full details of appropriate actions to be followed in circumstances related to cleaning equipment and substances.

Water Safety

The school pond and the swimming pool are both fenced off to keep the children away from open water and the access gates padlocked. Fish tanks in the school are covered and out of reach of the younger children. The site manager is responsible for checking that all guidelines are followed with regard for correct procedures for checking water temperatures, warning of wet and/or slippery surfaces in and around the building, and for ensuring appropriate precautionary measures are taken in respect of Legionnaires infections.

Major Emergencies remain a slight risk within any establishment. If any major emergency should arise, immediate and precipitate action will be taken by all Staff to ensure that the children are removed as far as is practically possible from the danger by the nearest emergency route. Concern for the safety of the children is the first consideration and the expectation of staff is that they will respond with professionalism in making and actioning decisions to this end. All classroom and Office staff have immediate access to the Critical Incident Management Plan, which is located in each classroom (staff brochure) and by the telephone in the main Office.
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