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Introduction  

This document forms one of eight major groups of policies and should be read in conjunction with the 

Critical Incident Plan, the Fire Log Book and policies on Staffing and Children. 

It is based on a model policy provided by West Berkshire Council and is designed to meet relevant 

legislative requirements, to reflect practice on the Burghfield St Mary’s [BSM] school site and those activities 

that take place off-site such as extra curricula activities.  
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Sources of Further Information 

West Berks Schools Health and Safety web-pages:http://www.westberks.gov.uk/index.aspx?articleid=21749 

West Berks Teams: 

Schools Health and Safety Team: Schoolshealthandsafety@westberks.gov.uk 

West Berks Property Services PropertyHelpdesk@westberks.gov.uk 

CYP Education Assets Team educationassets@westberks.gov.uk 

Insurance Team - Insurance@westberks.gov.uk  

Evolve Team (Hampshire County Council): http://www3.hants.gov.uk/education/outdoor-education/oe-

homepage/oe-contacts.htm 

Health and Safety legislation: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/335111/DfE_Health_and_Saf

ety_Advice_06_02_14.pdf 

https://www.atl.org.uk/health-and-safety/legal-framework/health-safety-

legislation.asp 

Policy Management 

School:  This policy is produced, implemented and managed by the Headteacher, with reference to the 

staff and other interested parties as necessary to ensure that it reflects actual practice. It will be circulated to 

all staff, governors and volunteers. Copies of all relevant regulations are available in the School Office. 

Governing Body: The Sites & Buildings Committee is responsible for reviewing this policy at least annually 

to take account of new initiatives and regulations, changes in the curriculum and the physical environment 

of the school, developments in technology or recommendations on how the policy might be improved. 

Amendments are recommended to the Governing Body for final decision and approval. 

Approval:  Approved by the Governing Body on 11
th
 July 2016.  

Next review due: At FGB discretion 

Headteacher:                                       Signed…………………………………               Date……………… 

Chair of Full Governing Body:             Signed………………………………..                  Date……………… 

Chair of Sites & Buildings Committee: Signed…………………………………              Date………….…… 

http://www.westberks.gov.uk/index.aspx?articleid=21749
mailto:PropertyHelpdesk@westberks.gov.uk
mailto:educationassets@westberks.gov.uk
mailto:Insurance@westberks.gov.uk
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/335111/DfE_Health_and_Safety_Advice_06_02_14.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/335111/DfE_Health_and_Safety_Advice_06_02_14.pdf
https://www.atl.org.uk/health-and-safety/legal-framework/health-safety-legislation.asp
https://www.atl.org.uk/health-and-safety/legal-framework/health-safety-legislation.asp
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Burghfield St Mary’s C of E Primary School 

Health, Safety and Welfare Policy 

 

1 STATEMENT OF INTENT  

 

The Governing Body of Burghfield St Mary’s C of E (Controlled) Primary school will meet its 

responsibilities under the Health and Safety at Work Act etc. 1974, the Management of Health and 

Safety Regulations 1999, the Children and Families Act 2014 and all other relevant health and 

safety legislation to provide a safe and healthy working environment for employees, and to ensure 

that their work does not adversely affect the health and safety of other people such as pupils, 

students, visitors and contractors by compliance with the Arrangements section of this policy. 

 

The Governing Body will ensure that effective consultation takes place with all employees on 

health and safety matters and that all individuals are consulted before delegating particular health 

and safety responsibilities to them. It will ensure provision of sufficient information and training in 

health and safety matters to all employees in respect to the risk to their health and safety. All 

employees must ensure the maintenance of high standards of health and safety in all the schools 

activities. 

 

Where necessary the Governing Body will seek specialist advice to determine the risks to health 

and safety in the establishment and the precautions required to deal with them. 

 

This policy includes a description of the establishment’s organisation and its arrangements for 

dealing with different areas of risk. Details of how these areas of risk will be managed are given in 

the arrangements section. 

Signed ………………………………………  Signed …………………………………………. 

(Chair of Governors)     (Headteacher) 

 

Date …………………………………………   Date …………………………………………… 
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2 ORGANISATION 

2.1 Responsibility flow chart 
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2.2 Responsibilities of the Governing Body 

The Governing Body will ensure that:  

a) a positive Health and Safety Culture is established and maintained, 

b) the Headteacher produces a school Health and Safety Policy, 

c) suitable and sufficient risk assessments of work activities are undertaken and a written record kept, 

d) sufficient funding is allocated for Health and Safety e.g. in respect of training, personal protective 

equipment etc., 

e) termly safety inspections in line with the approved check list (see appendix 2) are undertaken by the 

Sites and Buildings Committee with the Headteacher. 

2.3 Responsibilities of the Headteacher 

The Headteacher will ensure that:  

a) the School Health and Safety Policy is approved by the Governing Body and is regularly reviewed 

and revised by the Sites and Buildings Committee  

b) suitable and sufficient risk assessments of work activities are undertaken, reviewed annually or upon 

change in circumstances and removed if no longer valid and a written record of the assessments will 

be kept. 

c) for high risk activities safe systems of work are identified via a risk assessment.  These risk 

assessments will comply with national standards and guidance; and be monitored to ensure they are 

followed and effective. 

d) Information and advice on Health and Safety is circulated to staff and governors and acted upon. 

Staff are to be informed that information can be obtained from the Health and Safety Website and via 

regular newsletters/bulletins circulated by the Health and Safety Team for schools. 

e) a termly safety inspection is to be undertaken by Headteacher with the Governing Body. 

f) a Critical Incident plan is produced and reviewed annually and that Health and Safety reports are 

provided to Governing Body. 

g) that the school co-operates with West Berkshire District Council in meeting its legal requirements in 

respect of monitoring Health and Safety practice and procedures. 

h) staff are competent to undertake the tasks required of them and that they have been provided with 

the necessary training by competent persons. 

i) staff are provided with equipment or other resources to enable the task to be undertaken safely. 

j) those with delegated responsibilities are competent; their responsibilities are clearly defined, they 

have received necessary training and are provided with equipment or other resources in order to 

ensure they can fulfil such duties. 

k) there is co-operation with, and provision of necessary facilities for trade union and safety 

representatives. 

l) that all statutory inspections are completed and records are kept. 

2.4 Responsibilities of Leadership Team 

The Leadership Team are responsible for the day-to-day management of Health and Safety matters within 

the school and are responsible to the Headteacher. 

Members will ensure that:  

a) they assist the Headteacher in the implementation of the West Berkshire Council’s and School’s 

Health and Safety Procedures, promoting health and safety matters throughout the school, ensuring 

that Health and Safety sources of information are kept up to date, 
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b) Health and Safety is a standard item on the agenda for staff meetings and that all relevant 

information is disseminated to the appropriate staff, 

c) competent persons are identified to complete suitable and sufficient risk assessments, 

d) the costs of staff training, and the provision of Personal Protective Equipment (PPE) are adequately 

catered for in school budget or brought to the attention of Headteacher or Governing Body as 

appropriate, 

e) they undertake a Department or classroom risk assessment as appropriate, 

f) the correct accident reporting procedures are followed via Webrisk and that where appropriate 

accidents are investigated, 

g) staff health and safety training records are up to date and recorded, 

h) contractors are monitored on site and ensuring they understand and sign the asbestos register, and 

i) ensuring that emergency drills and procedures are carried out regularly and monitored for 

effectiveness. 

2.5 Responsibilities of all Employees  

All staff employed by the school will ensure that:  

a) there is co-operation with the LEA, school governors and Headteacher on all matters relating to 

Health and Safety by complying with the Health and Safety Policy, 

b) reasonable care is taken for their Health and Safety at work and that of other persons who might be 

affected by their acts or omissions at work and during off-site activities, 

c) that they report any serious or immediate danger immediately to the Headteacher or Line Manager, 

d) that they report immediately, or as soon as practicable, any defects noted with plant, equipment, 

machinery or the workplace generally to their line manager or other designated person, and 

e) that there is no misuse anything that has been provided for Health and Safety purposes. 

2.6 Responsibilities of Volunteer Helpers  

All volunteers have the same duties as those indicated for employees.  

2.7 Responsible staff 

The names of responsible staff are shown in Appendix 1 

2.8 Health and Safety Committee 

The Sites and Buildings Committee, together with the nominated Health & Safety Governor have 

responsibility for Health and Safety matters. Committee minutes are kept in the School Office 

2.9 Health and Safety Representatives  

Under the Safety Representatives and Safety Committee Regulations 1977 a recognised independent 

Trade Union has the right to appoint Safety Representatives. Ideally such representatives should have two 

years’ relevant experience. Unions are required to inform the school in writing, and schools must consult 

with such representatives on safety matters. At present there are no members of staff who are health and 

safety representatives for external or National professional associations. 

2.10 Visitors  

On arrival all visitors should report to reception where they will asked to sign the Visitors’ book, and be 

issued with an identification badge and relevant health and safety information. On leaving the school, 

visitors are required to sign out and return the identification badge.  

2.11 Audit, Review, Performance Measurement and Action Plan 
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The Designated Health and Safety governor is responsible for carrying out an annual review of the 

Statement of Intent and its implementation in the school. The Headteacher is responsible for reporting on 

Health and Safety matters to the Governing Body, and for compiling and implementing the school’s annual 

health and safety action plan, including action for improvements in the appropriate development plan.  

3 PLANS AND PROCEDURES 

3.1 The Critical Incident Plan 

The Critical Incident Plan is held in the school office and will be reviewed annually.  A critical incident is one that is 

likely (or has potential) to cause an occurrence that is beyond the capacity of the school operating under normal 

conditions to respond to independently such as:  

 threat to safety and welfare of pupils and/or staff, 

 immediate or delayed emotional reactions in large numbers of staff, pupils or parents, surpassing 

their normal coping mechanisms, 

 serious disruption to the running of the school, or 

 significant public/news media attention on the school. 

3.2 Emergencies 

Any person who discovers an emergency must raise the alarm immediately by the most appropriate means 

and ensure that the Headteacher, or Deputy Headteacher is informed immediately and that where 

appropriate the emergency services are summoned.  

The Headteacher [or Deputy] will liaise with the emergency services when they arrive and take advice from 

them.  

The priorities are as follows: 

 to ensure the safety of all persons their removal from danger, their care and the application of first 

aid and medical treatment where appropriate; 

 to call the emergency services when appropriate; 

 to safeguard the premises and equipment, if this is possible without putting persons at risk. 

The Headteacher or in their absence the most senior teacher is responsible for: 

 The controlled evacuation of people from the school or the school grounds to a place of safety 

 summoning the emergency services 

 taking a roll call at the assembly point 

 ensuring that no-one attempts to re-enter the building until the all clear is given by the emergency 

services 

3.3 Fire Prevention and Detection (Equipment, Arrangements and Training)  

The Headteacher is responsible for maintaining the Fire Logbook provided by West Berkshire Council and 

for updating and maintaining the Fire Risk Assessment. Details of the locations of all hazardous and 

flammable substances on site in case of emergency are kept in the school office and also in the Fire Log 

Book. The Hot works folder and procedure is kept in the school office. 

The School Office Manager is responsible for issuing Hot Works Permits. 

The Headteacher is responsible for arranging, recording and monitoring fire drills at least once per term 
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3.4 Smoking  

Smoking is not permitted anywhere on the entire footprint of the school internally or externally.  

This policy also applies to all lettings, contractors and PTA events.   

3.5 Severe Weather Plan  

The Headteacher is responsible for completing the Severe Weather Plan. 

3.6 Risk Assessment  

Health and safety law requires the employer to assess the risks to the health and safety of staff and others 

affected by their activities. A separate written risk assessment is not necessarily required for every activity. 

A common sense and proportionate approach will be taken, remembering that risk assessment and risk 

management are tools to enable children to undertake activities safely, and not prevent activities from 

taking place. 

Risk Assessments must be completed by competent trained staff. The Headteacher is responsible for 

assessing significant risk. Risk Assessments will be reviewed annually or in the event of an incident, a 

change of circumstances or an accident investigation. The Headteacher is responsible for ensuring a 

suitable and sufficient risk assessment is in place for new workers, new and expectant mothers, and work 

experience students under 18. 

3.7 Control of Substances Hazardous to Health (COSHH)  

The requirement to assess hazardous substances either in use or created by school operations is a 

requirement of the Control of Substances Hazardous to Health (COSHH) Regulations. Hazardous 

substances are those identified as corrosive, irritant, toxic, harmful and any with a Workplace Exposure 

Limit (WEL), which will include dusts, e.g. pottery, wood etc. and biological hazards.  

Records of the risk assessments carried out are kept in COSHH assessment files in the relevant 

Areas/Departments and in the relevant standards such as CLEAPSS documentation for both Science and 

DT. A central record of all COSHH Assessments it to be maintained and located in close proximity to First 

Aid points.  The Office Manager is responsible for completing the COSHH Register and Assessments. 

3.8. Health and Safety Training 

The Headteacher is responsible for organising all Health and Safety Training including induction training. 

The Office Manager is responsible for maintaining all Health and Safety Training Records. 

New staff will receive, during induction, training in essential safety matters such as emergency procedures 

for raising alarm and evacuation procedures, first aid and welfare facilities. Further induction will include:  

 Health and Safety Policies, 

 West Berkshire Health and Safety Web-pages and associated codes of safe practice and guidance  

 Off-site Activities Procedure (Evolve) 

 Premises Asbestos Survey and Register and instruction 

 Risk Assessments 

 Fire and other Emergency Arrangements 

 Accident Reporting Arrangements 

 First Aid Arrangements 

 Safe Use of Work Equipment 

 Procedures for Hazardous Substances 

 Good Housekeeping, Waste Disposal and Cleaning Arrangements 

 Hazard Reporting and Maintenance Procedures 

 Special Hazards/Responsibilities Associated with their Work Activity 

 Special Needs of Young Employees e.g. Work Experience Placements 
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3.9 Reporting Accidents, Danger Occurrences, Violent Incidents and Near Misses 

Any employee who witnesses an accident, dangerous occurrence, verbal abuse or actual or threatened 

violence or near miss must report the incident to the Officer Manager for Webrisk entry. (Note: Webrisk is 

the Council’s information system used to record all Accidents/Incidents and Property Claim Incidents.) 

Accident reports should be drawn to the attention of the Headteacher or Deputy Headteacher. Less serious 

accidents requiring minor first aid or attention shall be reported in an Accident Book or via Webrisk. Where 

accidents are found to have been caused by faulty plant, equipment, premises or unsafe systems of work 

actions must be taken to remove or isolate the hazard and warn people until the necessary modification or 

repairs can be made.  

Accident Books are held in each classroom under the control of the class teacher for pupil accidents, and in 

the school office under the control of the Headteacher for accidents to staff or visitors. The Headteacher is 

responsible for monitoring accidents and incidents and identifying trends 

3.10  Offsite Activities  

Offsite Activities will be arranged in accordance with the Offsite Activities Manual provided by West 

Berkshire Council and the Evolve Team at Hampshire County Council.  

A named member of staff is designated Educational Visits Co-ordinator [ref Appendix 1] with the following 

responsibilities: 

a) co-ordinating offsite activities 

b) ensuring relevant staff receive training and that this is updated 

c) completion of risk assessments 

The Headteacher is responsible for signing completed offsite activity risk assessments and confirming 

Evolve approval 

3.11  Vehicles  

3.11.1 All staff undertaking training courses or using their own vehicles for any purposes in relation to the 

school MUST carry business use Class 1 insurance. 

3.11.2 If staff transport children in their own vehicles, in addition to carrying the above class of insurance, 

they are responsible for notifying their Insurers that children are being transported as part of the 

business of working in a school, giving an indication of the frequency, duration and numbers 

transported.  

3.11.2 The Headteacher is responsible, in conjunction with the driver, for ensuring that vehicles kept or 

hired by the school are operated in accordance with the law and any West Berkshire guidance. 

School owned, hired or leased minibuses or coaches are only to be used for approved journeys 

and must always display the S19 permit on the bus.  

3.11.3  Employees who are required to use their private vehicles for official business are responsible for 

gaining authorisation from the Headteacher prior to the first use of any vehicle. The Headteacher 

will ensure that the driver has a valid licence, appropriate insurance, no known medical conditions 

that affect their ability to drive and that the vehicle is roadworthy and fitted with a suitable seat belt 

for each passenger. 

4 PREMISES  

4.1 Locations of Main Service Isolation Points 

Service Location 

Water In the kitchen cleaners’ cupboard 

Electricity Cupboard next to disabled toilet 

Gas To the rear of the Millennium Building 

Oil By wooden gate to playground near entrance 
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4.2 Security  

Persons authorised to unlock and lock the building, arm and disarm security alarms are: 

 Headteacher [or Deputy Headteacher] 

  teaching staff 

 cleaner in charge 

 School Finance Officer 

 officials from Burghfield Oaks After School Club 

  the Brownies Girl Guiding organisation 

4.3 Water Management 

Risk Assessments must be carried out in relation to water management and on the hot and cold water 

systems. Measures have been introduced to manage the risk of legionnaire’s disease. The Headteacher is 

responsible for completing checks as identified in the Management of Water risk assessment, and for 

ensuring the Management of Water Risk Assessment is updated.  

4.4 Management of Asbestos 

The Headteacher in conjunction with West Berkshire Council is responsible for making arrangements for 

dealing with asbestos in compliance with the Council’s Policy and SPAR process. The Headteacher and 

Office Manager are responsible for ensuring that the premises asbestos log is consulted by visiting 

contractors and other relevant persons. The Asbestos Register and log is kept in the school office. 

4.5 Electrical installation 

4.5.1 The fixed electrical installation is tested by a Competent Person every 5 years as required by the 

Electricity at Work Regulations 1989. Following this check a certificate is issued to confirm the 

electrical installation is safe. The Headteacher is responsible for ensuring the 5 year hard wiring 

certificate is updated and that all deviations reported by the Competent Person are corrected 

4.5.2 Portable electrical equipment is to be visually checked by staff before use and if any defects are 

noted the item is to be put out of use. Portable electrical equipment is subject to a regular check in 

line with guidance www.hse.gov.uk/pubns/indg236.pdf. Staff must not bring onto the premises any 

portable electrical appliances without prior consent of the Headteacher. Such equipment must be 

PAT tested prior to use. The Office Manager is responsible for ensuring portable electrical 

appliance testing is carried out at appropriate intervals and recorded, and for carrying out formal 

visual inspection and testing. 

4.6 Gas  

The Finance Officer is responsible to arranging an annual Inspection, and maintenance by a Gas Safe 

Registered Competent Person to boiler/s under a written scheme of work. 

4.7 Repairs and Maintenance 

Any person encountering damage or wear and tear of the premises which may constitute a hazard should 

report it to the Headteacher. Defective furniture and equipment should be taken out of use immediately, 

labelled and reported to the Headteacher. The Headteacher is responsible for ordering repairs which are 

the school’s responsibility, and for reporting repairs which are the responsibility of West Berkshire Council to 

the appropriate Service. 

4.8 Improvements to Building and Construction Work 

The Headteacher is responsible for submitting proposals to West Berkshire Council Education Department 

via the School Premises Alteration Request [SPAR] process (if applicable) for approval. 

  

http://www.hse.gov.uk/pubns/indg236.pdf
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4.9 House Keeping and Disposal of Waste 

Rubbish awaiting collection must never be left where it might obstruct escape routes or could aid the 

production and spread of fire and smoke. All staff are responsible for ensuring the good housekeeping of 

their own workrooms, for example, offices, classrooms, and related storage areas. Accumulation of rubbish 

and waste should be reported to the Headteacher who is responsible for the arrangement of disposal. The 

Headteacher should be contacted if circulation routes are obstructed by rubbish. The Headteacher is 

responsible for the safe disposal of any hazardous substances or special wastes including clinical waste. 

4.10 Management of Contractors on School site 

The Headteacher is responsible for selecting contractors, vetting contractor’s health and safety, policies, 

procedures, risk assessments, method statements and past health and safety performance, and for 

supervising and monitoring contractors on site. 

4.11 Lettings 

The Headteacher is responsible for co-ordinating lettings of the premises in accordance with lettings 

procedure, and for informing other users of the presence of any hazards which have not been rectified. 

5 WORKING ENVIRONMENT 

5.1 Personal Protective Equipment (PPE) 

Suitable PPE will be provided by the School to employees free of charge, where identified as necessary in a 

risk assessment. All employees are responsible for informing their manager as soon as they become aware 

of a need to repair or replace PPE, which they use. Each employee is responsible for inspecting PPE before 

use, ensuring it is fit for purpose, and the Office Manager is responsible for arranging replacement PPE 

when it is worn out. 

5.2 Noise 

Any employee concerned about the noise levels at work should report the matter to the Headteacher. 

5.3 Lone Working 

The Headteacher is responsible for ensuring risk assessments are prepared and implemented for lone 

working activities to include site staff and teaching staff. 

5.4 Manual Handling 

Where a manual handling activity (of loads or people) cannot be completely eliminated then it must be 

assessed.  The risk assessment will identify the task, individual, load and environment. If the activity 

presents significant risk to vulnerable individuals such as new and expectant mothers or people with pre-

existing back injuries then those people will be prohibited from carrying out the activity The Headteacher is 

responsible for identifying hazardous manual handling activities involving objects or people and arranging 

for their elimination or risk assessment and monitoring the safety of manual handling activities  

Staff required to manual handle loads as part of their role will receive appropriate training The Headteacher 

is responsible for ensuring that sack barrows, flat-bed trolleys and all other equipment provided to aid 

manual handling are maintained in a safe condition. Currently no hoists, wheelchairs or standing frames are 

provided for Pupils with Special Educational Needs. 

5.5 Working at Height  

The Headteacher is responsible for completing a suitable and sufficient risk assessment for Working at 

Height. 
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All ladders and stepladders should have a visual safety check before use and a termly inspection, a record 

of which will be held in the School Office. Only those specifically authorised by the Headteacher should 

work at heights exceeding 1m.  

5.6 Stress 

When appropriate, the Headteacher is responsible for completing a stress risk assessment and for 

monitoring absence owing to stress related illness.  

5.7 Bullying/Harassment 

The school’s policy on behaviour (including bullying) is kept in the school office. Records of bullying 

incidents and action taken are reported by the Headteacher to the Governing Body.  

6  EQUIPMENT 

6.1  Provision and Maintenance of Equipment  

Equipment 

Person(s) responsible 

Persons authorised 

to operate and use 

for ensuring that 

equipment is risk 

assessed, suitable for 

intended use, safe to use, 

inspected and maintained 

in a safe condition 

ensuring instruction, 

training and supervision is 

in place for use 

Caretaker and 

Cleaning Equipment 
The Headteacher The Headteacher Cleaner in charge 

Grounds Maintenance 

Equipment (Tractors & 

powered machinery) 

Contracted out   

Grounds Maintenance 

Equipment (Machinery 

and Tools) 

Contracted out   

School Kitchen 

Catering Equipment 
The Headteacher The Headteacher Kitchen Staff 

PE Equipment PE subject Leader The Headteacher Teaching Staff 

Mobile Staging The Headteacher The Headteacher  

Pianos and other 

Musical Instruments 
The Headteacher The Headteacher  

Note: The contractor responsible for annual full inspection of PE Equipment and report is Universal. 

6.2 Outdoor Play Equipment and Outdoor Play areas including School Playing Field 

The Headteacher is responsible for the selection and daily inspection of play equipment; for ensuring 

routine maintenance of the equipment, that there is a suitable and sufficient risk assessment as to its use, 

suitable staff training to supervise its use, and that an annual certified safety inspection takes place by a 

Competent Person. 

6.3 Display Screen Equipment  

Any member of staff who is a ‘user’ as defined by the Display Screen Equipment (DSE) regulations, which 

lays down specific requirements for workstations incorporating computers and equipment that requires good 

ergonomics such as chairs and desks must complete a ‘user audit. A ‘user’ is someone who is employed to 

work on a computer for a significant part of their working day.  www.hse.gov.uk/msd/dse/guidance.htm 

The competent person responsible for carrying out and implementing the requirements of display screen 

equipment risk assessments is the Headteacher.  



HEALTH, SAFETY AND WELFARE POLICY 

13 
 

7 FIRST AID AND MEDICINES 

7.1 First Aid  

7.1.1 The Headteacher will complete a suitable and sufficient First Aid Risk Assessment, which will be 

located in the Headteacher’s office. 

It will be reviewed annually or upon change in circumstances such as new staff, change of use of 

building or significant change of pupil numbers. The Headteacher is responsible for ensuring that 

training is renewed every 3 years or according to details on certificate. 

The Office Manager is responsible for recording and maintaining first-aid training. 

7.1.2 Only staff who are qualified first aiders and those authorised by the school can administer first aid. 

A list of all qualified first aiders, those undergoing training, is kept in the school office together with 

copies of their certificates.  

7.13 Basic first aid supplies are stored in designated cupboards in each classroom together with named 

accident sheets for each child. Supplies and forms, should be regularly checked by class teachers 

and replenished at the beginning of each half term.  

7.1.4 If a child is prescribed an Epipen this will be stored i the child’s teaching base, together with a photo 

of the child and an action plan for emergency Epipen administration. This must be taken on any trip 

or off site visit undertaken by the child.  

7.1.5 Any offsite activity should be accompanied by a qualified first aider with a portable first aid kit.. A 

qualified first aider not on the school list may be authorised to administer first aid on a trip. Trip 

organisers must familiarise themselves with first aid arrangements, the venue they are going to and 

a list of any pupils requiring medication. 

7.1.6 All accidents and injuries, including all those to the head, should be recorded on the school’s Pupil 

Accident/Incident Report Form kept in the classrooms.  An injury note should be sent home with the 

child, or a note made in the Home/School diary. In the event of serious injury, such as 

hospitalisation, broken limb or an injury that involves more than 3 days off school, then the LA and 

the Health and Safety Executive (RIDDOR) should be informed by the School Office. These serious 

incidents should be reported on a RED accident form and given to the office. 

7.1.7 When a pupil is injured and the qualified first-aider is not sure of the seriousness of the injury then 

further advice should be sought from the Headteacher.  If in doubt, an ambulance should be called.  

Parents should be contacted and informed as soon as possible, particularly in cases needing 

referral outside school. The School only acts in loco parentis until the parent is present. 

7.2 Medicines  

7.2.1 Medication should only be brought into school where it would be detrimental to a pupil’s health not 

to be able to take it during the school day. The medication should be prescribed by an appropriate 

professional, such as a GP or Dentist, and should be provided in the original named container 

describing the contents and instructions for administration and accompanied by a completed 

Administration of Medicines/Treatment consent form. Ideally, parents should be encouraged to 

request medication that can be taken outside the school day.  

7.2.2 Parents must complete an ‘Administration of Medicines/Treatment’ consent form before medication 

is given to a pupil. When seeking consent, consideration should be given to the arrangements 

required for administering and managing the medication concerned and this should form part of the 

consent sought. This will ensure that all parties are happy with the arrangements made.  Only 

qualified first aiders may administer first aid or medicines to pupils, staff or visitors. When 

administering the medication the member of staff must check: 

 The pupil’s name 

 Prescribed dose 

 Expiry date 

 Written instructions on the packaging  
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and record the time and day a dose was given and by whom. Ideally, junior pupils will be 

encouraged to manage and administer their own medication, where appropriate. 

7.2.3  In some cases pupils may be prescribed medicines that are controlled by the Misuse of Drugs Act 

1971, and associated legislation, such as methylphenidate. It is permissible for the school to look 

after a controlled drug, provided it is for the pupil it has been prescribed for. The drug should be 

kept in a locked, non-portable container in the staff room and only named staff should have access. 

A log will be kept of who had access and when the drug was administered.  

7.2.4 Under certain circumstances and in order to allow the pupil continuing access to education, the 

Headteacher may agree for staff to administer non-prescription medicine on a short-term basis.  In 

these circumstances written agreement should be sought from the parents prior to accepting the 

medication, a risk assessment should be completed and records kept.  Children under 8 are not 

normally given non-prescription medication; children under 16 are not given aspirin or medicines 

containing Ibuprofen, unless prescribed by a Doctor. 

7.2.5 Medicines should be stored in accordance with the product instructions and preferably in the 

original packaging. The labelling should clearly state the name of the pupil, the dose, frequency of 

administration, name of the medicine and stored securely in a lockable cupboard.  Staff and the 

pupils concerned should know the location of the medication and who has access to it.  Medicines 

needing refrigeration should be clearly labelled and stored in the fridge in the Staff Room.   Access 

to the refrigerator should be restricted and ideally inaccessible to pupils.   

7.2.6 Once medicines are no longer required they should be returned to the parent for suitable disposal. It 

is not the responsibility of the school to arrange disposal and this should be included in the 

arrangements agreed with the parents when consent is sought.  The school will return all medicines 

to parents/carers on the last day of summer term.  Any uncollected medicines should, however, be 

disposed of by the Headteacher on the final day of the summer term. 

7.2.7 Information about the medical condition of any pupil with long-term medical needs will be provided 

by the parent/carer, when the pupil is admitted or when the pupil first develops the medical need.  In 

certain circumstances, a written health care plan, involving the pupil (as appropriate), parents and 

relevant health professionals will be drawn up. The aim of the plan is to ensure that the necessary 

arrangements are in place, to adequately support the pupil and to ensure that all aspects of care 

have been covered.  

8 SUPPORTING PUPILS WITH MEDICAL NEEDS 

8.1 Introduction 

The school has a duty to support pupils with medical conditions to give them full access to 

education, including physical activities and out of school visits, ensuring no pupil suffers 

unnecessarily because of a health related condition. Medical conditions may impact on social and 

emotional development as well as having educational implications. The school has had regard to 

the statutory guidance produced by the DfE. The school’s policy on Children contains provisions in 

respect of those with special needs, and the administration of medicines is dealt with above. 

8.2 Responsibilities 

8.2.1 The Headteacher will 

 Put in place arrangements that provide effective support within the school for pupils with medical 

conditions, which reflect an understanding of the affect on a pupil’s ability to learn 

 Assume overall responsibility for implementation of the policy, ensuring that where appropriate it 

complies with the schools policies on disabilities and special educational needs. 

 Establish procedures to be followed when the school is notified that a pupil has a medical 

condition, providing for consultation with and advice from healthcare professionals and parents 

 Determine who is responsible for liaising with parents and healthcare professionals 

 Ensure that all staff who need to know are aware of relevant pupils conditions, that sufficient staff 

are trained to provide necessary support, so that someone with the requisite skills is always 

available 
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 Arranging contact with the school nursing service in the case of a pupil who has not been brought 

to their attention needing support 

 Ensuring appropriate insurance arrangements are in place to protect staff 

8.2.2 Staff will 

 Put the welfare and well-being of pupils first at all times 

 Be aware of this and related policies, and the way in which medical conditions can impact on 

participation 

 Undertake suitable training, and achieve the appropriate level of competence before assuming 

responsibility 

 Ensure they know how to respond effectively when help is required 

8.3 Monitoring and Evaluation 

The Governor with Safeguarding responsibilities will monitor documentation termly and the 

Headteacher will report to the FGB annually on the number of pupils with permanent or long term 

medical conditions or individual health plans. The Headteacher will also report on how training 

needs are assessed, training undertaken, the number of children unable to participate in trips or 

physical exercises as a result of a medical condition, any incidents caused through incorrect 

procedures with medicines, and any complaints received. 
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Appendix 1: Responsible staff 

as at 2nd February 2015 

Job Title / Role Name Contact 

Health and Safety Governor Mr David Godwin  

Headteacher   Mr Anthony Gallagher  

Deputy Headteacher Mrs Karen Carmichael  

Office Manager Mrs Louise Thomas  

Finance Officer Mrs M Agarwal  

Cleaner in charge   

First Aid Appointed Person    

Educational Visits Co-ordinator Mrs Helen Bowen  

 

 


