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HEALTH AND SAFETY POLICY 

 
 

Incorporating the Local Health and Safety Arrangements for: 
 

 
o Name of School Padiham St Leonard’s CE VA Primary 

 
o Category of School Voluntary Aided 

 
o School Number 12008 

 
o School Address Moor Lane, Padiham Burnley BB12 8HT 

 
 

This policy is based on the requirements of the Health and Safety at Work etc Act 1974 and associated 
health and safety and other legislation. It should be read in conjunction with the Lancashire County 
Council's Health and Safety Management System which is held on the School's Portal.  
 
As a Voluntary Aided School the governing body is the employer and is responsible for the use of the 
premises. The headteacher is responsible for the implementation and management of health, safety and 
welfare within the school. The governing body and the headteacher should work in partnership to meet 
these responsibilities. 
 
As the person(s) with responsibility for the implementation and management of proper health and safety 
controls within the school, I/we will, as far as is reasonably practicable: 
 

• provide adequate control of the health and 
safety risks arising from our work activities; 

• provide and maintain safe plant and equipment;   

• ensure all employees are competent to do their 
tasks and ensure the provision of adequate 
training; 

• maintain safe and healthy working conditions;   

• ensure safe handling and use of substances; 

• review and revise this policy and arrangements 
as necessary at regular intervals, and, as a 
minimum, following each 5 yearly review of this 
template by the county council; 

• consult with employees on matters affecting 
their health and safety; 

• provide information, instruction and supervision 
for employees; 

• prevent accidents and cases of work-related ill 
health; 

• comply with appropriate directions given by the 
county council on health and safety 
requirements; 

• act in accordance with the relevant provisions in 
the "Scheme for Financing Schools in 
Lancashire" and the "School Teachers Pay and 
Conditions Document”. 

  

  

Signed:        
 
 
 

Signed: 
 
 
On behalf of the Governing Body 

  
Headteacher's name: Beverly Holmes 
 

Chair of Governors name: Simon Butterworth 
 

  
Date:  19.01.23 
 

Proposed Review date: Jan 2024 
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Responsibilities 
 

 
 

 
 

The responsibility for implementation and 
management of proper health and safety controls 
within the school is that of eg headteacher: 
 

Mrs Beverly Holmes - Headteacher 
 

The delegated member of staff with day-to-day 
responsibility for ensuring this policy is put into 
practice is eg school business manager, health and 
safety co-ordinator etc: 
 

Mr Paul Holden – Assistant 
Headteacher 

To ensure health and safety standards are 
maintained/improved, the following people have 
responsibility in their specific areas eg premises 
issues, fire safety and other emergencies, out-of-
hours arrangements, educational visits: 
 

Premises issues - Site supervisor - 
Carl Bleasdale 
Fire Safety and Emergency plans – 
Assistant Headteacher – Paul Holden 
Out of hours arrangements -  Site 
supervisor (Carl Bleasdale) and  
Headteacher (Bev Holmes) 
Educational Visits - Paul Holden 
 

Health and safety objectives for the school (as 
identified by accident/incident investigation, 
consultation, review of risk assessments, health and 
safety management support and audit visits; advice 
from the county council etc, or other sources eg DfE, 
Teachers.Net, other schools, the HSE) will be 
developed and monitored by:  
 

Assistant Headteacher – Paul Holden - 
with support from the Governors, in 
particular the Resources committee. 

Documented health and safety objectives and any 
associated action plan(s) can be found:  
 
Note: Any actions arising from those objectives 
should be documented eg as an action plan, and 
monitored to ensure they are achieved. 

In the minutes of the Spring Governor 
Resources committee 
 

All employees within the school have a responsibility to: 
 
1. Co-operate with the headteacher and his/her nominated representatives on all 

matters relating to health and safety; 
2. Not interfere with anything provided to safeguard their health and safety; 
3. Take reasonable care of their own health and safety, and not knowingly place 

anyone who may be affected by their work activities at risk;  
4. Report all health and safety concerns to an appropriate person (as detailed in this 

policy statement); and, 
5. Adhere to the School Teachers Pay and Conditions Document which state that 

teachers’ professional duties include maintaining good order and discipline among 
the pupils and safeguarding their health and safety both when they are authorised 
to be on the school premises and when they are engaged in authorised school 
activities elsewhere. 
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Health and safety risks arising from work activities 
 
I/we will ensure that so far as is reasonably practicable, all areas of risk are assessed 
and adequate control measures are put in place to ensure the health and safety of all 
employees, pupils, contractors, non-employees and anyone else affected by the 
school's activities.  
 

Risk assessments will be undertaken by: 
 
Risk assessments will be undertaken prior to the 
introduction of any new work tasks / activities 
that pose a significant risk to health and safety. 

Paul Holden and Site supervisor in 
collaboration with other staff 
 

The significant findings of risk assessments will 
be reported to: 

Head Teacher and SMT 
 

Action required to remove/control risks will be 
approved by: 
 

Head Teacher 
  

The responsibility for ensuring the action 
required to reduce risks is implemented is that 
of:  
 

Head Teacher 

Checking that implemented actions have 
removed/reduced the risks is the responsibility 
of: 
 

Head Teacher with the support of 
the Governors in particular the 
Resources committee 

Risk assessments will be reviewed regularly (at 
least every 3 years for task risk assessments 
and the technical aspects of a fire risk 
assessment; annually for the non-technical 
aspects of a fire risk assessment and every 5 
years for COSHH assessments) or in the event 
of any significant changes. Responsibility for this 
rests with: 

Paul Holden and Site supervisor in 
collaboration with other staff 
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School's Commitment 
 

To meet the requirements of this Policy Statement, the headteacher/governing body 
and/or his/her/their nominated representative(s) will: 
 

a) draw up and implement appropriate health and safety procedures for the 
school;  

b) share appropriate elements of these procedures with all employees, pupils, 
visitors and anyone else who may be affected by them; 

c) arrange for risk assessments to be completed for all areas of work and review 
them on a regular basis; 

d) as part of the risk assessment process, produce safe systems of work where 
necessary and arrange for their implementation including any appropriate 
training, resourcing, auditing and monitoring;  

e) identify adequate resources for the implementation of the health and safety 
policy and arrangements within the school; 

f) comply with appropriate directions given by the county council on health and 
safety requirements; and, 

g) act in accordance with the relevant provisions in the Scheme for Financing 
Schools in Lancashire and the School Teachers Pay and Conditions Document. 

 
The school will: 
 

• make health and safety procedures and documentation available for 
inspection upon request  

• regularly review its arrangements in respect of the applicable topics and 
activities listed in the table at the end of this Policy document.   

 

Consultation with employees  
 
The school recognises and accepts its duty to consult with employees and will do so 
via a union-appointed safety representative and/or through elected employee 
representatives where union appointed representatives are not available. 
 
Employee representative(s) for the school are: 
 
 

Jill Page - NASUWT 

Consultation with employees is provided via: Individual staff appraisals, Review of 
documentation, team meetings, 
Monday Briefings, Circulation of draft 
documents for consultation, use of 
TEAMs. 
 

 
 
Safety Representatives  
 
The school recognises and accepts that safety representatives must be given the 
paid time necessary to carry out their functions, and paid time as is necessary to 
undergo training in those functions, as is reasonable in the circumstances. 
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Safety representatives' functions are to: 
 

• investigate potential hazards and dangerous occurrences at the workplace, and 
complaints by employees relating to health, safety and welfare at work, and 
examine the causes of workplace accidents;  

• make representations to the headteacher/governing body on the above 
investigations, and on general matters affecting the health and safety of the 
employees they represent; 

• regularly inspect the workplace; 

• represent employees in dealings with health and safety inspectors; and, 

• attend health and safety committee meetings. 
 

Safe plant and equipment  
 
The school will ensure that all plant and equipment that requires maintenance is 
identified, that maintenance is carried out and that new or second-hand plant and 
equipment meets any required health and safety standards before it is purchased.  
  
Responsible person(s) for identifying all 
equipment/plant needing maintenance: 
 

Assistant Headteacher – Paul Holden-  in 
consultation with all staff using relevant 
equipment and advice from Total Property 
Management Services and Cowans.  

Responsible person(s) for ensuring effective 
maintenance arrangements are in place: 
 

Assistant Headteacher – Paul Holden-  in 
consultation with Total Property 
Management Services and the Governors 
Resources committee. 

Responsible person(s) for ensuring that all 
identified maintenance is carried out: 
 

Assistant Headteacher – Paul Holden-  in 
consultation with Total Property 
Management Services and the Governors 
Resources committee. 

Any problems found with equipment should be 
reported to: 
 

Assistant Headteacher – Paul Holden. 

Responsible person(s) to check that new 
equipment meets any required health and 
safety standards before it is purchased: 
 

Head Teacher - Beverly Holmes - in 
consultation with staff ordering the 
equipment. 

 
 

Information, instruction and supervision 
 
The Health and Safety Law poster is displayed at:  
 
Note: It is a legal requirement to display the Health 
and Safety Law Poster in a prominent position in 
each workplace eg in the school's reception area, 
or to give employees a copy of the Health and 
Safety Law leaflet. 
 

Location(s) 
 
The Staffroom and the main office. 
 
 
 

Health and safety advice is available from: Paul Holden, 
Staff Handbook, 
Lancashire Schools portal 
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Induction, supervision of trainees/work placements 
etc will be arranged/undertaken/ monitored by: 
 

Jeanette Heap 
 

Health and safety in shared premises (where 
applicable) is managed by: 
  

Beverly Holmes will ensure that any 
employees working at locations under 
the control of other employers are 
provided with relevant information to 
ensure their health and safety. E.g. 
Lancashire Music Service 
 

 

 
Competency for tasks and training 
 
The school has arrangements in place to ensure that all new employees are provided 
with appropriate health and safety induction training when they start work. This will 
cover basics such as first aid and fire safety. Job specific health and safety training 
will also be provided if needed to achieve the required competency. Training 
arrangements will include regular refresher training where appropriate. Write down 
your arrangements for training here, including arrangements for record keeping. 
 
Induction training will be arranged/undertaken for 
all employees by: 
 

Sandra Lee for students 
Class teachers for volunteers 
Mentors for new staff and use of the 
staff handbook 

Job specific training will be provided by: 
 
 

Site supervisor to receive training with 
regards to use of specific 
machinery/chemicals accessed from 
the supplier or another qualified 
source 

Jobs requiring specific health and safety training 
are: 

First aid, 
Use of a ladder, 
Food Hygiene 
Treating the hall floor 
Asbestos Inspection & Awareness – 
H&S Team or National Online Safety 
platform (NOS) 
Legionella & Water Monitoring – H&S 
Team or NOS 
COSHH – H&S Team or NOS 
Management of Contractors – H&S 
eLearning & on-the-job training 
DSE – H&S eLearning 
Working at Height – H&S eLearning & 
on-the-job training  
Manual Handling of people - H&S 
Team & on-the-job training  
 

Training records are kept by: 
 
 

School Bursar: Sandra Lee and online 
 

Training will be identified, arranged and monitored 
by: 

Paul Holden, Headteacher and SMT 
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Accidents, first aid and work-related ill health 
 
The school acknowledges the legal requirement to: 
 

• ensure there are adequate arrangements in place for the reporting, recording 
and investigation of incidents and accidents; 

• ensure there are adequate arrangements in place for reporting work related 
injuries, diseases and dangerous occurrences under the RIDDOR 
Regulations; 

• provide appropriate first aid arrangements for employees and anyone 
attending the premises that may be affected by the school's activities; 

• ensure there are adequate arrangements in place to provide health 
surveillance for any employees who may be at risk of ill-health as a direct 
result of their work activities. 

  
The first aid box(es) is/are available: 
 
 

The KS2 small group room, 
staffroom, medical room, KS1 PPA 
room and the Nursery.  

The first aider(s) and appointed person(s) is/are: 
 

 First Aid at Work: 

• Jeanette Heap 
Paediatric First Aid: 

• Michelle Brunton 

• Hayley Dewhurst 

• Steph Hepworth 

• Alice McCormick 

• Elliott Deacon 

• Lisa Knowles 

• Tammy Craddock 

• Liam Simm 

• Emily Crake 

• Sinead Howard 

• Rachel Heap 
All accidents and cases of work-related ill health 
are to be reported to: 
 

Beverly Holmes or Paul Holden 
  
 

Health surveillance is required for employees doing 
the following jobs within the school: 
 
 
 

Any pregnant employee will require a 
specific Risk Assessment to be 
completed and their duties may need 
to be modified to take account of their 
changing capabilities. This will be 
done within 7 days of the employee 
informing the school of the 
pregnancy/medical issue. 

Health surveillance will be arranged by: Relevant Key Stage Leader 
Health surveillance/records will be kept by/at: Beverly Holmes and held securely in 

the headteacher's office. 

 
Performance monitoring   
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The school acknowledges its requirement to monitor the health and safety of 
employees and anyone who may be affected by its work activities and has 
appropriate arrangements in place to fulfil this requirement and to keep records. 
 
To check our working conditions and ensure 
our safe working practices are being followed, 
we will conduct workplace inspections. These 
are carried out by: 

 
All staff on a daily basis. 
 
School Governors 
 

Review all risk assessments regularly (at least 
every 3 years for task risk assessments and 
the technical aspects of a fire risk assessment; 
annually for the non-technical aspects of a fire 
risk assessment and every 5 years for COSHH 
assessments) or in the event of any significant 
changes.   

Paul Holden with assistance of 
Lancashire Health and safety 
Team, Fire Comply and other 
members of the SLT. 

Responsible person(s) for investigating 
accidents eg road traffic accidents, slips, trips 
and/or falls etc before requesting assistance 
from the Health, Safety and Quality team if 
necessary: 

Paul Holden in collaboration with 
Beverly Holmes 

Responsible person(s) for investigating work-
related causes of sickness absences: 
 

Beverly Holmes with the 
assistance of the SMT 

Responsible person(s) for acting on 
investigation findings to prevent recurrences:  
 

Beverly Holmes with the 
assistance of the SMT 

Responsible person(s) for the monitoring of 
any trends in accidents, incidents and sickness 
absence: 
 

Beverly Holmes with the 
assistance of the SMT 

 

Emergency procedures - fire and evacuation 
 
The school acknowledges its responsibility for ensuring that appropriate emergency 
procedures are in place and that these are communicated to all concerned, including 
other users of the premises, and monitored on a regular basis. 
 

Responsibility for ensuring the fire risk 
assessment is undertaken and implemented 
rests with: 
 

Paul Holden in consultation with 
Fire Comply. 

Escape routes are checked by/every: 
 
 

All staff daily. 

Fire extinguishers are maintained and checked 
by/every: 
 

Pennine Fire and Security, 
annually  

Alarms are tested by/every: 
 
 

Amalgamated annually 
Site superviser weekly 
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The emergency evacuation procedure is tested 
by/every: 
 

SMT each Term 
 

Responsibility for ensuring arrangements are 
in place to deal with other emergency 
situations eg bomb threat, flood, etc. rests with: 

Beverly Holmes and Resources 
Committee 
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Table of occupational health and safety topics/activities that apply 
Occupational Health & Safety 
Topic/Activity  
(This is not a comprehensive list. Please add 
any further topics/activities relevant to the 
school).   
Information and Guidance is available on the 
web site, link below: 
Health, Safety & Quality web site 

Details of where information 
about the school's arrangements 
can be found  

Accident Reporting, Recording and 
Investigation 

Details in school arrangements in 
Appendix 1 Section 11, 12 and 13 

Asbestos Management Plan  In file above sink near offices 
Bodily Fluids (urine; blood; faeces; vomit) & 
Biological Agents 

See Health, Safety & Wellbeing 
intranet site on the School Portal 

Cleaning/caretaking tasks  See Grounds and Cleaning support 
on the Schools portal 

Control of contractors In file above sink near offices 
Control of Substances Hazardous to Health 
(COSHH) 

In file above sink near offices 

Disability access (health & safety 
implications) 

See DDA policy 

Display Screen Equipment and Eye Tests See Health, Safety & Wellbeing 
intranet site on the School Portal 

Driving at Work Details in school arrangements in 
Appendix 1 Section 2 

Electrical Safety e.g. installations, PAT tests, 
visual checks, local policy on bringing 
electrical items into school etc. 

See details in School 
Arrangements Appendix 1 Section 
9 See Health, Safety & Wellbeing 
intranet site on the School Portal 

Emergency Procedures other than Fire e.g. 
flood, services failure 

See Emergency Response Plan 

Extended school and community use  See lettings policy 
Fire Safety Details in school arrangements in 

Appendix 1 Section 6 and 7 
First Aid See Paediatric training handbook in 

Nursery  

Gas safety e.g. installations, servicing, tests, 
visual checks, local policy on use of gas 
items in school etc. 

See See Health, Safety & 
Wellbeing intranet site on the 
School Portal 

Health & Safety Induction (checklist available 
on web site) 

Staff/student or volunteer handbook 

Infection Control including needles and 
needle stick injuries 

Refer to the Government exclusion 
table Health Protection for schools: 
exclusion Table 
(publishing.service.gov.uk)v See 
Chapter 3: prevention and control - 
GOV.UK (www.gov.uk)  See 
Health, Safety & Wellbeing intranet 
site on the School Portal 

Lettings to non-school groups  See See Health, Safety & 
Wellbeing intranet site on the 

https://schoolsportal.lancsngfl.ac.uk/corporate/web/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/789369/Exclusion_table.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/789369/Exclusion_table.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/789369/Exclusion_table.pdf
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
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Occupational Health & Safety 
Topic/Activity  
(This is not a comprehensive list. Please add 
any further topics/activities relevant to the 
school).   
Information and Guidance is available on the 
web site, link below: 
Health, Safety & Quality web site 

Details of where information 
about the school's arrangements 
can be found  

School Portal and lettings policy 
Manual Handling See See Health, Safety & 

Wellbeing intranet site on the 
School Portal 

Minibuses Details in school arrangements in 
Appendix 1 Section 3 

Mobile phones (the use of) See e-safety policy 
Personal safety including lone working and 
violence and aggression 

See lone working and violence and 
aggression to staff policy 

Play Equipment installations inspections Daily and weekly checks carried 
out by PE Team and documented 
Is this happening? 

Playgrounds and external areas  As above 

Ponds and Water features Not applicable 
Premises Management (see Premises 
Management Guidance & Records on Health 
& Safety web site) 

Regular review of the Buildings 
Maintenance plan by Total Property 
Management 

Pupil moving and handling (special needs) See Health, Safety & Wellbeing 
intranet site on the School Portal 

Pregnant employees and nursing mothers  See Health and Safety file for 
individual plans 

Reporting of health & safety concerns/faults See Health and Safety file and 
Action Plans 

Severe Weather including winter gritting  Extreme weather and snow policy 
and School Arrangements 
Appendix 1 Section 6 

Shared use of buildings N/A 

Sharps e.g. broken glass either in school 
building or external grounds 

See Health, Safety & Wellbeing 
intranet site on the School Portal 

Stress https://www.educationsupport.org.uk/    
https://www.teachwellalliance.com/ 
 http://schoolwell.co.uk/  

Swimming pools  N/A 
Transport Safety/Vehicle Movement – 
arrangements for vehicle movement, car 
parking and vehicle/pedestrian segregation 
on site 

Details in school arrangements in 
Appendix 1 Section 1and 16, See 
also Travel Plan 

Visitor and volunteers safety Volunteer Handbook 

Waste storage and disposal See Appendix Section19 
Water hygiene (Legionella, lead etc.) – a 
Legionella Risk Assessment should be in 
place as part of your premises management 
arrangements 

Legionella file and risk assessment 

https://schoolsportal.lancsngfl.ac.uk/corporate/web/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://www.educationsupport.org.uk/
https://www.teachwellalliance.com/
http://schoolwell.co.uk/
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Occupational Health & Safety 
Topic/Activity  
(This is not a comprehensive list. Please add 
any further topics/activities relevant to the 
school).   
Information and Guidance is available on the 
web site, link below: 
Health, Safety & Quality web site 

Details of where information 
about the school's arrangements 
can be found  

Work equipment and machinery See Health, Safety & Wellbeing 
intranet site on the School Portal 

Working at height – ladders, access 
equipment etc. 

See Health, Safety & Wellbeing 
intranet site on the School Portal 

Workplace Inspection  See Appendix 1 Section 4 and 5 
  
  
  
 
 

https://schoolsportal.lancsngfl.ac.uk/corporate/web/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=18222&e=e
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Table of non-occupational health and safety topics/activities that apply  
 
Curriculum and other non-occupational 
activities (information and guidance is 
available in various parts of the Schools 
Portal) 
 

Applicable 

() 

Details of where 
information about the 
school's arrangements 
can be found 

Administration of medication  See Appendix 1 Section12 
*Educational Visits  See Appendix 1 Section 2 
Food safety and hygiene  See Food and Hygiene 

handbook  
Outdoor activities   See PE policy 
PE Equipment  See Hall risk assessment, 

SportSafe reports 
Pupil handling and restraint  See Care and Control 

policy 
Grounds maintenance activities  See Service Level 

Agreement 

Pupil movement and flow  See Appendix Section 8 
School transport   See Appendix Section 3 
Science (only where not covered by 
curriculum safety procedures set down in 
CLEAPSS) 

 CLEAPSS 

Smoking  Non-smoking policy in 
building and everywhere 
on site 

Special needs of pupils health & safety 
issues 

 See DDA policy 

Stage and drama activities  Risk Assessment of 
Hall/Staging 
Ensure all parents agree 
to use of face paint 

Supervision of pupils  See Appendix Section 8 

Technology rooms and equipment  See risk assessment 
Wearing of jewellery  See Appendix Section 5 
Work experience  See Work experience 

handbook 
The school will also take into account the risks, and make health and safety 
arrangements for, non-routine, out of hours, ‘one-off’, seasonal or sporadic activities 
for example special school and community events such as school fetes, etc. 

 
*Note: Educational Visits have a separate intranet site on the Schools Portal at 
Educational Visits. 
 
 

 
 
 
 
 

https://schoolsportal.lancsngfl.ac.uk/index.asp
https://schoolsportal.lancsngfl.ac.uk/index.asp
https://schoolsportal.lancsngfl.ac.uk/sp_atoz/service.asp?u_id=2155
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Appendix 1- School Procedures 
 

1. Pedestrian and Traffic Safety 
 

The school will build links with Parents, the Police, Road Safety Officers and the local 
Community with regards to children’s safety on the roads and around school. 
The school, by means of the regular messages, newsletters or posters around the site will 
ensure that the parents and staff know and consider the implications of setting a good 
example of safety when accompanying children either as pedestrians or passengers. 
 
The school will encourage parents to walk children to and from school to avoid unnecessary 
traffic congestion in the school environs. Particular emphasis will be placed on establishing 
safe routes to school and safe places to cross. 
 
The school will foster correct safety attitudes between pupils and any School Crossing Patrol. 
 
The school will plan vehicular access and parking in order to minimise the conflict of 
pedestrians and vehicles within the school grounds. Drivers will be actively discouraged from 
parking in the school car park. The car park will be closed at the start and end of the school 
day and staff will be discouraged from moving cars at these times.  
 
Any hazard warning cones must be replaced if the need arises for them to be moved. 
Parents and visitors should not move these cones, they are there for the protection of the 
children. 
 

2. Visits 

 

Before planning and undertaking educational off site visits all schools must ensure that a 
member of staff has been nominated to the role of Educational Visits Co-ordinator (EVC) and 
is registered with the County Council. It is a mandatory requirement that all newly appointed 
EVCs attend the Lancashire Educational Visits Co-ordinator Training Course (The Role of 
the Educational Visits Coordinator, EVC101). Delegates must attend the full session to 
receive the accreditation. The appointment, training and continuing professional development 
of EVCs is tracked and the school must inform the Educational Off Site Visits Service of any 
changes to the appointment of the EVC. 
 

Types of Visits 
 
Type A Visits (approval by the school/service) 
 
Educational low risk off site visits, up to one-day duration, for example: 
• Theatre visits. 
• Zoo visits. 
• Museum visits. 
• Lake cruise, river cruise, ferry, or canal boat visits. 
 
Type B Visits (approval by LCC) 
 
Refer to Educational Off Site Visits Policy and Guidance Sept 22 to Aug 25 located in the 
Rick Assessment and Evolve channel on Teams.  

 
Local Learning Area 
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These are routine Type A visits, outlined by the DfE as those visits which are covered by a 
school’s current policies and procedures. These are typically close to the school in the local 
area and require only a small amount of extra planning beyond the educational aspect of the 
visit. These are specified visits/activities within a designated geographical area that are part 
of the normal curriculum and take place during the normal school day. If the school has 
designated a Local Learning Area, then these activities should follow the Standard Operating 
Procedures set out and should not normally need additional risk assessments or notes 
added. A ‘Signing Out’ sheet containing relevant information should be left with the base 
contact/ office before departure. 
 

Informed Parental/Carer Consent for Type A visits 
 
Unless consent has been obtained, a child/young person must not take part in the 
educational off site visit. For all Type A visits, consent can be sought using a general consent 
form at the beginning of a year, or even upon registration of a young person with the school/ 
service (Form 3 or Form 3A). It is still a requirement that parents/carers must be informed of 
individual off site visits in advance, and advised where their young person will be, and of any 
extra safety measures or clothing required. Schools must be aware of the need for up to 
date medical information and must build in a way to obtain this and incorporate it into their 
process. 
 

Guidelines for when children are walking outside school. 

The factors to take into consideration include: 
• Gender, age and ability of the group. 
• The nature of the activities to be undertaken. 
• Duration and nature of the journey. 
• Competencies of individual staff and volunteers. 
• Competence and behaviour of children/young people. 
• Any disabilities, special educational or medical needs. 
• Experience of adults in off site supervision. 
• Type of any accommodation. 
• Ability to respond to emergencies, including first aid cover. 
• The requirements of the organisation/location to be visited. 
 

Minimum Ratios Acceptable on Any Visit 
 
Nursey/Reception -  
Staffing arrangements must meet the needs of all children and ensure their safety. Providers 
must ensure that all children are adequately supervised and decide how to deploy staff to 
ensure that children’s needs are met. 
 
Year 1 – 3 
1 adult for every 6 children. 
Years 4 to 6: 
Year 4-6 
1 adult for every 10 children. 
 
Where there is a mixed group the advice for younger children applies. 
All adults supervising groups should observe the Highway Code sections relating to 
pedestrians. The greatest vigilance must be maintained when crossing roads. Extra care is 
required when near water. 
 
Calmness and good-order should be positively encouraged at all times. Staff should be 
familiar with LEA regulations and recommendations. These can be found on the EVOLVE 
website. 
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The Head should keep the Governing Body informed of the general programme of 
educational visits. 
 
The approval of the Educational Visits Co-ordinator (EVC) should be obtained in respect of 
educational visits which can be completed within the normal working day or which do not 
involve a theme park, animals or water (Type A visits). For these visits a risk assessment 
must be completed and submitted to the EVC via the Evolve system prior to the visit. Copies 
of details of the trip should be kept by the on-site contact. 
 
The prior approval of the Governing Body is required to be minuted in respect of visits 
involving an overnight stay. Once Governors have approved the visit a request for approval 
should be made to the LA Educational Visits team using the Evolve system. 
The prior approval of the Headteacher is required for visits involving water, animals or 
adventurous activities. Once the headteacher has approved the visit a request for approval 
should be made to the LA Educational Visits team using the Evolve system. 
 
 

3. Transporting Children 
 
Staff must ensure that anyone using their private vehicle has a current Certificate of Motor 
Insurance and that business use is permitted when that vehicle is used on School business 
or for school trips which do not form part of a teacher’s duties under contract of service i.e. 
transportation to sports activities. Staff should inform the headteacher if there are changes to 
their insurance. 
 
Parents using cars should be asked if their Certificate of Motor Insurance is current and valid. 
Children travelling in cars should reflect the relevant pupil: adult ratio. The number of 
passenger seats should not be exceeded. If a car does not have seat belts fitted then no 
child must be permitted to travel in the car. Current legislation with regard to booster seats 
should be adhered to. 
 
Transport hired by the school will have seat belts and staff will ensure that these are used. 
 

4. Playground Safety 
 

• The playground and pathways are to be checked by the Site Supervisor at the start of 
the day. Dangerous surfaces or materials are to be rendered safe or put out of use 
immediately.  

• When ice or snow hamper movement around the school, in order to minimise the risk 
of injury to staff, pupils and parents, the site supervisor will ensure that all necessary 
paths and steps around the school site are gritted or cleared of snow as soon as is 
possible. On some occasions it may be necessary to reduce the number of 
entrances/exits used. In this instance, parents and staff will be informed by text. 

 
Children should be taught to recognise the use of cones to cordon off a dangerous area and 
should be taught neither to move the cones nor to encroach beyond them. 
 
The staff on duty should position themselves so that the whole of the playground can be 
observed. One member of staff should supervise the playground equipment. 
 
Rough and boisterous play will be discouraged. Adult supervision should be on the yard at all 
times. 
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In inclement weather a message will be sent to classrooms by the teacher on duty. Children 
will remain in their own classrooms. Two members of staff will monitor the KS2 classes, one 
the Reception children and one the KS1 classes. 
 

5. Safety in the building 
 
All employees have a legal requirement to act responsibly regarding the safety of others (and 
themselves) in school. 

The headteacher will offer advice on any health and safety matter. Any concerns should be 
reported to this person. Problems, hazards or incidents, which are obviously dangerous, 
must be reported immediately.  

All employees within the school should familiarise themselves with the regulations and 
responsibilities as set out in this document.  

All corridors, doorways and passageways must be kept unobstructed. 

Fire doors must be kept closed at all times. 

Spillages of liquids should be cleaned up immediately. If the floor is still wet a warning 
cone/notice will be used. 

‘Good housekeeping’ which includes tidiness, can reduce the risk of accidents and fire 
hazards as well as ensuring safe evacuation of the building. Staff should take particular care 
that items (particularly paperwork) are not left on top of radiators as these are a fire hazard. 

The only jewellery permitted to be worn by pupils are small stud earrings and watches. All 
watches and earrings should be removed for PE. If a child is unable to remove their own 
earrings these should be taped over using non-allergenic tape. 

Staff dress should be appropriate for the work in hand, bearing in mind the impressions of 
the school given to parents and visitors. Dress should promote a professional and positive 
image. Staff should ensure that their dress is not likely to be viewed as offensive, revealing 
or sexually provocative. It should not distract, cause embarrassment or give rise to 
misunderstanding.  

All staff have responsibility to maintain health and safety around the school building. As such 
they should ensure that fashion accessories and jewellery will not endanger their own health 
and safety or that of other members of the school community. Although staff should bear 
health and safety in mind when choosing appropriate clothing and accessories the 
Headteacher has the final decision about the suitability of clothing and may on occasions 
need to ask staff to change. 

Appropriate clothing and footwear must be worn for P.E. and any other physical activities. 
 

6. Fire Regulations 

 
New or temporary members of staff must be made familiar with this section and their 
emergency exit routes indicated in person by the Senior Management Team. 
 
A fire drill should be carried out each term. Employees are urged to report any problems 
ensuing to the head teacher as soon as practicable. 
 
The fire system is checked weekly by the site supervisor as recommended by the LEA 
Guidelines. A record of this is kept in the cupboard above the sink ear the offices. 
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7. Fire Drill  
 
On hearing the fire alarm all children, staff and visitors evacuate by the nearest exit and 
assemble in the playground listed below in class lines. Each teacher is responsible for taking 
their iPad to the yard to check the classmark system to ensure all children are present. If a 
teacher is not able to take their own class iPad, e.g. because they had not been in the 
classroom, they can share with another teacher in the yard. 
 
Class Exit by the fire door: Line up in  

Sycamore In Sycamore KS2 playground 
Maple In Maple KS2 playground 

Chestnut In Sycamore KS2 playground 
Willow In Maple KS2 playground 
Rowan Door to KS2 yard outside 

Rowan 
KS2 playground 

Beech In Beech classroom Infant playground 
Poplar In Poplar classroom Infant playground 
Oak In Oak classroom Infant playground 
Elm In Elm then through the 

corridor doors to the right 
into the playground 

Infant playground 

Blossom Through the corridor doors to 
the right into the playground 

Infant playground 

Holly In Ash class Infant playground 
Ash In Ash class Infant playground 

Saplings In Saplings Infant playground 
In the case of a terrorist attack, all exit the building through the same exits and then 
assemble in the church. 

Fire Procedures for Staff. 
1. An adult must leave the room last to ensure that it is empty. 
2. Children must not run to line up. 
3. Children must stand in silence in their class lines. 
4. Teachers do a quick head count to discover if all the children are present. If there is a 
child missing do the register to discover whom it is. The name of missing children must be 
reported to the Headteacher (Assistant Headteacher in her absence). The Headteacher (or 
Assistant Headteacher) will report any missing children to the Fire Brigade on their arrival. 
5. The Headteacher (or Assistant Headteacher) will phone the Fire Brigade. 
6. No one, even on a fire drill, must return to school to look for a missing child. 
7. The School Bursar/Admin Officer use the Inventry app to check visitors in the yard. Any 
missing adults should be reported to the Headteacher (Assistant Headteacher in her 
absence). The Headteacher (or Assistant Headteacher) will report any missing adults to the 
Fire Brigade on their arrival. 

8. At lunchtime all staff and children leave buildings by the nearest safe exit and assemble 
on the playground. 

• Those in the hall escorted out by lunchtime supervisors. 

• At playtime those in the buildings leave by the nearest safe exit. 

• Wet playtimes – normal evacuation routine as if teacher were present. 

• PE – if in hall, follow hall evacuation procedure. If on playground/field, follow 
playtime’s procedure. 

Do not return to buildings until the Headteacher (Assistant Headteacher in her 
absence) gives the all clear. 
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Fire drills - CONTINUOUS BELL (This procedure also applies to a bomb scare). Children are 
taken into the relevant playground and assemble in class lines (please see fire plan for exit 
routes). 
In the case of a terrorist attack, children will assemble in St Leonard’s Church, marshalled by 
staff. 
It is the duty of ANYONE discovering a fire to operate the nearest Fire Alarm Point.  
Upon hearing the Fire Alarm: - Teachers in charge of the classes will marshal the class in an 
orderly manner to the assembly point by the exit route away from the fire. Administrative 
staff, cooks, and parents will immediately make their way to the Assembly Point. Anyone not 
actually in class when the alarm sounds, e.g. in the toilets, staff room, corridors etc. will make 
their way DIRECTLY to the assembly point and join their appropriate class or group. There 
must be no rushing or overtaking en-route to the assembly point. As soon as classes and 
groups are assembled each teacher and senior member of a group will take a roll call and 
report to the Head Teacher if anyone is missing. Where possible, teachers should take the 
class ipad to check pupils using Classmark.  
If anyone is missing, the fire service must be informed. On no circumstances should anyone 
return to the building until permission has been given - in case of a drill by the Head Teacher 
- in the case of a fire by the Officer in Charge of the fire.  
DO NOT HESITATE IN CARRYING OUT THE ABOVE PROCEDURE. THE SAFETY OF 
ALL PERSONS ON SCHOOL PREMISES MAY DEPEND UPON YOUR INSTANT AND 
EFFICIENT ACTION.  
 

8. Movement and Supervision 
 

Movement around the building should be carried out in accordance with the school rules i.e. 
“walk calmly everywhere”. 
Adult supervision should be maintained for all class groups. 

Children should be trained to walk on the left on corridors and stairs. 

Good practice indicates that an adult should be the last person to leave a room. Children 
should never be left without reasonable supervision anywhere in the building.  

It is recommended that a lone child is not sent into an unoccupied staffroom, which contains 
potentially harmful electrical equipment and personal belongings. Neither should they be sent 
to storage areas for classroom materials.  
 

9. Equipment and machinery 
 
Children should be trained in the safe use of any school equipment, especially technology 
tools, PE, science and electrical equipment. 

Children must not assist in the movement of heavy equipment. 

Employees should set good examples when moving a load and adhere to any LEA 
guidelines and regulations. 

 
The LEA expects employees to carry out a visual inspection of electrical equipment before 
use. All electrical equipment is inspected annually and PAT tested. You will be informed 
when the PAT tester is on site and should ensure that any electrical equipment, e.g. laptops, 
phone chargers, is available for testing. Please do not bring non-tested equipment from 
home. 

Children must not plug in or unplug any electrical equipment at the mains socket. 

Care must be exercised when handling any potential hazardous substance. 

Inflammable materials should be stored away from heat sources. 
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When working at any height a secure platform must always be used. 
 

10. Physical Activities 
 
Training must be given before asking children to move any load e.g. a PE mat. Consideration 
should be given to physical capabilities, age and experience of children. Sufficient numbers 
of pupils should be used. 
 
Most of our PE equipment is designed for use by even the youngest in the school but training 
is essential. All equipment should be used with regards to its limitations. 
 
Under normal circumstances equipment should be replaced after every lesson. 
 
In the hall children may be barefoot when appropriate (particularly for gymnastics) – wearing 
just socks on the feet is unsafe. For most activities pupils are encouraged to wear trainers or 
pumps. 
 
During PE lessons children wear a white T-shirt and black shorts. 
 
All watches and earrings should be removed for PE. If a child is unable to remove their own 
earrings these should be taped over using non-allergenic tape. 
 
Teachers should set a good example by wearing appropriate footwear and clothing for 
physical activities. 
 
Warm up exercises should be carried out at the start of every lesson to help prevent injury in 
the course of more strenuous work. 
 
Care should be exercised when using the field and the area to be used should be checked 
for harmful or hazardous objects. 
 

11. Accidents 
 
All major accidents are to be reported to the Headteacher or Assistant Head and the Health 
and Safety representative who will decide on appropriate action (head injuries must be 
reported without delay). 
 
Following an accident First Aid may be given but only items from the first aid boxes, located 
in the KS2 small group room, staffroom, medical room, KS1 PPA room and the Nursery may 
be used. Water may be used to wash wounds. 
 
When treating even minor injuries protective gloves must be worn when dealing with 
secretion of any body fluid. 
 
Waste must be disposed of appropriately. Never use a classroom bin for first aid purposes. 
 
Employees may be required to help fill in an accident form. 
 
Welfare assistants should familiarise themselves with relevant procedures through the 
Welfare handbook. 
 
If an accident requires more than seven days absence from work, it must be notified to the 
Health and Safety Executive. 
 
Concerns regarding non-accidental injuries should be reported to the headteacher in 
accordance with LEA guidelines. 
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The trained first aiders and paediatric first aiders are listed in Appendix 2. 
 

12. Illness and Medication 
 
Children with notifiable illnesses will be excluded with reference to Area Health Authority 
guidelines. Any known case of rubella must be reported so that female employees can be 
alerted. Please refer to the most recent Covid guidance for up to date guidance on symptoms 
and isolation periods.  
 
Medication brought to school by children must be kept on the child or in the classroom. 
Parents must complete a ‘Medical Form’ giving permission for a member of staff to 
administer the medicine. Copies of the form are kept in the medical room. Only prescribed 
medicines, which require four doses per day should be accepted from parents. 

Asthma Inhalers 

It will be useful to identify known asthma sufferers in the register. Medical information 
relevant to children in a class will be indicated at the front of a register. 
Children with long term medical needs have a Health Care Plan. These can be found in the 
locked cupboard in the office. 
It is not necessary for parents to sign the medical form every day for an inhaler but the class 
teacher must be informed if a child carries an inhaler. 
 

13. Sending Children Home 
 
1. If a child is ill, send them first to the Headteacher, Assistant Headteacher or Key Stage 

Leader. 
2. If there is a need to inform the child’s parents ensure that the School Bursar and    

Headteacher (Assistant Headteacher in her absence) know that the parents have been 
contacted and whether or not the child is to go home. 

3. Ensure that Headteacher (Assistant Headteacher in her absence) knows when a child 
goes home. 

  
14. Visitors 

 
All visitors, including students on work placement, should be referred to the school office. It is 
especially important to approach unknown visitors. Any intrusion by unauthorised persons 
should be reported to the headteacher without delay. 
 
All visitors must be registered on the InVentry system at the school office. Visitors should log 
off of this system when leaving the building. 
  
All external doors should be kept locked so that visitors must enter the building via the main 
entrance. Children are not allowed to give adults access to the building. 
 

15. Hazards 
  
Children should be taught the importance of the use of cones to cordon off a hazard. They 
should be trained neither to move a cone nor to encroach beyond them. 
 
All employees have a responsibility for reporting any hazard to the headteacher. 
 

16. Leaving the Premises 
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When those children escorted home by an adult/sibling etc. have no safe means of getting 
home, they should be brought to the Headteacher or Assistant Headteachers who will see to 
their supervision and make arrangements for their safe journey. 
Children may only leave the school grounds during the school day with a proven permission 
from their parents/guardians. Normally the child must be collected by a responsible person. 
Staff should sign in and out of the InVentry system whenever they enter or leave the building. 
 

17. Environment 
 
Tobacco may not be used within the building or in the school grounds. 
The consumption of alcohol on special occasions should be carried out with discretion. 
Before the start of a function to which the public is invited notice of evacuation procedures 
will be given and the escape lighting will be illuminated. 
 

18. Security 
 
Access to the building is controlled by use of a fob entry system. Visitors must enter the 
building via the main entrance, log into the InVentry system and wear an identification 
sticker. 
Gates in the school yard are locked from 9am until 3.20pm. This ensures that visitors enter 
the building through the main front door. 
When school is closed all external doors will be locked, windows locked and the alarm set. 
 

19. Waste Storage 
 
Waste should be placed in the relevant bin. Bins will be emptied by the Site Supervisor at the 
end of each day into the relevant bin in the waste storage area.  
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Appendix 2 – Staffing Arrangements - 2023 

 

Headteacher – Beverly Holmes 

Assistant Headteachers – Paul Holden, Luke Smith 

Health and Safety Representative – Paul Holden 

Paediatric First Aiders –Michelle Brunton, Hayley Dewhurst,  Alice McCormick, Elliott Deacon, Lisa Knowles, Tammy Craddock, Rachel Heap, Kelly Holmes, Liam Simm, 

Emily Crake and Sinead Howard. 

First Aid at Work – Do we need a new person to be trained? 

 

Appendix 3 – Training record 

 

Staff Training 

record 

Paediatric 

first aid (3 

years) 

First Aid at 

Work / 

Emergency first 

aid (3 years) 

Management 

of Asbestos 

Food 

Safety  

(2 years) 

Manual 

Handling 

People 

Awareness 

Legionella Fire Warden COSHH 

Beverly Holmes   Jan 22   Jan 22   

Michelle Brunton June 22        

Jeannette Heap  Feb 15  Feb 17     

Carl Bleasedale  
 

      

Rachel Heap Jan 2020        

Irene Henderson Sept 18   Feb 17     

Hayley Dewhurst June 22        

Jill Page Sept 18   Feb 17     

Kelly Holmes Jan 2020   Feb 17 Feb 21    

Tammy Craddock June 22   Feb 21     

Emily Crake June 22   Feb 21 Feb 21    

Jude Troth Sept 18   Feb 21     

Steph Hepworth June 22 
 

 Feb 21     

Elliott Deacon June 22        

Alice McCormick June 22    Feb 21    
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Lisa Knowles June 22   Feb 21     

Claire Pilkington Oct 21        

Sinead Howard June 22   Feb 21     

Anya Greenwood    Feb 21     

Vanessa Meeks         

 
 


