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Feltham Hill Infant & Nursery School

Health and Safety Policy

June 2019
Everyone must recognise and accept their responsibilities to provide a safe and
healthy working environment for all staff, children and visitors.
All staff roles appear bold for quick identification of responsibilities.

Prepared by: School Business Manager & Headteacher
Discussed with: Senior Leadership Team
Agreed with: All school staff: September 2019
Agreed with Governors: September 2019
To be reviewed and updated: July 2021

This policy should be read in conjunction with:
Critical Incidents and Emergency Evacuation Policy
Safeguarding and Child Protection Policy
Lettings Policy
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Health and Safety Statement
The Governing Body believes that ensuring the health and safety of staff, pupils and visitors is
essential to the success of the school.
We are committed to:
a) Providing a safe and healthy working and learning environment.
b) Taking action to prevent accidents and work related ill health.
c) Identifying and controlling curriculum and non-curriculum work activities and hazards
through risk assessment
d) Defining duties, functions and responsibilities for health and safety at all levels within this
policy and in associated arrangements, procedures and instructions.
e) Complying with all relevant statutory duties and legal requirements as a minimum
standard and adopting best practice to further minimise risks to health and safety
wherever possible.
f) Ensuring safe working methods and providing safe equipment
g) Providing effective information, instruction, training and supervision as needed to enable
our employees to understand and meet their health and safety responsibilities.
h) Monitoring and reviewing systems to make sure they are effective
i) Developing and maintaining a positive health and safety culture through communication
and consultation with employees and their representatives on health and safety matters
j) Setting targets and objectives to develop a culture of continuous improvement
k) Ensuring adequate welfare facilities exist at the school
l) Ensuring adequate resources are made available with sufficient promptness to support
the implementation of health and safety measures
A Health and Safety Management System has been created to ensure the above
commitments can be met. All Governors, staff and pupils will play their part in its
implementation.
It is the duty of all employees to familiarise themselves with the school’s Health and Safety
Policy and to co-operate with the school as necessary to uphold the terms of the Policy.
Employees are reminded that any failure to meet these requirements may result in
disciplinary action.
This policy document supplements the London Borough of Hounslow Health and Safety
Policy and will be reviewed on an annual basis and as necessary by the Health and Safety
Committee and the Full Governing Body and formally agreed at the first Full Governing Body
meeting of the school year.
This policy and any changes will be made available to all contracting agencies, partners and
others affected by its provisions.
A signed and dated copy of this statement will be prominently displayed in the staff room.
Name: Sarah Pearce

Signature

Date: 18.06.19

(Chair of Governors)
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Introduction
This policy complies with all relevant Health & Safety (H&S) legislation.
To comply with the Health and Safety at Work etc Act 1974, Section 3:

(3) …’it shall be the duty of every employer to prepare and as often as may
be appropriate, revise a written statement of his general policy with
respect to the health and safety at work of his employees and the
organisation and arrangements for the time being in force for carrying out
that policy, and to bring the statement and any revision of it to the notice
of all of his employees.’
Aims of the policy
• To provide a safe working environment.
• To reduce incidents and accidents.
• To ensure safe use of resources and equipment.
• To implement safe routines and systems.
• To ensure safe access to all areas of the school by all users.
• To support staff with appropriate professional development.
• To ensure children understand being healthy and feeling safe.

Organisation Responsibilities
Governing Body (GB)
• See Health and Safety Statement above.
Headteacher (HT)
• Overall responsibility for all pupils and staff on and off the site.
• Advising governors of any H&S issues where their support or intervention is
necessary.
• Ensure effective use of the school’s budget so that procedures can be
implemented in conjunction with the School Business Manager.
• Ensure all necessary risk assessments for the school are carried out in
conjunction with the named Governor.
School Business Manager (SBM)
• Delegated responsibility for H&S issues – seeking professional advice where
necessary.
• Responsible for ensuring Contractors and Visitors have relevant checks and
are appropriately supervised in conjunction with the Site Manager and staff.
• Ensuring correct ratio of support staff have up to date first aid training and
that the First-Aider list is kept up-to-date.
• Risk Assessments – Pregnant Worker, Industrial Action, Play Equipment.
Site Manager (SM)
• Responsible for the day to day management of the site.
• Assessing and managing risk on-site
• Keeping informed of local and national H&S initiatives and inform the
governing body and HT accordingly.
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Receptionist / Attendance Officer (RAO)
• Responsible for ensuring medical care plans are in place alongside the
SENCO
• Responsible for ensuring drugs and medicines are administered and secured
safely (see Children with Medical Needs Policy).
• Ensuring all children have appropriate periods of recovery from infectious
illnesses.
• Ensuring all areas have up to date First-Aider list on accessible notice boards.
Named Middle or Senior Leaders
• Responsible for all on and off-site school related activities including risk
assessment of these activities and communicating the risks with staff
involved. See Risk Assessments section for more information.
• Ensuring their work areas are checked and that formal records of these
checks (Health and Safety Inspections) are recorded once a term with any
issues being escalated and resolved accordingly. (Appendix A)
Teaching and non-teaching adults
• Responsible for on-site activities in their classes/year groups.
• Class Teachers are responsible for ensuring coverage of being healthy and
feeling safe in the curriculum and enrichment activities.
SMSA’s
• Effective supervision of children during the midday period inside and outside
the school building, challenging inappropriate behaviour.
• To reduce the possibility of accidents; ensure spillages are cleaned up
immediately; challenge inappropriate behaviour; ensure play structures are
used sensibly and fairly.
Catering Manager
• Responsible for the day to day management of the kitchen
• Assessing and managing risks in kitchen
• Keeping informed of local and national H&S initiatives and inform the
governing body and HT accordingly.
• Ensuring all equipment is in good working order and serviced regularly.
First Aiders
• Responsible for dealing with accidents and incidents as they occur, using
protective gloves and disposing of waste as appropriate.
• Recording and reporting minor accidents and near misses of children

Arrangements
Reporting & Recording
• All staff are responsible for reporting any accidents or near misses and
should follow the Accident Procedure (Appendix B)
• Minor injuries (e.g small cuts on knee in playground) should be recorded in
the accident books in the designated areas of the school.
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Potentially serious accidents (including visible and hard bumps to the head)
and all accidents to staff and visitors must be recorded on the
accident/incident reporting form available from the pigeon holes of the
school office (Appendix C)
Serious accidents will be reported to the local authority, within 48hours,
using an online proforma by the RAO or SBM
Action will be taken to address the cause of the incident and to avoid further
accidents or near misses
Witness statements will be obtained if a serious accident or incident occurs.
The HT will ensure any H&S issues are reported immediately to governors as
they arise.
The named governor will provide a report at full governing body meetings
summarising key findings from Finance & Premises Committee meetings.
The HT and RAO will report any infectious diseases to parents.
Middle Leaders will ensure Health and Safety inspections of their work areas
are recorded termly using a checklist (Appendix A) with any health and
safety issues being escalated and resolved accordingly.

Assessing & Managing Risk – On-Site School Activities
• On-site risk assessments (Appendix D) are completed by governors (termly)
and staff responsible for health and safety and kept in the H&S file.
• Risk level is categorised as low, medium, or high and calculated using a risk
matrix (Appendix E).
• Action from the risk assessment will be identified in Senior Leadership Team
(SLT) meetings and areas checked by the named governor and HT.
• Risk Assessments should be shared with staff/governors to ensure a greater
understanding of potential hazards and control measures are understood
and implemented.
• All staff must assess the risk with all activities involving the use of tools and
equipment which could cause harm including the children’s kitchen.
• Staff must assess the risks with all planned activities including climbing and
physical activities and annotate planning accordingly with appropriate
control measures.
• These measures will include appropriate staffing levels for safe supervision.
• External companies who provide workshops for children will be asked for
their own risk assessment (where appropriate).
• All staff will move and carry equipment carefully ensuring that they are
bending to lift a heavy item and working with another adult.
• Children are not allowed to wear jewellery for their own safety (on some
occasions jewellery may be worn for religious reasons).
• CTs have the HT and SM’s mobile numbers when working alone on the
school site and have access to phone lines.
Assessing & Managing Risk - School Site
• The school environment and equipment is reviewed by the SM daily and
issues immediately raised with the HT.
• The SM will contact external companies as required to ensure issues are
addressed.
• It may be necessary for the SM to remove an item of furniture, apparatus or
equipment which has been identified as unsafe or for an area to be isolated
or contained.
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All staff must report any issues identified on the school site immediately
using the Site Manger’s book or informing the SM or SBM if urgent attention
is needed.
The SM reviews other services/supplies and ensures that regular
maintenance & inspection is carried out and signed off by the relevant
professionals.
The SM will use external companies for; the school building, play equipment,
fire appliances, boiler/heating systems, electrical appliances, water systems,
PE equipment.
Office staff are responsible for ensuring the Visitor Management Process
(Appendix F) is adhered to and that all visitors to the school including
education Consultants will sign in and out and wear a red or yellow school
lanyard while they are on the site.
The SM will ensure thorough cleaning by staff so that areas are hygienic.
The SM and RAO will ensure dangerous substances including cleaning
products are locked securely.
The SM will review school entrances daily and ensure the electronic security
systems are functioning.
The electronic systems are on a timer so that doors are locked at the
beginning and end of the day when Parents/Carers are on the school site.
These locked doors open automatically when the fire alarm activated.
Staff without a car walk through the pedestrian gates.
Staff who have parked will walk carefully through the car park identifying
surfaces that have been gritted where necessary.
Parents/Carers are not permitted to use the car park except for a minority
who have permission from the HT.
Parents/Carers enter school through the main pedestrian gate or the park
gate. They are not allowed to walk through the car park.
At the end of the day staff will walk carefully avoiding the cones that have
been left on wet surface by the cleaners.
There is an evacuation drill each term led by the SM, HT & Deputy.
Children are taught to exit the building quickly and carefully to meet at the
designated assembly point on the school field.
The SBM, RAO and Finance and Administration Assistant will ensure the
emergency bag is taken if there is an evacuation from the school site.
There is a Lock Down Drill each term led by SM, HT & Deputy
Children are taught to come in from outside into the designated assembly
points. Staff will lock windows and doors and ensure blinds are pulled down.
All staff follow either the Evacuation Procedure or Lock down Procedure
(Appendix G) in case of Fire/Bomb/Intruder Threat. In the case of Fire/Bomb
Threat, staff follow evacuation routes displayed clearly throughout the school
(Appendix H)
Staff complete an evaluation following evacuation/lock down drill to identify
areas for improvement. Action is collated and recommendations
disseminated following a review by SLT.

Assessing & Managing Risk – Off-Site - School Visits
All school trips and off site activities will be managed using the LA online trip
notification form – found at https://hounslow.info-exchange.com/Secure/Default.aspx
• The Year Leader responsible for the trip will manage the process and upload
a completed risk assessment using the relevant proforma (Appendix I)
•
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Once complete this will be sent for approval to the HT who will ensure
correct adult:child ratios are met.
Year Leaders should refer to the Off-Site Risk Assessment Guidance
(Appendix J) when writing their risk assessments and attend the location of
the proposed visit.
Teachers must walk the route to be taken beforehand.
If the visit includes a coach trip teachers must walk the route from the drop
off point at the destination.
Teachers attending the trip must visit location to complete the risk
assessment.
A visit will not be permitted if the risk assessment has not been authorised.
Sufficient First aiders will attend off-site visits (including one on each coach)
with a first aid kit including disposable gloves.
The approved risk assessment should be shared with staff/volunteers on the
trip to ensure that a greater understanding of potential hazards and control
measures are understood and implemented.

Teaching Children
• CTs will ensure coverage of being healthy and feeling safe as part of the
Science, PSHE curriculum and Health & Self Care area of learning in EYFS.
• The enrichment programme will include visitors to support this learning
including; School Nurse, Fire Safety Officer, RNLI, Dental Professionals.
• The importance of personal hygiene will be encouraged by all staff including
SMSA’S.
• The RAO and PE Subject leader will ensure after school clubs and
enrichment opportunities include healthy workshops and a range of physical
activities’.
• Children cannot control their body temperature as efficiently as adults so
during period of extreme hot weather there is a need to be vigilant. All staff
will look out for signs of heat stress, heat exhaustion and heatstroke in
children following advice from Public Health England.
Professional Training
•
The SM will ensure that he has up to date safety training including:
-heavy lifting
-fire safety
-working at heights
•
The named governor will have appropriate training.
•
The HT will ensure all staff review the H&S policy as part of their induction.
•
NQTs have H&S induction training as part of the LA programme?
•
The SBM and RAO will ensure First aid training is up to date for all EYPs, TA’s
and SMSA’s as required.
•
The HT will ensure all staff have basic awareness safeguarding training as
well as the child protection policy.
•
There will be fire marshal training for some staff
•
Staff and children will practise exiting the building quickly and safely
through fire drills each term.
At lunchtime SMSA’s will be responsible for evacuating children
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Reviewing and Evaluating Health and Safety Performance
Health and Safety performance is reviewed termly at the Finance and Premises
Committee. Areas for improvement are identified and objectives are set. At the
end of the academic year, the Committee will document the following agenda
items:
•
•
•
•
•
•
•
•
•
•
•

Summary of performance
Amendments to Health and Safety Policy document
Accident / Incident Analysis
Results of audits
Participation and Consultation
HSE and other enforcement authority activity
Health and safety legislative updates
Other significant health and safety issues
Training
Safety achievements and objectives
New objectives for the coming year

Health & Safety Policy - Feltham Hill Infant and Nursery School | Version 3 – June 2019
Last Amended: June 2017 | Next Review Date: July 2021

Page 8 of 14

Feltham Hill
Infant and Nursery School

Appendices are available on shared drive and throughout the school
Appendix A
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Appendix B

Appendix C

Link to LA online accident report:
https://hounslow.infoexchange.com/schoolincidents
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Appendix D

Appendix E
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Appendix F

Appendix G
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Appendix H

Appendix I
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Appendix J
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