
 

 

ELMHURST JUNIOR SCHOOL   
 

Appendix #2    - Health & Safety Policy Notes  
 

 
1.1 The Governors and management of Elmhurst Junior School are committed 
to a safety management approach to health and safety, and thereby to an 
organised, well informed and pro-active approach to all health and safety related 
issues. All activities whether timetabled or not will therefore be planned and 
executed with a systematic approach that includes an element of “context 
sensitive” risk assessment and where necessary control elements appropriate to 
the risks foreseen. 
 
1.2 This policy supplements and operates in conjunction with Somerset 
County Council and the Education Department policy statements on health and 
safety. 
 
1.3 It is the policy of Elmhurst Junior School to operate at all times in a 
manner which ensures, so far as is reasonably practicable, the health, safety 
and welfare of all persons employed, visiting, working in, or being taught at the 
school. 
 
1.4 All school staff are reminded that they have a duty to carry out their work 
with due regard for the health and safety of themselves, other staff, pupils, 
contractors and visitors to the school premises, and to observe the health and 
safety requirements relevant to their activities. 
 
1.5 A suitable assessment of all foreseeable hazards and risks to staff, pupils 
and visitors will be carried out. Where significant risk is identified appropriate 
measures to reduce or minimise the risk will be taken and communicated to 
those concerned. 
 
1.6 Consultation will take place with staff on matters that affect their health 
and safety. If required, specialist advice will be sought. 
 
1.7 All staff are required to support the school in achieving a safe environment 
for everyone. The necessary information, instruction and training will be made 
available by senior management to achieve this. 
 
1.8 A copy of this statement is brought to the attention of all members of 
staff. It will be regularly reviewed and updated by the school governors. 
 
1.9 Additional information to implement this policy is contained in the 
attached policy. Further information regarding standards is contained within 
Guidance to Schools, Volume 4, Health and Safety, a link to which is available in 
the main policy attached. 



 

 

The Governing Body and Headteacher of Elmhurst Junior School accept in their 
entirety the Somerset Council Health and Safety at Work Policy Statements and 
have agreed the following statement as a guide to safe working practices at 
Elmhurst Junior School. 
 
A Aims 
 
The purpose of this safety policy is: 
(a) to establish and maintain, so far as is reasonably practicable, a safe and 
healthy environment throughout the premises and grounds; 
 
(b) to establish and maintain, so far as is reasonably practicable, safe working 
procedures and arrangements for staff; 
 
(c) to establish and to maintain, so far as is reasonably practicable, 
arrangements which are without risk to the health and safety of all persons 
including pupils, parents, student teachers, governors and visitors to the 
premises who may be affected by the school's activities; 
 
(d) to make arrangements for ensuring, so far as is reasonably practicable, 
safety and absence of risks to health in connection with the use, handling, 
storage and transport of articles and substances; 
 
(e) to provide, so far is as reasonably practicable sufficient information, 
instruction and supervision to enable all employees and pupils to avoid hazards 
and to contribute positively to their own safety and health at work and to ensure 
that they have access to health and safety training; 
 
(f) to maintain, so far as is reasonably practicable, all places of work in a 
condition that is safe and without risk to health and to provide and to maintain 
means of access to, and egress from, those places of work that are safe and 
without risk; 
 
(g) to formulate effective procedures for use in case of fire and for evacuating 
the school premises; 
 
(h) to lay down procedures to be followed in cases of accidents; 
 
(i) to integrate the teaching of health and safety as part of pupils' studies; 
 
(j) to provide and to maintain effective welfare facilities, so far as is 
reasonably practicable, and to make recommendations through the governors 
therein to the Somerset Local Authority when appropriate. 



 

 

B Responsibilities and Duties of the Headteacher 
 
Within the general overall responsibility for safety organisation and activities the 
Headteacher shall be responsible for the following functions: 
 
(a) the issuing of the school's instructions and guidance and ensuring that 
sufficient information is available to staff to cover their health and safety 
responsibilities; and to ensure that this is covered at new staff induction. 
 
(b) arranging meetings as necessary to resolve uncertain areas of 
responsibilities, considering problems or recommendations relating to activities 
inadequately covered by existing arrangements or instructions and revising 
delegated functions as appropriate; 
 
(c) dealing with day to day referrals to him/her on safety matters and giving 
appropriate instructions and advice or indicating sources of advice; 
 
(d) co-ordinating the implementation of the approved safety procedures in the 
school; 
 
(e) seeking advice when appropriate from outside agencies able to offer 
expert advice; 
 
(f) reporting all known hazards immediately to the County Safety Officer and 
stopping any practices or the use of any plant, tools, equipment, etc which s(he) 
considers to be unsafe until satisfied as to their safety; 
 
(g) making recommendations to the Authority for improvements to premises, 
plant, tools, equipment, machinery, etc; 
 
(h) arranging inspections and investigations of premises, by staff and 
governors, of equipment, furniture, places of work and working practices on a 
regular basis and ensuring that s(he) is informed of accidents and hazardous 
situations; 
 
(i) reviewing:  - the provision of first aid in the school 
 
 - fire and evacuation procedures; 
 
(j) ensuring the regular dissemination of school safety information within the 
school community and with each new pupil cohort and with new staff. 
 
(k) ensuring that appropriate training has been given, or will be given, to 
current and new staff to enable them to fulfil their responsibilities.



 

 

C Duties of Staff with Supervisory Responsibility 
 
Teachers and non-teaching staff who have a supervisory role: 
 
(a) have a general responsibility for the application of the school's, the LA's 
and the County's Safety Policies to Departments, activities or areas of work and 
are directly responsible to the Headteacher for the application of safety 
measures and procedures; 
 
(b) must establish and maintain safe working procedures including 
arrangements for ensuring, so far as is reasonably practicable, safety and 
absence of risks to health in connection with the use, handling, storage and 
transport of articles and substances; 
 
(c) resolve, or refer to the Headteacher, any health and safety problem 
brought to their attention by any member of staff or pupil or visitor to the 
school; 
 
(d) carry out regular informal safety checks of the areas, equipment, furniture 
and activities for which they are responsible and, where necessary, submit 
reports to the Headteacher.  For example, if a teacher intending to use electrical 
equipment notices that the wiring is loose or frayed, or if a hole in the flooring 
appears to be dangerous.  These checks should not be confused with formal 
safety inspections by trained Union/Association representatives; 
 
(e) so far as is reasonably practicable, provide sufficient information, 
instruction, training and supervision to enable other employees, student 
teachers, pupils etc to avoid hazards and contribute positively to their own 
safety and health at work; 
 
(f) where appropriate and in consultation with the Headteacher, seek the 
advice and guidance of the appropriate officers of the Authority; 
 
(g) notify the Headteacher and if necessary make recommendations for safety 
equipment and additions or improvements to plant, tools, equipment or 
machinery which are dangerous or potentially so; 
 
(h) report and if appropriate make recommendations to the Headteacher or 
his/her representative on any practices, premises, equipment, etc which give 
rise to risks to health and safety. 
  
D Teachers (including Students on Teaching Practice) 
 
(a) The teacher in charge at the time has a responsibility for the health and 
safety of pupils, whether the teacher is on the school premises, including 
grounds, or not; 



 

 

 
(b) if for any reason, such as the condition or location of equipment, the 
physical state of the room or other teaching area or the deployment of a class 
for practical work, a teacher considers that (s)he cannot accept this 
responsibility, (s)he should discuss the matter with the Headteacher before 
allowing any activity to take place; 
 
(c) a class teacher must: 
 
• seek to exercise effective supervision of the pupils and should be aware of 
information on the emergency procedures in respect of fire, bomb scare and first 
aid, and carry them out as necessary 
 
• seek information on the special safety measures to be adopted in his/her 
own teaching areas and ensure that they are applied 
 
• give clear oral and written instructions and warnings as often as 
necessary; notices, posters and hand-outs alone are not sufficient 
 
• integrate all relevant aspects of safety into the teaching process and, 
where necessary, give special lessons on health and safety 
 
• follow safe working procedures personally 
 
• request the Headteacher to provide protective clothing, guards, special 
safe working procedures, etc as necessary 
 
• make recommendations to the Headteacher on safe working procedures, 
safety equipment and additions or improvements to plant, tools, equipment or 
machinery which are dangerous or potentially so 
 
• ensure that any student teacher working with the teacher's class is aware 
of these rules. 
 
 
E Pupils 
 
Each pupil must be instructed: 
 
(a) to take any action appropriate to circumstances and persons involved to 
avoid risks to health and safety of himself/herself, other pupils and other 
persons who may be affected by the activities involved; 
 
(b) to observe standards of dress consistent with safety and/or hygiene; this 
would preclude unsuitable footwear, knives, earrings during Physical Education, 
and other items considered dangerous; 



 

 

 
(c) to observe all the safety rules of the school and in particular the 
instructions of staff given in an emergency; 
 
(d) to use and not recklessly or intentionally to misuse, to neglect, or to 
interfere with things provided for his/her safety. 
 
Pupils and parents should be made aware of these obligations as appropriate 
e.g. during assembly times, in Newsletters etc. 
 
F Summary 
 
Health and Safety is not something which is `done' by someone else; it 
is a constant duty of care placed on each person for his/her own 
welfare and that of others around him/her. 
 
G Assessments of Procedures and COSHH 
 
Risk Assessment for any activities within the school and for any substances or 
procedures in use will initially be made by the teachers concerned.  If the 
teacher does not regard him/herself as competent to make such assessments, 
the matter can be referred as required to the Headteacher and then to the 
County Health and Safety Unit if necessary.  
 
We strive to minimise the quantity of substances which are harmful or 
potentially harmful by ordering only harmless substances wherever possible.  
Where this is not possible, for instance cleaning materials, all substances are 
kept in the locked caretaker's store.  A list of all substances and their qualities is 
kept in the form of order sheets which are updated as new deliveries are 
received.  On no account are any substances which fall within the COSHH 
regulations to be kept elsewhere in school. 
 
 
Guidance concerning safe working procedures and the use, handling, 
storage and transport of articles and substances is to be found in the 
Health and Safety Manual, Volume 4. 
 
H FIRE DRILL AND EVACUATION PROCEDURE 
 
Guidance to Staff: Fire Drill and Evacuation Procedure 
 
Full details of the Fire Drill are posted prominently around the school and are 
included in the Staff Handbook and Volunteers Handbook. 
 
Briefly, on hearing the alarm (continuous bells) all persons must leave the 
building in an orderly way as quickly as possible and then assemble for checking 



 

 

on the school field. The Headteacher is in charge of the arrangements for 
checking personnel and the Secretary is responsible for liaising with the 
emergency services. 
 
Outside normal school hours, the member of staff on site or the hirer of the 
premises has the responsibility of checking personnel and alerting the 
emergency services. 
 
Copies of the Fire Drill must be displayed in each classroom.  Replacement 
copies may be obtained from the office. 
 
 
 
I MEDICAL CARE 
 
General 
 
If a child is unwell at school, we will make every effort to contact the 
parents/guardians.  It is very important that we have up-to-date home/work 
telephone numbers or other contact numbers.  Until we have contacted the 
child's parents we will take any action required in the interests of the child. 
 
Parents will be informed that although we will always care for children who 
become ill at school, children requiring medicines such as Calpol or Nurofen for 
high temperatures etc should not be in school.  If children do need to bring 
prescribed medicines to school, parents must ensure the medicine is clearly 
labelled with the child's name and that clearly written directions for use are 
attached.  A signed permission form for administering medication must be used 
and the medicine recorded each time it is administered (see Appendix 3). 
 
Most school staff are trained `Emergency First Aiders' and in the event of an 
accident, appropriate first aid should be given.  In the case of more serious 
accidents, we will contact parents as soon as possible.  We will inform parents if 
their child suffers a knock on the head, even if there are no apparent symptoms 
either by telephoning, using a head bump sticker and/or a note in book bags. 
 
Whilst at school, children are given a routine vision test in Reception and Year 6, 
and hearing tests in Year 2. 
 
Accidents 
 
In the event of an accident injuring one or more people, the first priority is to 
ensure, within the limits of personnel and facilities, the safety of other pupils 
and adults in the vicinity.  
 



 

 

If the accident is of a more serious nature the office staff should be informed.  A 
decision will then be taken by a senior member of staff whether or not an 
ambulance should be called.  Parents should be contacted as soon as possible. 
 
If the accident is less serious but hospital treatment is deemed necessary and a 
parent cannot collect the pupil in good time, a colleague with an appropriately 
insured car may volunteer to take the casualty to the Accident and Emergency 
Centre accompanied by another adult, but only if fitted with the appropriate 
booster seat, if necessary.  If no such transport is available, then an ambulance 
should be called. 
 
The member of staff who was first on the scene must complete an accident 
report form (from the office) and submit it to the Headteacher for signature as 
soon as possible and certainly within a reasonable period of time i.e. no more 
than 48 hours. 
 
Asthma and Epilepsy 
 
The health visitor has made a number of recommendations which may be helpful 
in dealing with pupils who have the above conditions: 
 
Asthma 
 
● Staff should try and ensure that known asthmatics have their inhalers with 
them and they are kept in the teacher’s cupboard where the child knows to find 
them if needed. 
 
● A child having an attack should never be left unattended. 
 
● Attacks of asthma often cause panic - staff should stay calm and reassure 
the child. 
 
● Try to encourage the child to breathe slowly and deeply and to relax. 
 
● If the child does not respond to the inhaler, contact the office as soon as 
possible for assistance. If in doubt, call an ambulance, contact parents and 
obtain child’s school medical notes if available. 
 
Epilepsy 
 
● Staff need to be aware of any epileptic in their care.  They should have an 
epilepsy plan. 
 
● If a child has a fit, contact the office immediately for assistance. 
 



 

 

● During a fit, remove objects away from the child until they have recovered 
- do NOT attempt to restrict the child. 
 
● As soon as the child is relaxed or `floppy' enough, try and roll them into 
the recovery position. 
 
● After a fit allow a child to relax somewhere quiet or even sleep - the 
Staffroom or Head’s Office would be the best place. 
 
● Medical help should be sought immediately and parents contacted. 
 
● A child known to have epilepsy should have their own epilepsy plan which 
should be displayed in a prominent place. 
 
Notes 
 
1 Written Assessments for Substances Hazardous to Health are kept in the 
office and in the cleaning cupboard.  
 
3 The Policy and Administration Handbooks are kept by the Headteacher. 
 
4 Instructions for organising trips and visits out of school, both in this 
country and abroad, can be obtained from the Headteacher. 
 
J INTRUDERS ON SCHOOL PREMISES 
 
Guidance is available in Guidance for Schools, Vol 2, Section 8. 
 
 
K VISITORS IN SCHOOL 
 
All visitors to school must report to the secretary on arrival and sign-in; this is 
for security and fire reasons.  Visitors will be given a lanyard to wear whilst in 
school so they can be identified, this includes parents, workpeople etc. 
 
Volunteer helpers should be asked to complete a CRB check before being 
allowed to help with the children.  (see safeguarding policy for further 
details) 
 
L CHILD PROTECTION 
 
See Safeguarding Policy, Staff Handbook and Child Protection Manual in Head’s 
Office. 
 
 
M SAFETY IN THE CURRICULUM 



 

 

 
For any activity which could cause a potential health and safety risk, staff should 
carry out a risk assessment before the activity is allowed to go ahead.  See 
Teaching and Learning Policy for further details.  All risk assessments are held 
by the Headteacher and the external visits co-ordinator. 
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