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This statement is issued in accordance with the Health and Safety at Work Act (1974). The 
general aims of these policy statements are accepted and the arrangements set out below 
are designed to implement the general aims of Downlands School. 

 
Downlands is a Rights Respecting school and as such we take all aspects of 
Health and Safety very seriously, actively endeavouring to ensure that all our 
children’s rights, as detailed by the United Nations Convention of the Rights 
of the Child, are realised. 
 

Throughout this policy, ‘Downlands’ refers to Downlands Community Primary School and 
Downlands Dandelions Pre-School and Out of Hours Clubs. 
 

General guidelines 

It is the policy of the Governing body, so far as is reasonably practicable, to: - 

 Establish and maintain a safe and healthy environment throughout the school 

 Establish and maintain safe working procedures among staff and pupils 

 Make arrangements for ensuring safety and absence of risks to health in connection 
with the use, handling, storage and transport of articles and substances 

 Ensure the provision of sufficient information, instruction and supervision to enable 
all employees and pupils to avoid hazards and contribute positively to their own 
health and safety and to ensure that they have access to health and safety training 
as appropriate or as and when provided 

 Maintain all areas under the control of the Governors and Headteacher in a 
condition that is safe and without risk to health and to provide and maintain means 
of access to and egress from that place of work that are safe and without risk 

 Formulate effective procedures for use in case of fire and for evacuating the school 
premises 

 Lay down procedures to be followed in case of accident 

 Teach safety as part of pupils' duties where appropriate 
 

Responsibilities of the Governors and the Headteacher 
 
The Governors and Headteacher are responsible for implementing this policy within the 
school. In particular they will: - 

 Monitor the effectiveness of the safety policy and the safe working practices 
described within it and shall revise and amend it, as necessary, on a regular basis 

 Prepare an emergency evacuation procedure and arrange for periodic practice 
evacuation drills (at least once a term) to take place, and for the results of these to 
be recorded 



 Make arrangements to draw the attention of all staff employed at the school to the 
school and departmental safety policies and procedures and of any relevant safety 
guidelines and information 

 Make arrangements for the implementation of the Authority's accident reporting 
procedure and draw this to the attention of all staff at the school as necessary 

 Make arrangements for informing staff and pupils of relevant safety procedures. 
Other users of the school will be appropriately informed 

 Ensure that regular safety inspections are undertaken 

 Arrange for the withdrawal, repair or replacement of any item of furniture, fitting or 
equipment identified as unsafe or unhealthy 

 Report to the Authority any defect in the state of repair of the buildings or their 
surrounds which is identified as being unsafe and make such interim arrangements 
as are reasonable to limit the risk entailed. (Note: the Governing body will deal with 
all aspects of maintenance which are under its control) 

 Report to the Director of Education/ Director Children's Services or proper officer 
any other situation identified as being unsafe or hazardous and which cannot be 
remedied within the financial resources available to them 

 Monitor, within the limits of their expertise, the activities of contractors (in liaison 
with the Authority), hirers and other organisations present on site, as far as is 
reasonably practicable 

 Identify any member of staff having direct responsibility for particular safety matters 
and any member of staff who is specifically delegated to assist the Governors and 
Headteacher in the management of health and safety at the school. Such delegated 
responsibility must be defined as appropriate. 

 

Duties of the person delegated to assist in the management of health and safety 
 
Note: this role must not be confused with that of the Health and Safety Representative, 
which is a trade union appointment to enable the representation of staff interests in health 
and safety matters. The delegated person shall: - 

 Assist the Headteacher in the implementation, monitoring and development of the 
safety policy within the school 

 Monitor general advice on safety matters given by the Authority and other relevant 
bodies and advise on its application to the school 

 Co-ordinate arrangements for the design and implementation of safe working 
practices within the school 

 Investigate any specific health and safety problem identified within the school and 
take or recommend (as appropriate) remedial action 

 Order where necessary that a method of working ceases temporarily on health and 
safety grounds, subject to further consideration by the Governors and Headteacher. 



 Assist in carrying out regular safety inspections of the school and its activities and 
make recommendations on methods of resolving any problems identified 

 Ensure that staff with control of resources (both financial and other) give due regard 
to safety 

 Co-ordinate arrangements for the dissemination of information and for the 
instruction of employees, pupils and visitors on safety matters and make 
recommendations on the extent to which staff are trained 

 

Responsibilities of staff towards pupils and others in their care 
 
All staff are responsible for health and safety arrangements in relation to staff, pupils and 
volunteer helpers under their supervision. In particular, they will monitor their own work 
activities and take all reasonable steps to: -          

 Exercise effective supervision over all those for whom they are responsible  

 Be aware of and implement safe working practices and to set a good example 
personally 

 Identify actual and potential hazards and introduce procedures to minimise the 
possibility of mishap 

 Ensure that any equipment or tools used are appropriate to that use and meet 
accepted safety standards 

 Provide written job instructions, warning notices and signs as appropriate 

 Provide appropriate protective clothing and safety equipment as necessary and 
ensure that these are used as required 

 Minimise the occasions when an individual is required to work in isolation, 
particularly in a hazardous situation or on a hazardous process 

 Evaluate promptly and, where appropriate, take action on criticism of health and 
safety arrangements 

 Provide the opportunity for discussion of health and safety arrangements 

 Investigate any accident (or incident where personal injury could have arisen) and 
take appropriate corrective action 

 Provide for adequate instruction, information and training in safe working methods 
and recommend suitable off the job training 

 Where private vehicles are used to transport children to and from school functions, 
staff should ensure that child restraints and seats appropriate to the age of the 
children concerned are used. 

Note: when members of staff consider that corrective action is necessary but that 
action lies outside the scope of their authority, they should refer the problem to the 
Headteacher. 



Responsibilities of all employees 
 
All employees have a responsibility under the Act to: - 

 Take reasonable care for the health and safety of themselves and of any person 
who might be affected by their acts or omissions at work 

 Co-operate with the Director of Children's Services and others in meeting statutory 
requirements 

 Not interfere with or misuse anything provided in the interests of health, safety and 
welfare 

 Make themselves aware of all safety rules, procedures and safe working practices 
applicable to their posts and, where in doubt, seek immediate clarification from the 
Headteacher 

 Ensure that tools and equipment are in good condition and report any defects to the 
Headteacher 

 Use protective clothing and safety equipment provided and ensure that these are 
kept in good condition 

 Ensure that offices, general accommodation and vehicles are kept tidy 

 Ensure that any accidents, whether or not an injury occurs, and potential hazards 
are reported to the Headteacher 

Whenever an employee is aware of any possible deficiencies in health and safety 
arrangements s/he must draw these to the attention of the Headteacher. 

Additional notes 

 It must be realised that newly appointed employees could be particularly vulnerable 
to any risk and it must be ensured that all relevant health and safety matters are 
drawn to their attention at an early stage 

 While it is a management responsibility to instruct all employees in safe working 
procedures in relation to their posts and work places, employees may from time to 
time find themselves in unfamiliar environments. In such cases, the employee 
concerned should be particularly alert for hazards, and whenever possible, ensure 
they are accompanied by a person familiar with the environment or that they are 
advised of specific hazards 

 All volunteer helpers will be expected, as far as reasonably possible, to meet the 
same standards required of employees. 

 

 

 



Responsibilities of pupils 
 
All pupils are expected, within their expertise and ability, to: - 

 Exercise personal responsibility for the safety of themselves and their fellow 
students 

 Observe standards of dress consistent with safety and hygiene  

 Observe all the safety rules of the school and in particular the instructions of the 
teaching staff in the event of an emergency 

 Use and not wilfully misuse, neglect or interfere with things provided for safety 
purposes 

Note: The Governors and Headteacher will make pupils (and, where appropriate, 
parents) aware of these responsibilities through direct instruction, notices and 
through the Behaviour and Health and Safety Policies available on the school 
website. 

 

Visitors 
 
Regular visitors and other users of the premises (e.g. contractors and delivery people) are 
expected, as far as reasonably possible, to observe the safety rules of the school. All 
visitors need to report to the school office and sign in. Parent helpers and Supply teachers 
that attend school regularly need to pick up a parent pack that contains information and 
sign to say that they have received it as part of their induction procedure. 

 
 
Fire and emergency evacuation procedures 

 Evacuation procedure - please see attached procedure appendix 1. All Exits are 
clearly written up and procedures are displayed in each room 

 These procedures will be updated as appropriate 

 The log book for the recording of practice and evacuation drills is available in the 
reprographics room 

 Arrangements are made regularly to monitor the condition of all fire prevention 
equipment. This includes regular visual inspection of fire extinguishers and the fire 
alarm system 

 Fire practices will be held termly. 

 

First aid and accident reporting procedures 

 First aid is available in the Link Area and an additional first aid boxes are in each 
class. For Educational visits there are portable First Aid Kits in the Medical Room 
next to the office. 



 The person responsible for administering the first aid accident reporting procedure 
must be notified of serious accidents causing death or major injury and dangerous 
occurrences 

 The accident book, report forms and guidance for pupils and staff are to be found in 
the Link Area. The forms are to be completed by the injured party or a responsible 
member of staff. 

 Information is kept with the accident book and report forms about arrangements if 
the person injured is unable to complete an accident report form or is not an 
employee of the Authority or pupil at the school 

 The person administering first aid must then make sure an accident form and an 
entry into the first aid book is completed. The Health and Safety Executive (HSE) 
must be notified of any fractures or major injury or accidents causing death 

 The arrangements for first aid for sports, outdoor pursuits and field trips are the 
responsibility of the supervising staff. Please see Baalpe Folder in back of hall in 
the PE section. 

 

Please Read Related Policies (these are all available on the School Website and copies 
can be obtained from the office) 

 Intimate Care Policy 

 Medicine Policy 

 Attendance Policy 

 Child Protection Policy     

 Whistle Blowing Policy 

 School Accessibility Plan 

 Staff Handbook 

 Offsite Visits Risk Assessments 

 

 

 

 

 

Please Also See Risk Assessments (On the Curriculum Network, T Drive, in Health and 
Safety Folder – Risk Assessments Folder) 

 Off-site visits 

 Selecting and controlling contractors 

 School Security – Site Manager 

 Manual Handling 

 Potential Violence 



 Snow and Ice 

 Transport on site 

 Control of Hazardous substances Record (COSHH) is kept in Reprographics Room, 
COSHH substances are stored and locked away in Caretaker’s room - See Richard 
Green 

 

There are also other Risk Assessments Available at above site. 

 

If you require any other information please don’t hesitate to contact Mrs Emerson in the 
school office or Susan Whitlock our Health and Safety Officer who will be only too happy to 
help. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



APPENDIX 1 

 

FIRE PRECAUTIONS FOR ALL STAFF 

You are responsible for the evacuation of your classroom and hazard awareness which 
includes:- 

 Non obstruction of all fire exits and keeping a clear passageway 

 Non obstruction of all break glasses/ fire extinguishers and emergency signs 

 Closing your internal door before evacuation 

 Not storing combustibles on top of or in front of electrical equipment including:- 
convector heaters/ cooking appliances and multi-gang power adaptors 

 Not storing aerosols etc on window ledges. 

 

SCHOOL ASSEMBLY OR HALL OCCUPANCY – AND THE FIRE BELL RINGS 

 If a fire occurs or the fire bell sounds staff are to form their classes into orderly lines 

 Ensure you are aware of the number of children in your class daily because you will 
not have your register 

 Pre-school are to exit through their fire exit and assemble on the tennis court/ cage 
if safe to do so or otherwise assemble on the far side of the field further away, if 
there is any possibility of explosion with the risk of glass from windows. 

 Before and after school club are to exit the building and muster on grass area 
opposite the school. 

 Teachers are to lead their classes through the two sets of double doors to the main 
corridor and down to the playground as normal, (unless instructed to use an 
alternative route – i.e. through the pre-school and/ or the external hall fire doors) 

 If the whole school has to exit to the main road, the assembly point will be across 
the road and on the grassed area 

 This also applies to lunchtimes and hall apparatus usage times. 

 

INFORMATION TO STAFF ABOUT NOMINATED FIRE MARSHALS 

The fire marshals are the members of staff who have immediate access to the landline 
telephone to call for the emergency services if a fire occurs or the bell sounds.   



They are the Headteacher and the Secretaries (Susan Whitlock, Dawn Rogers, Dawn 
Emerson and Cressida Cooper). 

The secretaries will collect and check the visitors sign in/ out clipboard 

 

NOMINATED FIRE MARSHALS 

If a fire occurs or the fire bell sounds, and it is not a notified drill, you have the access to 
the landline telephone to call for the emergency fire services. 

Once the address has been given and all the appropriate information, it is your 
responsibility to vacate your office as soon as possible through the nearest exit until the 
“safe/ all clear” has been given by the emergency services and the bell has been silenced. 

One Fire Marshal is to stop children and adults re/entering through the main doors. The 
other Fire Marshal goes straight through the corridor checking photocopier rooms and 
toilets on route. 

 

EMERGENCY GAS CALL OUT NUMBER IS 

0800 111999 

 

FIRE INFORMATION TO VISITORS/ TEMPORARY STAFF AND CONTRACTORS 

 Please sign in and out on arrival and exit for identification purposes 

 If a fire occurs or the bell sounds you must locate the nearest fire exit and leave the 
premises promptly 

 Do not re-enter the building until you are given the “safe/all clear”. 

 

BOMB ALERT OR BOMB DRILL 

 If the fire bell sounds and IT IS a notification of a bomb alert or bomb drill, once all 
classes have vacated the caretaker or the fire marshals will instruct all to re-position 
on the field as far away as possible 

 Registration will take place  

 Everyone will remain sited until the “safe/ all clear” has been given. 

 

MANAGEMENT OF ASBESTOS 

 The register of Asbestos is kept in the Reprographics Room.  



 The Caretaker regularly checks asbestos areas and reports to Headteacher and 
County. 

 


