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Health and Safety Policy 

1. POLICY 

1.1 Policy Statement 

The King’s House School, Windsor is committed to ensuring the health and safety of both its 
pupils and staff, as well as of parents/carers and other visitors to the School. 
 
The School recognises its obligations under the Health and Safety at Work Act 1974 to ensure, 
so far as is reasonably practicable, the health, safety, security, and welfare of all those on 
the School premises or engaged in its activities. It therefore seeks to continually promote the 
required standards of health and safety and has implemented the procedures below. 
 

1.2 Objectives of this policy 

(1) To create an effective organisational structure for managing health and safety and 
develop a positive health and safety culture to support risk management at all levels 
within the School; 

(2) To systematically assess and manage risk as an effective approach to the prevention of 
injury and ill-health; 

(3) To ensure the provision of sufficient information, instruction, and supervision to 
enable all pupils and members of staff to avoid hazards and contribute positively to 
their own health and safety and that of others; 

(4) To maintain the School premises in a condition that is safe, secure and without risk to 
health; 

(5) To formulate effective procedures for use in case of fire and for evacuating the School 
premises; 

(6) To set procedures to be followed in the case of an accident; 

(7) To provide and maintain adequate facilities for first aid; 

(8) To review this Policy on a regular basis and to ensure that the School keeps abreast of 
any changes to regulations. 

 
 
Furthermore, the School is aware of, and will meet, the requirements of: 
 

(1) The Management of Health and Safety at Work Regulations 1999, by providing and 
maintaining a written Risk Assessment Record of the risks to the health and safety of its 
employees whilst at work and others who may be affected.  

(2) The Department for Education’s ‘Preventing and Tackling Bullying’ advice (October 
2014), by ensuring that bullying is prevented and, where it does occur, identified 
quickly and dealt with swiftly, in accordance with our ‘Safe to Learn Policy’.  

(3) The Children Act 2004 and The Protection of Children Act 1999, by ensuring the 
guidance given under these Acts is successfully implemented in the daily operations of 
the School, thereby affording pupils the protection required, in accordance with our 
‘Safeguarding Policy’. 
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2. MANAGEMENT 

2.1 Organisational Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The King’s House School, Windsor is operated by the charity King’s Church International. 
Ultimate responsibility for health and safety lies with the trustees of the charity. 

• The trustees have appointed The King’s House School, Windsor Management Board to 
oversee the running of the School and it is the School Management Board which has 
responsibility for operating the Health and Safety Policy: to ensure that health and 
safety are given the attention they deserve. 

• The following people are responsible for implementing the Health and Safety policy and 
report to the School Management Board on their responsibilities at least once a term: 

2.2 Acting Headteacher / Designated Safeguarding Lead / Deputy Senior Fire Marshal 

The Acting Headteacher’s responsibilities in regard to health and safety are: 

(1) To fulfil the role of Designated Safeguarding Lead: implementing the School’s 
Safeguarding policy;  

(2) To ensure appropriate supervision and first aid cover is provided for all School 
activities including lunchtimes and off-site visits; 

(3) To implement the School’s “Safe to Learn” (anti-bullying) policy 

(4) To ensure any health and safety concerns expressed by staff are appropriately 
investigated and acted upon; 

(5) To ensure that parents/carers are made aware of the Policy and parents/carers and 
visitors are appropriately informed of the relevant safety procedures; 

(6) To ensure fire safety procedures are followed including regular training and 
evacuation drills. 

King’s Church International 

Board of Trustees 

The King’s House School, Windsor  

Management Board 

Acting Headteacher 

(also Designated Safeguarding Lead) 

Health & Safety Officer 

Facilities Manager 
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2.3 Health and Safety Officer / Senior Fire Marshal 

The main responsibilities of the Health and Safety Officer are: 

(1) To make sure that all aspects of the Policy are carried out efficiently and effectively; 

(2) To monitor the effectiveness of all aspects of the Policy and to report back to the 
School Management Board on a termly basis, or as necessary, should the Policy require 
more immediate amendment; 

(3) To ensure that all members of staff receive a copy of the Policy, and understand fully 
both its content and the responsibility that it may place upon them regarding the 
health and safety of the pupils; 

(4) To ensure that fire regulations are fully satisfied throughout the premises and ensure 
that fire drills are carried out termly, and the results reported in accordance with the 
emergency evacuation procedure, as well as weekly checks of the fire bell at a 
specified time; 

(5) To ensure that suitable training and awareness are provided for members of staff 
regarding fire safety, first aid, and manual handling;  

(6) To ensure appropriate security measures are put in place to uphold the safety of both 
pupils and members of staff for the duration of School activities; 

(7) To ensure the safety of all electrical equipment is tested regularly, including the 
testing of all portable appliances; 

(8) To make arrangements for the implementation of the accident reporting procedure, in 
accordance with the requirements set out in the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 [RIDDOR], and to draw this to the attention 
of all members of staff as necessary;  

(9) To ensure the School premises are maintained in a condition that is safe, secure and 
without risk to health;  

(10) To ensure regular checks of the School premises are performed by the Facilities 
Manager, any areas of concern reported to the School Management Board in writing 
and suitable remedial action taken following this report. 

2.4 Facilities Manager 

The main responsibilities of the Facilities Manager are: 

(1) To take a lead role in maintaining the School premises in a condition that is safe, 
secure and without risk to health; 

(2) To perform regular checks of the School premises, notifying the Health and Safety 
Officer and Acting Headteacher of any potential issues; 

(3) To take a lead role in ensuring the appropriate security measures are implemented 
consistently on the School site and notify the Health and Safety Officer and Acting 
Headteacher of any potential issues;  

(4) To manage the cleaning contractors, ensuring the School premises are cleaned 
satisfactorily and according to the agreed timetable; 

(5) To ensure the activities of other contractors and organisations present on the 
premises are suitably monitored, as far as is reasonably practicable.  
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3. RISK MANAGEMENT 

3.1 Risk Assessment 

Risk Assessment is fundamental to the effective management of health, safety and welfare 
issues whilst on the School premises. All staff are expected to recognise risk assessment as an 
important and continuous process and not a form-filling exercise. 

• Risk Assessments are performed regularly to assess the School’s activities and the 
facilities used in order to identify any that could cause harm to people, and identify the 
practical steps required to eliminate or minimise these risks; 

• All risk assessments are reviewed at least once a year; or for occasional activities, prior 
to that activity being undertaken;  

• Health and Safety is on the agenda of every weekly staff meeting – helping to develop a 
culture of taking great care of the children and of all involved in the life of the School. 
This weekly agenda item also helps ensure that staff are aware of their responsibility to 
look out for and raise any matters of concern regarding health and safety; 

• A Health and Safety log is kept and made available to all staff so that any matter of 
concern can be brought swiftly to the attention of the Health & Safety Officer; 

• The Health & Safety Officer is responsible for ensuring that the risks identified on this 
log are assessed and acted upon. The log is reviewed at least termly at a meeting 
chaired by the Health & Safety Officer to ensure that appropriate actions have been 
taken or scheduled. 

 

3.2 Checks 

Regular health and safety checks form an important part of risk management and help 
promote a positive culture of health and safety awareness within the School. At the King’s 
House School, Windsor the following regular checks are carried out: 

• Daily checks: Designated members of staff carry out health and safety inspections 
before the start of the school day. This ensures that any hazards that have appeared 
overnight or during the weekend can be dealt with before pupils arrive.  

• Monthly checks: A more thorough inspection of the premises and large equipment is 
carried out on a monthly basis by the Facilities Manager. This ensures that any 
deterioration to the premises or equipment is dealt with before it becomes a hazard.  

4. HEALTH 

4.1 First Aid Arrangements 

Please refer to our First Aid Policy and Procedures.  

4.2 Managing Accidents and Illness 

Please refer to our First Aid Policy and Procedures.  
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4.3 Reporting Accidents and Illness 

Please refer to our First Aid Policy and Procedures.  

4.4 Administering Medicine 

Please refer to our First Aid Policy and Procedures.  

4.5 Allergy Awareness 

We are a nut aware school. We recognise that although most food intolerances produce 

symptoms that are uncomfortable, some people can suffer a severe food allergy with more 

serious consequences and in some instances these may even be life threatening.  

 

Parents are required to advise the School of any known allergies their child has, and the 

action that should be taken if their child develops the symptoms of an allergic reaction while 

in school. This information is displayed in the child’s classroom as a visual aid for staff. The 

child’s class teacher and other staff will also be given further training where necessary to 

ensure they can take action should the child develop an allergic reaction at school.  

 

While we cannot guarantee that the School is a nut free or allergen free environment at any 

time, we will take the following steps:  

• We will endeavour to make the classroom areas they use as free from the allergen as 

possible i.e. ensuring the products used in that classroom including soaps and play 

items like playdough are free from the specific allergen.  

• Cookery lessons are planned in such a way as to ensure the ingredients used and recipe 

followed means all children can participate and the allergies of children in that class 

are taken into account.  

• There is a strict ‘no sharing’ policy in place at break and lunchtimes to ensure children 

only eat the food provided to them by their parent/guardian. Children are always 

supervised whilst eating, and staff enforce the ‘no sharing’ rule, as well as remaining 

close by to any younger pupils with allergies to ensure they do not consume the food 

of other pupils. Class teachers will assess whether it is necessary to keep lunch boxes 

out of reach where a child has a nut allergy and for informing any lunchtime 

supervisors of such precautions.  

• Where the School might occasionally provide food to pupils on special occasions, these 

will always be checked to ensure they are suitable for all pupils and contain no 

allergens. 

 

4.6 Hygiene 

• Hands should be washed thoroughly with soap and water after using the toilet, and 
dried with the towels provided. Instructions showing these steps will be displayed in 
each washroom. 

• Before handling food, staff should wash their hands thoroughly and ensure any 
cuts/abrasions on their hands are covered with a waterproof dressing. Surfaces should 
be wiped and utensils thoroughly cleaned before use.  
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• To ensure effective infection control, pupils displaying symptoms of infectious 
illnesses/diseases will be advised to stay away from School for the recommended 
period of time, in accordance with the DfE’s Guidance on Infection Control in Schools. 
These guidelines are displayed in each washroom.  

• Toys and other equipment are cleaned on a regular basis. In the case of infectious 
illness amongst pupils, toys and equipment should undergo additional cleaning.  

• Any spillages or wet patches on the floor must be cleaned up immediately. If the 
spillage involves blood or body fluid, the spillage kit should be used and disposable 
gloves and apron worn.  

• Disposable gloves, aprons, soiled dressings and other waste that could cause 
contamination should be double bagged and disposed of in the sanitary waste bin. 
Sharps should be discarded straight into the sharps box.   

• Soiled clothing should be double bagged and sent home in the child’s School bag for 
washing. 

 

4.7 Cleaning 

• The School premises are thoroughly cleaned every day by the School’s contracted 

cleaners outside of School hours. If for any reason cleaning needs to take place during 

School hours, pupils will be kept away from areas being cleaned. 

• Members of staff responsible for cleaning are provided with personal protective 

equipment (PPE).  

• The contracted cleaners are responsible for providing any cleaning products they 

require and storing them off-site. Any other products are kept in the Cleaning 

cupboard, which is located outside of the secure School Zone.  

 
4.8 Changing Nappies/‘Pull-ups’ 

It is recommended that children are potty-trained before starting Pre-school. However, we 
realise that this is not always possible.  

If a pupil is not yet potty trained, permission will be sought from the parent/carer to change 
the child’s nappies/‘pull-ups’ and the following procedure followed each time:  

• Parents are asked to ensure the child has a clean, dry nappy when they arrive at 
School. If the child stays for just the morning session, members of staff will only 
change the child if the nappy is soiled; if the child stays all day, staff will change the 
child if the nappy is soiled and also after lunch. 

• Staff should change the child in one of the Early Years toilets. 
• Disposable gloves and an apron are to be worn every time a child is changed and hands 

should be thoroughly washed afterwards.  
• While changing, the child’s skin should be cleaned using disposable wipes/creams 

provided by the parent/carer as needed.  
• After changing the child, the dirty nappy, wipes and gloves will be double bagged and 

placed in the nappy disposal bin, which is emptied on a daily basis. If soiled, the apron 
may also be disposed of in the same way. Any soiled clothing will be double bagged 
and placed in the child’s School bag.  
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• Staff should ensure that the area is wiped ready for next use and complete the ‘Nappy 
changing chart’ with the child's name, the time changed and a signature. 

4.9 General Health Precautions 

It is the responsibility of all members of staff, and parents/carers, where appropriate, to 
ensure the following general health precautions are taken: 
  

• All work areas, stairs and gangways must be kept clear and tidy, and drawers and 
cupboard drawers must always be closed after use. 

• Members of staff should not attempt to lift anything that is too heavy, and will be 
shown how to lift and carry items correctly as part of their Health and Safety 
induction training. 

• Members of staff should assess any particular hazards in the subjects they teach or the 
equipment they use, and request appropriate training if necessary. 

• Parents/carers should provide sun hats and apply high-factor sun block to their 
children before School during periods of hot and sunny weather.  

• If a pupil is found to have head lice, the parent/carer should inform the Acting 
Headteacher immediately. The Acting Headteacher will advise what action should be 
taken, in accordance with the HPA guidance on Infection Control.  

 

5. SAFETY 

5.1 Fire Safety 

5.1.1 Senior Fire Marshal: Role and Responsibilities  

The Senior Fire Marshal, a full-time member of staff, ensures that fire regulations are fully 
met throughout the premises as detailed below: 

5.1.2 Fire Risk Assessment 

A Fire Risk Assessment is performed annually for the School premises, paying particular 
attention to those at special risk, i.e. those with disabilities and special needs. 

 
Every individual who has a disability which may affect their ability to recognise that an 
emergency is taking place or to evacuate a building unaided will have a Personal Emergency 
Evacuation Plan drawn up (PEEP). This will be required for anyone who could have a problem 
escaping in an emergency, anyone will a temporary impairment (e.g. pregnancy, injury etc), 
and anyone with a long-term or permanent impairment (e.g. hearing, sight, cognitive etc.). 
PEEPs will be produced in conjunction with the Acting Headteacher and other relevant staff 
and will be specific to the needs of the individual in question. 

5.1.3 Fire Drills 

Fire drills are held once a term. The fire alarm is tested once a week. 
 
Any defects receive immediate attention and a record of tests is kept in the Fire Log Book.  
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5.1.4 Maintenance of Fire Fighting Equipment 

Each heat detector, smoke detector, fire extinguisher and fire blanket is tested by an 
accredited agent at least once a year.  

5.1.5 Staff Training  

All members of staff are made fully aware of the fire safety procedures. Fire Marshals receive 
training in their responsibilities for identifying fire hazards; in evacuation procedures and in 
the use of the fire-fighting equipment. A log of training is kept in the Fire Log book. Updates 
are given at whole staff meetings at least annually. 

5.1.6 Fire Evacuation Procedures 

All pupils are reminded at the beginning of each term about the various Fire Routes, Fire Exits 
and the Fire Assembly Point in a manner appropriate to the age of the pupils.  
 
A copy of the Fire Evacuation Procedures is displayed in each classroom, as well as in the 
School Hall.  
 
In the event of a fire, all buildings will be evacuated promptly using the designated fire exits.  
 
There are four, clearly identifiable Fire Exits on the Main School premises: 

• The Upper Junior Learning Centre Fire Exit leading to the playground 

• The School Hall Fire Exit leading to the playground 

• The Residents’ Main Entrance Fire Exit leading onto Frances Road (outside of School 
zone) 

• The Residents’ Side Entrance Fire Exit leading onto Frances Road (outside of School 
zone) 

 
The stand-alone Early Years Centre has two sets of double doors at either side of the building 
for fire exits.  
 
If a member of staff or pupil discovers a fire, they must raise the fire alarm immediately by 
activating the fire alarm. Fire alarm points are located inside the School Hall, the Lower 
Junior Learning Centre, the Upper Junior Learning Centre and the Lower Junior Learning 
Centre corridor. The fire alarm is signified by the continual ringing of the bell. 
 
Fire extinguishers are located in the School Hall, the Lower Junior Learning Centre corridor, 
the Upper Junior Learning Centre and the Early Years Centre. Further fire extinguishers and a 
fire blanket are located inside the kitchen and by the residents’ entrance just outside of the 
‘School zone’. In each case, both foam and carbon dioxide fire extinguishers are provided. 
Fire extinguishers should only be used by members of staff who have received training. The 
priority should always be to safely evacuate all people from the building.  
 
One of the Fire Marshals must call the fire brigade at once. This person must also be on hand 
to assist the fire brigade when they arrive and ensure they can gain access to the building.  
 
All members of staff and pupils must make their way outside to the Fire Assembly Point in a 
calm and efficient manner, using the nearest available fire exit, and be instructed to line up. 
The Fire Assembly Point is located by the gate at the far-end of the playground and is clearly 
marked.  
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Staff should ensure that all the pupils have left the classroom. They should, wherever 
possible, close all windows and doors on the way out of the classroom. All possessions should 
be left behind.  
 
The member of staff present in each classroom at the time should ensure they take their class 
register to the Fire Assembly Point. Otherwise, the School Administrator or Fire Marshal 
should bring the visitor book and any class registers from the Office. Registers will be called 
to ascertain whether anyone is missing.  
 
Should the fire alarm sound at playtime or lunch time, the supervising member of staff will 
instruct children to stop and proceed to the Fire Assembly Point. All staff inside the building 
will leave by the closest exit and also proceed to the Assembly Point. The normal procedures 
will then be followed.  
 
No pupil or member of staff will be allowed back inside the building until instructed by the 
one of the Fire Marshals. 

5.1.7 Fire Log Book 

The Senior Fire Marshal is responsible for ensuring a dedicated Fire Log book is kept, which 
should be made available for inspection by the Fire Authority at any time.  
 
The Fire Log book includes the following:  

• The fire emergency plan 

• A list of responsible persons  

• The Fire Risk Assessment for the King’s House property 

• Details of routine staff training  

• A record of fire drills 

• A record of fire alarm tests 

• A record of emergency lighting tests by fire servicing company 
In addition fire marshals perform daily checks for any fire hazards including ensuring fire 
evacuation routes are clear and emergency lights are working. 

5.2 Car Park Safety 

In order to minimise risks associated with the car park, the following precautions have been 
taken:  

• A 5mph sign and ‘Slow – Children’ sign are displayed at the car park entrance, as well 
as a speed bump, to help reduce the speed of cars coming into the car park. 

• A one-way approach system will be in place for all regular users of the car park. All 
staff will be briefed during their induction training that they may only approach the 
car park via Frances Road, by turning left into the car park, and they may only turn 
left out of the car park. A ‘turn left’ sign is also displayed at the car park exit as a 
reminder to drivers.  

• Parents/carers are asked to park offsite using metered parking along Frances Road or 
other nearby streets.  

• The Travel Plan Coordinator will work with the Health and Safety Officer to monitor 
use of the car park and address any issues as they arise.  
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5.3 General Safety  

• Members of staff should ensure that pupils do not interfere with or misuse any of the 
fire safety equipment, and report any such behaviour to the Senior Fire Marshal or 
Deputy Senior Fire Marshal. 

• Members of staff should promptly report anything that seems dangerous, damaged, or 
faulty to the Facilities Manager and/or the Health and Safety Officer, including 
electrical equipment.  

• Members of staff must ensure that pupils do not use or touch electrical equipment or 
appliances without permission or if unsupervised.  

• Members of staff must ensure that entrance areas are kept clear of all obstructions at 
all times.  

• Members of staff must ensure that all the relevant safety equipment, such as goggles 
or protective clothing, is used where appropriate, for example in Science lessons. 

• Any chemicals for use in Science lessons must be stored in a locked cupboard.  

• Both the School Office and the Staff Room are out of bounds to pupils unless 
accompanied by a member of staff.  

6. SECURITY  
Given that the welfare of the pupils at The King’s House School, Windsor is its paramount 
responsibility, all members of staff are trained to appreciate their responsibility for helping 
keep the pupils safe at all times. The staffing ratio has been designed in order to ensure that 
every pupil is supervised for the entire length of time that they are in the School’s care.  

6.1 Secure School Zone 

The King’s House School, Windsor is a secure zone within King’s House – a multifunctional 
building combining office space for King’s Church International, residential accommodation 
for members of King’s Church International and the School premises.  
 
To ensure full physical security and safety for the pupils, the School Management Board has 
created a robust security procedure.  
 
This has been clearly communicated to all members of the School’s staff, as well as to those 
working in the Church’s offices and those living in King’s House.  
 

• The Early Years Centre, ABCs Class, Upper Junior Learning Centre and the Learning 
Resource Centre are used exclusively by the School and are to be kept locked out of 
School hours.   

• During term time, the School Hall and Lower Junior Learning Centre are not available 
for use by residents during School hours.  

• The School area is secured with coded locks on all doors connecting the School 
premises to other areas of King’s House. These locks can be opened from the inside by 
adults, for fire safety reasons; however, they can only be opened from the outside by 
members of staff in possession of the security code, who will have undergone all of 
the relevant security checks and training. The code for these locks is changed at 
regular intervals to maintain confidentiality.  

• There is also a high-reach lock on the door into the storage area/basement, off the 
School Hall, for pupil safety. 

• The School has a dedicated entrance via the garden/playground, which is separate 
from the Office entrance and the Residents’ entrance.  
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• During term time, the garden/playground is not available for use by residents during 
School hours.  

• The garden/playground is fenced all the way around and there are secure gates 
separating it from the two car parks. The gates have a security code, which is only 
known by core members of staff, and are kept locked during the school day.  

6.2 Supervision  

• Pupils are not left unsupervised in the classroom or school buildings either during 
lessons or at any other time during the School day.  

• A member of staff is always on playground duty during break times. If a pupil is 
injured in the playground, the member of staff on duty will ask one of the eldest 
children to go and get another member of staff if there is not a second adult in the 
playground already. 

• All pupils should be outside at playtimes unless they have staff permission to remain 
indoors. 

• Pupils should not arrive at School before 8.30am, unless a parent/carer remains with 
them or a member of staff has agreed to supervise them for a specific reason e.g. 
scoring homework. A member of staff is on playground duty from 8.15am.  

• Pupils are not left unaccompanied in the School Hall or playground at the end of the 
day. Once parents/carers arrive at School at the end of the School day, they are asked 
to take responsibility for their children. If a pupil has not been collected by their 
parent/carer by 3pm, the pupil will remain in the School Hall with a member of staff 
whilst their parent/carer is contacted regarding their collection. 

6.3 Visitors 

• All visitors are directed to report to Reception on arrival at the School.  

• At Reception, visitors are required to enter their details in the Visitor’s Book, 
including the date, their full name, the purpose of their visit, who they are visiting, 
their car registration number, and their arrival and departure time. This is important 
to keep an accurate record of who is on site at all times.  

• They are then issued with a visitor badge, which they are required to keep clearly 
displayed on their person throughout their visit.  

• It is the responsibility of the member of staff receiving a visitor to accompany him/her 
throughout the visit.  

• Members of staff have been briefed about the importance of politely challenging any 
unrecognised visitors not wearing a visitor badge, directing them to Reception where 
necessary, and notifying the Acting Headteacher where necessary. This is particularly 
important at the beginning and end of the day.  

• Members of staff are briefed on who parents/carers have authorised to collect their 
children in their absence. They must not allow any other person to collect pupils 
without first obtaining the parents’/carers’ permission.  

• Pupils are briefed about the importance of notifying a member of staff if they notice 
someone in the School who does not have a visitor badge displayed.  

• Parent volunteers undergo the necessary safeguarding checks and training before they 
begin regular volunteering at the School. A parent who has not completed these 
checks may only volunteer in a temporary capacity and will be treated as a visitor and 
supervised by a member of staff at all times. 
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7. CRITICAL INCIDENTS 

A critical incident is a major occurrence either on-site or off-site that will affect the School, 
its people and reputation – such as a major accident or trauma, death, contagious illness, 
paedophilia or embezzlement charges.  
 
Our policies are designed to address both the potential emotional and psychological harm to 
pupils and staff, and also the potential media interest.  

7.1 Immediate action in the case of disaster 

(1) The Acting Headteacher will contact the relevant emergency services immediately 
(where there is significant public or media interest this will include asking the police 
to assist with controlling access to the School); 

(2) If there is a dangerous person on the premises the first action is still to contact 
emergency services. If staff do not have access to a phone they should consider using 
the fire alarm system to raise the alarm (as long as a fire evacuation will not have the 
effect of sending children towards the dangerous person). Where possible teachers 
should take pupils to a safer place and secure access to that area; otherwise children 
should be instructed to hide and be quiet. The first teacher to become aware of the 
dangerous individual should also, where possible, use a mobile phone to alert the 
Acting Headteacher who will inform the other teachers. 

(3) The Chair of the School Management Board will be contacted immediately to agree a 
plan of action. 

(4) Roles will be allotted to members of staff and members of the School Management 
Board, as appropriate. It may be necessary to elect a Critical Incident Team.  

(5) Parents/carers will be contacted as explained below. If pupils are off-site, 
parents/carers will be re-united with their children as quickly as possible. 

(6) If the School premises are damaged, dangerous or cordoned off by the police, the 
headquarters for managing the incident will be located at another suitable building 
near the School (at the house of a member of staff or another building made available 
to the School such as the office of another school or a business). 

(7) If the disaster is abroad, a contact will be opened up to authorities in the foreign 
country through the appropriate embassy or the Foreign Office. Arrangements will be 
made to get a senior member of staff and someone familiar with the language, if 
possible, out to the scene of the critical incident as a matter of urgency to take 
charge from the members of staff involved. 
 

7.2 Communication 

7.2.1 Communication to parents/carers 

• Parents will be contacted by phone 

• Only nominated members of staff and School Management Board have the authority to 
contact parents/carers.  

• In communicating about a critical incident, such persons will have a written list of 
known facts issued by the Acting Headteacher or the Chair of the School Management 
Board. They will only say what is known for a fact, how parents/carers will be updated 
as information becomes more complete, how parents/carers should contact hospitals 
etc., and check whether any help is needed with transport etc.  
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• While the School’s primary initial responsibility is to parents/carers whose children 
have been involved in the critical incident, there will be other parents/carers who will 
want to know what has happened. Depending on the circumstances, it may be 
necessary and appropriate to send a written account, post information on the School 
website, or use the media to communicate with parents/carers. The Acting 
Headteacher will make the decision as to what action is appropriate.   

7.2.2 Communication to Pupils  

• If a disaster occurs during the school term, the first priority will be to ensure that 
pupils know what is true, and the second priority will be for the School community to 
share, as appropriate, its shock or grief.  

• The pupils will be told the plain facts by selected staff either in classes or in a school 
assembly; selected staff will then go round to the various classes to answer their 
questions.  

• If a disaster occurs during the school holidays, special arrangements may need to be 
made in order to allow families, friends, and others to come into School, and for an 
appropriate member of staff to be available to inform and support. This will be 
determined by the Acting Headteacher.  

7.2.3 Communication to the Media 

• Statements to the media will only be made after discussion with the Acting 
Headteacher and the School Management Board. 

• The Chair of the School Management Board will make a statement at the earliest and 
most appropriate moment. 

• Members of staff and the School Management Board will refer all questions to the 
Acting Headteacher and must refuse to make any comment or react to any statement 
put to them by the media. 

• It is the responsibility of the Acting Headteacher, in consultation with the School 
Management Board, to determine whether a press conference should be arranged in a 
place away from the children. 

• Pupils will be kept away from the media and the importance of this will be explained 
to the pupils. 

• No addresses will be given to the media.  
 

7.3 Reporting Critical Incidents 

Any serious injury or death must be reported to the Health and Safety Executive (HSE) in 
accordance with RIDDOR: the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995.  
 
Any member of staff who becomes aware of such an incident must report it immediately to 
the Acting Headteacher or Health & Safety Officer who will ensure that it is reported to the 
enforcing authority without delay. If there is any doubt as to whether an incident is 
reportable it must be communicated to the Acting Headteacher or Health & Safety Officer 
who are responsible for consulting HSE and Ofsted regulations. If any doubt remains they must 
contact the reporting authority without delay. 
 
For a full definition of reportable incidents the HSE and Ofsted guidance should be consulted, 
but by way of illustration these include: 
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• death 

• major injury 

• injury that prevents someone assuming their normal duties for more than 3 days 

• a reportable disease (eg poisoning, some skin diseases, lung diseases and infections) 

• a dangerous occurrence that could clearly have caused a major injury (eg a serious 
explosion, equipment collapse or electrical fault) 

 
Such incidents should be reported to the Incident Contact Centre: 

- By phone: 0845 300 9923 (8.30 – 17.00) 
- By internet: www.riddor.gov.uk 
- By email: riddor@natbrit.com 
- By post: Incident Contact Centre, Caerphilly Business Park, Caerphilly, CF83 3GG.  

 
 
Review Leader:    Headteacher 
 
Appointed Health and Safety Officer:  Paul Webb 
 
Policy last updated:    September 2016 
 
Policy due for review:   September 2017
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Appendix 1: Risk Assessment Template 
 

 
Responsibilities 

 

 
 
 
 

Hazard Risk Likelihood 

High 

Med 

Low 

Severity 

High 

Med 

Low 

People 

at risk 

Controls 

Eliminate 

Reduce 

Accept 

Ensure 

Action  

How will changes/controls be 

communicated to the relevant people? 

Responsible Date 

Completed 

  Med High Children 

at 

School 

Reduce  

 

  

         

Written by: Type name  Executive who reviewed and agreed this assessment: Type name 

Date: Type date  Date: Type date 
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The process of Risk Management 

 

 

 
This diagram is taken from King’s Church International’s Risk Management Policy 

 

 

 

 

 

 

 

 

 

 

 

Includes:  
1. staff debrief after an   
activity 
2. planning session for an 
activity 
3. periodic risk review 
 
 
 

 

Complete RAFs & Risk 

Register: 

1. Identify risks 
2. Rank risks 
3. Decide action 

 
4. Decide action 

Documented 

risks 

Newly identified 

risks 

RUN 

ACTIVITY 

COMMUNICATE 

CHANGES 

RISK ASSESSMENT 

REVIEW 

ACTIVITY 1. Written (procedures) 

2. Oral 
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Appendix 2: Example of Daily H&S Checklist 

 

Daily H&S Check List     Week commencing __/___ /__ 

Please initial once completed and keep in your classroom.  

School Hall and Corridors: Jo Pallot responsible Mon Tues Wed Thurs Fri 

Check the floor is clean and tidy      

Check all the electric sockets are covered      

Check security lock is on the kitchen & hatch 
shut 

     

Check fire doors are shut       

Check basement door is locked & key kept high 
up  

     

Unlock medical room       

Check the fire extinguishers are in place & gauge 
is OK 

     

Check safety signs are in position & not damaged      

Check emergency lighting works & fire exit doors 
open OK 

     

Make sure fire guards are fixed to heaters and no 
flammable objects placed on top 

     

Check blind cords out of reach of the children      

Check smoke detectors haven’t been damaged      

Ensure benches are not stacked more than 4 high 
& TV is positioned safely 

     

Check there are no potentially dangerous 
objects, fire hazards present 

     

Ensure evacuation routes are clear and free from 
obstructions 

     

 

 

 

Lower Junior Learning Centre: Sue Elbrow 
responsible 

Mon Tues Wed Thurs Fri 

Check the floor is clean and tidy       

Check security locks is on towards the cleaning 
cupboard corridor 

     

Check there are no potentially dangerous 
objects, obstructions or fire hazards present and 
no flammable objects placed on top 

     

Check all the electric sockets are covered      

Check smoke detectors haven’t been damaged      

Check toilets in classroom & opposite classroom 
are clean & paper towels full 

     

Check classroom divider cord is tied away      
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Juniors Class: Lyndsey Harding/Jacqui Simpson Mon Tues Wed Thurs Fri 

Check the floor is clean and tidy       

Check all the electric sockets are covered      

Check there are no potentially dangerous objects, 
obstructions or fire hazards present and no 
flammable objects placed on top 

     

Check smoke detectors haven’t been damaged      

Check JLC toilets are clean & paper towels 
topped up 

     

Check first aid kit      

Check door through to old Pre-school is unlocked      

 

Early Years Centre: Zoe Holland responsible Mon Tues Wed Thurs Fri 

Check first aid kit      

Check the floor is clean and tidy      

Check there are no potentially dangerous objects, 
obstructions or fire hazards present and no 
flammable objects placed on top 

     

Check all the electric sockets are covered      

Check smoke detectors haven’t been damaged      

Check the fire extinguishers are in place & gauge 
is OK 

     

Check safety signs are in position & not damaged      

Ensure evacuation routes are clear and free from 
obstructions 

     

Check all doors are unlocked and emergency 
lighting works  

     

Check toilets are clean, paper towels topped up 
& waste bin has been emptied 

     

 

Garden: Suzanne Redmond responsible Mon Tues Wed Thurs Fri 

Check hosepipe is stored away      

Check the ground for any dangerous items and 
assess whether the playground is safe for play 

     

Check all gates are locked      

Check toys are tidy      

Check climbing frame is safe e.g. no ice on 
steps/bridge 

     

 
 


