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Principles 

 

Health, safety and wellbeing are at the heart of our Federation ethos, are essential to our 

achievement, and therefore are of fundamental importance to the Walgrave and Pitsford 

Primary School Federation (WPPSF). Along with the Local Authority, the school governors 

and senior leadership team are committed to maintaining a safe and secure environment for 

all children, staff and stakeholders.  

 

We work in compliance with the Health and Safety at Work Act, ensuring the premises are 

safe and systems of work exist, and are maintained.  

We believe that: 

 

Children should be able to experience a wide range of activities. Health and safety 

measures should help them to do this safely, not stop them.  

It is important that children learn to understand and manage the risks that are a normal 

part of life.  

Common sense should be used in assessing and managing the risks of any activity. 

Health and safety procedures should always be proportionate to the risks of an activity  

As such we encourage our children to become risk aware, risk managers and risk takers but never 

reckless.  

 

Responsibilities 
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Governing Body 

 

The governing body accepts that where they control spending decisions they will accept a 

share of the responsibility for the way in which Health and Safety issues are addressed. The 

governing body has responsibility for providing a safe and healthy working environment for 

teaching and non-teaching staff, for children attending the school and for other people who 

are users of the school. The governing body will take all reasonable steps to fulfil this 

responsibility, to provide suitable facilities, equipment and safety arrangements especially in 

areas of high risk; imparting information and advice conducive to safety and for the provision 

of a healthy working and learning environment. 

 

The named Health and Safety governor will meet with the Headteacher annually to discuss 

health and safety related issues and carry out an audit of both policies and premises. They 

will make recommendations and assist the Headteacher and SLT in managing health and 

safety for the school. 

 

The Headteacher 

 

The Headteacher has primary responsibility for Health and Safety matters on a day to day 

basis across the Federation. In the Headteachers absence the Deputy will assume this 

responsibility. 

 

The Headteacher will consider: 

 

- Making arrangements to cover all health and safety legal requirements 

- Monitoring the effectiveness of these arrangements 

- Adequate staffing levels for safe supervision 

- The delegated responsibility for maintenance of the premises 

- That effective arrangements are in place to evacuate the buildings in case of fire or 

other emergencies 

- That suitable health and safety induction training is provided to every new employee 

- That suitable records are kept of training, accidents, safety inspections and testing of 

equipment 

- Arrangements for securing health and safety assistance from a competent source 

when needed 

- Liaison with the Health and Safety Governors for the Federation 

- Reporting to the Local Authority any situation which is unsafe or hazardous to health 

and which cannot be remedied from the resources available 

 

The School Business Manager has delegated responsibility for managing the arrangements 

for health and safety in the school and for liaising with outside agencies for advice and 

information on health and safety matters. The Site Supervisors across both WPPSF schools 

are line managed by the School Business Manager and are responsible for implementing 

instruction and carrying out procedures as prescribed by the School Business Manager, as 

required and linked to job description. 
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The Headteacher may take on the following responsibilities or delegate them to the Deputy 

Headteachers or School Business Manager: 

 

- The repair, maintenance and testing of school equipment 

- The purchase and maintenance of first aid materials and firefighting appliances 

- The purchase of equipment that meets appropriate safety standards 

- The provision of Personal Protective Equipment (PPE) where necessary 

- Arrangements for evacuation drills and fire alarm tests 

- Co-ordination of regular health and safety audits 

 

Classroom Teachers 

 

Teachers are responsible for the Health and Safety of all pupils under their control whilst 

involved in organised work activities both on and off site. 

 

Class teachers will: 

 

- Ensure effective supervision, taking into consideration the class size, the abilities of 

pupils involved and the activities to be undertaken 

- Carry out risk assessments for practical activities (including educational visits) 

- Be aware of the WPPSF Health and Safety policy 

- Ensure that sufficient safety instructions are given to pupils before commencing 

practical activities 

- Follow advice given by SLT in relation to health and safety 

- Know the location of firefighting equipment, first aid box and emergency escape routes 

- Wear PPE where necessary 

- Report any defective equipment to the School Business Manager or Headteacher (if 

urgent) 

- Investigate and record all accidents which occur through activities organised or 

supervised 

- Follow the WPPSF policy on organising educational visits 

 

All Employees 

 

All employees have general Health and Safety responsibilities. Staff must be aware that 

they are obliged to take care of their own Health and Safety whilst at work along with that 

of others who may be affected by their actions. Employees must co-operate the 

Governing Body and Senior Leadership Team to fulfil any legal requirements placed on 

them as employers and persons in control of premises. 

 

All employees will: 

 

- Take care of the health and safety of themselves and their colleagues and for any 

child under their charge 
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- Keep up to date with current safety procedures 

- Attend training as directed 

- Follow safety instructions as directed by their employer 

- Report any accidents, defects in premises or equipment to SLT 

- Not misuse any equipment provided for their safety 

 

Site Supervisors 

 

The site supervisors are responsible to the Headteacher and School Business Manager. 

 

Site supervisors will: 

 

- Ensure the safety and physical condition of all areas of the school including 

playgrounds and outbuildings 

- Ensure safe access and egress to the premises and walkways at all times 

- Discuss with the School Business Manager any remedial action needed to address 

Health and Safety defects 

- Contribute to Health and Safety audits 

- Take appropriate action necessary to prevent injury to others e.g. erect barriers 

around open manholes, taping around current maintenance work etc 

- Inform contractors of any known hazards 

 

Contractors 

 

Contractors should report to the school office on arrival. The School Business Manager or 

Site Supervisor will be responsible for controlling the work of contractors to ensure the safety 

of staff, pupils and visitors. Contractors should notify the school of any hazards arising from 

their activities. In the interests of safety, major work should take place outside of school hours 

where possible. 

 

Pupils 

 

All pupils must be encouraged to follow safe-working practices and observe all school safety 

rules. 

 

All pupils will: 

 

- Follow instructions issued by any member of staff in the case of an emergency 

- Ensure that they do not intentionally interfere with equipment provided for safety 

purposes e.g. fire extinguishers 

- Inform a member of staff of any situation that may affect their safety 
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Visitors 

 

We require all adult visitors who arrive in normal school hours to ‘sign in’ at the reception 

area and to wear a visible ‘Visitors’ lanyard. All staff employed by the school are required to 

wear photograph identification on a lanyard. The reverse of all badges informs the wearer 

who to contact in the case of a safeguarding concern.  

If any adult working in the school has suspicions that a person may be trespassing on the 

school site, they must inform the Headteacher immediately. The Headteacher will warn any 

intruder that they must leave the school site straight away. If the Headteacher has any 

concerns that an intruder may cause harm to anyone on the school site, they will contact the 

police. 

Visitors will ‘sign out’ upon leaving the premises. 

 

Accident Reporting 

 

Should any incident involving injury to a child take place, a first aid trained member of staff 

will be called to assist. We keep a first aid box in the main school office. If necessary, the 

school business manager or administrative assistant will telephone for emergency 

assistance. 

We record in the school log book all incidents involving injury, and, if deemed necessary, we 

inform parents or carers. Should a child be seriously hurt, we contact the parents or carers 

through the emergency telephone number that we keep on file. We update these numbers 

regularly, but it is essential that parents/carers inform us when contact details change.  

In any case where an injury may be concealed, e.g. a head injury or potential broken bone, 

parents are informed and advised to seek further medical advice e.g. from a GP or via a visit 

to Accident and Emergency should symptoms persist. In any case where a head injury is 

sustained a ‘Head injury’ letter should be sent home advising parents to monitor their child 

closely.  

There may be rare occasions on which it is necessary for staff to restrain a pupil physically, 

to prevent them from inflicting injury to others, causing self-injury or damaging property. In 

such cases, only the minimum force necessary may be used, and any action taken must be 

only to restrain the pupil. If restraint has been required, a written report will be made. Only 

staff qualified through the ‘Team Teach’ restraint training are authorised by the Headteacher 

to restrain children. All other members of staff should seek assistance. 

 

Medical Conditions 

Many pupils will, at some time have a condition requiring medication. In such cases, parents 

or carers will be required to authorise the office staff to administer medicines. All medicines 

are kept in the school office (antibiotics may be stored in the refrigerator – clearly labelled) 

Where, children have long-term medical needs, as an inclusive Federation we will do 

everything we can to enable them to attend school regularly. Parents or carers must provide 

details of the child's condition and medication, and bring the medication to school in a secure, 

labelled container. Records will be kept of all medication received and administered by the 

school. 
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Staff involved in administering the medication will receive training, usually from the school 

nurse. 

If a child has a break/fracture/is wearing a cast, it is the class teachers’ responsibility to liaise 

with the parents/carers for any medical guidance and to find out what the child is and isn’t 

allowed to do whilst at school.  The class teacher should pass this information to the office 

via email (bursar@) and then the office will share this via email to the whole staff email. 

 

Educational Visits 

 

The Federation encourages education off site. Staff must follow the Off-Site Visits Policy 

when planning and organising educational visits. 

Parents are made aware that teachers may take pupils off site for learning activities within 

the school day e.g. forest schools, walking around the village. Children are given clear safety 

instructions before leaving the school site and appropriate supervision is ensured by the 

class teacher. 

 

Electrical Equipment  

 

It is the responsibility of the staff to check that any electrical equipment intending to be used 

has a current PAT test sticker on it and that ‘visually’ it appears safe to use. 

 

- This include extension cables/leads.  

 

Children in Key Stage 2 are permitted to plug electrical equipment providing that they have 

been taught about how to do that safely.  This is the responsibility of the adult allowing them 

to plug it in.  

 

Once a visual check has been completed, Key Stage 2 children may be permitted to set-up 

electrical equipment such as the sound-system.  

 

Key Stage 1 children should not be plugging in or unplugging any electrical equipment 

without supervision.  

 

All children are permitted to plug in or remove iPads from the storage cupboard.  

 


