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Worlebury St Paul’s Church of England V.A. Primary School 
Health and Safety Policy Statement 

 
The Governors as employers and management of the school are committed 
to a safety management approach to Health & Safety, and thereby to an 
organised, well informed and pro- active approach to all health & safety and 
welfare related issues.  All activities will be planned and executed with a 
systematic approach which includes an element of ‘context sensitive’ risk 
assessment, and where necessary control measures will be put in place to 
reduce/eliminate to a safe level any foreseen risks. 

 
 
1-1 It is the policy of this 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. 

 
1-2 All school staff are reminded that they have a duty of care to carry out their 

work with due regard for the health and safety of themselves, other staff, 
pupils, contractors and visitors to the school, and to observe the health and 
safety requirements relevant to their activities. 

 
1-3 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 eliminate the risks will be taken and communicated to 
those concerned. 

 
1-4 Consultation will take place with any Union appointed safety representatives 

and members of staff on matters that affect their health and safety.  If 
required, specialist advice will be sought at the earliest opportunity from The 
Health & Safety Officer, Building Surveyors, Asset Manager or other specialist 
advisers, such as the local Fire Officer. 

 
1-5 All staff are requested to support the school in achieving a safe environment 

for everyone.  The necessary information, training, instruction and supervision 
will be made available by managers to achieve this, particularly to staff after 
recruitment, transfer or changes to their responsibilities. 

 
1-6 A copy of this statement will be brought to the attention of all members of 

staff.  It will be regularly reviewed and updated as necessary, or at least 
annually. 

 
 
 
Chair of Governors :  Felicity Williamson 
  
Headteacher :  Michelle Bamford                                                   
           
3 February 2016 
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ORGANISATION 
 
The school recognises the need to identify organisational methods for implementing 
and controlling the health and safety of all persons who work within or visit the 
school. 
 
The following is a summary of individual responsibilities, their consequent structure 
and accountability:- 
 
Governors  
The Governing Body as the employer of a voluntary aided school has the 
responsibility to ensure that all reasonable steps have been taken to reduce the 
possibility of accident or injury to both staff and pupils, although it should be 
emphasised that unnecessary responsibility cannot fall on individual members of the 
Governing Body, nor can the Head of the school or employees avoid responsibility 
by referring urgent matters to that body for information and decision.  The Governors 
will be kept informed of all developments relating to health and safety matters and 
Clerks to Governors will include such matters on the Agenda for termly meetings. 
 
Governors Must Ensure: 
 
a) That in co-operation with the Head teacher, an individual school Health and 

Safety Policy is produced, and this policy is regularly reviewed and revised as 
and when necessary; 
 

b) That risk assessments are undertaken of any activity that has significant 
associated hazards and that a written record of these assessments are kept 
and reviewed regularly; 
 

c) That sufficient funding is allocated for health and safety issues e.g. training, 
provision of personal protective clothing etc;  

 
d) That regular health and safety inspections of the premises are carried out on 

a termly basis; 
 
e) That the Governing Body receives an annual audit of health and safety 

systems and standards of health and safety from the Head teacher; 
 
f) That a positive health and safety culture is established and maintained. 
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Head teacher 
The Head teacher is responsible and accountable for the implementation of this 
policy and the compliance with all relevant legislation in every area and activity within 
the school.  In order for this to be achieved, his/her operational duties include the 
following: 
 
a) Ensuring that all members of staff (including new staff, supply staff, 

probationers and students, voluntary helpers etc) are aware of the contents of 
the school health and safety policy and all safe working practices, which are in 
the Safeguarding wallet in the entrance foyer.  

 
b) If deemed necessary, appointing one or more members of staff (safety co-

ordinators – schools may wish to choose their own title), undertaking specific 
duties in relation to health and safety. Acting as co-ordinator for the school on 
health and safety matters affecting the school.  (This post is not to be 
confused with union appointed safety reps. This is an extra role to enable the 
Governing Body/Head teacher to effectively manage health and safety.) 

 
c) Ensuring that risk assessments are carried out on any activity that has 

significant associated hazards.  Worlebury recommends that a group 
approach to risk assessment be executed, usually consisting of an individual 
who has received specific training in the theory of risk assessment, a 
teacher/head of department/ assistant who has the hands-on experience of 
tasks being assessed, and any safety representatives that school may have.  
Where significant risks are identified, appropriate measures and/or safe 
working practices are introduced to reduce/eliminate such hazards. 

 
d) Undertaking inspections of the school premises, plans, equipment and 

working practices on a termly basis.  Where necessary implement any 
changes and improvements. 

 
e) Providing an annual report to the Governors of the school regarding safety 

performance. – E.g. what risk assessments have been carried out?  How 
many fire drills have been carried out?  How many accidents have occurred? 
Are there any trends etc? 

 
f) Making recommendations to Governors where Health and Safety funding is 

required, and to advising on any safety policies that need to be introduced. 
 
g) Ensuring that effective first aid provision and accident reporting procedures 

exist in accordance with the guidelines within the Health and Safety manual. 
(Reporting of Injuries Diseases and Dangerous Occurrences Regulations 
1995), will be carried out for Worlebury by Jo Crickson Health & Safety 
Service manager. We will contact Jo at the earliest opportunity by phone as 
soon as a serious incident occurs and follow this up with a RIDDOR form. 
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Senior Leadership team and Health & Safety Representative 
 
The Senior Leadership team and the Health and Safety Representative are 
responsible to the Head teacher for the health and safety of all staff, workplaces and 
activities under their control. To achieve this, their duties include the following:- 
 
a) Ensuring that all staff, probationers/students/supply teachers and voluntary 

helpers are aware of the requirements of the Health and Safety Policy, and 
the safe working practices that apply to their area of activity. 

 
b) Actively encouraging the participation in health and safety and welfare matters 

of all pupils. 
 
c) Making known to the Head teacher any identified training needs. 
 
d) Establishing and regularly reviewing safe working practices for activities under 

their control.   
 
e) Taking effective action and/or immediately referring to the Headteacher any 

health and safety problems brought to their attention This includes the 
stopping of any practices or the use of any tools, equipment etc. which are 
considered unsafe.  This is to be enforced until safety levels are adequate. 

 
f) Ensuring that all items of portable electrical equipment (including new 

purchases) are entered on the school inventory before use, and that visual 
inspections of all equipment take place on a termly basis.  Defective or 
damaged equipment must be isolated and taken out of use until repaired or 
replaced, (repaired by a competent person only). 

 
g) Checking the adequacy of fire precautions and procedures in liaison with the 

Head teacher. 
 
h) If an accident/incident occurs, assisting in the accident investigation regarding 

any findings and recommendations to prevent a recurrence. 

  

 
Teaching Staff (Including Supply Teachers) 
 
Teachers have a duty of care under Health and Safety Legislation. In order to 
achieve this, their duties include the following: 
 
a) Ensuring that all students/probationers, supply teachers etc. assigned to help, 

are aware of the general health and safety requirements of the school and the 
detailed requirements for activities relevant to them. 

 
b) Implementing the health, safety and welfare procedures for pupils at a level 

appropriate for their requirements.  Ensuring that these procedures are 
explained in terms that they can readily understand. 
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c) Exercising effective supervision of pupils and maintain an awareness of 

emergency procedures in respect of fire, first aid, accident reporting etc. 
carrying them out as necessary. 

 
d) Seeking information on any special safety measures to be adopted in their 

own teaching areas and ensure that they are adhered to. 
 
e) Setting an example by personally following safe working practices. 
 
f) Ensuring that where necessary, the appropriate protective clothing, guards 

etc. are available, in good condition and are used. All electrical equipment is 
visually checked before use. 

 
g) Reporting to the Head teacher any defects in equipment or identified 

inadequacies in procedures. (Where any defect renders the equipment 
potentially hazardous, it should be isolated and clearly labelled ‘awaiting 
repair’, ‘until repaired’ or ‘replaced’.) 

 
h) Integrating all relevant aspects of health and safety into the teaching process 

and if necessary, giving special lessons. (e.g. The use of equipment in 
technology lessons) 

 
 
Non Teaching Staff 
 

Non-teaching staff also have a duty of care under Health and Safety Legislation. In 
order to achieve this, their duties include the following: 

 
a) Exercising effective supervision of pupils and maintain an awareness of 

emergency procedures in respect of fire, first aid, accident reporting etc. 
carrying them out as necessary. 

 
b) Seeking information on any special safety measures to be adopted in their 

own areas and ensure that they are adhered to 
 

c) Setting an example by personally following safe working practices. 
 
d) Ensuring that where necessary, the appropriate protective clothing, guards 

etc. are available, in good condition and are used. All electrical equipment is 
visually checked before use. 

 
e) Reporting to the Head teacher any defects in equipment or identified 

inadequacies in procedures. (Where any defect renders the equipment 
potentially hazardous, it should be isolated and clearly labelled ‘awaiting 
repair’, ‘until repaired’ or ‘replaced’.) 

 
There is a need to stress that all employees have legal responsibilities under The 
Health and Safety at Work Act. Those duties are to safeguard themselves, 
colleagues and others in the workplace. 
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Trade Union Safety Representative 
 
Any Trade Union Safety Representative will be encouraged by the Head teacher to 
fulfil his/her duties as well as being released for any appropriate training.  The Head 
teacher will also consult regularly with the Safety Representative on Health & Safety 
matters. He/she will be entitled to inspect the school in accordance with the agreed 
Trade Union/Authority procedures. 
 

Priory Community School Enterprises Ltd - Health and Safety Department 

Priory Community School Enterprises Ltd. have been contracted to provide an 
effective health and safety service, as published within the Service Level Agreement, 
for the school. 

Jo Crickson, Health and Safety Manager is responsible for providing this service to 
the school. 

A summary of the Service Level Agreement is to: - 

a)   Provide timely health and safety advice, support and training to the school and 
their staff. Ensure that all governors and staff are aware of their duties and 
responsibilities in relation to health and safety, and how to implement those 
duties to full effect.  

b)   Undertake pro-active monitoring such as workplace inspections / audits and 
health checks, by applying the test of reasonableness.  Explaining and 
offering constructive feedback of the findings of the audits to senior managers 
in a style that achieves legal compliance and ‘buy in’. 

c)   Advise on the risk assessment process and encourage the recording of risk 
assessments and control measures. Provide a review of risk assessments, or 
areas that could influence changes to policies guidance and working 
practices. 

d)  Manage and report all major accidents under the requirements of RIDDOR, 
(The Report of Injuries, Diseases and Dangerous Occurrences Regulations 
1995).   

e)  Assist and advise on investigation of all reportable accidents and changes to 
systems to prevent a re-occurrence.  Identify trends and advise on concerns 
and training needs.   

f) Liaise with any enforcing authority, the HSE, insurance organisations, or other 
agencies on the schools health and safety arrangements 
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Health & Safety Executive 
 
The Health & Safety Executive (HSE) have many powers, including the right to visit 
the school and have sight of all relevant policies and documents. 
 
They have the right to turn up for announced or unannounced visits, however they 
will usually visit in connection with an accident that has been reported to them. 
 
 
 
Arrangements 
 
The school recognises its obligations to identify arrangements designed to make its 
safety policy effective. 
 
All staff should be aware of the following arrangements:- 
 
 

FIRE AND EMERGENCY PROCEDURES 
 
 Each week the alarm will be tested to ensure that it is effective.  Points from 

different zones should be used to trigger the alarm to ensure that all break glass 
or other points are in working order.  Details should be recorded in the Fire Log 
Book. 

 
 Fire drills must be carried out at least once per term to enable everyone to 

become familiar with the evacuation procedure.  Details should be recorded in 
the Fire Log Book. 

 
 In each room there should be a diagram showing exit and line up points. 
 
 The location of explosive substances such as gas and paint should be known and 

the Senior Fire Officer informed upon arrival. 
 
 Fire exits and fire exit routes should be free from obstruction.  At all times all exit 

doors must be unlocked whilst there are people in the building. 
 
 All fire exits must be clearly labelled and comply with legislation e.g. should be 

pictorial rather than just writing. 
 
 The use of display materials must be controlled in fire exit corridors.   
 
 All visitors spending any length of time in the school should be made aware of 

arrangements in case of fire. 
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 The fire log book is kept in the Office. Full and detailed records are kept of 
evacuations, call point testing, alarm system servicing, fire fighting equipment 
checks etc. 

 
 If you discover a fire:- 
 

- Operate the nearest alarm call point 
- Carry out any previously arranged duties to be done in the event of fire or go 

to the nearest line up point. 
 

 On sounding the alarm the fire brigade will be summoned as the alarm is linked 
to a call centre. A member of staff will also call the fire brigade in case of fault in 
the alarm system.  All staff, pupils and visitors must leave the building 
immediately, closing doors behind them as necessary. 

 
 Lines up points have been designated.  
 
 Only if there is no risk to personal injury should a fire warden attempt to tackle a 

fire using a suitable fire extinguisher.  In addition, if there is no risk of injury, 
mains services such as gas and electricity should be turned off.  

 
 The mains isolator for gas can be found in the two boiler rooms and the 

mains isolator for electricity can be found in the two boiler rooms. 
 

 Action on Hearing a Fire Alarm 
 

- Teacher or responsible adult will supervise children leaving the building by 
appropriate exit, closing the door when the last person is out (instructions 
located in each room). 

- Proceed to line up point in the playground. 
- Walk quickly do not run. 
- Keep calm. 
- Do not stop to collect any personal belongings or books. 
- Registers will be taken to the line up points by the office and distributed to 

teachers for roll call. 
- If the fire brigade have been called there must be clear access to the site by 

emergency services. 
 
 

See separate Health and Safety Policy Arrangements document for more details of 
the arrangements at Worlebury St Paul’s Primary School.  
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FIRST AID 
 
The appointed person(s) who holds the nationally recognised qualification are:- 
 
Paediatric First Aid  
Tina Baker 
Emma Barrett 
Jackie Horn 
Jane Jones 
Yvonne Matthews 
Kate Porter 
Sarah Tripp 
Tiffany Williams 
Beth Manning 
Annarella Knight 
 
First Aid For ChildrenSuzanne Gregory 
Heather Gregory 
Tina Baylis 
Louise Kirby 
Sam Skone 
Lorraine Lynch 
Janet Lewis 
 
Epi Pen Trained 
Michelle Bamford 
Jo Thorn 
Jess Mantegna 
Nicola Gifford 
Elaine Garland 
Debbie White 
Vicky Parr 
Kate Thornton 
Mandy Collie 
Tina Baker 
Suzanne Gregory 
Yvonne Matthews 
Kate Porter 
Sarah Tripp 
Heather Gregory 
Tina Baylis 
Louise Kirby 
Sam Skone 
Janet Lewis 
Tiffany Williams 
Beth Manning 
Lorraine Lynch 
Annarella Knight 
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These named persons are qualified to administer first aid to casualties.  The 
responsibilities of appointed persons are:- 
 

a) To take charge in the situation where personal injury or illness has occurred 
and where further medical help is needed. 
 

b) To ensure that the first aid boxes/cupboards are fully stocked with designated 
items only. 

 
In the case of serious injury, responsibility of the appointed person ends when the 
patient is handed over to medical care or parent/guardian. 
 
The first aid boxes/cupboards in this school are located in:- 
 
The School Hall cupboard, Kitchen cupboard, the Oak Room, the staff room and in 
each classroom (basic).   
 
First Aid Boxed and Inhaler/Epi Pen boxes are located in each classroom and an 
Emergency Inhaler Box is kept in the office. 
 
Named Epi Pens are kept in a box alongside the first aid box in each classroom.  For 
children with asthma, there are named inhalers in each classroom.  There is also an 
emergency inhaler kept in the office and where written consent for emergency use 
has been obtained from parents, the emergency inhaler can be given to a child to 
self administer if necessary.   
 
Notices giving details of whereabouts of first aid facilities will be displayed at 
appropriate sites. 
 
The Head teacher will assume responsibilities of the appointed person in the 
absence of the appointed person.  However, these instances should be very few and 
far between, as planned cover should be achieved and only in the case of unplanned 
absence will this situation occur. 
 
All teaching staff act in loco parentis during the time that the school is open for 
children. 
 
All injuries, whether to staff, pupils or visitors, must be recorded via the school 
accident book or for more serious injuries, on the accident report forms.  North 
Somerset’s guidance for accident reporting should be followed at all times (covered 
later on). 
 
Any serious injuries should be transported to hospital by ambulance as the patient’s 
condition could worsen.  Accidents of this type should be reported by telephone or 
fax in the first instance to the Health and Safety Officer (Jo Crickson, 01934 529355) 
and then followed by a written report/investigation using appropriate North Somerset 
paperwork. 
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No attempt to move an injured person should be made until a proper examination 
and assessment has been completed by a qualified first aider. 
 
There is clear evidence that premature handling of the casualty with potential broken 
back/neck etc. has worsened injuries and first aiders need to be aware of this.  
 
Minor injuries may be treated on a self-help basis or by any members of staff in loco 
parentis. 
 
 
 
 
 
School Trips 
 
See Education Visits Policy. 
 
 
Accidents 
 
 All accidents must be reported to the Head teacher and entered into accident 

book which is found in the school office. 
 
 Fatal or Major Injuries must be reported immediately by telephone to Health and 

Safety Officer (Jo Crickson 01934 529355) and also to the Chair of Governors.  
This must be followed up by the completion of an accident report form and sent to 
the Jo Crickson at Priory School. 

 
 Dangerous Occurrences must also be reported immediately by telephone to 

Health & Safety Officer (Jo Crickson, 01934 529355) at Priory School. 
 
 
 
 
Confirmatory Signatures  
 
Signed...................................................Head Teacher  
 
Signed...................................................Chair of Governors  
 
Approved on........................................................ 
 


