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Section 1 

 

Statement of General Policy 

 

 Schools  are  subject  to  the  general  requirements  of  the Health and 

Safety at Work Act 1974 (HWS) to  make premises  reasonably safe for 

employees and anyone else using the site - which includes children. 

 

 The Governors at Caversham Primary School recognise and accept their 

responsibilities for providing a safe and healthy environment and work place 

for all the staff and children; and for ensuring that non-employees such as 

members of the public are not placed at unreasonable risk by its work 

activities.  

 

 The Governors will take reasonable steps within their power, to meet these 

responsibilities, paying particular attention to the provision and maintaining 

of: - 

o Plant, equipment and systems of work, which are safe, and without risks 

to health 

o Arrangements for ensuring safety, and absence of risk to health in 

connection with the use, handling, storage and transportation of articles 

and substances 

o Sufficient information, instruction, training and supervision to enable all 

employees to comply with their own duties to take reasonable care for 

their own health and that of others 

o A place of work, including access and egress from it, that is safe and 

without unreasonable risk 

o A healthy and safe working environment 

o Adequate welfare facilities. 
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Section II 

Organisation for Implementing the Policy 

 

This section explains the allocation of functions to individuals. 

 

Responsibilities of LA, Governing Body, Headteacher and Health and Safety 

Officer 

 

The Headteacher has responsibility for the implementation of this policy within 

the school and delegates’ responsibility to the school’s Health and Safety 

Officer who reports to the Headteacher.  The Headteacher or the Health and 

Safety Officer shall, if necessary, raise appropriate matters through the 

Governors Premises Committee, to enable the requirements of the Health and 

Safety at Work Act (1974) and Reading Borough Council’s guidance and its 

associated legislation to be met. 

LEA’s have a duty to require schools to carry out risk assessments. It is the 

Governing body’s duty to ensure that this is carried out - by the Health and 

Safety Officer working with the Premises Committee. (See risk assessment file) 

 

Duties and obligations of staff 

 

Employees shall bring to the attention of the Health and Safety Officer, any 

matter of health and safety concern specific to their area of responsibility (see 

appendix 2) It will then be for the Health and Safety Officer and/or the 

Headteacher to decide how the matter is to be resolved.  Each member of staff 

shall take steps to monitor the effectiveness of his/her awareness of health 

and safety issues, by carrying out regular checks to ensure that the principles 

of this policy statement are being met. 

 All subject co-ordinators will include a section on health and safety within 

their policy documentation and will complete any risk assessments relevant to 

their subject area.  

 

What is expected of pupils? 

 

Children are instructed and expected to take reasonable care at all times and 

must be made aware of the risks involved in their activities to ensure their own 

safety and that of others around them.  For more information, please refer to 

the Behaviour Policy. 

 

Composition of duties of safety committee 

o The School has a Health and Safety Officer, usually the Deputy Heads or 

Bursar, to whom staff report Health and Safety issues. 

o The Governing Body has a sub-committee called the Premises Committee 

responsible for Health and Safety within the school. 

o The Premises Committee do a site walk once a term, and every half term the 

Health and Safety Officer plus the Site Manager do a Health and Safety 

check around the school.  The findings are reported to the Headteacher and 

Governing body.   
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Section III 

 

The arrangements for carrying out safety functions 

 

Reading Borough Council provide Codes of Practices on the SLA website 

www.readingeducationservices.co.uk, which have been adopted by Caversham 

Primary School where required.  These include:- 

 

Code of Practice 001 Accident Reporting & RIDDOR Regulations 

Code of Practice 002 Construction Design & Maintenance 

Code of Practice 003 Asbestos Management Plan 

Code of Practice 008 Control of Substances Hazardous to Health 

Code of Practice 009 Display Screen Equipment 

Code of Practice 012 Fire Prevention & Fire Risk Assessment 

Code of Practice 015 Personal Safety & Loneworking 

Code of Practice 018 New & Expectant Mothers at Work 

Code of Practice 020 Personal Protective Equipment at Work 

Code of Practice 021 Manual Handling 

Code of Practice 025 Working At Heights 

Code of Practice 029 Control of Communicable Diseases 

 

Caversham Primary School buys into an annual Service Level Agreement with 

Reading Borough Council Property Services to ensure all statutory obligations 

regarding testing and maintenance are satisfied.  RBC Property Services has 

contracts for the following; 

 Fire and intruder alarms  

 Fire extinguishers  

 Mixer valves / legionella review 

 PAT Testing  

 Outside play equipment annual survey 

 Asbestos management including management and re-inspection reports 

 Boiler (& pressurization unit) servicing 

 

Emergency procedures – please see separate Evacuation & Lockdown Policy in 

Appendix 1 

 

Fire drills & Lockdown 

 

Evacuation procedures are practised at least once a term. They are logged (see 

Fire Documentation & Log Book in Bursar’s office) and checked for 

effectiveness by the Headteacher and Health & Safety Officer who evaluate 

the practice and provide feedback in a staff meeting. 

 

Fire drills are called at varying times including lunchtimes. The Head is 

responsible for calling a fire drill. During class time the class teachers are 

responsible for their class assembling in their designated position, and calling 

the register. All classrooms should display procedures for fire drill and lockdown 

procedures, with the lockdown procedures on the reverse of the poster facing 

the wall. All evacuation routes are clearly indicated on a fire procedure poster in 

every classroom. All fire exits are unobstructed. It is the class teacher’s 

http://www.readingeducationservices.co.uk/
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responsibility to be aware of the evacuation route from all parts of the school 

and to ensure that the evacuation route in their classroom is kept clear at all 

times. 

 

The assembly point is at the Victoria Road side of the school grounds. The 

playground is clearly marked in year groups for assembly points.  

 

Children leave the room immediately, walking quickly and quietly in single file to 

the assembly point. Neither staff nor children should stop to collect personal 

belongings.  Class lines should not cross each other on their way out to their 

assembly points. 

 

At the assembly point the teacher does a head count to check number marked 

present in the register, quickly followed by calling out the register. 

 

Office staff and Headteacher do a ‘final sweep’ to check changing areas and 

toilets. Internal doors should be closed where possible. External doors should be 

left unlocked at all times. 

 

It is the responsibility of the Headteacher or the school caretaker to await the 

fire service at the front of the school building, to direct the fire crew to the 

location of the fire. The school caretaker enters the building with the fire crew 

to check the control panel, which will identify the location of the alarm. 

 

Although the school has fire-fighting appliances, the safety of pupils and staff 

is of paramount importance. Fires should not be tackled until the safety of 

pupils has been assured. No staff should attempt to put out anything but small, 

localised fires. 

 

An appointed contractor checks fire fighting appliances regularly. The school 

caretaker checks all the school alarms on a weekly basis. 

 

Accident reporting and recording 

 

Reading Borough council requires every school to keep a record of accidents, 

incidents and near misses.  There is an online reporting system that can be 

completed with the assistance of the office staff that gets directly submitted 

to RBC.  More serious accidents, incidents and dangerous occurances may need 

to be reported to Health & Safety Executive (HSE) under the Reporting of 

Injuries, Diseases & Dangerous Occurrences Regs (RIDDOR). 

Examples are: 

 Over 3 days missed work due to accident at work. 

 Broken bones. 

 

(Relevant docs: Corp COP 001) 

Accident reporting & RIDDOR Regulations 

 

The Premises committee review a summary of the previous term’s accidents by 

location and type to check for any trends or sudden high frequency. 
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First Aid 

 

First Aid is administered by Teaching Assistant staff at break times (rota 

completed by Deputy Head) and by lunchtime controllers at lunchtime. This rota 

is the responsibility of the lunchtime supervisor. 

 

There is an equipped first aid area in the medical room opposite the school 

office for any serious incidents.  A member of staff reports the accident to the 

main office. The office staff contacts the appropriate parent or guardian. 

Depending on the nature of the accident, an ambulance may be called. 

 

All injuries are recorded in a book in the medical room and there is a letter that 

goes home to inform parents of a head injury (Appendix 1). All staff have 

regular first aid training and updates, including lunchtime controllers. (Most 

recently: January 2017, next training already booked in for January 2020). 

 

Any accident involving school property is subject to risk assessment. 

 

The adventure playground is checked once a week by the Health and Safety 

Officer, the lunchtime supervisors and/or the caretaker. Termly the caretaker 

will undertake a more thorough risk assessment of each individual equipment and 

Reading Borough Council undertake an annual check of all outdoor equipment as 

part of our SLA. 

 

See DfEE (1998) Guidance on First Aid for Schools  

 

Security issues 

 

Personal safety for staff, pupils and anyone else using the school is a priority. 

The school premises are secured by a system of coded door locks to ensure that 

access is denied to anyone who does not know the code. The children 

successfully use the code to gain entry to the buildings. Doors that are not 

intended for children’s use have a different code. 

 

The external doors are closed at the end of registration and at the end of the 

day so that visitors must report to reception via the main entrance. Teachers 

are reminded to be vigilant and approach people who are not known and are not 

wearing a visitors’ badge. 

 

The main school gates, the pedestrian gate, and the main front door at the front 

of the school are all security coded. Visitors gain entry by way of an entry 

phone, they must sign in at the reception area and wear a visitors badge for the 

duration of their visit. 

 

The school gates are opened at 8:30am to admit the children and are closed at 

9am once all the children are in school. The gates are opened again at 3pm to 

allow the children to go home and are locked at 3:30pm to ensure the safety of 

the children at after school clubs. Parents/carers pick up pupils from after 

school clubs from outside the school office. 
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The school has external lighting, covering the front entrance and the car park, 

for the safety of staff.  

 

CCTV has been added to the front of the school gates area only and 

approximately 1 month’s footage is stored at any one time. Secondly, the office 

now has a monitor clearly visible by all office staff which shows all visitors 

requesting entry into the school. 

 

Display Screen Equipment 

 

Possibly the most common piece of office equipment, display screen equipment 

such as personal computers, visual display units, microfiche readers etc., are 

associated with eyestrain, backache, stress and other potential health hazards.  

The Health and Safety (Display Screen Equipment) Regulations, specify the 

health and safety standards of such equipment when operated by designated 

‘users’ and provides guidance as to the standards required for all equipment to 

reduce the possibility of discomfort and ill health. 

 

All employees who make use of display screens on a regular basis have their 

workstation assessed.  A workstation comprises of more than just the computer 

– it included the desk, chair, temperature and all accessories on the desk.  These 

assessments show users the best seating position and where best to site their 

equipment.  The assessments are carried out by competent staff throughout the 

authority who will show you how to make the most of your workstation. 

 

All employees must ensure their equipment is safe to use and they visually check 

wiring and plugs regularly. 

 

Manual Handling 

 

See RBC advice CORP COP 021 – Manual Handling.   

 

Ladders 

 

Ladders are the cause of a great number of serious accidents every year.  

Before you use a ladder you should check the following: 

 

 Work should only be carried out from a ladder when authorised by the 

supervisor.  Working from a ladder should be avoided whenever possible. 

 Always inspect ladders before use ensuring the ladder is sound with no 

rungs missing, no rope frayed etc. 

 The ladder should be placed on a firm level surface or the foot of the 

ladder buried if the ground is uneven. 

 Ladders should always be securely tied by both styles to prevent 

accidental displacement, or is no means can be found to prevent slipping 

then someone must hold it at the base; this is only effective for ladders 

up to a height of 6m (20ft). 

 Make sure your feet are as clean as possible before climbing a ladder. 

 Where ladders are used as a means of access they must extend 1.05m 

(3ft 6ins or 5 rungs) above the edge of the landing place.  This applies 
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not only to scaffolding but where any ladder is used as means of access 

to a working area i.e. edge of staging, floors, excavations etc. 

 Overreaching is a common cause of ladder accidents.  If you can’t reach 

easily MOVE THE LADDER. 

 

The Control of Substances Hazardous to Health 

 

 

C.O.S.H.H. – The control of substances hazardous to health regulations became 

effective from October 1st 1989 (latest update 2002). Since this date, health 

and safety in the art space has undergone considerable change. 

 

The regulations stress the need for stringent adherence to the guidelines set 

down.  

 

The need to evaluate the likelihood and consequence of exposure of persons to 

such substances is highlighted. The need to ensure precautions are being taken 

and the dangers are recognised are also of paramount importance. 

 

As an educational establishment making use of materials that may constitute a 

risk, simple codes of practice are to be observed: 

 

 All materials should be clearly labelled 

 A list of toxic materials and the ways in which they are hazardous must 

be on view to users 

 Toxic materials must be kept in a locked cupboard 

 An awareness of the dangers of all materials in powder form required, 

even powdered clays. (Clay should be swept up with wet sand to avoid 

dust inhalation ) 

 General compliance of safety standards: making use of masks; being 

careful with sharp tools; careful handling of electrical appliances in 

rooms where water is also used 

 

 

At Caversham Primary we have regard for these practices by: 

 

CLAY: stored in plastic bags in large covered bins. Damp sponges always used for 

wiping surfaces, mop for the floor. 

UNDERGLAZE PAINTS: stored on high shelves (some mildly toxic if swallowed). 

Always used under supervision; usually from small jars (2oz) either with brushes 

or sponges. 

COLOURED SLIPS: stored in the damp cupboard in one-pint plastic containers 

with screw tops. (Not dangerous in their liquid state). 

TRANSPARENT GLAZE: stored in a large bin with fitted lid. This “contains lead 

but this is presented in a fritted, non toxic form. Such glazes can be safely used 

in schools.” Potclays catalogue p10. Never used by the children. The pottery 

technicians wear a safety facemask when mixing to avoid inhalation 

TOOLS: stored in closed drawers. Only used under supervision. 

CLEANING FLUIDS: In a locked cupboard. 
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Training 

 

 Whole school staff Health & Safety Level 1 & 2 last completed on 

3/1/2018.  Only requires refreshing if a large turnover of staff. 

  Legionella training undertaken by both caretaker and School Business 

Manager 2/10/19, to be refreshed every 3 years.  

 Asbestos awareness – School Business Manager last completed Oct 2018, 

refresher required in Oct 2019 and new training required for caretaker. 

 Whole school staff First Aid Training last completed Jan 2017, due to 

renewal Jan 2020.  

 School Business Manager completed Fire Roles and Responsibilities, 

Caretaker booked onto course Dec 2019. 

 Caretaker undertaken Working At Heights training Sept 19 and will be 

undertaking Manual Handling in Dec 2019. 

 Caretaker to undertake COSHH training Nov 2019. 
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Arrangements for Risk Assessments 

 

The Health and Safety Officer is responsible for ensuring that the procedures 

for risk assessment have been fully and appropriately undertaken.  Legally, the 

responsibility lies with the LA under the Health and Safety at Work Act. 

 

In practice, the Health and Safety Officer, the Site Controller, the Head 

teacher and the Premises Committee work together to evaluate the risks around 

the school. It is the responsibility of the subject coordinators to complete risk 

assessments for their subject areas. 

 

The Committee should: 

 

 Look for the hazards (or be informed of them) 

 Decide who might be harmed and how 

 Evaluate the risks arising from the hazards and decide whether existing 

precautions are adequate or more should be done 

 Record the findings 

 Review the assessment from time to time and revise it if necessary. 

 

Identifying the hazards 

(A situation with the potential to cause harm arising from a work method, use of 

a machine, the use of substances etc.) 

 

The Health and Safety Officer undertakes the task of identifying the hazards.  

Hazards may be associated with activities, with materials or substances, 

equipment, work places, people or procedures. 

 

Evaluating the risks 

 

Significant risks that have been identified are prioritised by the Premises 

Committee and then, within the limitations of budget and manpower, 

opportunities should be found to either eliminate the hazard, eliminate the risk, 

or to control the risk to such an extent that its opportunity to be harmful is 

very unlikely.  A ranking system has been developed in order to establish the 

need for action in relation to the severity of the risk. 
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Risk ranking 

 

Level of risk Description Action 

 

Not significant 

A risk that is unlikely to 

result in minor injury or 

illness leading to lost 

time, disablement or 

death 

 

 

No urgent action but 

measures should be 

prioritised for attention 

 

 

Low 

A risk that will 

improbably result in 

minor illness or injury 

leading to lost time, 

disablement or death  

 

 

Moderate 

A risk that is likely to 

result in injury or illness 

leading to lost time, 

disablement or death 

 

 

 

 

 

Urgent action required. 

Progress towards 

elimination must be 

undertaken 

 

 

 

High 

A risk that is highly 

probable and will result 

in serious injury or 

illness leading to lost 

time, disablement or 

death 

 

 

Very High 

A risk that will certainly 

result in serious injury or 

illness leading to lost 

time, disablement or 

death 

 

Recording the findings 

 

There is a requirement under the ‘Management of Health and safety at Work 

Regulations’ (1999) to record significant risks. This includes not only recording 

the hazards themselves, but also recording important conclusions (see appendix 

3) the recording of risk assessment identifies the following: 

 

 A proper check was made 

 Individuals who might be affected were identified 

 Obvious significant hazards were dealt with, taking into account the number 

of people who would be involved 

 The precautions are reasonable and the remaining risk is low. 

 

The written documentation is kept by the Health and Safety Officer for future 

reference and will demonstrate that the legal requirements have been met. 
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Review 

 

Review occurs annually with termly checks carried out by the Governor’s 

Premises Committee. 

 

Computers 

 

The school pays regard to the following issues: 

 Lighting – should allow a suitable contrast between working area and the 

screen 

 Heat – the equipment should not generate uncomfortable levels of heat 

 Noise – should not be so great as to distract attention 

 Space – sufficient for operators to move around 

 Chairs – comfortable 

 Screen – no discomforting glare or reflections 

 Keyboard – separate from the screen, easy to read and affording room for 

an operator to rest hands and forearms 

 

Reviewing and monitoring procedures 

 

The Head and the Health & Safety Officer monitor the implementation of the 

safety policy on a termly basis - to assess whether it is being pursued 

effectively and safety standards are satisfactory. 

 

Safety inspections are carried out by the Premises committee once a term, and 

half termly by the Health & Safety Officer and the school caretaker. Results 

are reported back to the governing body. 

 

Bibliography 

RBC Health & Safety & Procedures (2005) 

 

Useful Contacts: 

 

Corporate Health & Safety Team: 

 0118 939 0485 (2485) 

 0118 939 0519 (2519) 

 4000 (internal only) 
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Occupational Health: 

 0118 939 0891 (2891) 

 0118 987 7634 – Craven Road 

 

Staff Support: 

 0800 282 193 

 

Website: http://internet-1/staffsupport/ 

 

Health and Safety Executive (HSE): 

 Priestley House, Priestley Road, Basingstoke, Hants, RG24 9NW 

 01256 404000 

 

Health & Safety Documents can be found on the website: 

http://internet-1/healthandsafety/ 

 

For details of training courses contact 2520 or the Corporate Health and 

Safety Team. 

 

 

 
 

 

 

 

 

http://internet-1/staffsupport/
http://internet-1/healthandsafety/
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EMERGENCY PROCEDURES: 

Evacuation and Lockdown 

(see also Rainbow Plan) 

 

Date: November 2017 

Review Date: November 2020 
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EVACUATION: Fire, chemical, bomb threat, gas INTERNALLY 

 

• All staff and pupils to assemble on playground in class lines. 

• If fire alarm sounds during the period 3.10pm – 6pm, After School Club 

staff should congregate pupils in the playground by the top school gate.  

• After School Clubs run by external organisations should also congregate 

in the school playground and take the relevant register. 

• Office staff bring out ‘grab bag’, all registers & signing in books (pens in 

grab bag), wheelchair from Bursar’s office and megaphone.  Put on hi-vis 

vests which are already in grab bag. Proceed to the playground. 

• Take mobile phones but do not use social media. 

• SLT & Caretaker to front gates, call emergency services and RBC 

Emergency Planning team 0118 9373737. 

• Pupils with PEEPs (Personal Emergency Evacuation Plans) should follow 

process as detailed in plans for evacuation.  

• Teachers take class registers, other staff members to take control of 

other registers. 

• Staff tell pupils, ‘We need the Emergency Services to check that school 

is safe.’ 

 

BOMB THREAT  

• Communicate phone call detail to SLT and they will make decision to set 

off the fire alarm to evacuate. Activate alarm by smashing the glass in 

the fire alarm call point outside the office. Follow Evacuation procedure 

above. 

 

FULL EVACUATION 

• Should full evacuation be advised by Emergency Services: they will 

indicate which route to take to Hemdean House, either via Hemdean Rd 

or Oakley Rd. 

• Registers to be taken to Hemdean House by each class teacher and taken 

again upon arrival at Hemdean House. Control to be taken of all other 

registers by one member of office staff. 

• SLT to Hemdean House, Caretaker & Bursar to remain at school.  Bursar 

to confirm to SLT when all clear has been given.   

• Registers to be re-taken once return to school has been completed. 
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LOCKDOWN 

Lockdown procedures should be seen as a sensible and proportionate 

response to any external or internal incident which has the potential to pose 

a threat to the safety of staff and pupils in the school. Procedures should 

aim to minimise disruption to the learning environment whilst ensuring the 

safety of all pupils and staff.  

 

Lockdown procedures may be activated in response to any number of 

situations, but some of the more typical might be:  

 

 A reported incident / civil disturbance in the local community (with 

the potential to pose a risk to staff and pupils in the school). 

 An intruder on the school site (with the potential to pose a risk to 

staff and pupils). 

 A warning being received regarding a risk locally of air pollution 

(smoke plume,  

Gas cloud etc). 

 A major fire in the vicinity of the school. 

 The close proximity of a dangerous dog roaming loose. 

 

 

The school’s lockdown plan is as follows:  
 

 Staff will be alerted to the activation of the plan through the 

lockdown alarm system - yellow alarm points. 

 Pupils who are outside of the school buildings are brought inside as 

quickly as possible, unless this endangers them and others. If children 

remain outside they must hide. 

 Those inside the school should remain in their classrooms. 

 Head for the nearest classroom.  

 Lock the door, shut windows, turn off lights and pull blinds. 

 Instruct pupils to sit under tables. 

 Remain calm, reassure them, remind them to follow instructions. 

 Try to keep pupils as quiet as possible.  

 Head count taken.  

 Staff and pupils remain in lockdown (even if lockdown bell is no longer 

sounding) until it has been lifted by SLT / emergency services. 

 As appropriate, the school office will establish communication with 

the Emergency Services and notify Reading Borough Council following 

emergency contact procedures. 
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 Parents will be notified as soon as it is practicable to do so via email 

and text. 

 Pupils will not be released to parents during a lockdown. 

 

It is of vital importance that the school’s lockdown procedures are familiar 

to all members of the school staff. To achieve this, staff training should be 

undertaken annually. Pupils must be made aware of the two alarm systems via 

regular drills.  

 

 

 

 

Communication between parents and the school  

 

In the event of an actual lockdown, any incident or development will be 

communicated to parents as soon as is practicable.  

Parents should be given enough information about what will happen so that 

they:  

 Are reassured that the school understands their concern for their 

child’s welfare, and that it is doing everything possible to ensure 

his/her safety. 

 Do not need to contact the school. Calling the school could tie up 

telephone lines that are needed for contacting emergency providers. 

 Do not come to the school. They could interfere with emergency 

provider’s access to the school and may even put themselves and 

others in danger. 

 Wait for the school to contact them about when it is safe to come get 

their children, and where this will be from. 

 

Parents will be told: 

 

‘..the school is in a full lockdown situation. During this period the 

switchboard and entrances will be un-manned, external doors locked and 

nobody allowed in or out…’  

 

Emergency Services  

It is important to keep lines of communication open with Emergency Services 

as they are best placed to offer advice as a situation unfolds. The school 

site may or may not be cordoned off by Emergency Services depending on 

the severity of the incident that has triggered the Lockdown.  

 

Emergency Services will support the decision of the Headteacher with 

regarding the timing of communication to parents.  

 

In the event of a prolonged lockdown or more severe scenario, Reading 

Borough Council has the capacity to provide humanitarian assistance by 

establishing a Reception Centre for friends and family outside of the 

cordoned area. 



 18 

 

 
 

Appendix 2 
 

 


