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PART 1 

STATEMENT OF INTENT OF HEALTH AND SAFETY BY ST CEDD’S SCHOOL COUNCIL OF GOVERNORS 

 

As the Council of Governors of St Cedd’s School we fully recognise our collective responsibility for 

providing a safe and secure school environment for all of our employees, pupils, contractors, parents 

and visitors, and take overall responsibility for the upkeep and maintenance of the fabric of the estate 

and premises. In addition, in the role as employer, we attach high priority to ensuring that all the 

operations within the school, both educational and support, are managed with a focus on health and 

safety and the promotion of the welfare of all the school community. We review the Risk Matrix and, in 

consultation with the Head, assess the risks affected by school activities to mitigate risks to health and 

safety through effective risk management as detailed in the Risk Assessment Policy.  

 

We have appointed the Head for the day-to-day operation of health and safety on site at the school to 

ensure that there are suitable arrangements in place with respect to educational activities and support, 

site security and workplace safety, and to attest to the whole school community’s compliance with this 

policy. The Head may delegate some of the duties to other members of the school staff so long as 

ultimate responsibility for health and safety, on which the Head is answerable to the Chair of the Council 

of Governors, remains with the Head. The areas where the Heads duties have been delegated are 

detailed in Part 2 of this document.  

 

The Council of Governors have specified that they will adopt the following framework for managing 

health and safety in school. The governors will ensure that: 

 

 there is at least one meeting per term of the school’s Health and Safety Committee. 

 revised policies and procedures are made available on the Governors’ Portal for approval. 

 the approved policy will be published on the school website and available as a hard copy from 

the school’s Front Office. 

 the Head reports on health and safety matters at each full meeting of the Council of Governors, 

and that this report will reflect the minutes of the Health and Safety Committee meetings 

including information from delegated areas of responsibility to staff, risk assessments, any 

incidents including accidents (pupils, staff, parents and visitors), staff training, fire drills, audits, 

and any issues relating to health and safety that the Chair of Governors wishes to bring to 

Council of Governors’ attention.   

 the external fabric of the school, its plant, equipment and systems of work are surveyed and 

inspected regularly by qualified professionals.  

 the information from reports (as per points above) are considered by the Chair of the Finance 

and General Purpose Governors' sub-committee and recommendations (together with any 

other defects) form the basis of the school's routine maintenance programme. 

 daily site health and safety checks of the school and grounds (including the play areas and EYFS 

setting in both Nursery and Reception) are carried out to identify any health and safety defects, 
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and together with the list of repairs detailed on the weekly staff’s evaluation forms, receive 

attention and resolution as a matter of urgency.  

 the school's adherence to health and safety in catering and cleaning and of food hygiene in the 

preparation and eating areas is subject to external inspection by the Environmental Health 

Officer (EHO).   

 the school arranges for an annual independent hygiene and safety audit of food storage, meal 

preparation and food serving areas. 

 the school arranges for deep cleans of the school premises and equipment, and external pest 

control services.   

 the school has a Health and Safety Action Plan which includes fire risk assessment. This plan is 

regularly reviewed against progress towards completion of action points by the Health and 

Safety Committee, and progress is monitored by a governor, the Chair of the Finance and 

General Purpose Committee. 

 the school commissions an annual, and more frequently if significant changes are made to the 

interior of buildings or new buildings are added, an external health and safety consultant review 

of the overall arrangements for health and safety, including fire safety and the general safety 

and security of the school, and reports on actions highlighted with reference to the 

recommended timescales.  

 the school has a professional risk assessment for Legionella every year, and a monthly water 

sampling and testing regime in place. 

 the school has a comprehensive policy in place for the training and induction of new staff in 

health and safety related issues which includes basic Manual Handling and Working at Height 

training where appropriate, and training related to an individual member of staff's functions 

provided in addition to the standard new staff induction training.   

 the school’s first aid training is offered to a high proportion of teaching staff, and to selected 

members of the non-teaching staff and administrative staff to include those involved with the 

EYFS setting, with trips, sports fixtures and educational visits.  

 records of first aid qualifications and food hygiene certificates held by staff are logged by the 

Assistant Bursar together records of all other staff qualifications and training, and logged by the 

School Nurse to ensure renewals of first aid qualifications.  

 the staff, visitors, contractors and suppliers of goods and services comply with relevant health 

and safety requirements and accept their own personal responsibilities. 

 The staff work in an environment free from the risk of violence and abuse  

 

Signed:      

 

Chair of Governors    Mrs Frances Marshall 

 

Date:       25/08/16 
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Part 2 

ORGANISATION FOR HEALTH AND SAFETY 

Whole School including EYFS (Nursery and Reception) 

 

The Council of Governors have overall responsibility for health and safety led by the Chair of Governors. 

The Chair of the Finance and General Purpose sub-committee has a specific role for securing the 

financial commitment for the school to maintain its compliance with health and safety regulations and 

legislation (DfE and Ofsted), and to implement best practice procedures for the welfare and safety of the 

school community.  

 

All employees at St Cedd’s School are briefed on where copies of this document can be obtained on the 

school's intranet. Staff are advised when it is reviewed, added to or modified. The policy is always 

available to download from the school website without use of login passwords providing access to the 

school community of pupils, parents, staff, activities providers, volunteers, as well as prospective 

parents, visitors, contractors and the wider community.  

 

The Head writes the Health and Safety Policy and Risk Assessment Policy for review and approval by the 

Council of Governors, and for the Chair of Governors to sign and date the document as evidence that 

the policy has been formally adopted. The Head manages and leads the day-to-day operation of health 

and safety on site at the school. The Head is the Chair of the Health and Safety Committee and there is 

delegation of some of the duties to other members of the school staff but the ultimate responsibility for 

health and safety, on which the Head is answerable to the Chair of the Council of Governors, remains 

with the Head.  

The Health and Safety Committee meet to discuss:  

 

 matters concerning health and safety, including any changes due to DfE and Ofsted 

regulations and legislation 

 the effectiveness of health and safety within the school 

 any accidents and near misses, and preventative measures 

 updates to risk assessments 

 training requirements 

 the implementation of professional advice 

 the development of safety protocols and safe systems of work 

 communication relating to health and safety in the workplace  

 suggestions for reporting of defects by all members of staff  
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The Health and Safety Committee 

 

 

 

 

 

 

 

 

 

 

Dr Edmonds (Head)  
CHAIR  

Responsibility for day-to-day operations of health and safety at St Cedd’s 
School and for ensuring the staff comply with the Health and Safety Policy 

and all associated health and safety ISI regulations and government 
legislation. 

 
Mr Chisholm (Bursar) 

Maintenance of premises, commissioning and recording of results of external 
audits and safety checks, management of contractors and line management 

of the Site Manager. 
 

Mr Payne (Site Manager) 
Fire Marshal, responsibility for site security, daily safety of grounds, premises 

and utilities. Maintenance tasks.  
 

Mr Clarke (Deputy Head) 
Support with educational and curriculum risk assessments (including the 

annual PGL visit), leadership of day-to-day routines and protocols for keeping 
children safe and e-safety.  

 

Mrs Ward (School Nurse) 

Responsibility for the First Aid Policy and arranging staff first aid training, 

recording of all accidents, management of pupils’ prescribed medications and 

pupils’ medical needs in school. 

Mrs Latham (Educational Visits Officer) 

Responsibility for all aspects of off-site educational visits and associated risk 

assessments, with the exception of PGL. 

Mrs Williams (Catering Manager) 

Management of the school’s catering service, associated health and safety 

protocols and health and hygiene training requirements.  

Mr Sawyer (Head of Physical Education) 

Management of risk assessments and Codes of Practice in relation to all 
sporting activities. 

External Professional 
Advisors:  
Security, CCTV and fire alarm 
tests - Shipman Security and 
Quadrant (for call-outs)  
 
Engineers for service to 
boilers and kitchen 
appliances (tri-annual) - 
Corrigans 
 
Lift maintenance - tri-annual 
checks by Landmark Lifts 
 
Food hygiene - Food Alert 
and EHO 
 
Electricians for all electrical 
systems work – D J Saunders 
Ltd 
 
Gas Safe- Cooper & Brome 
Ltd 
 
Legionella - Dynamika 
 
Asbestos consultants – GTI 
(previously R & F Insulations) 
 
Pest Control - Pest Defence 
 
Minibus – Red Kite 
 
H & S audits  – H&E Health 
and Safety Consultants (M 
Earll) (six visits per year) 
 
Fire risk assessments and fire 
safety training – Fire Safety 
and Rescue Consultant (P 
Blacketer) 
 
Fire extinguishers – Quality 
Fire Protection 
 
Dietician – School Registered 
Nurse 
 
Catering - Food Alert 
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Chair of the Health and Safety Committee 

 

The Head as Chair of the Health and Safety Committee has responsibility for ensuring that: 

 

 the Health and Safety Action Plan is reviewed regularly for progress towards completion of 

action points. 

 there is at least one meeting per term of the school’s Health and Safety Committee. Minutes of 

the meetings are taken by the Head’s PA and stored securely and electronically on the school’s 

intranet, emailed to all members of the Health and Safety Committee and saved to the 

Governors’ Portal.  

 the Health and Safety Policy is amended and updated to reflect changes to legislation and action 

points from audits. The revised policy is loaded to the Governors’ Portal for approval by the 

Chair of Governors, and made available to the full Council of Governors, before it is fully 

adopted and published on the school website.  

 there is a report on health and safety matters at each full meeting of the Council of Governors 

with reference to minutes of the Health and Safety Committee including information from 

delegated areas of responsibility to staff, risk assessments, any incidents including accidents 

(pupils, staff, parents and visitors), staff training, fire drills, audits, and any issues relating to 

health and safety that the Chair of Governors wishes to bring to Council of Governors’ attention.  

 the school Fire Emergency Action Plan is updated every year, more frequently if significant 

changes are made to the interior of buildings or new buildings are added.  

 the school has a comprehensive policy in place for the training and induction of new staff in 

health and safety related issues, which includes basic Manual Handling and Working at Height 

training where appropriate, and training related to an individual member of staff's functions 

provided in addition to the standard new staff induction training.   

 
Risk assessments and risk management reflect the breadth of activities at the school. The Head leads the 

review of risk assessments and Codes of Practice. A Code of Practice is defined as an activity that may 

involve regular training for staff and incorporate a process, as well as identify potential hazards and 

control measures. The Head of Physical Education (PE) details the school’s approach to the safety of 

pupils in PE and Games in the specific risk assessments and PE Policy. The Educational Visits Coordinator 

(EVC) manages all the risk assessments for off-site activities and events, with the exception of the annual 

PGL trip. Staff are trained in completing risk assessments and are responsible for amending the 

assessments for teaching areas, classrooms and new activities. New and additional risk assessments are 

forwarded to the Communications Officer to be updated electronically and saved centrally to the 

school’s folder on the intranet. Heads of Department have specific responsibilities related to their area 

of expertise and create subject specific risk assessments in relation to specialist equipment, 
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accommodation and resources in their control and for organising and maintaining records and training 

that is relevant to their area of control.  

 

Please refer to the Risk Assessment Policy for full details regarding the school’s risk assessment 

protocols and procedures. Appendix 1 displays a snapshot of the Risk Assessment Index of 150+ 

assessments and Codes of Practice.  

 

The Deputy Head/Head of IT 

 

The Deputy Head and the external IT support company, ZenZero, are responsible for maintaining a safe 

IT technical infrastructure at the school. Their responsibilities include protecting the network and 

equipment from attack by viruses, maintaining robust firewalls to safeguard or prevent inappropriate 

usage, and ensuring the security of our electronic hardware. All school computers, printers, copiers, 

scanners, projectors, screens and other electronic equipment are listed on the asset register which is  

audited and updated annually. 

 

The Bursar 

 

The Bursar advises the Head on maintenance requirements and supports the Head in coordinating 

advice from specialist safety advisors, testing, and produces associated action plans. The Bursar advises 

the Head on all Health and Safety measures that may be needed in order to carry out maintenance 

work. The Bursar is responsible for ensuring compliance with the Construction (Design and 

Management) (CDM) Regulations 2015 whenever major work is undertaken.  

The Bursar line manages the Site Manager for completion of daily site health and safety checks and 

remedial action, and creates a task list for repairs based on prioritised items identified in the weekly 

teaching staff evaluation forms.  

 

The Bursar keeps the Head informed of the progress of the following health and safety aspects and 

arranges for:  

 

 an independent hygiene and safety audit of food storage, meal preparation and food serving 

areas at least annually (e.g. Food Alert) 

 regular deep cleaning of the school  

 external pest control services e.g. rats, mice, bee swarms, wasp nests etc 

 high level cleaning of all cooking, food preparation and storage surfaces, areas by kitchen staff 

 an asbestos register, the asbestos management plan and for making sure that contractors are 

fully briefed on areas of asbestos before starting work (please refer to the Code of Practice- 

Asbestos Management Index No.3). The Site Manager has completed asbestos management 

awareness training  

 structural surveyors of the school, as required 
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The Bursar also arranges the checks of: 

        

 electrical safety  

 gas safety    

 water quality – sampling and testing 

 asbestos 

 compliance with the construction (design and management) regulations 

 boilers 

 lifts 

 Legionella  

 maintenance of the school mini bus  
 

Site Manager 

 

The Site Manager manages the maintenance of the school grounds including the use of pesticides and 

control of hazardous substances (COSHH) for grounds maintenance. 

 

Specific health and safety responsibilities include: 

 

 daily site health and safety checks of the school and grounds including the play areas, Hard 

Court, astro and 3G surface, gardens and boundary fences, and the EYFS setting in both Nursery 

and Reception, and for conducting associated remedial work in consultation with the Bursar 

 weekly fire alarms tests 

 monthly emergency lighting tests 

 monthly water temperature testing (in line with the Site Manager’s legionella awareness 

training) 

 holiday period water flushing routine 

 PAT testing 

 the security of the school site. The Site Manager lives on site and this therefore includes 

overseeing the physical security of the buildings, for locking and unlocking external buildings 

and windows at the start and close of every day, switching on and off security alarms and 

carrying out regular checks of the site (both when it is occupied and unoccupied). The Site 

Manager carries a school mobile phone and a walkie-talkie whilst working or on call which is 

made available to all members of staff to use if they need assistance.  In addition, Shipmans 

Security and Quadrant Security is on call 24 hours a day, 7 days a week, and 365 days a year 

including public holiday. 

 prevention of unsupervised access by pupils to potentially dangerous areas (in co-operation 

with the teaching staff) 

 site traffic movements and parking on site in the school car park 

 clearance and maintenance of the school drains, gutters, paths etc. 

 making paths and steps safe in inclement weather including ice and snow 
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 basic repairs to furniture, equipment and premises, as appropriate 

 

.   

School Nurse 

 

The School Nurse informs the Head (or a member of the SLT in her absence) if a child is going home from 

school due to an injury, illness or health matter. She also escorts pupils to hospital (and informs their 

parents/carers) if not taken to the hospital by the parent(s)/carer(s). The School Nurse maintains all first 

aid boxes and grab bags including ensuring that eye washes are kept replenished.  

The School Nurse has responsibility for the school’s first aid training which is provided to a high 

proportion of teaching staff, and to selected members of the non-teaching staff and administrative staff 

including those involved with the EYFS setting, with trips, sports fixtures and educational visits.  

 

The School Nurse keeps records of first aid qualifications held by staff for timely renewals of first aid 

qualifications.   

 

All injuries are recorded by the School Nurse in the accident book. Certain accidents will be reported to 

the Health and Safety Executive (HSE) with completion of a Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations (RIDDOR) form and an investigation. Most incidents that happen in 

schools or on school trips do not need to be reported to the HSE but if a pupil is injured in an incident 

and remains at school, is taken home or is simply absent from school for a number of days, the incident 

is not reportable. Injuries to pupils and visitors who are involved in an accident at school or an activity 

organised by the school are only reportable under RIDDOR when: 

 the death of the person arose out of or in connection with a work activity; or an injury that 

arose out of or in connection with a work activity and the person is taken directly from the 

scene of the accident to hospital for treatment (examinations and diagnostic tests are not 

treatment) 

 when a pupil from another school is injured (specified injury) during a sports match (not 

reportable) as opposed to a pupil of the school who is injured similarly during a timetabled 

games lesson (reportable) 

 accidents prevent the injured person from continuing their normal work for more than seven 

days (not counting the day of the accident, but including weekends and other rest days). These 

must be reported within 15 days of the accident  

 

The RIDDOR records are kept in a locked filing cabinet in the Head’s PA’s office to ensure compliance 

with the Data Protection Act. Accident reports are considered at every meeting of the School Health and 

Safety Committee. The Bursar will contact the school insurer where any incident is felt likely to result in 

a claim and following a RIDDOR report to the HSE. 
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Please refer to the First Aid Policy for full details of school protocols regarding first aid and medications 

in school (including specific procedures for the EYFS setting) and the full role of the School Nurse in 

school.  

 

Educational Visits Coordinator 

The Educational Visits Coordinator manages and records all the risk assessments for off-site trips and 

visits, with the exception of the annual PGL trip, using the module for educational visits on School 

Manager, the school’s educational database and central record. 

  

Catering Manager 

The school's adherence to health and safety in catering and cleaning of the food preparation and eating 

areas is subject to annual external inspection by the Environmental Health Officer (EHO).   

 

The Catering Manager liaises with the Bursar to arrange for an independent (separate from the EHO’s 

visits) hygiene and safety audit of food storage, meal preparation and food serving areas, and the vents.  

 

The Catering Manager manages the Hazard Analysis Critical Control Points (HACCP) system awareness 

and control of food hazard awareness and COSHH in the catering area.  The catering facility requires 

additional risk assessments which are available from the Catering Manager.  

Please refer to the Catering Policy for further details regarding the school’s protocols for the dining 

arrangements at the school and the menus.  

 

Head of Physical Education 

The Head of PE manages the risk assessments and Codes of Practice in relation to all sporting and 
Physical Education (PE) requirements for the PE curriculum and games programme including equipment, 
activities, travelling to fixtures, use of off-site facilities and St Cedd’s School managed events on and off 
site. The PE staff receive regular training as coaches of sport and keep informed of safety guidelines, for 
example, the RFU (rugby) regulations for children under the age of 11 years.   

 

Staff 

All members of staff have responsibility to:  

 

 co-operate with the Head and governors on health and safety matters 

 do their work in accordance with training and instructions 

 inform the Head of any work situation representing a serious and immediate danger. So that 

remedial action can be taken 
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 follow this policy 

 take reasonable care for the health and safety of themselves and others who may be affected 

 follow requirements imposed on the school or any other person under health and safety law 

and co-operate fully so as to enable the duties upon them to be performed 

 carry out all reasonable instructions given by the Head and SLT 

 make proper use of anything provided in the interests of their health and safety such as 

protective equipment 

 cordon off any unsafe areas if and where necessary, and inform the Head, Site Manager/Bursar.  

 

All employees are briefed on where copies of this document can be obtained on the school's intranet. 

Staff are advised when it is reviewed, added to or modified. The policy is always available to download 

from the school website. 

 

Head of EYFS, Nursery and Reception Teachers 

EYFS play equipment is risk assessed by the Head of EYFS and the Nursery and Reception teachers. The 

Nursery and Reception teachers carry out daily physical check of all Nursery and Reception play areas 

and outdoor equipment and apparatus to ensure that it is clean, safe and fit for purpose. The Site 

Manager assists the Head of EYFS with the task of ensuring that all EYFS outdoor and indoor Nursery 

areas and equipment are safe. The teachers carry out a daily physical check of all Reception outdoor 

classrooms, play areas, equipment and apparatus to ensure that it is clean, safe and fit for purpose. 

Please refer to the EYFS Policy, Safeguarding Policy and Risk Assessment Policy for further details of 

welfare and safeguarding protocols in the EYFS setting.  

 

Front Office 

The Visitors’ Booklet has full details of the procedures followed by all visitors to the school which 

includes emergency evacuation procedures and the location of the place of safety. Visitors and 

contractors are required to sign in at our Front Office, where they are issued with a visitor's badge, 

which is worn at all times. Visitors and contractors wait in the Front Office and are collected by the 

person whom they have come to see.  All staff are expected to escort their visitors whilst they are at the 

school and to ensure that they sign out and return their badges on leaving.  

The Front Office have access to small monitors covering the CCTV cameras located at the front door and 

the vehicle and pedestrian gates. CCTV monitors are located near the Front Office admin staff desks and 

are visible to the Front Office on duty; but not to passers-by. The Front Office can also restrict access to 

the school through monitoring of the gates and with a security button which restricts access to the front  

entrance (and school).   
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CCTV 

The admin staff manage the CCTV system for the gates from monitors in the Assistant Bursar’s office 

and Front Office with the cameras linked to play areas accessed by the Head and Deputy Head from 

their desktops. We have notified the Information Commissioner that St Cedd’s School operates a CCTV 

system for the prevention and detection of crime and for the protection of pupils, staff and visitors.  In 

accordance with the law, we do not use CCTV for any other purposes, nor provide images to any third 

party, save to law enforcement bodies.  We conduct an annual audit of our use of CCTV, and display 

signs at our entrances, warning of its usage.   

 

Communication and Training 

 

All staff receive a briefing on security and workplace safety within their first week at the school as part 

of their formal induction process, with further support from their school mentor. The induction, in 

addition to other protocols, includes reference to: 

 fire precautions and safety procedures 

 first aid and accident reporting arrangements 

 general information on health and safety and a copy of this Health and Safety Policy 

 known hazards in the workplace and the control measures in place 

 specific topics relating to that person's role and their place of work, including departmental 

policies and risk assessments 

 arrangements for late and lone working 

 the procedure for booking in visitors and escorting them 

 the value of being curious about strangers, and of reporting concerns 

 the regime of login and password protection for electronic equipment 

 access and explanation of the school policies 

 

Codes of Practice are available for work activity carried out in the school. All employees have access to, 

and receive copies of, all regulatory and non-regulatory policies and risk assessments, and are requested 

to sign that they have read the updates to Part 1 of Keeping Children Safe in Education (KCSIE, 2016), 

the Health and Safety Policy, the Safeguarding Policy, Code of Conduct for Staff, Anti-Bullying Policy, 

PSHEE Policy, Equal Opportunities Policy, Pupil Supervision Policy, Staff and Parents’ Handbooks, and 

Fire Emergency Action Plan. 

 

The following is a sample of the list of policies and protocols on the school intranet: 

 

Accessibility Policy 

Anti-bullying Policy 

Asbestos Management  

Building at Work 

Catering and Food Hygiene  

Cleaning Guidance 

Code of Conduct for Staff 

Competent Advice 

Control of Access, Security 

and use of CCTV 

Control of Substances 

Harmful to Health (COSHH)  

Crisis Management Policy 

Display Screen Equipment 
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Educational Visits Policy with 

database of risk assessments 

and visits reports 

Educational and Welfare 

Provision for SEN, EAL and 

Disabled pupils 

Electrical Safety 

e-Safety Policy 

EYFS Policy 

Fire Safety, Procedures and 

Risk Assessment 

Fire Prevention Review 

First Aid Policy and 

administering medication 

Human Flu Pandemic 

Induction of New Staff 

Lettings Policy 

Legionella 

Lightening Protection 

Lone Worker Policy 

Managing Violence and 

Aggression by children in 

School 

Manual Handling Policy 

Medical Questionnaire 

Minibus use 

Occupational Health 

Parents Handbook of 

Information 

Pesticides: Use of 

Portable Appliance Testing 

Pupil Supervision Policy 

Play Rules 

Risk Assessment Policy 

Recruitment Policy 

Safeguarding and Welfare 

Policy 

Security 

SENDA Action Plan 

Slips and Trips 

Special Educational Needs  

Staff Induction 

Staff Handbook 

Sun Protection Policy 

Working at Heights 

Vehicles on-site 

Health and Safety Policy 

 

Refresher training is given during INSET as appropriate, with reference to changes to policies within the 

workplace and the role of the individual. Minutes of the content and attendance on INSET days is taken 

by the Head’s PA and logged by the Assistant Bursar.  

 

Responsibility for organising training is a follows: 

Safeguarding (Child Protection) and welfare     DSL (EYFS DSL)  

including PREVENT duty and prevention of FGM and Child Sexual Exploitation   

 

Food Handling        Catering Manager 

Catering Consultant 

Health and Safety for catering and cleaning     Bursar  

Food Alert Consultants 

 

Health and Safety        Head 

         

Briefing all pupils on emergency fire procedures    Deputy Head 

Briefing all staff on emergency fire procedures                  Head  

New staff on emergency fire procedures     Head/staff mentor 

 

Identifying specific health and safety training needs of staff  Head 

First aid training       School Nurse 

Risk Assessments         Head 
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Procedures for sports activities      Head of PE 

 

Events 

 

If an event involves large numbers of visitors, for example when the school hosts open days, plays, 

concerts, information evenings and exhibitions, an announcement is made advising them of the location 

of the emergency exits and Place of Safety that they should use in the event of the alarms sounding. All 

events comply with our Risk Assessment policy. 

 

 

Access Control 

 

There is an electronic entry system at our vehicle entrance (known as the ‘back gate’) with a camera to 

monitor access linked to our administration offices.  The pedestrian gate is unlocked during specific 

periods of the school day and always supervised by a member of staff when open. All external windows 

are fitted with locks. We ensure that pupils do not have unsupervised access to potentially dangerous 

areas. All flammables are kept securely locked in appropriate storage facilities.  Pupils do not have 

access to the maintenance, catering and caretaking areas of the school (see the separate policy on the 

supervision of pupils). 

 

 

Parking Facilities and Deliveries 

 

The school does not, unfortunately, have facilities for non-employees who are able-bodied persons to 

park on site. Regular suppliers are instructed to make deliveries before 0800, where possible.  

 

 

Pupil Support 

 

PSHEE and the Form Period provide opportunities to discuss and promote awareness of safety amongst 

all age groups including anti-bullying, e-safety, PREVENT and road safety. Pupils are not permitted to 

have mobile phones in school.   

 

Pupils do not bring money or valuables to school unless by pre-arrangement for a charity event when 

the amount is restricted. The cost of lunch is included in the fees.  

 

 

Use of School Facilities by Members of the Local Community 

 

Local community groups use our hall in the evenings in term time outside school hours and in the 

holidays. We regulate their use by hire agreements that cover practical matters such as hours of usage, 
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insurance and security. The Site Manager is always on site when outside groups are present. 

 

 

Lighting 

Security lights are used to protect the outside of our buildings and to light pathways around each 

building linked to the pedestrian entrance and the car park. 

 

Fire Risk Strategy 

 

The strategy is covered in three documents: the Health and Safety Action Plan, the Fire Emergency 

Action Plan (which details instructions on discovering a fire and evacuation procedures or in the event of 

a bomb alert) and the Fire Safety Log Book.  

 

A fire evacuation plan is displayed in each classroom and a master map is displayed in the staffroom, 

Head’s office, and Front Office. Regular heralded evacuations take place to ensure the effectiveness of 

evacuation procedures. Records are kept of all fire drills, training, inspections, evacuations and 

maintenance of systems and equipment.  

There is adequate means of escape for all occupants of the school premises. The means of escape is 

regularly inspected by the Fire Marshal to ensure they are kept clear of obstructions and tripping 

hazards. Where disabled persons use the premises, specific arrangements are put in place to ensure 

they can escape in an emergency.  

Fire drills are held at least every term at the School. Written records of fire / evacuation drills are 

maintained in the fire log book which is kept by the Head. A bomb alert practice is held annually, using 

the Forest Schools area as the Place of Safety. 

Teaching staff are responsible for escorting their pupils safely out of the building in silence and in an 

orderly fashion.  They are responsible for conducting a head count on arrival at the assembly point, and 

for ensuring that the name of anyone who cannot be accounted for (and, if possible, their likely 

location) is passed to the Deputy Head who informs the Fire Marshal (Site Manager) and the Head.  It is 

the responsibility of Head and Site Manager to ensure that this information is passed to the Fire and 

Emergency services. 

The Front Office is manned between 0700 and 1800 during weekdays in term time and TLC Holiday Club 

sessions. During half terms and holidays the administrative staff work shifts from 0800 - 1400.  If the fire 

alarm goes off during a holiday period, the staff have instructions to evacuate immediately and summon 

the Fire and Emergency Services. 

 

Fire Risk Prevention 

The Head has responsibility for maintaining and ensuring the local implementation of the fire 

procedures and for maintaining evacuation maps of the school premises. Copies of these maps are 
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brought to the attention of all employees and reviewed annually. The Site Manager is a trained Fire 

Marshal and receives regular refresher training. 

The School premises are subject to fire risk assessment which is informed by an external audit by a 

consultant. Fire hazards are eliminated, or the risks reduced to the minimum level practicable, by 

implementing control measures and safe systems of work.  

The School takes all reasonable precautions to prevent a fire from breaking out and recognises that for a 

fire to take place oxygen, flammable materials and a source of ignition must all be present.  The 

processes of prevention are aimed at preventing one or more of these elements being together.  To 

ensure the processes are being implemented all staff comply at all times with relevant regulations on 

the storage, transportation, handling and disposal of flammable materials and the Site Manager inspects 

potential sources of ignition and ensure that no flammable materials are stored close by.  

Fire Training 

Fire prevention and explanation of evacuation procedures are included in staff induction and revisited at 

the beginning of each term at INSET and when there have been modifications to evacuation procedures 

and/or updates to safety regulations and this policy. Staff are informed of the: 

 action to take if they discover a fire, including how to activate the fire alarm 

 action to take on hearing the alarm, including location and use of exits and escape routes 

 action to take in the event of a bomb alert 

 

All the teachers and carers of disabled pupils are also trained in the use of the purpose-built lightweight 

stairway evacuation chairs which are specially designed for moving disabled people down stairs in an 

emergency.  These chairs are located on the upper floors of each building in the school, because 

disabled lifts cannot be used in a fire.  

Pupils are informed of exits and escape routes. 

The Fire Marshal and Sweeps are trained in: 

 emergency evacuation procedures 

 use of fire extinguishers 

 how to spot fire hazards 

 

Fire Detection  

All buildings have adequate means of fire detection.  The detection equipment is maintained and 

regularly checked by competent persons (Quality Fire Protection). 

Fire Alarm 

Each area of the school premises has an adequate means of raising the alarm in the event of fire. 
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The fire alarm system in each location is to be tested weekly with the date and time made known.  This 

is managed by the Site Manager.  The alarm is activated using a different activator point each week, 

where this is practicable. 

The fire alarm system is serviced every year or earlier as required by a competent professional 

contractor. Records of these tests and servicing are maintained in a fire log book held by the Head. 



                             

17                                                                Reviewed: August 2016 

 

Fire Fighting Equipment 

Fire extinguishers, fire hoses, wet and dry risers and/or other fire suppressant systems are serviced by a 

competent contractor annually and the service date recorded on each extinguisher/hose reel/system. 

Types of Extinguisher 

RED extinguishers – water, for combustible material, e.g. paper and wood 

BLACK extinguishers - carbon dioxide, for electrical fires and flammable liquids 

CREAM extinguishers – white foam, for flammable liquids or electrical fires 

BLUE extinguishers –  dry powder, for flammable liquids or electrical fires 

GREEN extinguishers – Halon, for all types of fire, is toxic - NOT TO BE USED IN CONFINED SPACES 

SILVER extinguishers – chemical, for fat fryer in kitchen 

FIRE BLANKET – use to smother small fires 

 

Access Points – School Fire Extinguishers/Blankets  

Lower School         

Year 2 Exit   1 x water   
Top hallway outside Room 6 1 x white foam  
    1 x CO2   
Exit of Reception classrooms  1 x water  
Network Office   1 x CO2   
Exit by Bursars’ office  1 x white foam    
Administration Office   1 x CO2   
Foyer by Main Hall  1 x water  
Main Hall   2 x water  

Side of stage  2 x water  
Stage   1 x CO2  
Kitchen Boiler Room 1 x Carbon Dioxide  
   1 x wet chemical  
   1 x fire blanket 
Art Room/PE Office 1 x Carbon Dioxide 
   2 x foam  
   2 x CO2  

 
Access Points – School Fire Extinguishers/Blankets                                                                                                       
Nursery 
By Main Entrance  1 x water  
Main Nursery Room  1 x CO2  
Kitchen    1 x foam 
Door to demountable  1 x water  
    1 x CO2  
Library    2 x water 
    1 x CO2  
 

Access Points – School Fire Extinguishers/Blankets                                                                                             
Upper School 

Science Room, 43, 44 exit 1 x water 
    1 x CO2 
Outside room 57  1 x water 
    1 x CO2 
Outside rooms 53, 54 exit 1 x foam 
By Lift    1 x CO2 
Outside room 44  1 x foam 

    1 x CO2 
Outside room 43, 44 exit 1 x water 
Science Room   1 x CO2 
Exit near rooms 53-55  1 x foam 
    1 x CO2 
Corridor near rooms 53-55 1 x water 
Ground floor Lift  1 x CO2 
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Year 6 Corridor   1 x foam 
    1 x CO2 

Year 6 Corridor continued 1 x foam 
    1 x CO2 

 
Access Points – School Fire Extinguishers/Blankets  
Music School       
Main Entrance   1 x foam 
    1 x CO2 
Music Room 1   1 x foam 
    1 x CO2 
Music Room 2   1 x water 
    1 x CO2 
Emergency Lighting 

Emergency lighting is installed in the school where lighting would continue to be required in the event of 

a mains power failure, e.g. stairs, passageways and emergency exits. Records of testing and servicing of 

emergency lights will be maintained by the Site Manager. 

This policy is reviewed at least annually, is included in the school’s policy review schedule and has been 

written with reference to:  

 

 DfE Health and Safety: advice on legal duties and powers, February 2014 
 Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 (www.isi.net) 
 Management of Health and Safety at Work Regulations 1999 (www.hse.gov.uk) 

DfE Regulatory Standard 3 (2) (b), covering the welfare, health and safety of pupils.  
 National Minimum Standards 41 (which imposes a requirement on EYFS providers' premises).   
 Health and Safety Executive (www.hse.gov.uk) 
 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013) (www.hse.gov.uk) 
 Incident reporting in schools (www.hse.gov.uk/pubns/edis1.pdf) 
 Control of Asbestos at Work Regulations 2012, Approved Code of Practice (www.hse.gov.uk) 
 Government wide Department of Health planning documents (www.dh.gov.uk/pandemicflu 

 

Governors’ committee review group:    The Council of Governors 

Oversight:  Chair of Finance and General Purpose 

Day-to-day management:     Head 

Monitoring:  Chair of Governors 

Period of review:     At least annually 

Latest review date:      August 2016 
SAFEGUARDING STATEMENT 

 

 

St Cedd’s School is committed to maintaining a safe and secure environment for all pupils and a ‘culture of vigilance’ to safeguard and protect 

all in its care, and to all aspects of its ‘Safeguarding and Promoting the Welfare of Pupils Policy’. 

 

EQUAL OPPORTUNITIES STATEMENT 

The aims of the School and the principles of excellent pastoral care will be applied to all children irrespective of differences in ethnic 

background, culture, language, religion, sexual orientation, gender, gender reassignment and disabilities, so long as in the last matter the pupil 

is able to involve himself or herself in the activity concerned; equally these differences will be recognised and respected, and the School will aim 

to provide a positive culture of tolerance, equality and mutual respect.  

http://www.isi.net/
http://www.hse.gov.uk/
http://www.hse.gov.uk/
http://www.hse.gov.uk/
http://www.hse.gov.uk/pubns/edis1.pdf
http://www.hse.gov.uk/
http://www.dh.gov.uk/pandemicflu


                             

 

 

Appendix 1: Extract from the Risk Assessment Index 

Assessment Number  

1 Caretaker’s Activities 

2 Legionella Bacteria 

3 Asbestos and Asbestos Management 

4 School Security  

5 Pupils’ Play Activities 

6 Pond (also included on Science risk assessment) 

7 School Corridors 

8 Classroom Risk Assessments (see separate index) 

 PE Activities/Equipment: 

9 Rugby Scrum Machine 

9a Dance Studio Risk  

10a Main Hall & Gymnastics Equipment  

10b Hall 1 (additional Risk Assessment for PE) 

11 ICT Equipment  

12a and 12b Offices  

13 Staffroom  

14 Science Activities 

15 Educational Visits and Trips (see separate Educational Visits Risk Assessments 
on School Manager database) 

16 Kiln  

17  School Shop 

18 Work Experience Students  

19 PE Sheds and Storage Areas 

20 Slips, Trips and Falls  

21 Contractor’s Activities 

22 Working Alone 

23 Expectant Mothers 

24 Fire Risk Prevention (see separate policy documents) 

25 Choristers 

26 Turning Circle 

27 Walking Bus 

28  British Legion Hall and route  

29 Work carried out by Site Manager 

30 Working at a height 

31 Traffic on New London Road 

32 Laptops 

33 Swimming Gala - Year 4-6 Swimming Gala 

34 Work carried out by Site Manager 

35 Kitchen 

36 Nursery Kitchen 

37a Lower School Sports Day– Chelmer Park 

37b Upper School Sports Day – Chelmer Park 

38a Chelmer Park 



                             

 

 

38b Oaklands Park 

39 Swimming Gala - Year 3 Swimming Gala 

40 Riverside Ice & Leisure Centre 

41 TLC After-School Care Club 

42 Hard Court 

43 Astro Pitch 

44 3G  

45  PE play equipment  

 
Classroom Risk 
Assessments – No 8 

 

1  Front Office 

2 Head’s Office 

3 PA’s Office 

4 Medical Room  

5 Classroom 5 2H 

6 Classroom 6 2S 

7 Classroom 7 RM 

8 Classroom 8 RH 

9 Classroom 9 1J 

10 Bursar’s Office  

11 Administration Office  

12 Hall 1/Dining Room  

13 Girls’ Toilets  

14 Boys’ Toilets 

15 Kitchen 

16 Stage 

17 School Shop  

18 Foyer 

19 Classroom 19 1P 

21 Staffroom 

22 Network Manager’s Office 

23 Lift 

24 Reception Door 

25 Deputy Head’s Office  

26 Staff Toilets 

27 Reception Toilets  

28 Girls’ Toilets 

28a Cleaning Cupboards 

29 Boys’ Toilets 

30 School Gate 

31 Garden 

32 Hall 2 - Dance and Drama  Studio 

33 Head of EYFS 

34 Girls’ Toilets 

35 Boys’ Toilets  



                             

 

 

36  Nursery Kitchen  

37 Nursery 

38-40 Play Areas – Nursery (‘Zones’) 

41 Pond 

42 Science Room 

43 Classroom 43 

44 Classroom 44 

45  

46 Boys’ Toilets 

47 Girls’ Toilets  

48 Gents’ Toilet 

  

50 Disabled Toilet  

51 Lift 

52 MFL Room 

53 Classroom 53 

54 Classroom 54 

55 Classroom 55 

56 Classroom 56 

57 Classroom 57 

58 Honeypot  

59 Boys’ Toilets  

60 Girls’ Toilets  

61 Gents Toilet 

62 Ladies Toilet  

63 Disabled Toilet  

64 Lift  

65 Classroom 65 6P 

66 Classroom 66 6H 

67 Classroom 67 ICT Suite  

68 Red Brick Road  

69 Garden Path  

70 Back Gate  

71 Cycle Pods 

72 Refuse collection 

73 Music School Classroom 1 

74 Music School Classroom 2 

75 Drum Kit Practice Room 

76 Practice Room 1 

77 Practice Room 2 

78 Practice Room 3 

79 Practice Room 4 

80 Quiet Area 1  

81 Hard Court  

82/83 PE Office & Boys' Changing Room 

84 - 85 Art Room  



                             

 

 

86 Playgrounds 

87 Astroturf Pitch/3G Astro  

88 Outdoor classroom 

89 Entrance Area 

90 Quiet Area  - Canopy 

91 Lift  

92 Front Gate 

93 British Legion  and Route from School 

93a Turning Circle  

94 Disabled Toilet  

95 Music Office 

 

Health and Safety Codes 
of Practice (CoP) 

 

1 Gas Safety 

2 COSHH Policy + 2a COSHH Assessment Sheet 

3 Code of Practice – Intruder Alarm 

4 Asbestos 

5 Events and Parents’ Evenings 

6 Letting and Hiring 

7 Building Contracts Undertaken on School Premises 

8 Supply Teachers, Work Experience and Visitors 

9 Human Flu Pandemic 

10 Infection Control 

11 Manual Handling 

12 Lunchtime 

13 Wet Breaks 

14 Playground and Playground Rules 

15 Road Safety 

16 Clubs and Activities 

17 Art and Technology 

18 ICT 

19 PE Policy 

20 Science 

21 Classrooms 

22 Stress Management 

23 Managing Violence and Aggression in School 

24 Minibus Safety 

25 Electricity Safety 

26 New and Expectant Mothers 

27 Forest School Policy and Procedures 

28 Sun Protection 

29 Water Safety 

30 Working at Height 

31 Extra-curricular Activities 

 



                             

 

 

Checklists  

1 Checklist for First Aid 

2 Checklist for Use of Public Swimming Pool 

3 VDU Assessment Form and Guidance 

4 COSHH  

5 RIDDOR Form 

6 HACCPs 

 
 

 

   

  

 


