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Section A – Statement Of Intent 

 
 
The Headteacher and Governors are committed to establishing and implementing arrangements which  
will ensure that staff and pupils will be safeguarded whether or not on school premises, and that the 
premises for which they are responsible are safe for visitors, as well as pupils and staff.     
 
They will comply as necessary with the following statements, copies of which can be found at Sections 2 
and 3 of the ‘KCC Framework for Health and Safety’ and which will be brought to the attention or issued 
to all members of staff.  
 
 
Mr Daniel Eaton  
Headteacher 
 
Paul Martin 
Chairman of Governors 

September 2026 

 

 

 

 

 

 
PLEASE REMEMBER THAT YOUR HEALTH AND SAFETY 

AND THE HEALTH AND SAFETY OF OTHERS AROUND YOU 
IS YOUR RESPONSIBILITY 
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Section B – Organisation 
 
Kent County Council has overall responsibility for health & safety but, at school level, the headteacher has 
responsibility as officer in charge of the premises for ensuring that they are safe. In so doing, he will 
delegate certain tasks and responsibilities to other members of staff and will refer appropriate matters to 
the local education authority either because the LEA is responsible under the local management scheme 
or because specialist advice is needed.  
 
The headteacher is also responsible as senior line manager for ensuring that staff, pupils and visitors 
(including contractors) adopt safe working practices and generally conduct themselves in such a way that 
they will avoid injury to themselves or others. 
  
The headteacher is responsible for: 
 

• Ensuring that the school has a health & safety policy. 
 

• Reviewing it at least once a year and drawing all employees' attention to any revisions. 
 

• Including issues in the school development plan, if necessary. 
 

• Checking that the health & safety requirements are actually implemented and keeping a record 
of the periodic monitoring which is undertaken. 

 

• Ensuring that all staff, pupils and visitors have access to a copy of the policy statement. 
 

• Passing on information received on health & safety matters to the appropriate people. 
 

• Ensuring that each employee’s responsibility regarding health and safety is included in his/her 
job description. 

 

• Ensuring that risk assessments are undertaken as necessary and recording items of significance. 
This is a statutory requirement and should be reviewed at least annually. 

 

• Receiving and dealing with complaints about unsafe premises, equipment or work practices. 
 

• Ensuring that emergency evacuation procedures are in place. 
 

• Ensuring that the requirements of the fire prevention officer and environmental health officer 
are properly addressed. 
 

• Ensuring that adequate first aid provision is made. 
 

• Liaising with the governors and local education authority on policy issues and any problems in 
implementing the health & safety policy. 

 

• Ensuring that copies of the policies are on open display within the school. 
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• Submitting the policy annually to Governors’ meeting for approval. 
 
The Governors are responsible for complying with their duties under the local management scheme, 
making appropriate provision within the school's delegated budget and generally supporting health and 
safety within the school. This includes a requirement under Section 4 of the Health & Safety Act 1974 to 
take measures which are within their power to make sure that premises are safe and without risk to take 
account of pupils’ health, medical conditions and safety (without assuming any of the responsibilities of 
the headteacher). 
 
All staff in the school have a personal responsibility for the health and safety of themselves, their 
colleagues, pupils and visitors. They must comply with any duty or requirement imposed by their line 
manager or statute and must not intentionally or recklessly interfere with or misuse anything provided in 
the interests of health, safety and welfare. These are specified more precisely in Section C. They also have 
a duty in law under the Management of Health and Safety Regulations 1999 to report any shortcomings 
in the employer’s health and safety arrangements for the protection of people at work who may be 
affected by them. 
 
Accidents 
All accidents must be notified to (headteacher/senior teacher), who must ensure that they are reported, 
if necessary, to the LEA and where appropriate also the Health & Safety Executive, that the circumstances 
are investigated and any appropriate action taken to prevent a recurrence. See Section C below, Section 
7 of the KCC Framework for Health & Safety), and the KCC Accident Book with form HS517.  Further detail 
is in section D below.  
 
Training 
The headteacher is responsible for seeing that he is sufficiently trained and that appropriate staff receive 
the necessary training. Each member of staff is also responsible for drawing the headteacher's attention 
to their own personal needs for training, and for not undertaking duties unless they are confident that 
they have the necessary competence. The headteacher is responsible for keeping records of the training 
that has been undertaken and having a system for ensuring that refresher training (for example in first 
aid) is undertaken within the prescribed time limits. The record of training is kept by the headteacher. 
 
Individual Healthcare Plans (IHP) 
These plans will be drawn up in partnership with parents/carers and any relevant healthcare 
professionals to help to ensure the effective support of pupils with medical conditions.  Not all pupils 
with a medical condition will require an IHP, and it will be agreed with the parents and any relevant 
healthcare professional when an IHP is inappropriate or disproportionate.   The Plans will be reviewed 
annually or earlier if evidence is presented that the child’s needs have changed.  They will be developed 
with the children’s best interests in mind and will set out what needs to be done, when and by who.  The 
level of detail in the plan will depend on the complexity of the child’s condition and will be considered 
by the governing board, headteacher and SENDCo.   Further detail is in section D below.  
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Section C – Arrangements  

 
 
It is important that the day-by-day activities of all staff, pupils and visitors are conducted in a way which 
is inherently as safe as possible. 
 
The following practices apply to all staff, pupils or visitors in their care. It also applies, as appropriate, 
when the children are using other premises as part of their school activities (e.g. the church). 
 
General 
 
Whenever a health/safety problem within the school premises is noticed which cannot be put right 
immediately, the person finding it must report the details to the headteacher or secretary, who will notify 
a specialist in order to rectify the situation. 
 
Supervision of pupils 
 
The school behavior policy must be followed in order to ensure the safety of pupils. In addition, 
arrangements for pupils working away from the school has been detailed in our ‘Off Site Education Policy’ 
which is based on the document KCC Regulations and Guidance for Offsite Activities. 
 
Visitors 
 
For reasons of security and fire safety all visitors must report to the school office where their ID will be 
checked and they will be required to sign the visitors’ book.  Visitors will be issued with a visitors lanyard.   
 
Premises & equipment 
 
The headteacher will arrange for a visual inspection of the premises and equipment every half-term in 
line with ‘Visual Inspection of Premises and Equipment - A Guide for Local Managers and Officers in Charge 
of Premises’ issued by the Land & Property and Building Design Departments in November 1990. (The 
Governors’ Health and Safety Committee may undertake these routine checks.)  
 
Electrical safety 
 
All staff are required to report to the school office any damaged electrical equipment or wiring – including 
portable equipment and permanent wiring. Special consideration shall be given for school plays, etc. 
 
The premises manager will arrange for all portable electrical equipment to be checked every two years 
and a record kept in the school office. All major wiring circuits will also be checked periodically. While it is 
recognised that on occasions it might be necessary to use an electrical extension lead the use of extension 
leads is generally to be discouraged.  If the use is unavoidable in any particular instance, the lead is to be 
laid flat upon the floor and protected so that it does not present a hazard to anyone walking nearby. 
 
Staff must not attempt any repairs to electrical equipment unless the Headteacher is satisfied that they 
are competent to do so. 
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All children are to be taught the dangers of electricity and how to use appliances correctly. 
 
Waste disposal 
 
Waste will be placed in appropriate bins within the building and removed each day by the cleaners to the 
external bins prior to removal by a contractor. Any hazardous waste will be kept secure until removal. 
 
Stacking & storage 
 
Materials, equipment and any other items will be kept in appropriate storage areas. Where this is not 
possible for temporary reasons, the staff responsible for those materials will ensure that they are stacked 
tidily, to a height which does not constitute a hazard, and in such a way that they do not impede the 
movement of staff, pupils or visitors. 
 
Stairs, corridors, cloakrooms and exits, etc will be kept clear of obstructions (including electrical cables). 
 
Classrooms 
 
Teachers will be alert on a daily basis to the following and will report any hazards to the headteacher or 
his deputy. They will make a more thorough check each half term: 
 

• Equipment should not have any signs of obvious damage, strained flexes, dangerous use of 
extension cables or over-loading of power sockets. 

• The lay-out of furniture and equipment - secure if necessary (e.g. tall shelves to wall) 

• Whether materials and equipment are stored properly. 

• Are there safe methods of dealing with harmful materials? 

• Is there any obvious malfunctioning of heaters or lights? 

• Are the radiators kept clear? 
 
Lifting & handling 
 
Staff will follow the guidance given in ‘Manual Handing Operations Regulations' (1992) unless superseded 
or updated by specific method. Staff are advised by the head teacher to attend appropriate training.    
 
Physical education and games 
 
These activities will be conducted within the recommendations of ‘Safe Practice in Physical Education’ 
(Revised 2024). 
 
Crisis counselling & emergency support 
 
In the event of bereavement or any other traumatic situation affecting pupils and/or staff, the Educational 
Psychology Service may be consulted. 
   
Stress 
 



   

 

File name: Health and Safety  
Policy 

Associated Docs:  
Allergy policy  

Statutory 
No 

Review Period :  
Annual 

Policy Owner:  
Governing Body 

Last Revised :  
17/09/26 

Next Revision Due: 
01/09/27 

Page 8 of 14 

 

Counseling arrangements can be made via the headteacher. He will contact the area personnel manager 
(in the case of staff) or the educational psychologist (for pupils). Support  03000 411 411  
 
Alcohol & Drugs 
 
The abuse of alcohol or drugs is a hazard and if there is any suspicion that a member of staff, pupil or 
visitor is incapacitated, this must be reported to the headteacher. Some advice is contained in Annex 10, 
Appendix 1, of the KCC Framework for Health & Safety. Further advice can be obtained from the area 
personnel manager (regarding staff) or the district schools officer (regarding pupils). 
 
Display screen equipment 
 
The requirements of the KCC Framework for Health & Safety Section 4 will apply, under the direction of 
the Headteacher. 
 
COSHH 
 
Every attempt will be made to avoid the use of substances that come within the Control of Substances 
Hazardous to Health (COSHH 1994) regulations and KCC Framework for the Health and Safety Section 11. 
Care will be taken in ordering supplies and contractors will be asked to refrain from their use. Where such 
materials must be used, only the smallest practicable quantities will be brought on to the site, where they 
will be stored securely under the personal responsibility of a member of staff or contractor. If the 
substances have been brought on to site for a specific ‘one-off’ purpose, any remaining quantities will be 
removed from site as quickly as possible and disposed of safely. Termly checks will be made by the 
headteacher to ensure that no substances have been brought on to the site without her prior knowledge.  
 
 

  

 
 
 

 
 

Contractors 
 
All contractors are required to comply with all relevant health and safety legislation. In addition, they must 
report to the school office as soon as they arrive on site and carry appropriate identification. The 
headteacher will agree arrangements for liaison and for the contractors' operations (taking advice from 
the Kent property services as necessary). The Headteacher will pay particular regard to the safety of pupils 
if contractors will be working during the school time. It may be necessary to exclude pupils from certain 
parts of the building, to require the contractor to erect barriers and to prohibit the movement of 
contractors' vehicles during breaks, etc. 
 

HAZARDOUS SUBSTANCES 

The following hazardous substances are stored on the school premises. 

 

 DESCRIPTION    LOCATION 

a. Toilet cleaner    All these items are locked in  

 b Disinfectant    the cleaning cupboard. 

 c. Floor Polish       

d. Floor stripper        

e. Floor cleaner      

f. Non aerosol spray polish    
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Advice is available from the Kent Property Services regarding building work and ground maintenance and 
from the area education office regarding catering and cleaning (It is not normally acceptable to allow 
windows above the first floor height to be cleaned without special arrangements and it is suggested the 
district schools officer should be contacted before agreeing to any such work). 
 
Playground and Field 
 
The supervision of children during playtimes will be organised and a rota for these duties will be prepared 
by the headteacher and displayed in the staff room. There will always be at least two adults on duty in 
the field. Children will not be permitted to cross the road from the school playground to the playing field, 
or vice versa, unless accompanied by a member of the staff.  
 
Car Parking and Waiting 
 
The entrance gates to the school and the entrance to the playing field are to be kept clear at all times, as 
is also the lay-by at the church gate adjacent to the school perimeter and the entrance to the reservoir. 
Reminders of these arrangements to be sent out regularly to parents in the school newsletter. Parents 
bringing their children to or collecting them from the school are to limit their stay to the minimum time 
possible, or use the supervised drop off system in order to reduce the traffic hazard caused by parking in 
Church Road. Children should not arrive at the school before 8.30am and on arrival are to go 
straightaway onto the school premises and not to remain on the roadway outside the playground. At 
the close of the school day, those children who are to be met by parents are to remain in the playground 
until a responsible adult collects them. 
 
Staff Working Alone on the Premises  
 
Risk Assessment  
It is thought that the risk to a member of staff working alone on the school premises is slight provided 
that sensible precautions are taken.  For instance, they ensure that a responsible person is aware that 
they are there, that they carry the minimum necessary in handbags and briefcases and that they do not 
unnecessarily walk between buildings.  
 
Building Security  
It is strongly recommended that the outer door of the main building, door to the hall and the door to Ash 
class should be locked while any member of staff is working alone, and that the member of staff has a 
phone to hand.  Under no circumstances will Fire Exits be locked until the member of staff concerned is 
about to leave the premises.  
 
Contact details   
Health and Safety Advice Line – 03000 418 456  
Email: healthandsafety@kent.gov.uk 
Head of Health and Safety: Helen Bale: 03000 417 239

mailto:healthandsafety@kent.gov.uk
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Section D - Medical Care 
 
 
General 
 
Our policy has been drawn up with reference to DfEE Circular 14/96 ‘Supporting pupils with Medical 
Needs in School’, KCC Supplementary Guidance 1998,  and DfE Supporting Pupils at School with Medical 
conditions at School dated Sept 2014.   
 
If a child is unwell at school, we will make every effort to contact the parents/carers. It is very important 
that we have up-to-date home/work telephone numbers or other contact numbers. Until we have 
contacted the child’s parents we will take any action we consider to be in the interests of the child. 
 
First Aid  
   
Trained First Aiders are:  
 
Mrs Sarah Clark – Paediatric First Aid in School 
Mrs Sarah Brooks  – Paediatric First Aid in School 
Mr Daniel Eaton - Paediatric First Aid in School    
Mrs Merran Hilton  – Paediatric First Aid in School  
Mrs Jodie Holdstock  – Paediatric First Aid in School  
Mrs Catherine Adams - Paediatric First Aid in School  
 
The First Aid Boxes are located in defined positions in ALL CLASSROOMS.  A first aid box will be taken to 
the field during lunch / play time and on any school trips.  
 
Accidents and emergency treatment  
 
Accidents or violence will be reported to the Headteacher and the procedures set down in the Kent County 
Council accident Book and Section 7 of the Kent County Council Framework for Health & Safety will be 
followed. The accident forms will be kept in a file in the office. This file will be checked by the headteacher 
regularly and a report made to the governors if necessary. The file will also be checked during the Health 
and Safety premises walk round each term. 
 
In the event of an accident injuring one or more people, the first priority is to ensure, within the limits of 
personnel and facilities, the safety of other pupils and adults in the vicinity. In attending to the injured 
person(s), help will be called by one of the staff trained in first aid.  
 
If the accident is of a more serious nature the office staff should be informed. A senior member of staff 
will then take a decision whether or not an ambulance should be called. Parents should be contacted as 
soon as possible. If the accident is less serious a parent will be advised at the end of the school day.  
 
If the accident is less serious but hospital treatment is deemed necessary and a parent cannot collect the 
pupil in good time, a colleague with an appropriately insured car may volunteer to take the casualty to 
the accident and emergency centre. If no such transport is available, then an ambulance should be 
called. 
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All parents shall be required to sign an authorisation form to enable their child/children to be given 
emergency treatment as deemed necessary or conveyed to a hospital and there given such medical 
treatment as may be necessary in the event of illness or injury while at school. This should be done on or 
before their child starts school.  
 
The member of staff who was first on the scene must complete an accident report form (kept in the office). 
Parents will be contacted immediately if appropriate or advised by staff on collection. 
 
In the case of bumped heads, parents will always be informed promptly by phone call or in person even 
if there are no apparent physical symptoms. The child will be issued with a sticker and monitoring 
information provided to parents.  
 
Reports will be made direct to the Health and Safety Executive when required. 
 
Administration of Medicines  
 
1. Medicines will be kept in the medicine cupboard in the school office or in the fridge in the 

staffroom if necessary. The exception to this being asthma inhalers which will be kept with the 
child if the child can self administer them, or if not in the school office in a labelled bag. Epipens 
will be kept in a labelled bag in the school office.  

2. Medicines will be administered in school only if written consent has been obtained from the 
parent and carer.  Where possible prescribed medicine should be administered at home.  If this 
is unavoidable prescribed medicines must be provided in the original pharmacy dispensed 
container bearing instructions for administration, dose and storage. Parents will be responsible 
for providing instructions relating to the medicine and ensuring it is in date.  

3. The school will administer medicines that have not been prescribed (calpol or piriton) only if 
written consent has been provided.   We will never administer aspirin or ibuprofen or medicines 
containing them unless prescribed by a doctor.  

4. If a child refuses to take a medicine or carry out a procedure they will not be forced to do so.  A 
parent or carer will be contacted if possible.   Further medical assistance will be sought if a 
member of staff considers this necessary.   

5. A designated person will be responsible for managing medicines on trips and outings 
6. Only an appropriately trained person will supervise the administration of medicines. 
7. Children will only be allowed to take and carry their own medicines provided that this has been 

specified in the pupil’s healthcare plan or agreed otherwise in writing with the school.  
8. A record will be kept of all medicines taken or administered at the school in the folder in the 

staff office.  
9. Risk assessment and arrangement procedures will be part of any healthcare plan. 
10. Specified members of staff will be trained if deemed necessary in a pupil’s healthcare plan.  
 
 
Blood spillages  
 
The KCC Framework for Health & Safety - Section 10, Appendix 3B, gives advice to avoid the possibility of 
staff contracting AIDS, Hepatitis B and gastro-enteric diseases, and these will be followed. 
 
Medical Conditions 
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Pupils' medical needs may be broadly summarised as being short-term or long term. Please refer to the 
medical care section of the schools health & safety policy below.  The governing body seeks to comply 
with their duties under the Equality Act 2010 in the case of any child with a medical condition who may 
also be considered disabled.  The child may also have special educational needs (SEN) and may have a 
statement or Education, Health and Care Plan (EHCP). 
 
No child with a medical condition will be denied admission or prevented from taking up a place in school 
because arrangements for their medical condition have not been made unless there are constraints 
imposed by the nature of the school building. Mr Daniel Eaton (headteacher) will ensure that sufficient 
suitably trained staff are always on site to support pupils with medical needs. Specific/Specialist training 
will be given when this need is identified by the healthcare professional. 
 
Mr Daniel Eaton (headteacher) will be responsible, in conjunction with parents/carers for drawing up, 
implementing and reviewing individual healthcare plans (IHP) for pupils with medical conditions and 
ensuring that relevant staff are aware of these plans.  
 
Notification of Medical Conditions 
 
A list with photographs of any pupil with a notified medical condition will be kept securely in each 
classroom.  
 
Infectious Diseases 
 
The school office are to be informed whenever a child is known to have an infectious disease. It may 
sometimes be necessary to inform all parents. (see Annexe 10 KCC Framework for Health & Safety) 
 
Children – hygiene and safety  
 
Children will be taught the basic rules of hygiene, including to always wash hands after using toilet and 
before eating, not to leave food around for any length of time, not to put anything into their mouths when 
on the playing field, for example acorns, berries, stones, leaves, worms, etc. 
 
Children will be regularly reminded of the importance of safety conscious behavior through PHSE, health 
education, Health and Fitness events, general discussion and drugs education. 
 
Screening  
 
Whilst at school, children are given a routine health questionnaire and hearing screening in Year R. In 
addition, under the National Child Measurement programme, height and weight measurements are 
checked in Year R and Year 6.  Parents can opt out and the information provided by the Kent Screening 
team on how to do so, will be passed on to parents.  
 
Specific medical conditions 
 
 
Asthma 
 
Staff need to be aware of any pupil with Asthma in their care.   The child will additionally be identified by 
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a photo prominently displayed in the staff room.  
 

• Parents of all children with Asthma will complete an IHP. 

• Asthma medication to be kept in the staff room until children can use it independently. Once a 
child can use their inhaler independently staff should try and ensure that they have their inhaler 
with them. However, each child is responsible for their own inhaler. 

• Asthma medicine must be taken on school trips and to sports events. 

• A child having an attack should never be left unattended and a staff member with appropriate 
first aid training should attend for assistance. 

• Attacks of asthma often cause panic – staff should stay calm and reassure the child and try to 
encourage the child to breathe slowly and deeply and to relax. 

• If a child does not respond to the inhaler then further medical help will be needed.  
  
Epilepsy 
 
Staff need to be aware of any pupil with epilepsy in their care.   The child will additionally be identified 
by a photo prominently displayed in the staff room.  
 

• If a child has a seizure, a staff member with appropriate first aid training should be consulted 
immediately for assistance. 

• During a seizure, remove objects away from the child until they have recovered – do NOT 
attempt to restrict the child. 

• As soon as the child is relaxed or `floppy’ enough, try and roll them into the recovery position. 

• After a fit allow a child to relax somewhere quiet or even sleep. 

• If a fit is long lasting, i.e, longer than 60-90 seconds, further medical help may be needed. 
   
 
Severe allergic reactions: 
 
Staff are made aware of pupils who have severe allergic reactions. The child will additionally be 
identified by a photo and a description of their allergy which will be prominently displayed in the 
kitchen.   This policy should be read in conjunction with the Allergy policy.  
 
Children with severe allergies will complete an IHP.  
 
The school advises all students not to bring in nuts into school, whether in packed lunches or otherwise.   
All children with nut allergies should be supervised at all times when eating.  
 
All staff have been trained on Epipen use.  
   
Head lice and Ticks 
Any reported outbreak of head lice or ticks should be reported to school. Parents/guardians will be 
advised on an appropriate course of action as advised by the local health authority. 

 

 
 

 Signed Date 
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Approved by Governing Body  

 

Governing Body 17-09-26 

Chairman of Governors 

 

Paul Martin 17-09-26 

Headteacher 

 

Daniel Eaton 17-09-26 
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