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Health and Safety Policy Statement  

The following statement sets out the health and safety objectives for the Khalsa Primary School, with 

the aim of ensuring best practice in the management for health and safety. This policy is part of and 

should be read in conjunction with Slough Borough Council’s Health and Safety Policy.  

  

The persons named at the base of this statement accept the requirements of the Health and Safety at 

Work Act 1974; all subsequent legislation and Approved Codes of Practice produced under the Act. 

They also recognise that legislation only defines the minimum level to be achieved and they will strive 

to improve on this requirement where reasonably practicable. As part of this they accept responsibility 
for the development and review of this statement.  

  

The Governors and Principal are committed to health and safety and will communicate the values and 

beliefs in implementing best practice.   By following this policy statement, it is expected that health 

and safety performance will be improved, in particular it is expected that there will be a reduction in 

the number of injuries, ill health, unnecessary losses and liabilities and an improvement in 

environmental protection.  

  

It is recognised that health and safety is of equal importance as other management objectives and the 

Governors will ensure adequate financial and physical resources are provided to ensure the school is 

progressive in health and safety performance each year. To assist this, there will be access to any 

necessary expert advice.  

  

The school management will take all reasonable steps to provide safe and healthy conditions for all 

employees and others who may be affected by the school’s activities; this will be determined by the 

identification of workplace hazards and the completion of suitable and sufficient risk assessments and 

the implementation of appropriate workplace controls.  

  

All employees are seen as a key resource and managers are committed to ensuring the competence 

of all employees by providing appropriate information, instruction, training and supervision as 

required.   

  

Health and safety will only improve with the free flow of information. To ensure that this occurs, health 

and safety will be a standing item on all staff and governor’s meetings. Additionally, consultation will 

be promoted. By participating in the consultative procedures, employees can make an important 
contribution to the implementation of this policy statement.   

  

To ensure this statement remains active and appropriate the Governors will review it annually and if 

failings are identified it will be improved. An ‘Annual Report’ and ‘Action Plan’ will also be generated 
and submitted to the governing body for information and approval.  

   

Organisational Responsibilities  

Under the Management of Health and Safety at Work Regulations, an employer is required to put into 

place the necessary organisational structure to ensure progressive improvement in health and safety 
performance.   

  

The following structure, extracted from Successful Health and Safety Management (HSG 65), details 
the specific tasks that require to be undertaken within the School.  
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Board of Governors   

Is responsible for all aspects of health and safety, and will subsequently ensure the full implementation 

of the Policy by:   

 Planning, formulating, generating, developing and approving the policy documents and 

procedures and for ensuring they are kept under review and are effectively implemented;   

 Establishing a strategy to implement the policy documents by integrating them into the Schools 

‘Business Plans’ and general activities;   

 Introducing a structure for planning, implementing, measuring, reviewing and auditing the policy 

documents with a view to improvement where recognised;  

 Authorising new or revised procedures;  

 Ensuring that health and safety performance is regularly reviewed, monitored and audited, and 

that improvement plans are generated where required;  

 Making sufficient resources available to ensure implementation of the policy.  

 Ensuring competent advice is available to managers and employees;  

 Ensuring managers identify all foreseeable hazards within their area of responsibility, and that risk 

assessments are completed and the appropriate action taken to remove the hazard or reduce the 

level of risk;   

 Preparing an ‘Annual Health and Safety Report’ and ‘Action Plan’ on performance.  

 Ensuring that health and safety is on the agenda of all Governors meetings;  

  

Principal 

The Principal is responsible for implementing this Policy within the school by:   

 Periodically appraising the effectiveness of this Policy to ensure that necessary changes are 

submitted to the Governors;   

 Designating, where required, a specific person to undertake health and safety matters on their 

behalf. (NOTE: The accountability for health and safety will still remain with the Governing Body 
and Principal);   

 Establishing management arrangements and procedures to ensure risk control systems and work 

place precautions are implemented and used;  

 Attending health and safety training to enable them to fulfil their responsibilities and duties.  This 

included the designated person if applicable e.g. Business Manager  

 Ensuring the participation of all employees, by bringing to their attention any reports received 

from the Health and Safety Advisor and minutes from safety meetings;   

 Ensuring that health and safety is an agenda item on all staff meetings, and that all employees are 

consulted about health and safety issues and plans;  

 Keeping up to date with health and safety legislation, good practice and relevant management 

practices;   

 

In particular the Principal must:  

 Regularly review the Statement of Health and Safety policy and safe working procedures relevant 

to the school and ensure all necessary risk assessments are carried out and recommended actions 

implemented;  

 Make arrangements to ensure that the contents of the health and safety policy documents and 

procedures are brought to the attention of all staff employed at the premises;  

 Ensure the Implementation of health and safety procedures and plans, including the procedure 

for reporting accidents, industrial diseases and dangerous occurrences;(RIDDOR)  

 Report to the Governors any situation identified as being unsafe or hazardous and which cannot 

be remedied from within the resources available to them; 
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 Prepare and regularly review an emergency evacuation procedure and arrange for periodic 

practice drills (at least once each term). Arrangements must also be made to inform staff, pupils, 

and other users of these procedures;  

 Generate reports on health and safety issues for the Governing Body and ensure premise 

inspections take place at regular intervals;  

 Take any immediate and long term action necessary to ensure the health and safety of any persons 

on or using the premises, e.g. by removing or where this is not possible, reducing the level of risk 
the hazard presents;  

 Arrange for the immediate withdrawal, repair or replacement of any item of furniture, fitting or 

equipment identified as being unsafe;  

 Ensure maintenance schedules (e.g. fire extinguishers checks, boiler servicing, water temperature 

checks, Portable Appliance Testing (PAT) are set in place and followed.  

 Instigate work to remedy any defect in the state of repair of the buildings, their surroundings or 

any equipment, also make interim arrangements to eliminate or limit the risk entailed during 
repair;  

 Monitor the activities of contracted service staff locally undertaking building works, contractors, 

hirers and other organisations present on site, as far as is reasonably practicable;  

 In discharging these responsibilities have regard to the needs of contracted service staff and 

others who may be based at or using the school who are not directly employed by the school. In 

particular such personnel must be considered when arranging first aid provision and generating 
or reviewing emergency evacuation procedures.  

  

Responsibilities of Teachers  

Teachers play an important part within the school for health and safety and carry a large portion of 

the responsibility for the safety of the children.   

 

Their duties include; -  

 Ensuring the classroom or any other areas where they have responsibilities are in a safe and 

suitable condition and report any deficiencies they find to the appropriate person.  

 Make sure all the children and others within their area of control understand all health and safety 

issues including – how to report situations and evacuation procedures etc.  

   

Responsibilities of all Employees   

All employees have legal responsibilities relating to health and safety. All members of staff are 

encouraged to make recommendations concerning health and safety at work to the appointed health 
and safety representative.  

  

It shall be the duty of every employee whilst at work:   

 To comply with Safety Policies, Procedures and Risk Assessments;   

 To comply with all instructions relating to safety including statutory provisions, codes of practice 

and safe systems of work;  

 To co-operate with management and others to enable the school to comply with health and safety 

requirements;  

 To take reasonable care for the health and safety of themselves and any other persons who may 

be affected by their acts or omissions whilst at work;   

 Not to intentionally or recklessly interfere with or misuse anything provided in the interest of 
health, safety or welfare;  

 To use any machinery, equipment, substances or transport in accordance with training and 

instruction provided;  

 To attend safety training courses as and when arranged;   



Page 5 
 

 To wear protective clothing or equipment provided and to make proper use of devices provided 

for safety at all times;  

 To report any health and safety problem or work situation where there is the potential for serious 

or imminent danger; and  

 To report any short falls in any protective measures provided.  

 It is important that employees do not under any circumstances carry out operations that could 

cause danger to them or affect the safety of others.  

 No person should undertake a job/task for which they have not been trained and do not feel 

confident to carry out.    

 Employees holding management/supervisory posts, other than posts specifically named above 

will have health and safety responsibilities proportionate to the management functions they 
undertake.   

 In the execution of their duties, all employees are expected to use the knowledge gained from 

specific health and safety training and that, which is inherent in their professional training.   

 

Health and Safety Advisor (Health and Safety Assistance)  

To comply with the Management of Health and Safety at Work Regulations 1999 and its requirement 

for the school to have competent health and safety assistance the school has purchased a service level 
agreement (SLA) with Slough Borough Council’s Health and Safety Advisory Team who will:  

 Advise on the preparation, development, review and implementation of the schools policies, 

procedures and plans;  

 Support Annual Health and Safety Audits  

 Advise on legislation and codes of practice for the school;   

 Provide guidance on accident investigations, specialist activities, hazard identification, risk 

assessments and the implementation of appropriate control;  

 Advise on reviewing performance of the health and safety management system;  

 Advise on promoting a positive health and safety culture;  

  

NOTE:  

A breach of health and safety by any of the above may result in action including disciplinary action for 

employees if proven, being taken by the authority. Certain breaches may result in action being taken 

by the Health and Safety Executive.   

  

Service Users, Students and Pupils  

Service users, students and pupils are expected, as far as is reasonable with regard to their age and 
development:  

 to exercise personal responsibility for safety of themselves and others;  

 to observe standards of dress consistent with safety and/or hygiene;  

 to observe all the safety rules of the establishment and in particular the instructions of staff given 

in an emergency;  

 to use and not wilfully misuse, neglect or interfere with things provided for their safety e.g.  

 setting off fire extinguishers.  

The Governors, Principal, Teachers and other staff are responsible for making service users, students, 

pupils and where appropriate parents/guardians, aware of these responsibilities through the 
prospectus, notices and direct instruction.  

Training of staff in health and safety, including risk assessment  

All staff are required to be informed about the practices and procedures contained within this Policy 

and to provide sufficient knowledge for them to be able to carry out their work in a safe manner. The 
training should be completed within six months of appointment.  
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Within the first four weeks of employment, a senior leader/designated person will identify any health 
and safety training that is appropriate for the duties of the post. They will consider:  

 All elements of the job that can be undertaken prior to training taking place.  

 The tasks that can only be carried out with supervision prior to training taking place.  

 Tasks that must not be carried out until training has been completed.  

  

Contractors must have relevant information on:  

 hazards and risks they may face  

 measures in place to deal with those hazards and risks  

 how to follow any emergency procedures  

  

Some employees may have particular training needs, for example:  

 new recruits need basic induction training in how to work safely, including arrangements for first 

aid, fire and evacuation procedures  

 people changing jobs or taking on extra responsibilities need to know about any new health and 

safety implications  

 some people’s skills may need updating by refresher training  

  

Employees also have responsibilities under health and safety law to:  

 take care of their own health and safety and that of others  

 co-operate with you to help you comply with health and safety legislation  

 follow any instructions or health and safety training you provide  

 tell you about any work situations that present a serious and imminent risk  

 let you know about any other failings they identify in your health and safety arrangements  

  

Consultation arrangements with employees  

Instruction, information and training are provided to enable employees to work in a safe and healthy 

manner.  

 

Safety representatives and representatives of employee safety carry out their full range of functions. 

The staff are consulted (either directly or through their representatives) in good time on issues relating 

to their health and safety and the results of risk assessments.  

  

Beyond compliance  

Feedback mechanisms exist for health and safety matters, such as:  

 ‘suggestions’ or more formal open meetings with management; any health and safety issues 

should be minuted in any relevant meetings.  

 team meetings are held and may be led by employees – health and safety issues should be 

minuted in any relevant meetings.  

Joint decisions on health and safety are made between the senior leader/designated person, Principal 
and Governors.  
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Recording and reporting accidents to staff, pupils and visitors  

Certain work-related injuries to a member of staff or a child must, by law, be recorded and reported. 

The employer is responsible for this, but staff may be asked to prepare the report. Guidance for 

schools on what, how, where and when to report is explained in the HSE education information sheet: 
Incident reporting in schools (attached in appendix of this document)  

  

All accidents are to be recorded at the school office, and in class accident books. Log sheets are stored 

securely in the main office.  

  

Policy and procedures for off-site visits, including residential visits and any school-led adventure 

activities  

All off-site visits are required to be properly planned and risk assessed according to the ‘Educational 

Visits Policy’ and ‘Risk Assessment Policy.’ These are to be monitored by the ‘Educational Visit Co-

ordinator’ for Khalsa.  EVOLVE is used throughout the school.  The school commits to seeking approval 

from Slough Local Authority for residential trips.  

 

Dealing with health and safety emergencies  

Any emergencies or incidents are to be reported to a senior leader/designated officer and school 

caretaker as soon as is safely possible. Where possible, make sure that others in the immediate area 

are aware of the issue that is deemed to be unsafe.  

  

First aid and supporting medical needs  

The procedures for appropriate treatment of First Aid and medical needs are highlighted in flow charts 

displayed in each main area of the school. Specific medical needs of individuals are displayed in the 

medical room. Medication is kept in the main office and refrigerated medication in the designated 
fridge in the staff room.  See First Aid policy and ‘Supporting Children with Medical Needs’ policy.  

  

Workplace safety for teachers, pupils and visitors   

All staff are required to complete a health and safety check of their rooms at the beginning of each 

term (see checklist in appendix). Any required actions should be brought to the attention of the health 

and safety officer who will log and make sure appropriate actions are taken.  

  

Active monitoring  

In order to ensure that the health and safety management system is working effectively the caretaker 

will walk around the school hazard spotting on a daily basis. The work identified is entered into a book 

and work is signed of as completed.  Other members of staff are encouraged to record remedial works 

into this book so work can be prioritised.  

 

Reactive monitoring  

The school reports all incidents that lead to injury, ill-health or property damage. Where the incident 

is more serious than requiring a plaster the incident is investigated to identify any failing in the 

management system that needs addressing. Any incident that could have serious consequences is 

investigated by a member of the senior management team.  In Early Years, daily visual inspections are 
undertaken and records are made accordingly.  

To benchmark our incident rate with other around the borough, we review the SBC Quarterly report 
provided by the Corporate Health and Safety Team.   
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Display Screen Equipment  

Although the use of display screen equipment is perceived as low risk, the school ensures that the risk 

of muscle damage is managed. Those who habitually use the DSE for more than two hours a day are 

classed as “DSE users.” These people are asked to complete a self-assessment questionnaire. The 

completed form is reviewed by the individual’s line manager and any remedial actions taken. These 
individuals are also entitled to free eye sights and specific prescriptive glasses.   

  

School security  

All visitors, including parents, must sign in at the main office and wear their visitor badges at all times. 

It is the duty of all staff to question any individual without one as to whether they have been signed 
in, albeit in a friendly manner.  

Any external doors, including in the dinner hall and Gurdwara must remain closed at all times, even if 
staff are present.  

  

Violence to staff 

Violence towards staff is not tolerated at any level.  The school’s ‘Allegations of Abuse against Staff 

Policy’ outlines procedures for dealing with any incidents.  

  

Manual handling  

Manual handling in the school is managed by using the HSE guidance as a basis. The school is 

committed to avoiding the activity wherever possible. However, when tasks cannot be avoided they 

are risk assessed. The school has provided trolley, wheelbarrow etc. to aid this. The operatives asked 

to undertake manual handling operations are trained during induction and this is repeated every three 

years.   

  

On-site vehicle movements  

All vehicles within school grounds must adhere to the appropriate speed limit. Directions from the 

volunteer marshals on duty before and after school must be followed. Any failure to do so is to be 

reported to the Principal in detail.  

Vehicular movement in the playgrounds and on the school playing fields is to be avoided whenever 

possible during school hours. Where unavoidable, due diligence should be applied and contractors 

should be escorted by a member of the caretaking team.  

  

Management of asbestos  

Khalsa Primary School is deemed to be asbestos free as it was built in 2007.  The site team are required 
to hold a certificate to confirm this.     

  

Control of hazardous to health substances (COSSH)  

All hazardous chemicals and substances are kept locked in the cleaning cupboards and kitchen store. 

All staff who use must have appropriate training and make sure certification is present or displayed. 
A log of which hazardous materials are present is also kept at each location.  

  

Working at height  

Working at height should be avoided wherever possible. If necessary, only staff who have received 

recognised and appropriate training (caretaking staff) should do the work e.g. use of monkey tower. 

All staff should avoid using improper equipment (i.e. tables and chairs) to work at height.  

Maintenance (and, where necessary, examination and testing) of plant and equipment  

This is to be carried out by the caretaker and designated contractors as appropriately qualified, and 
any issues requiring action to be reported to the health and safety officer.  

Fire safety, including testing of alarms and evacuation procedures  



Page 9 
 

The risk of personal and property damage is controlled via a Fire Risk Assessment undertaken using 

the SmartLog System. The evacuation procedure is displayed in all public areas this includes the 

location of the assembly points. The alarms and extinguishing systems are monitored and tested in 

accordance with legislation. All staff undertake fire awareness training during induction and this is up-
dated as required.   

 

Adverse Weather Conditions  

 
Notification  

If there is any question of the school being closed, all parents will receive a text message by 7.15am 

of that morning, clarifying if it is open or closed.  If we decide the school is open, it is on the 

understanding it can remain so all day and the pick-up time will be the usual.  

 

In addition, we will upload the information onto our school website  

http://www.khalsaprimaryschool.com as soon as possible and the relevant details will go directly to 
the Council who will then put the information onto local radio stations and Council bulletins.   

 

Travelling to school  

To help you travel ‘slowly but surely’ to school, morning registration will be open from 8.30am to 
9.30am to ensure everyone can travel to school safely.  

  

Extreme weather during the day  

In the event of extreme weather starting during the school day, we may have to send children home 

early if advised by the local authority due to the state of the roads. In which case, we would send a 

text message requesting an early collection from school. Our main aim is to ensure the safety of all 
students.  

  

Staff procedures  

In the case of severe weather conditions please see below:  

 By 7.00am – text your line manager if you are able to travel to school or if you are snowed in and 

cannot travel. It is important that you communicate the right message.   

 At 7.00am – SLT phone head, who will decide if the school will open or close 7.15am – A decision 
will be made. Principal will text caretaker & office.  Office will text parents and staff.   

 Office will ring LEA Emergency Planning Team to inform of school closure.  *STAFF  

 Please make sure your mobiles are charged & remember to check the website  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

 
Caretaker to Liaise 

With Principal 

LEA Emergency Planning  
Team 01753 875900   

   1 . Local radio Stations.   
.Setup hotlines to  2 

provide info to other  
schools and public   

Chair of Governors   Business Manager   

Office Staff   

Text Staff / Parents   Notice on Website   

http://www.khalsaprimaryschool.com/
http://www.khalsaprimaryschool.com/
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Appendix 1 

 

HSE Incident reporting to schools  
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