
 

 

 

 
 
Statement of Intent 
 
The Governors of The Daiglen School are committed to the promotion of a safe and healthy 
working environment for staff, pupils and all other users of the school site. 
Governors understand and accept the responsibilities laid upon them as employers in compliance 
Section 2 of the Health and Safety at Work etc. (1974) Act. 
Governors are committed to the provision of adequate and appropriate safety training for staff 
The Governors will review this policy annually at their first meeting of the Autumn Term. 
 
Roles and Responsibilities  
 
The Governing Body is responsible for: 

 ensuring that appropriate documentation is in place 

 monitoring its implementation 

 reviewing it on an annual basis 
 
At Daiglen School, this will be achieved 

 by the appointment of a Health and Safety Governor 

 through the Premises/Health and Safety Committee 

 by Governors receiving termly reports from the Head Teacher 
 
The head teacher is responsible for:  

 the day to day management of health and safety 

 the implementation of this policy 

 ensuring that all staff are aware of the information contained in this document 

 reporting to Governors on health and safety matters termly 

 liaising with contractors to ensure an adequate exchange of health and safety 
information 

 
The Caretaker is responsible for: 

 ensuring that all defects in the building and grounds are dealt with promptly 

 carrying out daily checks of fire exits, staircases, toilets and outdoor play 
equipment 

 carrying out a daily safety check of the school grounds 

 undertaking a weekly check of the break glass fire alarm system and recording the 
result in the Fire Log Book 

 
The School Manager is responsible for arranging for all fire safety equipment to be serviced 
regularly and replaced when necessary.  
 
The First Aid Officer (Karen Dobinson) and The Head Teacher are responsible for all medical 
matters, including the Accident Book, first aid supplies and the duty rota. 
 
The Chef is responsible for all matters relating to food preparation in the kitchen and dining room 
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The Science Coordinator is responsible for health and safety with regard to any equipment used in 
the teaching of Science  
 
The PE Coordinator and Games Master are responsible for health and safety within PE lessons 
and other sporting activities 

 
All Staff: 

 It is a requirement of the Health and Safety at Work Act that all staff should be familiar 
with the health and safety arrangements in place and should comply with them.  All staff 
will therefore be issued with a copy of this document and will be expected to comply with 
the procedures it contains at all times.   

 All staff have a responsibility towards themselves and others for health and safety and 
should report any problems using the procedure outlined in the next section.  If necessary, 
they must be prepared to take appropriate action themselves to remove hazards.  

 Staff should ensure that pupils in their care behave in a safe and proper manner, adhering 
to proper safety precautions, particularly in the handling of equipment or materials. 

 Staff enter via a FOB and must ensure they tap out whenever they leave the 
premises either during or at the end of the day . Anyone leaving the premises with 
the intention of returning on the same day should sign out and also cross through 
their name. 

 
Pupils:  
Pupils are expected to 

 comply with school rules relating to general behaviour 

  take note of and comply with information provided for safety with regards activities 
undertaken 

 in cases of emergency to remain quiet, listen and obey 

 
 
Security 

 
Entry to the school during lesson time is via entry-phone to the main entrance.  All gates are 
locked at this time.  Visitors to school are required to sign the visitors’ book in the office and will 
be required to wear a visitor badge unless accompanied at all times by the a member of staff.  
 
If parents need to collect their children during the school day they must report to the office and 
inform the School Manager that their child is leaving school. They must also register their return to 
school with the School Manager. If a forgotten item is delivered to school for a child e.g. lunch box 
or sports kit, the deliverer must report to the school office, not to the child's classroom. 

 
 
Practical arrangements: 
 
First Aid 
Although not required to give First Aid, teachers and other staff in charge of pupils are expected to 
use their best endeavours at all times, particularly in emergencies, to secure the welfare of the our 
pupils. The school’s first aid needs are reviewed regularly at staff meetings and the policy is 
updated annually in September. 
 



First Aiders: The current appointed person for First Aid is Mrs Dobinson. She has completed a full 
training course including paediatric first aid  and  Mrs Gabrel, &  Mrs Davis have also completed a 
paediatric first aider course. Their main duties are to give immediate help to casualties with 
common injuries or illnesses and those arising from specific hazards at school; when necessary 
they will ensure that an ambulance or other professional medical help is called. 
 
Every member of staff is given training in First Aid and a refresher course every 3 years. Whilst this 
does not make them first aiders, it is hoped that it will improve their competence and confidence 
to deal with an emergency if necessary. All staff therefore hold a current First Aid certificate from 
an Institute of Health Care Development Instructor. 
 
There are First Aid cupboards in the Medical Room, in the staff room, on the second floor landing 
and in the Kitchen.  First aid boxes are kept at the First Aid Post in the Art Block entrance hall and 
in the Nursery. A further box, to take on school trips, is kept in the Staff Room cupboard.  Mrs 
Gabrel  ensures that the Nursery box is stocked in accordance with the Health and Safety Manual 
at all times and Mrs Dobinson is responsible for all other boxes. Only items listed in the Health and 
Safety Manual will be used in administering first aid. The member of staff on duty sends any 
injured pupils to the First Aid post to be treated and the First Aider on duty records the incident in 
the accident book, which is kept with the First aid box. 
 
Accident Recording, Reporting and Investigation: Serious accidents must be brought to the 
attention of the Head Teacher, who will decide on further action, including the completion of an 
‘Injury or Dangerous Occurrence Report Form’. The person completing the accident record or 
report will be responsible for investigating the causes of the accident and, if necessary, making 
recommendations to prevent recurrence. 
 
Issuing Medicines: In most cases, parents will administer medicines to their children themselves 
out of school hours, but if that is not possible, they may be invited to come to school to administer 
it.  
School staff should not administer any medicines unless: 
 

 A pupil who suffers from a chronic complaint could not otherwise attend school 

 There is a compelling need to administer short-term prescribed medication for a serious 
complaint.  

 Parents have signed the administration of medicine form. 

 For EYFS medication must be prescribed by a doctor, dentist, nurse or pharmacist. 
 

Medication for asthma is stored in the class First Aid Box. Pupils in the junior school become 
increasingly responsible for their own inhalers and, when judged reliable, keep their inhalers with 
them.  A spare athsma pump is retained by the school and kept at the first aid post, along with 
permission from parents for staff to use it if necessary.   

 
Epipens are stored in the class First Aid Box which remains with the class at all times. 
Form teachers are responsible for taking asthma pumps and epipens with them on trips outside 
school. (see ‘Checklist for outings’ in Staff Handbook) 
 
Staff may administer medicine if:  

a) Both parents are working 
b) the child is in After School club 
c) parents are unable to arrange for a responsible adult to administer the medicine 
 



 (see policy for administering medication) 
Any other specific medical condition e.g. Diabetes, Epilepsy 
As and when the need arises staff training is provided to ensure that pupils with any specific 
medical need can be supported fully in school. 

 
In the Playground: All Teachers and Teaching Assistants share morning, lunchtime and afternoon 
break duties on a rota basis and are responsible for safeguarding the welfare of pupils at these 
times.  If the member of staff on duty is absent for any reason, it is their own responsibility to 
swap duties in advance. If the member of staff is unexpectedly absent, the duty will be covered by 
another member of staff as directed by the Head or other member of the SLT.  
 
Staff on duty ensure classes remain in their designated playground area, use only air balls and 
behave in a civilized manner.  They should bring any potential hazards to the attention of the Head 
Teacher.  
 
At the end of play, the form teacher is told if a child has been hurt in the playground; if a child 
hurts his head, s/he is given a ’head slip’ to take home. See above for procedure in the event of an 
injury. 
 
Off Site Visits 
All requirements to promote Welfare health and Safety in this policy also apply during any off site 
activity.  A separate Trips and Visits Policy should be read in conjunction with this policy.  Risk 
assessments for all trips should include any H & S issues that may be different to on site 
activity/premises. 
 
Inclement weather: The member of staff on duty decides whether to allow the pupils to go 
outside or to stay in school or during bad weather.  Pupils stay in their Form Rooms; in Junior 
School, the member of staff on duty supervises Y3&4 and the Head or another member of the SLT 
supervises Y5 & 6. Infant children may play under the sheltered area during bad weather. Form 
teachers provide suitable activities for wet breaks, including lunchtimes. 

 
 
Maintenance, Domestic and Catering 
 
All staff must be aware that they have a legal responsibility to ensure both their own personal 
safety and that of other people in the School. 
Appropriate protective clothing must be worn when necessary. 
When working from roofs and ladders, a safe working platform must be created and others must 
be protected from the dangers of falling debris. 
All staff must consult or seek advice if they are not sure about the safety hazards of a task which 
they have been given. 
All mains electrical work must be carried out by a qualified electrician. 
Adequate warning notices must be placed near any temporary work likely to cause a hazard (eg 
floor polishing). 
All catering staff must familiarise themselves with the hazards associated with their particular jobs 
and with general points listed in ‘Health and Safety in Kitchens and Food Preparation Areas’ 
(1990). 
Staff must be fully familiar with any machinery before operating it without supervision.   If in 
doubt, they have a duty to seek instruction. 
  
Safety in non-hazardous Teaching Areas 



 
The term ‘non- hazardous’ refers to those teaching areas where no obvious subject-specific hazard 
exists. Staff working in these areas are still obliged to report any defect or situation which may 
present a hazard to themselves or others. 
 
Examples of such situations include: 
 

 Loose carpeting or very uneven floors. 

 Defective or insufficient lighting. 

 Any reported structural defects. 
 
Electrical apparatus of any sort presents a particular hazard  (see ‘Electricity at Work Regulations’).   
The following precautions should be taken at all times: 
 

 Is the plug on equipment wired up correctly with the correct rating of fuse? 

 Loose or trailing flexes are hazards.   Think carefully about the positioning of mobile 
equipment. 

 Extension leads should be used only where absolutely necessary.   Compatibility of wiring 
should be carefully checked. 

 Adaptors should not be used without checking with a safety representative. 

 Any unusual occurrence such as overheating plugs, leads or switches must be reported 
immediately. 

 
 
 
Safety in Science lessons  
 
Instructions for Pupils: these will be displayed prominently in the laboratory and teachers will 
ensure that pupils read, and understand the reasons for, these rules. 
  
1. Do not run. 
2. Do not eat or drink. 
3. Do not play with gas taps or electric supply. 
4. Do not touch blinds. 
5. Wash hands after using chemicals. 
6. Keep benches clean and tidy. 
7. Report any accidents or breakages. 
 
Guidance for Staff 
Science teachers are extremely safety conscious and significant accidents in laboratories are, 
mercifully, very rare.   The following points are suggestions which could make them rarer: 
As scientists, we are all well aware of particular hazards implicit in our own speciality subjects, and 
are careful to alert non-specialist and technical staff to likely problems. 
Please report all accidents/injuries especially those occurring in ‘new’ experiments to the Head 
Teacher. 

 
Safety in Design Technology 
 
It is essential to wear correct clothing.   Sleeves must be rolled up and long hair tied back at all 
times. 
Pupils must move around the room quietly and slowly. 



Pupils must wear goggles and other items of protective clothing when instructed to do so. 
Pupils may never use any tools without permission, if they have not received instruction in its use 
from a teacher, or if they do not thoroughly understand how to use it. 
Toxic and hazardous substances must be locked away when not in use. 
Ample ventilation must exist at all times. 
 
 
 
 
 
 
Safety in PE/Games 
 
All PE staff know that the safety of themselves and their pupils is the first consideration when 
undertaking practical activities. 
Non-specialist staff teaching sporting activities must consult with the PE coordinator or Games 
Master regarding hazards relating to particular activities. 
Non-specialist staff may not supervise some activities without the express permission of the Head 
Teacher.   These include:  gymnastics, apparatus in indoor areas, swimming. 

 
Daiglen School Road Safety Statement 
 
1. Children must be met by a Parent or Guardian. 
 
2. No Child is to leave the school premises without a Parent or Guardian unless at the parents’ 
request and they have written permission to do so. Such permission will only be granted to pupils 
in Y6 and is solely at the discretion of the Head Teacher.  
3. The school gates are locked during normal hours. 
4. The School Manager or class teacher must be informed in writing if a child has to leave the 
premises during the school day. 
5. In an emergency, parents must contact the School by telephone if they need to collect their 
child during the school day.   They must then enter the School by ringing the main front door bell. 
6. Out of school walking trips must be planned in advance so that all helpers are given instruction 
and allocated groups in advance. 
7. All cars used to transport children on school business must have seat belts for each child. 
8. Parents must be notified and permission given before their child is allowed to travel in a private 
vehicle. 
9. Coach drivers must ensure their coaches stop outside the school with doors facing the 
pavement. 
 
In the course of a school year, teachers at Daiglen will give general advice to all pupils on Road 
Safety, but the main responsibility for the instruction of Road Safety outside the school premises 
must be left to the Parent or Guardian. 
 
This policy statement has been drawn up with help from Epping Forest District Council Highways 
Department Officials. 
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