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Ropsley C of E Primary School
Health and Safety Policy

1. Introduction 
Statement of Intent 
Health and safety is an important consideration for our school. We will take all reasonable steps to provide a safe and caring environment for children, staff and our visitors. All personal data/information maintained in this respect will be held in the strictest confidence in line with relevant legislation. 

Responsibilities 
· Lincolnshire County Council, as the employer, has overall responsibility for health and safety. The Governing Body and Headteacher are responsible for ensuring that the Local Authority’s health and safety requirements are implemented effectively within the school and that appropriate local arrangements are in place. For its part the governing body will: 
· Ensure health and safety has a high profile 
· Ensure adequate resources for health and safety are available 
· Consult staff and provide training opportunities 
· Monitor and review health and safety 

The Headteacher will: 
· Develop a health and safety culture throughout the school 
· Take day to day operational decisions 
· Ensure staff are aware of their responsibilities 
· Update governors 
· Draw up health and safety procedures 
· Monitor effectiveness of procedures 

All staff will: 
· Support the implementation of health and safety arrangements 
· Take reasonable care of themselves and others 
· Ensure as far as is reasonably practicable that their classroom or work area is safe 
· Report shortcomings to the school office so they can be recorded in the Site Maintenance Record Book. 

General Health and Safety Arrangements 
The arrangements for health and safety have been drawn up following the assessment of risk in accordance with the Management of Health and Safety Regulations 1999. 

When contractors are working on the school site, they are expected to comply with the school’s health and safety procedures and any relevant site-specific requirements. Contractors must report to the school office on arrival and departure, and any concerns relating to their work must be raised promptly with the Headteacher, Administrator or Caretaker, as appropriate.


A yearly check will be carried out by a governor, the Site Manager and the health and safety representative to monitor the upkeep of buildings and grounds. 
The governors agreed to appropriate training for staff in relation to health and safety. 
All new staff and visiting staff, as part of their induction programme, will be advised on safety procedures and associated contingency plans. 

Monitoring and Review of Health and Safety Arrangements 
The yearly check will be used to prioritise need and to inform planning. 
The Site Maintenance Record Book, kept in the office, will be used to ensure immediate action is carried out when necessary. All staff will carry out monitoring on a day to day basis. The Site Manager will monitor school grounds and premises daily. Information identified by staff members is recorded in the Site Maintenance Book in the Office. 
Monitoring by governors will be via the standing agenda item at Full Gov. Meetings. 
We are a No Smoking establishment and smoking is not permitted on any part of our site. 
The policy will be reviewed annually. 

2. Equipment 
Any equipment in school should be used safely and for its intended purpose only. Equipment identified as defective should be taken out of use immediately and labelled accordingly. The Administrator should be informed immediately so that arrangements for repair, replacement or safe disposal can be made promptly. No second-hand equipment must be introduced to school without the agreement of the Head Teacher. 
Electrical equipment will be tested regularly in accordance with Lincolnshire County Council policy. Plugs and leads will be visually checked regularly. 
Any electrical equipment used outside must be attached to the electric supply through an RCD, and any lead should be covered by mats to allow safe passage over the wire. Electrical sockets should be switched off before a plug is removed. 
Fire fighting equipment and alarm systems are maintained via annual contract. PE equipment is maintained via an annual contract. Outdoor play equipment is maintained via an annual contract.
Hazardous substances, such as glazes, cleaning materials, etc., are kept locked in appropriate storage areas. 
Records relating to statutory and routine equipment checks will be retained in the school’s designated health and safety records and made available when required.
3. Curriculum and Physical Education
Practical Curriculum Activities
Staff must ensure that practical activities are appropriately risk assessed and carried out in accordance with current health and safety guidance.
The school uses CLEAPSS guidance and model risk assessments to support safe practice in science, design and technology, food technology and art and design. Staff planning practical activities must consult the relevant current guidance and adapt activities where necessary to reflect the age, needs and abilities of the pupils involved.
Hazardous substances and materials must be used, stored and disposed of safely and in accordance with COSHH requirements and relevant manufacturer or CLEAPSS guidance.
Staff must not undertake practical activities where they are uncertain about the safety requirements. Advice should be sought from the relevant Subject Leader, Headteacher or appropriate specialist guidance before proceeding.

PE 
Clothing 
All children will change into suitable clothing for the activity in which they will participate -details of clothing are listed in the school handbook. 
Teachers should, where possible, change into appropriate clothing for outdoor games. This sets a good example to children and allows a greater degree of manoeuvrability for demonstrating skills, or accessibility to a child should an accident occur. 

Jewellery 
The wearing of jewellery is not permitted. Children are not permitted to put tape over their ears to cover earrings.

Lifting and Moving 
Each child should be taught how to lift and move equipment. Techniques should be revised at least each year with your new class. Children should be stationed at the corners of each piece of equipment. A leader of the group says when the lift should start. 

4. General Safety 
School Building Access 
In order to improve safety for everyone in school, measures have been taken to restrict access into the school building. Children may use the two entrances; one straight on to the playground the other off Grantham Rd and onto the field at the rear of the school. The gates are locked at 9.10 a.m. and after this time visitors or late arrivals should enter via the main entrance. All staff/visitors must report to the school office and sign the visitors’ book. All staff/visitors must sign out when leaving the school building. Children who accompany staff and are on site before and after school must be noted on the visitors’ book. Any child on site outside normal school hours must remain under the direct supervision of the adult responsible for them and must not access unsupervised areas of the school.

A separate H&S assessment has been completed for Breakfast Club and Rascals activities. Staff have a register with them in the hall during all activities.

Any adults on site who do not work in the school and who are not wearing a visitor’s badge must be reported to the school office. 
The main entrance is locked, allowing access on request from the school office, via an intercom. 

Vehicles 
Occasionally vehicles need access to our grounds during the school day or teachers need to leave the site. Wherever possible this is avoided. However, children have been taught to stand in a line well away from the moving vehicle if it should become necessary.

Lone Working 
All staff should avoid lone working wherever possible by arranging for a colleague to also be on site. Where lone working is unavoidable staff should ensure that all outside doors are locked and curtains/blinds are closed when it is dark. Anyone lone working on a regular basis, should be equipped with a personal mobile phone. Access to the school mobile will be provided. When two or more people work late they should try to leave the building together. Cars should be parked as close to the access doors as possible and the light above the exit doors left on. Where possible staff should let someone know if they will not be home at their usual time and what time they can be expected. 

Staff should not admit anyone to the building when working alone unless they are expected and known to the member of staff.

Key Holder Safety during Call Outs 
Key holders on call out should be mindful of their own safety. If the police have left the premises a key holder can contact the police and request that they return before entering the building. Key holders should lock themselves in. Before leaving the key holder should ensure that the school is secure and the alarm re-set. If any member of staff is on site and is concerned about suspicious or threatening behaviour, they should contact the police on 101 for non-emergencies or 999 where there is an immediate risk to life or safety. Staff should not place themselves at unnecessary risk and should wait for police assistance where appropriate.

Fire Safety 
The school will provide a safe and healthy working environment with respect to fire safety. The Fire Policy Statement is detailed at Appendix A. 

Evacuation Procedures 
Evacuation procedures, detailed at Appendix B, are practiced termly and reviewed annually or more regularly if appropriate. Evacuation routes and assembly points are shown on the fire evacuation plans displayed throughout the school.

5. Supervision Of Children 
Ropsley School runs before and after school care from 7:45 am until 8:40 when children are handed to teaching staff and again from 3:20 until 6 pm when they are collected by parents.

School Hours: Key Stage One 
Morning Session 8.50 a.m. - 12.00 p.m. 
Morning Break 10.00 a.m. – 10.20 a.m 
Afternoon Session 1.00 p.m. - 3.30 p.m (Reception children 3.20pm)
Afternoon break 2.15 p.m. - 2.30 p.m. 

Key Stage Two 
Morning Session 8.50 a.m. - 12.00 p.m 
Morning Break 10.00 a.m. – 10.20 a.m 
Afternoon session 1.00 p.m. - 3.30 p.m. 
Afternoon break 2.15 p.m. - 2.30 p.m. 

Children should not arrive at school before 8.40 a.m. or after 8.50 a.m. unless they are enrolled at Breakfast Club.
Office Hours 
The school office is open during school hours 8.30 a.m. until 3.30 p.m. 

Duties 
The class teachers supervise the children leaving school. At break times two members of staff are on duty. Staff should return to their classrooms in time for lessons to resume. 
The bell should be rung promptly at the end of the break. 
All members of staff are responsible for making sure that their classroom is clear of children. All staff (teaching and non-teaching) should be in their classrooms to receive the children as they come in first thing in the morning, from morning break and after lunch. 
The rota for duties is on the staff room notice board. 
Children should not be left unsupervised in classrooms.

Late Collection of Children 
When parents do not arrive at school to collect their child the child will be placed in our Afterschool Club, Ropsley Rascals. When the club session finishes, staff will hand over to another member of the Senior Management Team, who will continue attempts to contact the child’s parents or carers. All available contacts listed for the child will be called, and families must ensure that at least two emergency contacts are provided. If no contact has been made and the child has not been collected by 6.30 p.m. (or by 7.00 p.m. for children booked into Rascals After School Club), the police and/or Social Care will be notified, as well as the Headteacher.

Lunch-time Supervision 
The Midday Supervisory Assistants are responsible for the organisation and management of lunch times. All staff have a collective responsibility at all times and should speak to children and support the supervisory staff whenever the need arises. Any children working in classrooms or activity areas must be supervised by a class teacher/teaching assistant. 

6. First Aid 

All staff at Ropsley CE Primary School are trained first aiders.

In-school procedures 
In the event of an accident resulting in injury: 
· The closest member of staff present will assess the seriousness of the injury and seek the assistance of another qualified first aider to help with support/phone calls etc. 
 
· If the first aider judges that a pupil is too unwell to remain in school, parents will be contacted and asked to collect their child. Upon their arrival, the first aider will recommend next steps to the parents.
 
· If emergency services are called, the appointed person or first aider involved will contact parents immediately 
 
On-site Outdoor Education procedures 
 
When delivering activity on site, away from the school building (for example: Forest School or a pond visit) an outdoor risk assessment will be undertaken. A green grab bag will be taken outside for all activities. If necessary, due to lone working or limited staff numbers, a walkie talkie is available for use to allow for rapid communication with school.  
 
Off-site procedures 
When taking pupils off the school premises, staff will ensure they always have the following: 
· A mobile phone 
· A Green Grab Bag first aid kit 
· Information about the specific medical needs of pupils 
· Parents’ contact details 
· Any medication required by pupils such as an inhaler
 
Risk assessments will be completed by the visit leader prior to any educational visit that necessitates taking pupils off school premises. 
There will always be at least one first aider with a current paediatric first aid certificate on school trips and visits, as required by the statutory framework for the Early Years Foundation Stage. 
First aid equipment 
 
A typical first aid kit in our school will include the following: 
· A leaflet with general first aid advice 
· Regular and large bandages 
· Eye pad bandages  
· Triangular bandages 
· Adhesive tape 
· Safety pins 
· Disposable gloves 
· Antiseptic wipes 
· Plasters of assorted sizes 
· Scissors 
· Cold compress towel 
· Ice packs 
· Burns dressings 
 
No medication is kept in first aid kits. 
· First aid kits are stored in all classrooms and designated first aid areas

An emergency inhaler is kept in the first aid trolley.  
There is a defibrillator attached to the outside of the school building near the gate. A second defibrillator is located in the staff room. 



Record-keeping and reporting 
 
· A meditracker form is completed immediately by the first aider that treats the child. Meditracker records are stored online and in accordance with data-protection requirements.
· As much detail as possible should be supplied when reporting an accident, including all of the information included in the form 
· Records held in the first aid and e-accident book will be retained by the school in accordance with our documentation retention scheme.
 
At the end of play 
When playtime is complete, duty staff need to inform teachers (and those people in charge of classes during PPA etc.) about any injuries.  
Ringing parents 
Should the incident be serious parents will be contacted immediately. If a child has to attend hospital, a health and safety accident form must be completed by the member of staff who witnessed the accident.  
We ring parents for a variety of reasons. It could be a call is made due to illness or we are monitoring a child’s condition. 
Calls to parents are an important courtesy. They may offer the parent an opportunity to visit their child in school or pick them up. They may allow us to seek advice on whether a reaction to an injury or illness is normal or to check a treatment.  
Reporting to the HSE 
The appointed person will keep a record of any accident, injury, disease or dangerous occurrence that may be reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).
Where an incident is reportable, the school will notify the Health and Safety Executive without delay and submit the required report within the statutory timescale. Most reportable incidents must be reported within 10 days. Where a member of staff is incapacitated for more than seven consecutive days as a result of a work-related injury, the report must be made within 15 days of the incident.

Reporting to Ofsted and child protection agencies 
 
The Headteacher will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil while in the school’s care. This will happen as soon as is reasonably practicable, and no later than 14 days after the incident. 
The Headteacher will also notify Lincolnshire County Council of any serious accident or injury to, or the death of, a pupil while in the school’s care.
All first aiders must have completed a training course, and must hold a valid certificate of competence to show this. The school will keep a register of all trained first aiders, what training they have received and when this is valid until. 
Staff are required to renew their first aid training when it is no longer valid. At all times, at least 1 staff member will have a current paediatric first aid (PFA) certificate which meets the requirements set out in the Early Years Foundation Stage statutory framework and is updated at least every 3 years. 
Allergies 

The school follows its separate Allergy Safety Policy and Supporting Pupils with Medical Conditions Policy.
Information about pupils with allergies and other significant medical conditions is made available to relevant staff through the school’s agreed medical-information systems. Staff must familiarise themselves with the needs of pupils in their care and follow any individual healthcare or Allergy Action Plan in place.
Emergency medication must remain readily accessible. Spare adrenaline auto-injectors are kept beside the dedicated medical cabinet in the staff room and staff are reminded of their location and use as part of annual allergy and anaphylaxis training.
Any allergic reaction, suspected reaction or significant near miss must be responded to promptly in accordance with the school’s emergency procedures and reported to the Headteacher/DSL.
Contagious Diseases 

The school follows current UK Health Security Agency (UKHSA) and Lincolnshire County Council guidance when responding to infectious or notifiable diseases.

Where appropriate, parents and staff will be informed promptly of an outbreak or significant health risk, while maintaining appropriate confidentiality. Particular consideration will be given to individuals who may be at increased risk, including pregnant staff and pupils or staff with relevant medical conditions.
Where further advice is required, the school will seek guidance from the appropriate public health or health protection service.

Headlice 
Incidents of headlice are reported to parents of children in the class where an outbreak has occurred. If a member of staff notices that an individual child is scratching or spots a louse a discreet note will be sent home to individual parents.

7. Staff Health and Welfare Stress 
Any member of staff who feels they may be experiencing work-related stress or other difficulties affecting their wellbeing should raise this with the Headteacher or another appropriate senior member of staff as soon as possible.
The school will take concerns seriously and will consider appropriate support, adjustments or referral to relevant services where required.
Lincolnshire County Council provides a confidential Counselling and Wellbeing Hub for eligible employees. Staff may contact the service directly by telephone on 01522 555440 or by email at thecounsellingandwellbeinghub@lincolnshire.gov.uk. Access to the service is confidential and voluntary.
Staff may also be signposted to Occupational Health or other appropriate support where necessary.
Safety 
All staff have a responsibility to be mindful of their own safety when putting up displays and moving equipment or furniture. Staff should not climb on chairs or tables. A stepladder is available for use and is stored in the Site Manager’s room. Both staff and children should take care when moving or lifting equipment. If in doubt seek help. 

Staff must follow HSE manual-handling guidance and not attempt to move or lift heavy items alone.

Violence 
Staff should always take steps to minimise the possibility of violence in school. Parents who are known to be violent or aggressive should never be seen unless another adult is present. 

Display Screen Equipment (DSE)
Staff who regularly use display screen equipment as a significant part of their work will be supported in accordance with current health and safety requirements. Workstations should be set up and used so as to reduce risks from poor posture, prolonged screen use and unsuitable working arrangements.
Staff should take regular changes of activity or short breaks from continuous screen work and report any concerns relating to their workstation or DSE use.
Where an employee qualifies as a DSE user, the school will arrange an appropriate workstation assessment and provide access to an eyesight test in accordance with the school’s or Local Authority’s arrangements.

8. Off Site Activities 
The school will plan and manage educational visits in accordance with its separate Educational Visits Policy, current Lincolnshire County Council procedures and any relevant national guidance.
All visits must be approved through the school’s agreed educational visits process before they take place.
Planning and risk assessment
The visit leader must ensure that:
· the educational purpose of the visit is clear; 
· appropriate risk assessment and planning have been completed; 
· staffing levels are suitable for the activity, age, needs and behaviour of the pupils involved; 
· any additional needs, medical requirements or safeguarding considerations have been taken into account; 
· travel arrangements are appropriate and safe; 
· emergency arrangements are understood by all accompanying adults; 
· the Headteacher has approved the visit. 
Staffing arrangements should be based on the risks and needs of the particular visit rather than relying solely on fixed adult:pupil ratios.
Parental information and consent
Parents and carers will be provided with appropriate information about visits. Consent will be obtained where required in accordance with the school’s Educational Visits Policy and Local Authority procedures.
The school will maintain up-to-date emergency contact information for pupils taking part in visits.
Information held by the school
Before departure, the school must have access to an accurate record of:
· pupils taking part; 
· accompanying adults; 
· emergency contact details; 
· relevant medical and additional needs; 
· the destination and planned itinerary; 
· transport arrangements where applicable; 
· contact details for the visit leader. 
The visit leader must also have access to the information required to manage an emergency safely.
Medical and first-aid arrangements
Appropriate first-aid provision must be available on all visits.
Medication required by pupils, including inhalers, adrenaline auto-injectors, diabetic equipment and other prescribed emergency medication, must be readily accessible to the appropriate staff.
Where the visit includes children in the Early Years Foundation Stage, paediatric first-aid requirements will be met in accordance with the statutory EYFS framework.
Transport
Transport used for educational visits must be suitable, appropriately insured and operated in accordance with legal and Local Authority requirements.
Seat belts must be used where fitted.
Staff must ensure pupils are appropriately supervised during travel and follow the safety instructions of the driver or transport provider.
During the visit
The visit leader retains overall responsibility for the safe management of the visit.
All adults must:
· know which pupils they are responsible for; 
· maintain appropriate supervision; 
· follow the agreed risk assessment and emergency arrangements; 
· report concerns promptly to the visit leader; 
· ensure pupils follow safety instructions. 
Dynamic changes to arrangements may be made where necessary to keep pupils and staff safe.
Emergency procedures
In an emergency:
· protect pupils and staff from immediate danger; 
· contact the emergency services where required; 
· inform the school as soon as practicable; 
· follow the visit emergency arrangements; 
· provide accurate factual information; 
· maintain appropriate supervision of all pupils; 
· keep a clear record of significant decisions and actions. 
Serious incidents will be managed in accordance with the school’s Critical Incident procedures.
Review
Significant incidents, near misses or concerns arising from an educational visit will be reviewed so that lessons can be learned and future arrangements improved.

9. Critical Incidents 
The school has in place contingency measures for critical incidents. Please see Appendices D - F for the following Critical Incidents Planned Responses: 
Road traffic accident involving pupils/accident during a school trip 
Aggressive or violent incident in school; and Disaster in the community. 
APPENDIX A 
Fire Policy Statement
Ropsley Church of England Primary School will take all reasonable steps to provide a safe and healthy environment for pupils, staff, visitors and other users of the premises in relation to fire safety.
The school will maintain appropriate fire precautions, emergency procedures and evacuation arrangements and will review these regularly.
Responsibilities
The Headteacher is the school’s Fire Safety Coordinator. In the Headteacher’s absence, responsibility will pass to another member of the Senior Leadership Team.
The school’s Health and Safety Representative will be identified annually within the school’s current Health and Safety documentation.
The Caretaker/Site Team will undertake routine premises checks, including ensuring that:
· fire exits and escape routes are clear and unobstructed; 
· fire doors can be opened quickly and easily; 
· fire-resisting doors close correctly and are not wedged or propped open; 
· corridors, exits and other circulation areas are free from slip, trip and obstruction hazards; 
· combustible materials and waste are stored appropriately; 
· general housekeeping standards do not create an unnecessary fire risk; 
· external waste-storage arrangements are secure and appropriate. 
Any fault or concern relating to fire safety must be reported promptly to the Headteacher, Administrator or Caretaker so that appropriate action can be taken.
Fire alarm and equipment
· The fire alarm system will be tested weekly and the result recorded. 
· Fire-fighting equipment, alarms and other fire-safety systems will be inspected and maintained at the required intervals by competent contractors. 
· Records of testing, servicing, faults and fire drills will be maintained in the school’s fire-safety records. 
· Fire exits, fire doors and evacuation routes must never be obstructed. 
· Staff must not interfere with, cover or disable fire-safety equipment. 
Fire evacuation arrangements
Fire evacuation procedures are set out in Appendix B.
Evacuation plans are displayed in appropriate locations throughout the school and staff must familiarise themselves with:
· the nearest safe exit; 
· alternative evacuation routes; 
· the designated assembly point; 
· arrangements for pupils or adults requiring additional assistance; 
· their own responsibilities during an evacuation. 
Specific staff responsibilities for checking areas of the building will be allocated through the school’s current evacuation arrangements and reviewed whenever staffing or use of the premises changes.
The internal door between the Reception classroom and Year 1/2 classroom must not be used as a fire evacuation route where the platform restricts safe access.
Fire drills and training
· Fire drills will take place at least once each term. 
· Drills will be recorded and reviewed so that any issues can be addressed. 
· Pupils will be taught how to evacuate the building calmly and safely. 
· New staff, temporary staff and regular volunteers will be informed of the school’s fire and evacuation arrangements as part of their induction. 
· Visitors and contractors will be expected to follow staff instructions in the event of an evacuation. 
Staff responsibilities
All members of staff are responsible for:
· knowing the school’s fire and evacuation procedures; 
· keeping exits and routes clear; 
· reporting fire-safety concerns immediately; 
· ensuring pupils and visitors in their care know what to do if the alarm sounds; 
· evacuating calmly and promptly when the alarm is raised; 
· not attempting to fight a fire or re-entering the building unless specifically instructed by the emergency services. 
Monitoring and review
Fire-safety arrangements will be reviewed at least annually, and sooner following:
· a fire or significant incident; 
· concerns arising from a drill; 
· changes to the building or its use; 
· significant changes in staffing or pupil needs; 
· changes to relevant guidance or risk assessments. 






APPENDIX B 

Evacuation Procedures
The overriding priority in any emergency evacuation is the safety of pupils, staff and visitors. All persons must leave the building promptly and safely.
Staff are not expected to fight a fire and must not re-enter the building until authorised to do so by the Fire and Rescue Service or the senior member of staff coordinating the incident.
Raising the alarm
Anyone discovering fire or smoke must:
· immediately activate the nearest fire alarm call point; 
· alert others in the immediate area where necessary; 
· leave the building by the nearest safe exit. 
The fire alarm is the signal for everyone to evacuate.
The school office will call 999 as soon as possible. If there is any doubt about whether the emergency services have been contacted, a member of staff should make the call.
Evacuating pupils
When the fire alarm sounds:
· lessons and activities must stop immediately; 
· staff must direct pupils calmly to the nearest safe exit; 
· pupils should leave belongings behind; 
· staff should take responsibility for all pupils currently in their care; 
· doors should be closed behind the group where this can be done safely; 
· no one should stop to collect coats, bags or personal possessions; 
· lifts or unsafe routes must not be used; 
· staff must follow any Personal Emergency Evacuation Plan or other individual arrangements in place for pupils or adults who require additional assistance. 
Pupils should walk quickly and calmly and remain quiet enough to hear instructions.
Assembly point
The designated assembly point is the school playground.
Classes and groups must assemble in their designated areas and remain together.
Staff should immediately carry out a headcount and then confirm attendance against the most accurate current information available.
Any pupil, member of staff or visitor believed to be missing must be reported immediately to the Headteacher or senior member of staff coordinating the evacuation.
No member of staff should re-enter the building to search for a missing person. This information must be passed to the Fire and Rescue Service.
Attendance information
The school office will ensure that current information about:
· pupils present; 
· staff present; 
· visitors and contractors on site; and 
· pupils who have arrived late or left during the day 
is available at the assembly point.
All pupils arriving late or leaving school during the day must be recorded through the school office so that attendance information remains accurate in an emergency.
Staff responsibilities
All staff must:
· know the evacuation route from the areas in which they normally work; 
· be aware of an alternative route should the usual exit be unsafe; 
· ensure pupils evacuate promptly and calmly; 
· check their immediate teaching or working area as they leave, provided this does not delay their own evacuation; 
· report to the assembly point; 
· account for the pupils or adults in their care; 
· report any missing person immediately; 
· remain with pupils until further instructions are given. 
Any specific responsibility for checking toilets, rooms or other areas will be set out in the school’s current operational fire arrangements.
Visitors, volunteers and contractors
The member of staff responsible for a visitor, volunteer or contractor should ensure that they are aware of the evacuation arrangements.
On hearing the alarm, visitors must leave by the nearest safe exit and report to the assembly point.
The school office will use the visitor signing-in system to account for visitors and contractors.
Leadership during an evacuation
The Headteacher, or another member of the Senior Leadership Team in their absence, will coordinate the evacuation.
They will:
· confirm that attendance checks have been completed; 
· receive reports of any missing persons or other concerns; 
· liaise with the emergency services; 
· ensure nobody re-enters the building prematurely; and 
· give further instructions to staff and pupils as necessary. 
Nobody may return to the building until the Fire and Rescue Service or the senior person coordinating the incident confirms that it is safe to do so.
Fire drills
Fire drills will take place at least once each term.
Following each drill, the school will consider:
· how quickly and calmly the building was evacuated; 
· whether everyone was accounted for; 
· whether evacuation routes and exits were effective; 
· whether any individual required additional support; 
· whether any changes to procedures are necessary. 
Any significant issues identified will be addressed and recorded in the school’s fire-safety records.




APPENDIX C 
Evacuation During Lunchtime
If the fire alarm sounds during lunchtime, the same principles apply as at any other time: everyone must leave the building promptly by the nearest safe exit and assemble on the school playground.
On hearing the alarm
· All pupils and adults must stop what they are doing immediately. 
· Pupils should leave by the nearest safe exit, under the direction of the adults supervising them. 
· Pupils must not return to classrooms or other areas to collect belongings. 
· Everyone must proceed calmly to the designated assembly point on the school playground. 
· Staff and lunchtime supervisors must ensure that pupils remain together and are quiet enough to hear instructions. 
Calling the emergency services
The school office will call 999.
If there is any doubt that the emergency services have been contacted, another member of staff should make the call.
Accounting for pupils and adults
At the assembly point:
· pupils should assemble in their usual class groups; 
· class teachers, lunchtime supervisors and other available staff will work together to account for pupils; 
· the school office will provide the most accurate available information about pupils who are present, absent, have arrived late or have left the site; 
· the visitor signing-in information will be used to account for visitors and contractors; 
· staff attendance will also be checked. 
The Headteacher, or another member of the Senior Leadership Team in their absence, will coordinate the process and confirm that all pupils, staff and visitors have been accounted for.
Any person believed to be missing must be reported immediately.
Staff must not re-enter the building to search for a missing person. Relevant information must be passed to the Fire and Rescue Service.
Pupils receiving additional support
Staff must be aware of any pupil who may require additional assistance during an evacuation and follow any individual evacuation arrangements in place.
Adults supporting those pupils at lunchtime should ensure they are safely evacuated.
Returning to the building
Everyone must remain at the assembly point until further instructions are given.
No one may re-enter the school building until it has been confirmed that it is safe to do so.



APPENDIX D
Critical Incident Planned Response
Road Traffic Accident involving Pupils/Accident during School Trips
Immediate action
· Remove pupils and staff from immediate danger where it is safe and appropriate to do so. 
· Contact the emergency services without delay where required. 
· Administer first aid and provide appropriate support to those involved. 
· Ensure remaining pupils are supervised and kept as calm and safe as possible. 
· Contact the school as soon as practicable with accurate factual information. 
· Where appropriate and safe to do so, arrange for pupils who are not directly involved to return to school or another agreed safe location. 
Communication with school and families
· The school office will coordinate contact with parents and carers using the emergency contact information held by the school. 
· Where a pupil has been seriously injured or killed, notification to the family will be managed in liaison with the police and emergency services. 
· If a parent or carer cannot immediately be contacted, a message should simply ask them to contact the school urgently. Sensitive information should not be left in voicemail or text messages. 
· A clear record must be kept of which families have been contacted, by whom and at what time. 
· Information shared with families must be accurate, factual and consistent. Staff must not speculate about causes, responsibility or outcomes. 
Leadership and coordination
· The Headteacher, or another member of the Senior Leadership Team in their absence, will coordinate the school response. 
· The Chair of Governors and Lincolnshire County Council will be informed where appropriate. 
· A written incident log will be started and maintained, recording key events, decisions, communications and actions. 
· Appropriate external support will be requested where required, including educational psychology, counselling, health or safeguarding services. 
Communication with staff and pupils
· Staff will be informed as soon as reliable information is available. 
· Pupils will be given clear, age-appropriate information, normally through their class teacher or another trusted adult. 
· Only confirmed facts should be shared. 
· Additional support will be identified for pupils or staff who are directly affected or particularly vulnerable. 
Media and wider communication
· Any media enquiry will be managed through the appropriate Local Authority communications arrangements. 
· Staff must not provide comments, photographs or information to the media or post information about the incident on personal social-media accounts. 
· Members of the press or media will not be admitted to the school site unless specifically authorised. 
Managing communication systems
· School telephone and communication systems should be kept available for urgent contact. 
· Where a high volume of calls is anticipated, school mobiles or other approved communication channels may be used to reduce pressure on the main school line. 
· Parent communication should be coordinated centrally so that messages remain accurate and consistent. 
Support and recovery
· Normal school routines should be maintained as far as reasonably possible. 
· Pupils and staff affected by the incident will be offered appropriate support. 
· The school will identify individuals who may require additional pastoral or professional support. 
· Following the incident, leaders will review the response, record any lessons learned and update procedures where necessary.









APPENDIX E 
Critical Incident Planned Response
Aggressive or Violent Incident in School
The safety of pupils, staff and visitors is the first priority. Staff should not place themselves or others at unnecessary risk and should seek assistance promptly when behaviour becomes threatening, aggressive or violent.
Preventing unauthorised or unsafe access
External doors will normally remain secured in accordance with the school’s access arrangements.
If the school is aware that an aggressive individual, unauthorised person or potential intruder may be approaching the premises:
· the main entrance and other external doors should remain secured; 
· the Headteacher or another senior member of staff should be informed immediately; 
· staff should avoid confrontation; 
· pupils should be moved away from any area of potential risk where necessary; 
· the police should be contacted if there is a threat to safety or an individual refuses to leave the premises. 
Danger inside the school
If an individual behaves aggressively, threatens violence or becomes violent inside the school:
· move pupils and other vulnerable persons away from the situation whenever it is safe to do so; 
· summon assistance from another adult immediately; 
· remain calm and use clear, non-confrontational language; 
· maintain an appropriate distance and, wherever possible, ensure there is a clear route to leave the area; 
· do not attempt to physically block or detain an aggressive person unless this is necessary to prevent immediate harm; 
· inform the Headteacher or another member of SLT as soon as possible; 
· call 999 where there is immediate danger, violence, a weapon, serious threat or concern that the situation cannot be safely managed. 
Staff coming to assist should, wherever possible, be accompanied by another adult and should prioritise removing pupils from danger rather than confronting the individual.
Physical intervention
Physical intervention must only be used where it is reasonable, necessary and proportionate to prevent injury or serious harm, and in accordance with the school’s behaviour and physical-intervention procedures.
Staff should never use physical intervention simply to enforce compliance or punish behaviour.
Any significant use of physical intervention must be recorded and reported in accordance with school procedures.
After an aggressive or violent incident
Once the immediate danger has passed:
· ensure pupils, staff and visitors are safe; 
· obtain medical attention or first aid where required; 
· inform the Headteacher; 
· record the incident promptly and accurately; 
· consider whether safeguarding procedures need to be followed; 
· inform parents or carers where appropriate; 
· consider whether the police, Local Authority or other agencies need to be informed; 
· provide appropriate support to any pupil or member of staff affected; 
· review what happened and whether any further preventative action is required. 
Where an adult’s behaviour towards the school has been unacceptable, the Headteacher may set clear expectations for future contact and may take further action regarding access to the premises in accordance with appropriate procedures.
Staff must not make unauthorised comments to the media or post information about an incident on social media.
Hostage or exceptionally serious incident
If a person is being held against their will or there is another immediate and serious threat:
· call 999 immediately; 
· do not attempt to confront the person responsible; 
· move other pupils and staff away from the danger where it is safe to do so; 
· follow police instructions; 
· use evacuation or lockdown procedures according to the nature and location of the threat. 

Danger Outside the School / Lockdown
A lockdown may be necessary where it is safer to keep pupils and staff inside the building than to evacuate.
Examples could include:
· a dangerous or uncontrolled animal on the site; 
· smoke, gas or another environmental hazard outside; 
· an aggressive or unauthorised person on or near the premises; 
· a police or emergency-services incident nearby; 
· another external threat requiring the school to secure the building. 
Lockdown signal
The school's walkie-talkie alarm is the lockdown signal.
Staff are familiar with the signal and lockdown procedures will be practised regularly.
On hearing the lockdown signal
Staff must:
· bring pupils inside or move them to the nearest safe room; 
· secure external doors where this can be done safely; 
· close windows; 
· close blinds or curtains where appropriate; 
· keep pupils calm and away from windows and doors; 
· take an immediate headcount; 
· account for pupils in their care; 
· remain in the secure area until further instructions are received. 
The member of staff working in the library/SENCO and intervention building will secure its external door and keep pupils safely inside. 
Communication during lockdown
Walkie-talkies should be kept available for essential communication.
Unnecessary communication should be avoided so that urgent messages can be heard.
If a pupil is in a different safe location from their usual class, staff should use the walkie-talkie to confirm that the pupil is safe and accounted for.
Staff should not leave a secure area simply to locate another pupil or adult.
Coordination
The Headteacher, or another member of SLT in their absence, will coordinate the response from the school office where it is safe to do so.
They will:
· establish as much accurate information as possible; 
· contact the police, emergency services or other appropriate agency; 
· coordinate communication with staff; 
· ensure pupils, staff and visitors are accounted for; 
· determine, in consultation with emergency services where appropriate, whether any further action is required. 
Ending the lockdown
The lockdown will only end when the Headteacher or senior member of staff coordinating the incident is satisfied that it is safe to do so.
The walkie-talkie alarm will be repeated to signal the all-clear, in accordance with the school's established procedure.
Staff should continue to supervise pupils until normal routines are formally resumed.
Following a lockdown
Following any lockdown or lockdown practice:
· the response will be reviewed; 
· any concerns or weaknesses will be addressed; 
· pupils and staff will be given appropriate reassurance and support; 
· parents will be informed where appropriate; 
· records will be made where the incident was significant.






APPENDIX F 
Critical Incident Planned Response
Major Incident or Disaster in the Community
A major incident in the local community may include, for example:
· fire or explosion; 
· major road traffic incident; 
· hazardous substance or gas release; 
· severe weather or environmental emergency; 
· civil disturbance; 
· terrorism or other serious security incident; 
· any other emergency that may affect the safety or wellbeing of pupils, staff or families. 
The school’s response will depend on the nature and location of the incident and on advice received from the emergency services or Local Authority.
Immediate action
If the incident creates an immediate danger to the school:
· protect pupils, staff and visitors from the immediate hazard; 
· call 999 where emergency assistance is required; 
· follow the school’s evacuation or lockdown procedures, according to which offers the safest response; 
· account for all pupils, staff and visitors; 
· follow instructions from the emergency services; 
· do not move pupils into an area that may expose them to greater risk. 
If the incident is taking place elsewhere but may affect the school, the Headteacher or designated senior leader will obtain reliable information before deciding what action is required.
Leadership and coordination
The Headteacher, or another member of the Senior Leadership Team in their absence, will coordinate the school response.
They will:
· establish accurate information about the incident; 
· liaise with the emergency services and Lincolnshire County Council where appropriate; 
· decide whether pupils and staff should remain inside, evacuate or move to another safe location; 
· coordinate communication with staff and families; 
· ensure that vulnerable pupils and staff are appropriately supported; 
· keep a record of significant decisions and actions. 
Communication
Information provided to pupils, staff and families must be:
· factual; 
· clear; 
· age appropriate where shared with pupils; 
· based on confirmed information; 
· free from speculation. 
Staff should not circulate rumours or unverified information.
Where appropriate, parents and carers will be informed through the school’s normal communication systems.
Media enquiries will be handled through the appropriate Local Authority arrangements. Staff must not make unauthorised comments to the media or post information about the incident on personal social-media accounts.
Pupils remaining at school
If it is not safe for pupils to leave school at the normal time:
· pupils will remain supervised; 
· families will be informed as soon as practicable; 
· pupils will only be released when it is safe to do so and in accordance with any advice from the emergency services; 
· normal collection arrangements may be adapted if required; 
· the school will maintain accurate records of pupils who remain on site and those who have been collected. 
Children must not be released into an unsafe situation simply because the normal school day has ended.
Maintaining normality
Where it is safe and appropriate, the school will maintain normal routines.
Routine and familiar adults can provide important reassurance to pupils following a distressing or uncertain event.
Staff should nevertheless remain alert to changes in pupils’ behaviour, emotional wellbeing or safeguarding needs.
Support following the incident
Following a serious community incident, the school will consider the needs of pupils, staff and families who may have been directly or indirectly affected.
This may include:
· opportunities for pupils and staff to talk about what has happened; 
· additional pastoral support; 
· contact with Educational Psychology or other appropriate services; 
· support for bereaved or injured members of the school community; 
· identification and monitoring of pupils or staff who may be particularly vulnerable; 
· adjustments to normal routines where appropriate. 
Any discussion with pupils should be sensitive, factual and appropriate to their age and understanding.
Recovery and review
Following the incident, the Headteacher and relevant staff will review:
· the effectiveness of the school’s response; 
· communication with families and agencies; 
· safeguarding or welfare concerns arising from the incident; 
· any lessons learned; 
· whether emergency procedures or risk assessments need to be amended. 
Significant findings will be shared with governors where appropriate.
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In God's image, we strive and shine: with happy hearts and inspired minds
Our Vision
Our vision is to be a caring, happy and inclusive church school that is at the heart of our community. We strive to provide an excellent education which develops a life-long love of learning in a global context. We see all members of our school family as valued and precious in the eyes of God. We seek to do this through an innovative, engaging and inspiring curriculum that encourages us all to flourish.
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	How will this policy affect ALL members of our school family?
Pupils, parents, staff, governors, members of the community, outside agencies, charities (global, national, and local.)

	Health and safety is an important consideration for our school. We will take all reasonable steps to provide a safe and caring environment for children, staff and our visitors.

	
	

	Impact Our school family feels valued and precious.

	Pupils
	Risks to pupils are considered and minimized wherever possible.

	Parents
	Parents are confident that their children are safe.

	Staff
	Staff understand their role in considering and minimising risk – they are as safe as possible.

	Governors
	Governors are assured that they are meeting their statutory duties.

	Community 
	Risks to and from the community are carefully considered and minimised where possible.

	
	

	Are any changes to the policy recommended?

	Policy substantially reviewed and updated for September 2026, including responsibilities, practical curriculum safety, medical and allergy arrangements, educational visits, fire and evacuation procedures, lockdown and critical incident response.
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