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School Security
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The school is fitted with an alarm system, which is activated by the caretaker when he locks up and
leaves the premises, and de-activated when the school is opened up in the morning.
The alarm system is regularly serviced.
There is a coded locking system in operation inside the foyer and by the rear staff car park .
Once the pupils are in the building the number of external access points is limited. Doors to the
playground once closed cannot be opened from the outside.
Staff entering school from the staff car park via the self locking door at the end of the Infant
corridor have been issued with an access code.
Fire doors leading from the classrooms onto the field and the environmental area have been fitted
with an internal bolt. Each morning the doors are unlocked but left bolted. They should be closed
when the classrooms are empty, and locked by the caretaker each evening.
Pupils are expected to enter the school grounds via the junior playground or the infant path. Pupils
who arrive late should enter by the main entrance. Late pupils are electronically added to the
school’s Inventory system (electronic signing-in/out system).
Parents wishing to see members of staff should use the main entrance, and report to the office.
Unknown, unaccompanied people should not be wandering around inside or outside the school
buildings and should be challenged by staff as to their reason for being on the school premises.
Pupils should be encouraged and taught to report any ‘visitors/strangers’ to a member of staff.
Visitors on entering the school through the main entrance should:
a) Sign in using the Inventory system (electronic signing-in/out).
b) wear a visitor’s identity badge
There is secure fencing to the perimeter of the school grounds. The gates in the fence are opened
each morning and locked each evening by the caretaker.
Additional security fencing has been constructed around the two mobile classrooms.

Health, Safety and Personal Security
1. Purpose
To define how Netherbrook Primary School will comply with:
❑ The requirements of the Health and Safety at Work Act
❑ Management of Health and Safety at Work Regulations and other specific Health and Safety
legislation.
❑ Dudley MBCs Health and Safety Policy
2. Applicability
❑ All employees, pupils, visitors and contractors in or on the school site.
3. Policy
3.1 Policy Statement
❑ The management of Netherbrook recognises its duties under the Health and Safety at Work Act and
Dudley MBC’s Health and Safety Policy.
❑ The management will maintain safe and secure premises, plant and systems of work and provide
adequate training.

❑

Definition of violence:
Any incident in which an employee is abused, threatened or assaulted by a member of the public in
circumstances arising during the course of his or her employment.
This includes for example:
• physical assault
• verbal abuse
• racial abuse
• threatening gestures
• swearing
• deliberate silence
• sexual harassment

❑

All persons are reminded that they have a duty under the Act to take reasonable care to avoid
injury to themselves and others by their work activities, and to co-operate with management and
staff in meeting statutory requirements.

❑

It is Netherbrook policy that the Governing Body, Headteacher and Deputy Headteacher have
responsibility for the implementation of, and adherence to the above legislation.

3.2
Objectives
To fulfil the policy the following objectives are set:
• Co-ordination, interpretation and implementation of statutory and other requirements.
• To make available as necessary the service of specialist staff, competent to assist and advise
management on the safe conduct of its activities. (refer to Dudley MBC safety officer)
• Maintenance of good housekeeping standards with continuous identification of potential
hazards which may cause injury or damage. Dangers/hazards to be recorded in the Health and
Safety file located in The Secretary’s Office. Also refer to school plan for designated areas of
responsibility.
• Instruction of all employees in general accident prevention/school security procedures and
personal safety coupled with training in specific practices where relevant.
These will take place in the form of:
• specific training of designated staff in maintenance of small electrical appliances and First Aid
(refer to appendices 4a/4b/4d)
• Training in Personal Safety measures, strategies and procedures will be undertaken by staff and
updated and reviewed when necessary.
• To seek improvement in health, safety and environmental matters, by encouragement of
employee and pupil participation by means of, for example, suggestions and constructive
criticism.
• Observance of safe working practices with proper use and care of safety devices and personal
protection equipment.
3.2a Duties of the Governing Body
All members of the Governing Body will receive a copy of the Health and Safety Policy and
Guidelines.
All members of the Governing Body should:
•

Make themselves familiar with the requirements of the Health and Safety at Work Act and the
management of Health and Safety at Work Regulations.

•
•

Periodically assess and review the school policy and ensure that any necessary changes are
made and that appropriate documents and procedures are in place.
Undertake to provide:

1.
2.
3.
4.
5.

a safe place for staff, pupils and visitors
plant, equipment and systems which are safe
safe arrangements for handling, storing and transporting articles and substances
safe and healthy working conditions
supervision, training and instruction so that all staff and pupils can perform their school related
activities in a healthy and safe manner
6. To provide appropriate funds to maintain a safe environment where financial assistance is
unavailable from the L.E.A.
7. To address issues of Health and Safety through the Finance and General Purpose committee
8. To work with the Authority’s Health and Safety representative to maintain a safe and secure
working environment.
3.2b Headteacher as Health and Safety Co-ordinator –
Health and Safety Responsibilities
The Headteacher has the following responsibilities:
i. To establish and implement a suitable Health and Safety Policy within the school, the policy to
include the organisational arrangements necessary to make the policy within the school effective.
ii. To establish and regularly review risk assessments as required by the relevant health and safety
regulations and to incorporate the findings of such assessments into a risk management process
within the school or college.
iii. To regularly review the Health and Safety Policy and the supporting organisational arrangements
and practices.
iv. To ensure, that arrangements are made for informing governors and staff about the Health and
Safety Policy.
v. To ensure that health and safety responsibilities and duties are properly assigned, accepted and
understood and to review periodically the effectiveness of the health and safety arrangements.
vi. To ensure all staff comply with the Health and Safety Policy, organisational arrangements and
safety rules.
vii. To inform new or temporary staff of their health and safety responsibilities and duties and to
provide the necessary information and advice for them to carry out their duties.
viii. To encourage and support the school staff in carrying out their health and safety responsibilities
and duties.
ix. To ensure there is a designated member of staff (which may be the Headteacher) to undertake
specific duties on health and safety and to act as “safety co-ordinator” between the school, the
Local Education Authority, the safety officers, the enforcing authorities and service providers.
x. To maintain copies of the relevant health and safety publications, codes of practice, guidance
notes and safety booklets and ensure these documents are readily available for the use by staff.
xi. To ensure that the appropriate training is given to inform management and staff of their health
and safety responsibilities and duties.
xii. To encourage and support the health and safety training for school staff and pupils.
xiii. To address Health and Safety issues through the Financial and General Purpose Committee.
xiv. To receive minutes and to confirm, or recommend, the appropriate necessary action.
xv. To liaise with the Authority’s Health and Safety Representative to maintain a safe and secure
environment.

xvi. To prepare special health and safety reports of a technical or financial nature, as required.
xvii. To receive health and safety reports prepared by school staff and to act upon them as
appropriate.
xviii. To receive health, safety and maintenance reports from the Local Authority Safety officers, the
Health and Safety Executive Inspectors, the West Midlands Fire Service Prevention Officers, the
Environmental Health Officers and of the school staff and governors.
xix. To draw up a schedule of items or activities for which the school is responsible, laying down safe
working procedures, where this is required by the Health and Safety Act 1974 or other relevant
health and safety legislation.
xx. To draw up programmes of work in conjunction with the school governors to implement health
and safety requirements where the responsibility lies with the school in accordance with the Fair
Funding Scheme for delegation.
xxi. To establish an effective control system for the employment of contractors through which their
safety policies are vetted and their work procedures monitored in accordance with the Fair
Funding Scheme of delegation.
xxii. To consult with the Local Education Authority regarding the implementation of health and safety
requirements where the responsibility lies outside the school.
xxiii. To consult with the Local Education Authority Safety Officer or West Midlands Fire Prevention
Officer prior to making changes to the layout of the school, or undertaking activities, which could
affect general or fire safety.
xxiv. To establish and implement an effective accident reporting procedure within the school in
accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulation 1985
and guidelines supplied by the Local Education Authority and monitor the processing of accident
forms in accordance with the accident reporting procedure.
xxv. To establish and implement an effective first aid procedure within the school in accordance with
the Health and Safety (First Aid) Regulations 1995 and guidelines supplied by the DfES.
xxvi. To monitor the processing of accident forms in accordance with the accident reporting procedure.
xxvii. To maintain an effective procedure and hold regular fire drills to test the effectiveness of the
procedure.
xxviii. To set up, co-ordinate and monitor the procedure for testing portable electrical appliances and
ensuring that a log is kept of all appliances, their periodic inspections and tests by a competent
person (Electricity at Work Regulations 1989).
xxix. To agree safety procedures for special events, which involve the use of temporary lighting,
displays or plant and equipment, etc, being brought onto the premises.
xxx. To stop IMMEDIATELY any work, process, plant or equipment (including contractor’s operations)
where it is considered there is a serious breach of health and safety legislation, or hazard has been
created likely to affect the safety of staff, pupils or visitors to the school. In circumstances, the
Department involved and the Local Education Authority Safety Officer should be notified as soon
as possible.
xxxi. To arrange periodic inspections, with departmental management, of premises, plant, tools,
equipment and work activities.
xxxii. To support the investigation of accidents, dangerous occurrences and near misses occurring on
the school premises and reporting the findings as appropriate.
xxxiii. To regularly monitor.
• The first aid procedure within the school including the availability of first aid equipment and
trained staff.
• The fire evacuation procedure within the school and arrange for regular fire drills to test the
effectiveness of the procedure.
• Other safety programmes and safety performance.

•

The school’s system for complying with the control of Substance Hazardous to Health
Regulations 1999.
xxxiv. To attend, as appropriate, the Committee of the Governing Body dealing with health and safety
and to prepare agenda items and safety reports.
xxxv. To receive health and safety reports prepared by school staff and to act upon them as
appropriate.

4. Accountability and Responsibilities
4.1
•

4.2

Executive Responsibility
•
•
•

4.3
❑

❑

Accountability
The Headteacher of Netherbrook is ultimately accountable for adherence to Health and Safety
legislation and is responsible for the establishment of a Health and Safety at Work Policy and
that the appropriate procedures to ensure compliance are produced.

Responsibility for implementing the Health and Safety Policy and for ensuring compliance, rests
with the staff. Some staff have further responsibilities for designated areas. (refer to appendix
9)
Implementation by management will need to take account of local circumstances and
requirements.
Those concerned must be aware of their duties and responsibilities. (refer to appendix
3.2/appendix 9)
Supporting Services

Specialist advice from, for example, Dudley Health and Safety Officers, safety engineers, fire and
security officers can be made available for external consultants as and when required.
Responsibility for the effective co-ordination of their use lies with the Headteacher/Health and
Safety Co-ordinator.

Job Responsibilites
Under the Health and Safety Policy, job holders have basic responsibilities for which they are
accountable.
These are:
4.4a All employees are required to:
• Be aware of both the Netherbrook/Dudley MBC Health and Safety Policies.
• Co-operate in meeting statutory/Dudley MBC and school requirements.
• Practice good housekeeping (refer to appendix 1 – checklist)
• Use and take good care of safety devices and personal protection equipment.
• Undergo training when necessary.
All employees must, therefore:
• Seek clear guidance from their supervisor/manager when situations arise which may affect the
health and safety of themselves or others.

•
•
•
•
•
•
•
•
•

Conform to legal requirements, safe working procedures and instructions necessary for safe and
healthy working.
Seek advice from supervisors/managers when any doubts or concerns are expressed relating to
plant, tools, work equipment, work methods or other matters.
Report unsafe plant, tools, equipment, work methods or other matters, and stop work if a risk
or injury or damage to plant is considered likely.
Assist in maintaining effective health and safety standards in the workplace.
Co-operate in the work of safety committees, safety inspections and accident investigations.
Use Personal Protective Equipment as prescribed for the task.
Attend health and safety training courses as required.
Report violence at work incidents sustained in the workplace using the School agreed
procedures.
Report injuries sustained in the School using the Council’s procedure.

4.4b Management
Management should:
• Initiate and/or implement health and safety policies, procedures and programmes.
• Ensure that consideration is given to health and safety implications when considering or
implementing alterations to layout, procedures etc.
• Take remedial action on working conditions when made aware of a potential risk. Record
information in Health and Safety book.
• Identify safety training needs of staff and arrange for these to be met.
• Provide information on health and safety matters and communicate proposed changes
involving building processes and facilities. Health and Safety information kept in secretary’s
office. (This will be updated on a regular basis).
• Ensure safety maintenance of the school’s plant and equipment (refer to appendix 2 – risk
assessment, training).
• Ensure arrangements are adequate for workplace safety, discipline, safety status of tools and
equipment and periodical safety inspections and safety related preventative maintenance.
• Investigate and report incidents, accidents and hazards.
• Maintain good housekeeping.
• Appoint first aiders and fire marshals as necessary.
Physical Education
• In the interest of their own and other people’s safety pupils must remove all jewellery including
ear studs and watches, before taking part in P.E., Dance, Games or any sporting events.
• Pupils must wear suitable clothing and footwear both indoors and outside (refer to school
handbook)
• Bare feet are encouraged for dance and P.E. activities in the hall, but footwear must be worn
both on the way to and from the lessons.
• Shoes, pumps and trainers with plastic soles are not allowed.
• Suitable footwear must be worn for playground/field activities.
Out of School Visits
• Guidance for this given in the Dudley LEA School Visits Documents and in the school’s
Educational Visits Policy.
First Aid
•
Administration of First Aid must be recorded in the First Aid folders (this is situated in the
secretary’s office and at various corridor points).

Administration of Medicines
Please refer to the Medicines Policy which can be found on: staff/staffwrite/policies
current.Medicinespolicy10.’
Food Technology Statement
Floor Safety
•
Anything which is spilt onto the floor must be cleaned up immediately and warning signs must
be available and put into use to indicate wet floor areas.
Use of Knives
• No pupils should be allowed to use a knife unless they have been properly trained.
• The degree of supervision required when pupils are using knives depends on the age of the
pupils and the tasks for which the knives are being used.
• Where possible the use of knives should be avoided and peelers, scissors etc. used instead.
Electrical Equipment
• Pupils must be taught to use electrical equipment safely and then it should only be used under
constant adult supervision.
Burns and Scalds
• Pupils should be taught how to use the cooker, hob and oven safely. They should only be used
under constant adult supervision.
• No hot pans, kettles etc. should ever be carried by pupils around the food technology areas.
• Oven gloves and cloths should be available.
• Pupils should be taught that hot food can burn e.g. cake/bread from the oven.
• Pupils should be taught how to deal with burns and scalds (to hold under cool water for at least
10 minutes).
Waste Containers
• Adequate waste receptacles are necessary.
• Pupils should be taught how to use them and how to clean up the technology area after use.
• Care and consideration should be given to the safe disposal of glass and sharp pointed items.
Use of Pupils to Move or Carry Items in and Around the School
If pupils are asked to move items of equipment or furniture around the school the following
guidelines should be followed:
• Items to be carried must be within the pupil’s capability e.g. an infant child may be able to move
their own chair and pupils in Years 5 and 6 and above could carry two chairs safely.
• When lifting or moving furniture the pupils must be under constant adult supervision.
• Pupils should be supervised when getting out or putting away P.E. apparatus.
• Pupils should not be used to carry excessive loads.
• Pupils should not carry furniture, boxes etc. up or down stairs or steps.
• Pupils should not be allowed to stand on tables, chairs or stepladders to get to items which are
out of reach.
The following guidelines should be followed:
• Two pupils to carry a bench
• Two pupils (Years 5 and 6 or above) to carry a classroom table.
• Two pupils to each P.E. mat.

Lone Working
The Council’s Central Safety Section issued a corporate procedure on Lone Working/Violence in June
1998 (Schedule B17)
Should an incident of actual or threatened violence against a member of staff occur, an incident report
should be completed immediately following the occurrence and given to the appropriate line manager.
Further information on lone working/violence at work can be obtained from the Dudley MBC Central
Safety Office or from the Suzie Lamplugh Trust at 14 East Sheen Avenue, London, SW14 8AS.
Accidental Injury and Reporting Procedure
Procedures for Reporting Accidents and Dangerous Occurrences Effective from 1 April 1996.
Introduction
The procedures outlined below are based on provisions contained in The Reporting of Injuries, Diseases
and Dangerous Occurrences Regulations 1995 (Statutory Instrument). These Regulations revoke and
re-enact with modifications the Notification of Accidents and Dangerous Occurrences Regulations
1995. The new Regulations provide for the reporting of accidents to certain trainees (whether or not
they are trainees under the Youth Training Scheme), in the same way as other employees.
The number of types of injury at work which are reportable is increased, as is the list of reportable
dangerous occurrences. Additionally, all accidents resulting in more than three days absence from
work must now be reported to the Health and Safety Executive (HSE) using the LEA’s reporting
procedure in the following link:
http://idudley/idudley/council-resources/dudley-health-and-safety/accident-report-form/

A copy of all documentation is available in the Accident Folder located in the Admin Office.
Communicable Diseases
In November 1995, the Department of Public Health Medicine issued a document ‘Guidelines for the
Control of Communicable Disease’.
This document specifically relates to those establishments which are vulnerable to such diseases i.e.
❑ School and Colleges – Dudley
❑ Centres for the under-fives
❑ Nursing and Residential homes
Copies of these guidelines were issued to all relevant establishments at the time and a copy is now held
in the Personnel Department, Chief Executive’s Office.
List of Communicable Diseases
i. VERY RARE INFECTIONS
• Plague - Anthrax
• Smallpox – Yellow Fever
• Relapsing Fever – Rabies
• Typhus – Leprosy

ii. UNCOMMON IMPORTANT INFECTIONS
• Malaria – Leptospirosis (Weil’s disease)
• Cholera – Acute encephalitis
• Typhoid fever – Meningitis
• Paratyphoid fever – Meningococcal septicaemia
• Tetanus – Tuberculosis
• Acute poliomyelitis – Diptheria
iii. MORE COMMON INFECTIONS
• Food poisoning – Measles
• Dysentery – Mumps
• Ophthalmic neonatorum – Rubella
• Viral hepatitis – Scarlet fever
• Whooping Cough
Action to be Taken
Following an incident where there is concern regarding an employee with a family member confirmed
as suffering from a communicable disease, the appropriate action to be taken has been confirmed as
follows:
i. there is no necessity to exclude from work anyone who has been in contact with a communicable
disease unless showing symptoms or instructed by their General Practitioner or the Consultant in
Communicable Disease Control (CCDC)
ii. in the UK all cases of certain infections are by law statutorily notifiable, generally by the doctor
treating the case, to the CCDC.

NETHERBROOK PRIMARY SCHOOL – PREMISES – DESIGNATED AREAS
Premises
• A number of designated staff will be responsible for the specific areas shown on Appendix 9 and
complete from Appendix 9a.
• They will make regular checks of their areas and report any serious problem immediately,
recording less urgent matters in the caretaker’s book located in the school office.
• The book will be checked regularly and the caretaker or appropriate person will carry out the
work when necessary.
• Staff are asked to inform the appropriate colleague of any more serious concerns which occur
within their classrooms or other areas around the school premises.
• The Headteacher, the Business Manager and the caretaker will make a tour of inspection at
least once a term
• Any serious risks will be reported to the Authority Health and Safety Committee for their action.
• The Authority will be asked to complete a RISK ASSESSMENT for the school when necessary.

Health and Safety Appendices
1. Health and Safety notice.
a) Checklist for supply staff (signed copy) to be included in supply
handbook.

2. Risk assessment flowchart
a) Risk assessment audit sheet
b) Guidance on Risk assessment
3. Page layout of Health and Safety file
4. List of persons trained in:
a) first aid
b) small electrical appliance maintenance
c) people insured to carry passengers in their car
d) people insured and trained to drive a minibus

5. Copy of Emergency Evacuation Procedures
a) Emergency Drill
Fire Drill Record Sheet
b) Telephone bomb threat form
c) Muster points
d) Position/type of fire extinguishers
6. Contents of First Aid Box checklist
7. Accident form proforma (pupil head bumps)
a) Employee accident form
8. COSHH regulations
9. Designated responsibilities and areas
a) Designated staff Health and Safety termly checklist
b) Health and Safety Co-ordinator/Headteacher/Caretaker checklist
c) Identification of Problems
d) Notification to Authority
10. Record of absence due to Stress
11. Fire Safety Information
12. Verbal Abuse, Actual or Threatened Violence Record
a) Reporting of Injuries, Diseases and Dangerous Occurrences
13. Signed sheet
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Checklist
•

Fire doors in corridors should be kept closed

•

Outside fire doors in classrooms should be unlocked each morning

•

Emergency fire drill information is displayed inside each classroom (Please ensure that you are
aware of the procedures)

•

Fire evacuation marshalling area is on the far side of the playground for KS2, Foundation Stage
children and children using the ICT room, and at the base of the bank for KS1 and pupils using
the mobile classrooms

•

Nursery exit onto nursery playground and then into KS2 playground via gate access.

•

First Aid boxes are in each classroom (clear boxes labelled )

•

First Aid Stations are situated in:
Main entrance
KS1 Corridor
KS2 Corridor
By staff room
EYFS (each room)
EYFS Outdoor Area
KS1 & KS2 Playgrounds

1.
2.
3.
4.
5.
6.
7.
❑

Plastic gloves and aprons are in the first aid boxes

❑

No tablets or medicines should be kept in the classrooms

❑

A trolley is available for moving heavy objects
Please ask at the Office.

❑

Pupils/teachers should not stand on chairs or tables

❑

Pupils must remove all jewellery and watches for P.E. Dance and Games lessons

❑

Pupils must wear suitable clothing and footwear for P.E. Dance and Games lessons. Bare feet are
allowed for P.E. and Dance
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Guidance Note on Risk Assessment Form
PLEASE SEE P RAWLINGS FOR FORMS AND GUIDANCE

Introduction
The law requires employers through their management system to carry out risk assessments. All
Education Department managers and supervisors will have been trained in the basic techniques of risk
assessment along with certain other key members of staff. The following is to acquaint all staff with
the principles of risk assessment so that they may assist their manager/supervisor to fulfil their
responsibility for this process.
i. Look for the Hazard – look for what could reasonably be expected to cause harm, and identify the
type of hazard which could result in serious harm of affect other people. Ask colleagues what
they think. Do not forget to consider ‘invisible’ hazards such as workload stress and workplace
bullying.
ii. Decide who may be harmed and how – think about the client, and other people who share your
workplace. Is there a possibility that they could be hurt in your activities?
iii. Evaluate the risks arising from the hazards and decide whether existing precautions are
adequate or more should be done – using Note 1, evaluate the risks arising from the hazard into
H = High, M = Medium or L = Low and decide whether existing precautions are adequate or more
should be done. Even after all precautions have been taken, usually some risk remains. What you
have to decide for each significant hazard is whether any remaining risk is high, medium or low.
Ask yourself whether you have all the things that the law requires. For example, there are legal
requirements for chemicals used for cleaning – the Control of Substances Hazardous to Health
(COSHH) Regulations. Ask yourself whether accepted Safety Standards are in place, but don’t stop
there – think – because the law requires you to do what is reasonably practicable to keep the
workplace safe. The aim is to make all risks small by adding precautions if necessary.
Record your findings – write down your significant hazards and your most important conclusions to
show that:
• proper checks were made
• who might be affected
• you dealt with the obvious significant hazards
• the precautions are reasonable and the remaining risk is low
Assessments need to be suitable and sufficient – not perfect.
iv. Review your assessments from time to time and revise if necessary – if there is significant
change, you should review the assessment taking into account any new hazards. It is good
practice to review your assessments from time to time.
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Page Layout of Health and Safety Reporting File

Action usually taken and entries in book
by Caretaker/Authority personnel
Date when problem
was found

Date

Health and Safety Reporting File
Problem/Location
Sig Action Taken

Date when
action taken

Sig. Date

Signature of Person
Taking Action
Signature of Person
Reporting the Problem
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Copy of Emergency Evacuation Procedures
In case of an emergency – which need not necessarily be a fire, it is essential that staff and children
should know how to leave the building as quickly as possible. The following drill will be practised
regularly. No prior warning will be given.
At any time during the school day, the bell may ring continuously, at which the staff and children
should stop what they are doing immediately and leave the building by the nearest door, WALKING
quickly.
Teachers and pupils should assemble in either the junior playground or on the field adjacent to Key
Stage One wing of the school.
Appointed staff carry mobile phones for communications. It is the responsibility of the designated staff
to ensure that the mobile phones are fully charged and serviceable. Details of telephone numbers can
be found in the Emergency booklet issued to staff. Please see Business Manager for a replacement or
most recent version.
Staff have laminated sheets with daily absences recorded on them, together with the names of children
who are going home for lunch each day. These must be in the possession of the teacher at all times as
there may be occasions where the class or group is not in the classroom area at the time of the
emergency. On arrival at assembly points, children should go to their class teacher who will call a
register and report to the designated colleague who will then relay any relevant information via mobile
phone.
Classes or children in the Dining Room or School Hall should assemble in the infant playground. No one
should stop to dress. It is better to catch a cold than be overcome by smoke or fumes.
Staff not responsible for the children will need to make an initial sweep of the building to ensure that
the toilets are cleared of children.
Please check that the fire doors are closed at all times.
Each teacher is responsible for checking the fire doors nearest their own classroom door.

REMEMBER
Get the children out first
Use the nearest exit
Call 999
When the children are safe and accounted for – deal with the fire

FIRE & EMERGENCY INSTRUCTIONS
At any time during the school day, the fire bell may ring, at which signal all staff and children should
stop what they are doing IMMEDIATELY and leave the building by the nearest door.
•

Assemble for a roll call at:
➢ KS1 and Year 6 classes – the far side of the school field at the base of the bank
➢ KS2/Reception & Nursery far side of the KS2 playground

In the case of a bomb threat, get the children as far away from the school buildings as possible. This
exercise should be carried out in silence. There should be no talking except to give instructions.
As soon as the classes are assembled a roll call will be taken.
KS1 Staff mustering on the playing field should open the double gates to allow entry of fire appliances
and KS2 children
The Fire Marshals will be responsible for rounding up children who may be in toilets.
If possible a member of staff should head the evacuation line to ensure that children get out of the
building safely without hesitation or panic, while another colleague brings up the rear and makes
certain that the last child is safely out of the building and that the classrooms are empty.
Pupils/staff/visitors in other parts of the school e.g. Hall/Dining Room should leave by the nearest fire
exit door.
If taking part in P.E./Dance no one should stop to dress.
Gates are locked with combination locks to allow staff to open gates for further exiting of children and
entry of fire appliances etc.
Please check that fire doors are kept closed and each adult is responsible for ensuring that these doors
are closed after the class has passed through.

BEFORE A FIRE HAPPENS
1. READ FIRE INSTRUCTIONS
2. FAMILIARISE YOURSELF WITH MEANS OF ESCAPE
3. KNOW HOW TO USE THE FIRE EXTINGUISHERS PROVIDED
IF YOU DISCOVER A FIRE (NO MATTER HOW SMALL):
1. SOUND THE ALARM
2. CALL THE FIRE SERVICE IMMEDIATLEY USING THE NEAREST AVAILABLE TELEPHONE
These are situated:
•
•
•
•
•
•
•
•

in the secretary’s office
in the Deputy Headteacher’s office
in the Nursery
in the Headteacher’s office
in the Community Room
In the Staff Room
In the PPA Room
In the Assistant Headteacher’s office

Dial 999 and state that the fire is at:
Netherbrook Primary School
Chester Road
Netherton
Dudley
DY2 9RZ
3. TACKLE THE FIRE, IF POSSIBLE, USING THE APPLIANCE PROVIDED YOU ARE TRAINED IN ITS USE
AND IF IT DOES NOT DELAY EVACUATION, OR PLACE PERSONS AT RISK.

REMEMBER
DO NOT STOP TO COLLECT PERSONAL BELONGINGS
CLOSE DOORS BEHIND YOU AS YOU LEAVE
DO NOT RE-ENTER THE BUILDING
STAFF MUST CHECK THAT CHANGING ROOMS, TOILETS ETC. HAVE BEEN EVACUATED, AS THEY LEAVE
THE BUILDING.

Bomb Threat
On receiving a telephone bomb threat:
❑ try to get as much information about the incident from the caller (see appendix 5b)
❑ implement emergency drill
❑ advise appropriate Senior Staff
KS2/ Early Years children to be evacuated from playground to field via the road.
KS1 to assemble at the far end of the field.
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BOMB THREAT CHECKLIST – Netherbrook Primary School
(This checklist is designed to help staff deal with a telephoned bomb threat efficiently and record the necessary information (USE BOTH SIDES)

Notes and actions by others in
office:
All noise and conversations
within the office to cease.
Children to be removed from
earshot.
Windows & doors
closed.

Actions by Person receiving call: COMPLETE IN BLACK INK
Action to be taken on receipt of a bomb threat:
CONFIRM TO THE CALLER “This is Netherbrook Primary School, Netherton, Dudley,
West Midlands”
Give the appropriate signal to other office staff of the nature of the call.
Record the caller ID from the telephone display and the time the calls started.
Record the EXACT wording of the threat:

Do not distract the call taker, do
not ask questions or offer advice
during the call to the call taker!!

Inform Security Manager (Head
or SLT member acting as Head)
“BT call in progress”

Whoe school evacuates in
accordance with school fire plan.
SLT implements SERT Plan.
Whole school remains at fire
assembly point until advised
otherwise by POLICE incident
commander.
Prepare to:
Decamp to buddy school
OR
Dismissal
OR
Return to school
OR
Combination of above

Ask the following questions:
Where is the bomb right now?
When will it explode?
What does it look like?
What kind of bomb is it?
What will cause it to explode?
Did you place the bomb?
Why?
What is your name?
What is your address:
What is your telephone number?
Where are you now?
Record time call completed:
After the call has ended:
Inform Security Manager record time and person informed:
Implement Fire Evacuation Procedure by operation fire alarm break glass unit
Contact POLICE “999” and inform them of “A telephone bomb threat – we are
evacuating the school”. This call should be made by the call taker to avoid dilution or
embellishment of the information taken.
Time Police informed:
The following section (continued on reverse) should be completed after the evacuation
alarm has been started and the police notified. This is to record additional detail by the
call taker while it is fresh in their mind and may be useful for the emergency
services/security services investigation.
Age of caller:
Sex of caller:
Time and date of call received:
Duration of call:
Call Taker:

BOMB THREAT CHECKLIST – Netherbrook Primary School
(This checklist is designed to help staff deal with a telephoned bomb threat efficiently and record the necessary information (USE BOTH SIDES)
Use this section to record as much information about the call and caller as possible.
Tick all that apply:

Language:

Background Sounds:
Well spoken

Street Noises

Irrational

House Noises

Taped Message

Animal Noises

Offensive

Crockery

Incoherent

Motor

Message read by threat maker

Clear Voice

Calm

Static

Crying

PA System

Clearing throat

Booth

Angry

Music

Nasal

Factory machinery

Slurred

Office machinery

Excited

Other (specify)

Caller’s Voice:

Stutter

Other remarks:

Disguised

Familiar – If so whose voice did it sound like?

Slow
Lisp
Accent
Type of accent
Rapid
Deep

Signature

Hoarse

Date:

Laughter

Print Name:
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FIRE EXTINGUISHERS
ALL TEACHERS SHOULD FAMILIARISE THEMSELVES WITH THE LOCATION OF THE FIRE EXTINGUISHERS
AND THE FUNCTION OF EACH TYPE
Number
available
4
2
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Type

Location

Water Foam
Water
Water Foam
Water Foam
Powder
Blanket
Wet Chemical
CO²
Water Foam
CO²
Water Foam
Water Foam
CO²
Water
Water Foam
CO²
CO² Foam
Blanket
Water Foam
CO²
Water Foam
CO²
Blanket & CO²
Blanket

Infant corridor –
Junior corridor – 1 at each end
Outside SENCO office
Upstairs corridor
Boiler house, just inside entrance
Kitchen, by storeroom
Kitchen, by main entrance
Kitchen, by office
Outside Staffroom
Outside AHT Office
Right side of stage
Left side of stage
Left side of stage
Foot of steps, right side of stage
Hall, corridor by Dining Hall
Hall, corridor
Nursery entrance end of Junior corridor
Nursery entrance end of Junior corridor
Next to cleaning store in Foyer
Nursery, by storeroom
Nursery, by Fire-door
ICT room upstairs
Staffroom Kitchen
Community Room Kitchen

Remember:
•
•
•

Water extinguishers are for general fires and must not be used on either electrical or oil fires.
CO²/Powder for electrical or oil fires
blankets for smothering flames
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First Aid Box Checklist
Ideally each classroom should have a First Aid box which should contain approx:
❑
❑
❑
❑
❑
❑

Individually wrapped plasters
some sterile wipes
plastic gloves
gauze pads
instant cold pack
sick bags

➢ A First Aid Kit to take out on trips is available from Mrs Bowen or Mrs Stokes.
First Aid stations should contain the same equipment plus additional items and are sited in suitable
locations around the school, and identified with a white cross on a green background.
Appropriate signs should be sited identifying names and locations of qualified First Aiders.

Accident & Injuries Report Form

❑
❑

Pupil accidents and injuries to be reported in First Aid Folder
Accident & Injuries Report Form to be sent home to parent (See Appendix 7)

Appendix 7

Accidents and Injuries Report
Child’s Name

Child’s Class

Date and time of incident
(dd/mm/yyyy)

Person completing this
report

FRONT

Details: (How

BACK

RIGHT

injury

LEFT

occurred and action taken)

Dear Parent/Carer, your child was given first aid/medical treatment following an injury today. Staff have observed
your child in school and have observed no signs of symptoms of concussion or any other complications following
their injury. This note is to inform you so that you may wish to continue to monitor your child once they are at
home.
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COSHH Regulations
(Control of Substances Hazardous to Health)
Hazardous substance can be:
❑ liquids
❑ solids
❑ dusts
❑ powders
❑ gases
They can cause damage to the body when they;
❑ come into contact with the skin and eyes
❑ enter the body through cuts in the skin
❑ are breathed in
❑ enter the body by mouth, for example, by swallowing or from contaminated hands touching the
mouth
Hazardous substances in school include;
❑ some adhesives
these are kept in the art area in Year 2 classroom no unaccompanied pupils are allowed in this area
adhesives to be used under supervision, with windows open and after a verbal warning to the
pupils about their use.
❑ glazes (used in pottery)
These are kept in the ceramic studio in either powder or liquid form. Can be used by the pupils
under supervision.
❑ bleaches
Kept in the caretaker’s cupboard or room.
No bleach should be kept in classrooms.
Pupils are not allowed to use this substance.
❑ photocopying toner
Kept in the secretary’s office.
Pupils may use photocopier under supervision.
Pupils must not touch toner or any other substance used in the photocopying process.
If you are unsure about the safety of any substance, consult the Health and Safety Officer.
Leakage from fire extinguishers is potentially dangerous please report immediately.
Please look for and learn the labels which are required by law to be displayed on all hazardous
substances.
Some of the most common labels are shown below.
MAKE SURE THAT YOU LEARN THE LABELS, THEY ARE FOR THE PROTECTION OF YOURSELF AND YOUR
PUPILS.
The most common label in school is the X which is found on bleach containers.

This label X is also found on adhesives and some pottery equipment. Refer to Art Policy for safe
storage and usage.
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Health and Safety Executive

Health and
safety checklist
for classrooms
How this checklist can help you
School premises are a valuable resource for local
communities and are increasingly being used for
extended services.
Health and safety in a school is about taking a sensible
and proportionate approach to ensure the premises
provide a healthy and safe place for all who use them,
including the school workforce, visitors and pupils.
Because written risk assessments are not required for
every classroom activity, this checklist is being made
available for use as required. It is not mandatory, but is
intended as a helpful tool. Schools may choose other ways
to comply with health and safety legislation and ensure
staff and children are safe.
School-wide measures should be in place to deal with the
real risks, so that teachers and support staff do not need
to produce written assessments for an ordinary classroom
– unless new activities lead to additional risks.
Members of staff can use this checklist to help ensure
ordinary classrooms meet minimum health and safety
standards. However, the results and findings from
completed checklists will provide a useful resource to the
school management team when reviewing their wholeschool risk assessments.
The checklist is a tool for school staff to raise awareness
of areas of concern in a classroom. Employers in the
education sector, whether they are a local authority,
governing body, trust or proprietor, have wider
responsibilities under health and safety law (see
www.hse.gov.uk/services/education for further advice).

Using the checklist
This checklist covers the most common areas of
concern/risk in ordinary classrooms, but is not exhaustive.
It does not cover drama and sports facilities or specialist
classrooms, including laboratories, art, IT, design and
technology facilities or pupil referral rooms.
It can be used by class teachers, teaching assistants,
premises staff or department heads – those running the
school can decide how best to use the checklist in their
school. It can be used as required, for example at the start
of a term to provide reassurance to teaching staff that the
most common areas of risk in the classroom are being
adequately controlled.
It is designed to be helpful and quick and easy to use but
there is no obligation on staff to use it. If an issue is not
relevant to a classroom, simply mark it as ‘N/A’ (not
applicable) and move to the next question. There is space
at the end to list any additional issues.

Further information
HSE’s homepage (www.hse.gov.uk/) has information on
general topics to help employers and teaching staff
comply with health and safety law. We have specific web
pages for education, which provide guidance on the
common types of risks within the sector
(www.hse.gov.uk/services/education).
The Department for Education, Welsh Assembly
Government and Scottish Government have guidance for
schools on health and safety:
■ England:
www.education.gov.uk/schools/adminandfinance/he
althandsafety
■ Wales:
www.wales.gov.uk/topics/educationandskills/allsecto
rpolicies/healthandsafety
■ Scotland:
www.scotland.gov.uk/topics/education/schools
The Health and Safety Executive has developed this
checklist, through a public consultation, to help schools
comply with health and safety law. It has been produced
in consultation with:
■ Department for Education (DfE), England;
■ Department for Children, Education, Lifelong
Learning and Skills (DCELLS), Welsh Government;
■ Learning Directorate, People and Places (LDSG),
Scottish Government;
■ Department for Communities and Local
Government (DCLG), England;
■ trade unions. Health and Safety Executive 2 of 3 pages
Health and safety checklist for classroom.

Questions you should ask:
Movement around the
classroom (slips and trips)

Work at height
(falls)
Furniture and Fixtures

Manual handling
Computers and similar
equipment

Electrical equipment and
services

Asbestos

Fire

Workplace (ventilation and
heating)

Yes

Further
Action
needed

Is the internal flooring in a good condition?
Are there any changes in floor level or type of flooring that need
to be highlighted?
Are gangways between desks kept clear?
Are trailing electrical leads/cables prevented wherever possisble?
Is lighting bright enough to allow safe access and exit?
Are procedures in place to deal with spillages, eg water, blood
from cuts?
For stand-alone classrooms:
• Are access steps or ramps properly maintained?
• Are access stairs or ramps provided with handrails?
Do you have an ‘elephant-foot’ stepstool or stepladder available
for use where necessary?
Is a window-opener provided for opening high-level windows?
Are permanent fixtures in good condition and securely fastened,
eg cupboards, display boards, shelving?
Is furniture in good repair and suitable for the size of the user,
whether adult or child?
Is portable equipment stable, eg, a TV set on a suitable trolley?
Where window restrictors are fitted to upper-floor windows, are
they in good working order?
Are hot surfaces of radiators etc protected where necessary to
prevent the risk of burns to vulnerable young people?
Have trolleys been proved for moving heavy objects, eg
computers?
If you use computers as part of your job, has a workstation
assessment been completed?
Have pupils been advised about good practice when using
computers?
Are fixed electrical switches and plug sockets in good repair?
Are all plugs and cables in good repair?
Has portable electrical equipment, eg laminators, been visually
checked and, where necessary, tested at suitable intervals to
ensure that it’s safe to use? (There may be a sticker to show it has
been tested).
Has any damaged electrical equipment been taken out of service
or replaced?
If the school contains asbestos, have details of the location and its
condition in the classroom been provided and explained to you?
Have you been provided with guidance on securing pieces of work
to walls/ceilings that may contain asbestos?
If there are fire exit doors in the classroom are they:
• Unobstructed;
• Kept unlocked, and;
• Easy to open from the inside?
Is fire-fighting equipment in place in the classroom?
Are fire evacuation procedures clearly displayed?
Are you aware of the evacuation drill, including arrangements for
any vulnerable adults or children?
Does the room have natural ventilation?
Can a reasonable room temperature be maintained during use of
the classroom?
Are measures in place, for example blinds, to protect from glare
and heat from the sun?

This is not an exhaustive list and you should identify any other hazards associated with the daily use of the
classroom in the space overleaf, including any further actions needed. If necessary, discuss this with your
headteacher or employer.

Revised S Thompson 28.11.11

N/A

Additional issues
Yes

Further
Action
needed

Further action needed
Hazards noted:

Action taken and when:

Name (and position):

Signature:

Date:

Location/name of classroom:

For information about health and safety, or to report inconsistencies or inaccuracies in this guidancle, visit
www.hse.gov.uk/. You can view HSE guidance online and order priced publications form the website. HSE priced
publications are also available from bookshops.
This checklist can be found online at: www.hse.gov.uk/risk/classroom-checklist.htm.
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External Checklist (Once per term)
Items checked:
Outside surfaces:
Playgrounds
Car parks
Pathways
Fences/gates
Drainpipes
Manhole covers
Doorways
Doors: glass/hinges
Window ledges
Outside lights
Fire escape
Toilets:
Floor surface
Toilets/cisterns
Urinals
Seats/clothes pegs
Stairways
Upstairs accommodation
Office accommodation

Tick

Problem Identification

General comment:

Signed _______________________________ Date _______________________
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Problems arising from Health and Safety Termly Check.
Health and Safety Reporting File
Date Problem/Location
Sig Action Taken

Signed:

Date:
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Sig. Date
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Appendix 11
Responsible persons and contacts

Headteacher: Mr P Rawlings
School Health and Safety Co-ordinator: Mr P Rawlings
School Fire Safety Officer: Mr P Rawlings
School Fire Safety Officer: Mrs S Thompson
School Fire Safety Officer: Mr M Cutler
School Fire Safety Officer: Mrs L Frost
Schools Fire Service Officer: Mike Morton 01384 81 7877
SDK Fire Protection: Colin Patrick
0121 380 7594
Fire Alarm Company: Mark One Safety Solutions
01384 422478
Fire Extinguisher Company: Kingswinford Fire Protection
01384 279149
Burglar Alarm: Security Services
01782 416308
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VERBAL ABUSE, ACTUAL OR THREATENED VIOLENCE
RECORD
Date: _________________________
Name ___________________________
Time: _________________________
Names of those involved in incident:
Location of incident:
(aggressor)

Witnesses:

Short description of incident:
(including injuries sustained)

Action Taken:

Police informed: Yes/No
Signed:

Date:
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Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995

Category
Employees at work

Reportable Event
Death, Major injury, over 3 –
day injury, or case of disease.
Person who is not at work Death or injury requiring
but is affected by the work removal to a hospital for
of someone else
treatment.
Self-employed person at
Death, major injury, over 3 –
work in premises under
day injury, or case of disease.
the control of someone
else.
Dangerous occurrence as
defined in schedule 2.
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Responsible Person
Person’s employer
Person in control of
premises.
Person in control of
premises.

Person in control of
premises at time of
dangerous occurrence

