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Rationale  
Our school is the working environment for many groups of individuals and plays host to many others. It 
is important, therefore, that a safe environment is established in which children and adults can work 
together with confidence. It is the responsibility of the senior management team and governing body to 
ensure this is the case.  
 
In order to promote this we must all take responsibility for being vigilant and be aware of possible 
risks. Children and adults should be encouraged to look out for themselves and one another and 
share any concerns they may have swiftly and appropriately.  
 
We must also, however, be aware of the need to keep a balance between security and safety and the 
maintenance of a comfortable, welcoming learning environment. This policy aims to address and 
provide guidance on this balance, identifying individual and group responsibilities.  
 

Aims 

 To provide a safe, secure and healthy working environment for staff and children   
 To encourage everyone to take responsibility for being vigilant and to be aware of possible 

risks whilst also feeling confident and comfortable within their environment  
 

Objectives 

 
 Ensure there is sufficient information, instruction and supervision to enable all people and 

pupils to avoid hazards and to contribute to their own safety and health at work  
 Maintain electrical equipment to an appropriate standard and ensure a safe environment for 

handling, storing and transporting items  
 Administer appropriate procedures according to fire regulations 
 Have procedures in place for the safe administration of medicines and for dealing with 

accidents and illness 
 Have  a procedure in place for reporting faulty equipment and near misses 
 Maintain regular checks of the building and safety and security 
 Be aware of the pressures on teaching staff and the possible effects which stress may have  
 Give guidance on lone working and personal safety  
 Lay down procedures to use if there is an accident  
 Give guidance on the use of images 
 Inform about what should be done in a case of emergency 
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HEALTH AND SAFETY POLICY 
 
 
 
 

Governing Body’s Statement of Intent 
 
 
 
 
 
 
 
At Headlands the Governing Body accepts and understands its responsibilities 
regarding Health and Safety and will take all steps, as far as practical to meet these 
responsibilities by ensuring the school provides a safe, secure and healthy 
environment for both children and staff to learn and work in. 

 
 
 
 
 
 

 
 
  
 
 
 
 
Signed   Chairman of Governors  ........................................... 
 
 
Date February 2011 
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ORGANISATION FOR THE MANAGEMENT OF SAFETY 

 

 

 

 

 

 

 

 

 

 

   Governing Body             Head Teacher 

         Deputy Head Teacher 

Senior Management Team & Health 

and Safety Co-ordinator 

   Curriculum Co-ordinators 

               Teachers 

 Teaching Assistants &     Volunteers 

                 Children 

                  Office Manager 

        Administrative Staff 

           Site Supervisor 

                Cleaners 

Local Education Authority 
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INFORMING PEOPLE OF THIS POLICY 
 
This Health and Safety Policy is kept in the administration ring binder in the school office and a copy is also 
available online. All members of staff are required to sign the register to acknowledge that they have read and 
agreed to the information contained within it.  
 
Visitors have their attention drawn to basic health and safety information on entry to the school and those likely to 
visit school on a regular basis are requested to read the policy itself.  
 
New members of staff receive health and safety information as part of the induction policy.  
 
It is the responsibility of teachers to ensure that pupils are made aware of existing and new health and safety 
information.  
 
The Health and Safety at Work Act 1974 requires governors and employees, according to their particular roles, to 
take the initiative on certain matters. The following list is a guide to the particular responsibilities that individuals 
have.  
 

a) Know the safety measures and arrangements to be adopted in their own working areas and ensure 
that they are applied 

b) Maintain safety tools and equipment  
c) Give clear instruction and warning as often as necessary  
d) Ensure that relevant risk assessments are completed and followed  

 
RESPONSIBILITIES AND DUTIES AT VARIOUS LEVELS. 
 
The Governing Body and Headteacher will satisfy these responsibilities by:- 

 

 Implementing policies of the L.E.A. and where applicable produce and implement own school policies. 

 Promoting the correct attitudes towards Health and Safety amongst staff and children. 

 Ensuring staff are familiar with school policies and satisfy their delegated responsibilities and duties. 

 Introducing and maintaining suitable and sufficient training programmes for all staff in the school to ensure they 

have adequate knowledge, skill and understanding to undertake their given tasks competently. 

 Providing children with a curriculum which is developed and delivered safely and without risk to health. 

 Ensuring suitable and sufficient assessments of the risks to the Health and Safety of all staff, children, visitors 

and others who may be affected are carried out and appropriate preventive and protective measures 

implemented. 

 

The Governing Body also has the responsibility to ensure that:- 

 

 The costs of implementing Health and Safety policies are considered and that sufficient funds are set aside for 

this purpose. 

 

The Deputy Head will deputise in the Headteacher’s absence and carry out all of the above responsibilities. 

 

The Health and Safety Co-ordinator is responsible for :- 

 

 Co-ordinating matters of Health and Safety. 

 Making an annual inspection and report of the school on the grounds of Health and Safety alongside a 

Governor. (see Appendix A). 

 Monitoring, evaluating and reporting Health and Safety Policies to the Headteacher and Governors. 

 Maintaining an enhanced awareness of Health and Safety matters. 

 Carrying out generic risk assessments and advising staff on completing risk assessments (see Appendix B) 
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Curriculum Co-ordinators are responsible for:- 

 

 Being aware of Health and Safety requirements when instructing other members of staff. 

 Carrying out regular inspections and necessary risk assessment of equipment, as well as assessing how 

effectively Health and Safety issues are being taught to children. 

- Training staff in the appropriate use of specialised equipment. 

 Maintaining and storing equipment correctly for which they are responsible. 

 

 Following LEA policies and guidelines and maintaining an up-to-date awareness of Health and Safety matters 

within their own curriculum area. 

 
The Site Supervisor has the responsibility:- 
 

 To be aware of the implications to Health and Safety in relation to the Site Supervisor’s job description. 

 To co-operate with management and staff on matters of Health and Safety. 

 To maintain the secure store for hazardous materials. 

 To familiarise external lettings personnel with fire procedures, exits, phone points and first aid facilities. 

 To maintain trainer pool environment - check P.H. and chlorine levels twice a day, carry out backwash once or 
twice a week as well as inspect and clean changing rooms, toilets and poolside everyday. 

 To use and store step ladders correctly with regard to safety and security. 

 Updates on information are available on 

www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm 
 

The Staff (- class Teachers, Teaching Assistants with lunchtime duties, office staff, and cleaners):- 
 

 Carry out their duties in accordance with the LEA Safety Policy and to be familiar with procedures in the local 
policy in respect of emergencies. 

 Co-operate with management on matters of Health and Safety. 

 Reporting potential hazards to the Headteacher, Site Supervisor or Health and Safety Co-ordinator. 

 Follow information, instruction and training provided using appropriate safety equipment and protective 
clothing. 

 Ensure classroom furniture is appropriate to the age and size of the children and staff using the classroom. 

 Ensuring that they use correct stepladders when necessary - staff should not stand on shelves or chairs. 

 Take reasonable precautions to ensure the safety of all children, parent helpers or visitors in their charge 
ensuring that they know about emergence procedures and safety measures. 

 
Responsibilities of visitors   
 
Regular visitors and other users of the school will be required to observe the safety rules of the school.  The Head 
Teacher will ensure that visitors are informed of health and safety matters which may affect them during their visit. 
 
Parents helping out in school will be made aware of the health and safety arrangements by the teacher who they are 
working with.   
 
Groups of people who regularly hire the premises will be made aware of safety arrangements through our hiring 
leaflet and in discussion with the school bursar.  
 

 

http://www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm
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Monitoring and Evaluation 
 
To ensure the effectiveness of the Health and Safety Policy in providing and maintaining an 
environment and system of work which is safe and without risk to health procedures for 
monitoring have been established.   
 
Curriculum co-ordinators are required to routinely and regularly inspect the areas within their 
control and carry out operational risk assessments on hazards identified. 
 
Monitoring systems are in place within school whereby curriculum co-ordinators observe staff 
teaching their specific curriculum area enabling Health and Safety matters to be addressed. 
 
Assessment through the use of the Units of Study, evaluating whether children’s awareness of 
personal safety and the safety of others is developing as well as developing an awareness of 
health.   
 
Records of accidents are routinely assessed to assist in the risk assessment process as well as 
in the setting of priorities. 
 
The Headteacher will evaluate evacuation procedures following practice fire drills.   
 
All members of staff are expected to remain alert to any potential dangers and report those to 
the Site Supervisor, Health and Safety Co-ordinator or Headteacher. 
 
The Health and Safety Policy is reviewed annually to ensure it continues to satisfy the aims and 
objectives of the school, as well as being an up-to-date document containing current Health and 
Safety issues and following L.E.A. directives. 
 
The school will follow procedures established by the L.E.A. for reporting and monitoring 
accidents, incidents and emergencies. 
 
An inspection covering all aspects of Health and Safety will be carried out at the start of an 
academic year by the Health and Safety Co-ordinator and the Site Supervisor. The report will 
then be submitted to the Governing Body. 
 
The School aims to:- 
‘Manage safety in - not inspect defects out’ and seeks ‘Continuous improvement leading to an 
injury-free environment’. 
 
Continual risk assessments are carried out using the H.S.E. guidelines (Health and Safety 
Executive) 

 Look for hazards 

 Decide who might be harmed and how 

 Evaluate risks and decide whether existing precautions are adequate or whether more 

should be done utilising LEA forms or Headlands School Form  (see Appendix 2) 

 Record findings 

 Review assessment periodically and revise if necessary. 
 
Our intention at Headlands is to create a culture whereby everyone using the school knows that 
every effort is being made to create a happy, caring and safe environment and that we all have 
a part to play in it. 
 

Monitoring by Governors 
The Governors will call for annual reports on: 
 

- accidents/incidents 
- results of external or internal health & safety inspections 
- complaints 



7 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

‘General Arrangements’ 
 
 
 
 
 
 



 

 
 

SECURITY 
 
Security is now a major issue for Schools.  The main areas of concern are:- 
 

-  security of people, 
-  security of buildings. 

 
Personal safety for all staff, children and anyone else using the School is a priority.  Ensuring 
that the premises are as secure as possible goes a long way towards ensuring the safety of 
people. 
Entrance to the School site at the start and the end of the School day is via Cherry Close, 
Sheraton Close and Bushland Road in the following way:- 
 
Cherry Close  -  Nursery  Bushland Road  -  Nursery, Childrens Centre and Acorn 
Classes 1,2,3,4,5 and 6             and Class 12 
 
Sheraton Close  - 
Classes 7, 8, 9, 10, 11,13 and 14 
 
Between the hours of  8.55 a.m. – 3.10 pm (Key Stage 1) and 3.15 p.m. (Key stage 2) access 
to the School is via the main entrance and office.  All external doors can only be opened from 
the inside during this time (except playtime and lunchtime). 
Cherry Close entrance is locked at 9.15 a.m. and reopened at 3.00 p.m.  At 3.45 p.m.  Cherry 
Close and Sheraton Close entrances are locked. The Site Supervisor will patrol the School 
grounds checking gates, windows, doors and external lighting. 
 
All visitors to the School should park in the School car park, if possible and report, in the first 
instance, to the School office where they will be required to sign the visitor’s book. All visitors 
who remain in School for some time will be issued with a name badge.  On leaving the School 
visitors are asked to report to the School office and to leave their badge. 
 
All staff are encouraged to enquire and offer assistance to unidentified visitors on the premises 
at all times. 
 
All School equipment is visibly marked as a deterrent to preventing theft. 

 
 

ACCIDENT NOTIFICATION 
 
All accidents must be reported in the official accident book.  In the case of a child this will be by 
the adult to whom the child reports the accident - Teaching Assistants, teacher or office staff.  
The Official Accident Book is kept in the medical room and in playground medical kits.  The 
Authority’s code of practice will be adopted:- 

 

 

MINOR ACCIDENTS 
 
   ) 1. Assess the situation 

APPLY FIRST AID PROCEDURE ) 2. Make safe - is the casualty in danger, are other  
   colleagues and children safe? 

   ) 3. Emergency aid 
) 4. Get help if necessary 

 

 

NOTE IN OFFICIAL ACCIDENT BOOK 
(in Medical Room and Playground Medical Bags) 



 

 
 

(IN CASE OF A CHILD) 
 
 

NOTIFY PARENT 
(A child with an injury to the head should be assessed by a First Aider and accident procedures 

followed.  A bump on the head letter should go home whether the child appears ill or not (see 

appendix 3).  Children receiving medical treatment to be given a medical sticker to alert 
parents. 
 

SERIOUS INCIDENTS 
 
   }   1.  Assess the situation. 

APPLY FIRST AID PROCEDURE  }   2.  Make Safe. 
   }   3.  Emergency Aid. 
   }   4.  Get Help. 

 

SEND FOR HELP 
(Using the red S.O.S. card system in School, which each class teacher has - send a child with 
the card and a message to the office, a Senior First Aider or the Staffroom at 
playtime/lunchtime.) 
  
 

 

INFORM HEADTEACHER 
 
  

 

TAKE TO CASUALTY OR CALL AN AMBULANCE 
   

 

INFORM PARENTS IMMEDIATELY (IN CASE OF A CHILD) 

 
  
 

 

RING L.E.A.  HEALTH AND SAFETY OFFICE 236357 
  

 

 

COMPLETE OFFICIAL ACCIDENT BOOK 
 
N.B. If unsure whether accident is reportable ring 236357 
 

MAJOR INCIDENTS 
 
DEATH    } 
MAJOR INJURIES   } 
DANGEROUS OCCURRENCES  } 

OVER 3 DAY ABSENCE.  } See appendix 4 and 5 for definitions 
 REPORTABLE DISEASES  } 
 HOSPITALISATION OF PEOPLE NOT AT WORK.} 
 



 

FOR ABOVE FOLLOW SERIOUS INCIDENT PROCEDURE. 
  
 

 

 

NOTIFY L.E.A. HEALTH AND SAFETY OFFICER - JOHN DRYDEN HOUSE 
(She/he will proceed with RIDDOR reporting) 
- REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES 

 REGULATIONS 
  
 
 

COMPLETE OFFICIAL ACCIDENT BOOK. 
All accidents are reportable whether the casualty is a child, member of staff, volunteer, visitor to 
the School or contractor working on the premises etc. 
 
Reporting and recording accidents should highlight accident trends and possible areas for 
improvement in the control of Health and Safety risks.  Once full the forms are to be kept in 
School and not sent to the Health and Safety Team.  Forms have to be kept for a minimum of 
three years. 
 

NEAR MISSES 
 
Should any member of staff become aware of a ‘near miss’ these should be reported using the 
Near Miss report form (see Appendix 6).  A near miss being an incident or accident which could 
have resulted in staff or children being placed in danger and hadn’t been foreseen during the 
risk assessment process.  
 

INVESTIGATION GUIDANCE 
 
Following as serious accident/incident there may be an investigation.  Guidance as to how this 
should be conducted is available on the Northampton County council Website: 
health&safety@northamptonshire.gov.uk  
 

 

 

mailto:health&safety@northamptonshire.gov.uk


 

 

FIRST AID 
 
It is the policy of the School to have at least 6 members of staff with a ‘First Aid at Work’ certificate.  In School these 
are termed as ‘Senior First Aiders’.   
 
Each classroom has a First Aid kit, which contains: 

 - Tissues, Disposable Gloves and Plasters. 
 
(All minor injuries should be bathed in clean cold water using only tissues and covered with a plaster if necessary.  
Do not use any antiseptic ointments or lotions). 
 
Teachers, Teaching Assistants and children should be aware of the location of first aid kits. Two designated 
Teaching Assistants are responsible for the re-stocking of the kits. 
 
Kits are located as follows: 

- Main school kitchen   
- Top corridor window sill  
- Medical room. 

 
All staff should be aware of their location.  
 
First aid kits are also located in the swimming pool and Site Supervisor’s office. 
 
Break and Lunch Times 
 
Kits are taken on to the playgrounds to deal with minor injuries.  These kits are located in-between class 3 and 4 for 
the Lower Playground and outside class 10  for the Upper Playground. 
 

(See appendix 7 for Comprehensive First Aid Kits and Travelling First Aid Kits) 
 
The Governing Body and Headteacher are responsible for regularly reviewing the School’s first aid needs to ensure 
the provision is adequate. 
 
Children who are unwell should be taken to the Headteacher or office and arrangements will be made, if possible, to 
get the child home. 

PROCEDURES 

In case of concern about the health of an individual the following precautions should be followed: 
 

1. the child is sent to a qualified first aider 
2. the injury/ concern is checked and an assessment made of the level of treatment needed 
3. a decision will be communicated to the class teacher and or head/ secretary as necessary 
4. parents are informed when necessary 

 

Levels of action include: 

 
 treatment on school premises with a letter sent home informing parents of the nature of the 

incident/ accident – Minor Accident Book 

 
 
 

 

 

 

 

 

 

 

 



 

 

 

MEDICATION 

 
Please see Administration of Medication Policy 
 
 

NO  SMOKING 
 
The need for such a policy is a consequence both of Health and Safety regulations which 
require L.E.A.’s to provide a healthy and safe environment free from hazardous substances and 
of recent evidence which has established the health risks associated with passive smoking.  
Therefore, at Headlands the Governing Body has implemented a Non-Smoking Policy within 
both the School buildings and the School grounds. 
 
 
 

CONTROL OF HAZARDOUS SUBSTANCES 
 
The use of all hazardous substances requires to be strictly controlled to ensure that the health 
of staff, children and others is not adversely affected.  The School will follow C.O.S.H.H. 
guidance (Control of Substances Hazardous to Health).  A file is kept in the Site Supervisors 
Office. 
 
The School will assess the use of and exposure to hazardous substances including 
arrangements for purchasing, storage, use and disposal. 
 
Special consideration is paid to work activities carried out by contractors brought onto the 
School premises, as well as cleaners and maintenance personnel. 
 
The Site Supervisor has a secure store for all cleaning chemicals. 
 
The store is kept locked and only the required amount of chemicals are removed each  day.  
Surplus requirements must be placed back into storage. 
 
Substances which are toxic, corrosive, harmful or irritant should be labelled - under C.H.I.P. 
Regulations (Chemicals Hazard Information and Packaging).  For some substances, a 
Maximum Exposure Level (M.E.L.) is specified.  For others there is an Occupational Exposure 
Standard. 
 
The School must therefore, ensure periodic inspections are carried out. 
 
C.O.S.H.H. requires that a review of the risk assessment is carried out whenever there is 
evidence that the assessment is no longer valid or if there is a significant change in working 
practice. 
 
C.O.S.H.H. assessment records should be kept and reviewed regularly by Senior management. 
 
ASBESTOS 
 
The School follows the N.C.C. guidelines, Managing Asbestos in Buildings. 
 
The Asbestos Survey register should be shown to all persons or organisations conducting 
inspections, maintenance, alteration or construction. 
 
Asbestos in tiles in the School have an assessment score below 10 and will be inspected 
annually. 
 
Updated information available on www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm 
 

http://www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm


 

 

 

TRANSPORT 
 
The School has adopted the N.C.C. guidelines to help and advise all who drive children in their 
own or N.C.C. owned, leased or hired vehicle.  The School will consult with the N.C.C. transport 
manager when using School drivers for any type of School visit.   
 

L.E.A.  Minibus Guidelines and Vehicle Records (2001) 
Standard for Drivers using Vehicles at Work 
L.E.A. Special School and D.S.P. Transport Policy 
Advice also available from NCC Fleet Transport Manager, Tel 237155 

N.B.   
 
ANY VEHICLE USED FOR THE TRANSPORTATION OF SCHOOL CHILDREN MUST HAVE 
A VALID MOT CERTIFICATE.  ALL DRIVERS SHOULD CARRY A MOBILE PHONE. 
 
All coaches and buses are hired from a reputable company (with appropriate public service 
vehicle operator’s licence). 
Children will sit one per seat and will wear seat belts.  Seats must face forward and seat 
restraints must comply with legal requirements. 
 
Before any member of staff can drive a mini bus on school business he/she must have 
attended the MIDAS MINIBUS DRIVER TRAINING COURSE and have taken part in the 
required refresher courses. 
 
All children using transport on a visit will be made aware of basic safety rules. For e.g., 
 
 Wear your seatbelt and stay seated whilst travelling 
 Bags must not block aisles or cause obstructions 
 Never distract or disturb the driver or impede the driver’s vision etc. 
 
The level of supervision during any journey is the responsibility of the group leader not the 
driver.  All group (staff, parent helpers and volunteers) members must be made aware of the 
position of the emergency door, first aid and anti-fire equipment.   
 
Children will always use the Green Cross Code when crossing roads as part of a journey.  
Pedestrian crossings and traffic lights or footbridges will be used to cross roads whenever 
possible. 
 
TRANSPORTING CHILDREN IN STAFF CARS 
 
Any vehicle used to transport children must have a valid M.O.T. certificate and drivers should 
have no major driving convictions.  When being transported children should use booster seats, 
if appropriate, and be instructed to wear a seatbelt.  In addition children from the D.S.P. unit will 
need to travel with two adults in each car, one driver, one escort. 
 
TRANSPORT USED BY CHILDREN WITH SPECIAL EDUCATIONAL NEEDS 
 
The school agrees to support and adhere to the County’s Special Educational Needs Transport 
Policy.  The school also issues guidelines for the use of transport for SEN children within the 
school environment each year. (See Appendix 8).  These guidelines are to be given to the 
escorts and drivers who transport the children.  Should a vehicle arrive to transport children 
without an escort, the decision as to whether the child should use the transport rests with the 
parents.  Therefore a child should not leave school on any transport without an escort without 
the permission of a parent or emergency contact person for that child being first sought. 
 



 

PARKING 
 
All parents are reminded, by letter, of the School’s parking policy which is formulated in 
consultation with our Neighbourhood /Community Constable This is followed by a reminder 
letter when necessary during the year (see Appendix 9).   
 
Parents are asked not to park: 

 on the zig-zag lines. 
 across a resident’s driveway. 
 on both sides of the road so that the service bus cannot get 

through. 
 on the pavement. 
 in the school car park around 9.00am and 3.15pm. 
 on or close to junctions. 

 
Parents are also asked to avoid parking in Bushland Road and to try to spread the parking and 
entry points used around as per page 10 - section concerning security.   
 
Do not play loud music whilst waiting to collect children near residents’ houses. 
 
Not to walk children through the School car park 
 
The School car park and top playground are open for parking during Evening Functions and 
Sports Day.  On these occasions children should be supervised by parents in the car park. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

STAFF 

Health and well-being of staff 

In order to help prevent stress and to provide the best working environment for the health and well being of staff we 
recommend: 
 

 that times of meetings be negotiated and are aimed at limiting the length of time and frequency with which 
staff need to remain in school 

 that length of meetings is agreed and where possible adhered to  
 that notice is given of cancellations 
 that consideration  is always given to time scale to enable a reasonable amount of time to be given for 

completion of a task before the deadline 
 that deadlines can be negotiated in extenuating circumstances 
 that consideration is always given to workload and that no individual, regardless of level of authority, is 

expected to complete an unreasonable amount in a limited time 
 That the school endeavours to ensure that meetings are not arranged for Fridays after school 
 that  where possible INSET days also allow for inter-phase/ year work and meetings 
 that PPA is regular and reliable  
 that working at home is an agreed principle where specific tasks need completion – in agreement with 

senior management 
 that TAs are deployed to support  teachers where possible 

 
 

EXTRA CURRICULAR ACTIVITIES 
 

 
Concerns have been raised nationally regarding the provision of adequate insurance protection for staff involved in 
extra-curricular activities. 
 
All school staff engaged in extra-curricular activities are covered under the County Council’s Public Liability, 
Employer’s Liability and Personal Accident Policies.  
 
The current Public Liability Policy indemnity limit is £40 million. 
 
The school will ensure, using the principles of risk assessment, that the facilities and equipment provided are safe 
and without risk to health and that the staff leading the activity are adequately trained, experienced and, therefore, 
competent. This will prevent accidents involving staff and pupils.   
 

STRESS AT WORK 
 
 
The Governing Body accepts the L.E.A. Policies in relation to the management of stress, ‘Teachers Stress at Work 
Policy’ and ‘The Support Staff at Work Policy’ and implements it into our School. 
 

The practices recommended in relation to staff health and well being should help prevent stress. In some cases this may not 

happen and staff should be alerted to some common effects of stress. These  include: 

 high level of anxiety 

 low self-esteem 

 inability to concentrate 

 being more prone to accidents 

 headaches/ migraine 

 depression 

 panic attacks 

 chest pains 

 stomach problems 

 relationship problems 



 

 

 

 

Colleagues should be alert to signs of stress in themselves and one another and should take steps to address these as they occur. 

Methods for dealing with stress might include: 

 

 sharing concerns with colleagues 

 prioritising workload 

 learning to say ‘no’ 

 taking up a new hobby or sport 

 sharing feelings with people at home 

 ensuring that some time every week is set aside for relaxation 

 discussing responsibilities with a senior colleague and perhaps negotiating deadlines 

 pay attention to diet and ensure that you eat healthily and regularly 

 providing free access to an external counselling agency.  

 

It is important that we create in school an environment which welcomes the sharing of problems and concerns and offers 

support and advice as needed. If symptoms persist staff should contact a GP and concerns should be discussed with a senior 

colleague.  

 

Further information is available in the health and well-being policy.  

Fitting in with families 

Every employee at our school has demands outside of the work place which will on occasion place pressure upon 
them and are likely to lead to differences in work practice. It is important that we recognise this and support 
colleagues in managing these demands. This includes: 
 

 being flexible about requests for attendance at funerals,  
 enabling support for ageing relatives and children with medical appointments  
 enabling staff to attend significant important events in respect of children i.e. Christmas concerts, first day at 

school 
 attempting to accommodate staff preferences for early starts/ late starts, early finishes/ late finishes 

 
It is expected that wherever possible staff will make arrangements around the school day but where this is not 
possible we will attempt to support them in meeting the demands of home and school. We would also request that 
staff take responsibility for ensuring that  when they are absent cover arrangements ensure the continued smooth 
running of the school. In some cases it may  be applicable to swap or use PPA time. This can be done in agreement 
with senior staff and accepting that the roles and responsibilities of the individual continue to be met to the full.  
 
Where members of staff have children at other schools which perhaps have different term dates or INSET dates it 
is acceptable, provided there is notification to a senior member of staff, for children to accompany their parents into 
school provided it does not effect their role during the school day. In some cases older children may help out in 
school in different capacities and we welcome this additional involvement.  
 
Where staff become aware that they are pregnant, it is recommended that senior staff are informed as soon as 
possible in order that appropriate safeguards can be put in place. Facilities will also be made available for nursing 
mothers and flexible time management should allow nursing to continue according to need.  
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LONE WORKING AND PERSONAL SECURITY 

 
The school uses the policy statement “Lone Working” issued by our Local Education Authority, Health and Safety 
Office. 
 
The following are guidelines that apply particularly to our school:- 
 
All staff who remain alone in the classroom after school for an unusual length of time are advised to inform the Site 
Supervisor that they are going to do this. 

STAFF WORKING ALONE IN THE BUILDING 

If you are working alone in the building or in an isolated situation, take the following precautions: 

 

 Tell somebody where you are and what time you will be home 

 Ensure that entrances are secure – ensure that the main entrance is bolted and that you can get out of another door in 

case of an emergency without using a key 

 If you are the last member of staff to leave ensure that the door through which you leave locks behind you 

 If anyone suspicious attempts to enter the building or you see or hear anything suspicious contact the police using the 

telephone in the Head Teacher’s room, main office or mobile phone 

 Always be alert when leaving the building 
 
Staff who work in their classroom during the school holidays are advised to notify the Site Supervisor on arrival and 
departure. 
 
The Site Supervisor is identified as a more consistent lone worker. 
 
i) The Site Supervisor should inform the office when he/she is going to work in the grounds or on the roof. 

 
ii) The Site Supervisor should endeavour to enlist his/her family’s support when dealing with late night call 

outs.  This should take the form of accompanying the Site Supervisor or checking the Site Supervisor is 
back at home. 
 

iii) When entering school to investigate a call out the Site Supervisor should not lock himself/herself in so that 
egress is readily available. 
 

iv) During holiday periods the Site Supervisor should choose activities or work relevant to his/her position as a 
lone worker.  For example, ladder work should not be undertaken during the school holiday. 

KEY HOLDERS RESPONDING TO AN ALARM 

 
Please note: 

 Always assume an alarm is genuine 
 If possible, speak to anyone who has drawn your attention to the alarm or incident to find out if they have 

any information about what may be happening 
 Take a mobile phone 
 Look outside your own home before going out in case someone is watching you leave 
 Tell someone where you are going and how long you are likely to be 

 
 
 
 



 

  
 

 
 

VIOLENCE AND AGGRESSION TO STAFF 
 
Staff are advised to minimise the risk to themselves in the face of physical and verbal aggression. 

 

In the event of an abusive parent or adult: 

 

 Be polite but firm. 

 Avoid confrontation 

 Suggest an appropriate time and place for the matter to be discussed. 

 Body language is extremely important. 

 Call for a senior member of staff – excuse yourself and seek their assistance. 

 Use emergency methods etc. i.e. S.O.S. cards, call out to attract the attention of a fellow member of staff. 
- Make sure any meeting with any adult whom you suspect may turn abusive is conducted in a room that can 

easily be monitored and with members of staff within easy reach. It may be appropriate to request that an 
additional member of staff meets with the parent depending upon circumstances. 

- Should a parent/ adult become abusive they should be asked to leave the premises in a calm and non-
threatening way. It might be appropriate for a member of staff to alert the police should the adult refuse to leave 
or if their behaviour is causing concern in any way. 

- If any incident has occurred an incident form should be completed and it may be necessary to inform the 
governors and/ or LA for further action to be taken. Make sure you attend to your own emotional needs following 
any incident and seek help and support if necessary. In the case of an employee support should be offered 
following an incident.  

 

All staff should report all physical and verbal aggressions to the Headteacher and Health and Safety Co-ordinator.  

Details of the incident should be recorded in writing and any witnesses should be asked to do the same.  It may also 

be necessary to inform the Governors. 

 

The report form ‘Accident/Incident Notification’ is held in the School office this should be completed if the incident is 

considered serious enough to warrant notification by the victim.  

 

Staff should be aware that these reports are held in the strictest confidence by the L.E.A. Health and Safety Officer 

and are used only for relevant statistical information.    A letter will be sent to the person concerned from the Chair 

of Governors stating our concern and requesting a meeting to resolve the issue.  Where appropriate the incident 

should be reported to the Police. 

 

INJURIES 

 
Injuries caused to staff, volunteers or visitors on the premises should be reported to the Headteacher.  Staff should 
make themselves familiar with ‘Sick Pay’ on the blue pages of the ‘Educational Personal Handbook’ which is kept in 
the staff room.  It is helpful if staff contact the Headteacher before 8.00 a.m. if they are unable to attend due to 
illness or injury. 

MANUAL HANDLING 

All members of staff should be aware of manual handling activities involved in their day-to-day activities i.e. the 
movement of bundles of paper, the reorganisation of classroom furniture, the carrying of books, the movement of 
audio/ visual equipment, the movement of steel pans and music equipment. 
 
Staff are reminded annually about correct posture when lifting and carrying equipment. All staff should alert senior 
members of staff if they feel that an action they are involved with is having an affect on their physical health and 
well-being.  

WORK EXPERIENCE 

We welcome work experience students to Headlands. In order to make sure that their experience is beneficial it is 
important to: 
 
- follow the work experience risk assessment 
- ensure an appropriate match between the student and the activity 
- ensure appropriate supervision at all times while on site  
 
Work experience students are co-ordinated by the Assistant headteacher. Their classteacher is responsible for 
ensuring their induction and mentoring them whilst on site.  



 

  
 

 
 

Premises 

MAINTENANCE CONTRACTORS 
 
 
Contractors are assessed to ensure they work to recognised standards and are approved by 
standard bodies (e.g. NICEIC, Corgi) or appear on the L.E.A. Approved list. Other aspects 
which may need to be assessed are: 
   
  Previous work on site; 
  Work carried out at other schools or similar establishments; 
  General Health and Safety awareness; 
  Organisation and arrangements for Health and Safety; 
  Knowledge and commitment to standards. 
 
All maintenance contractors report as per visitor’s arrangements. 
 
The Headteacher will liase with contractors to establish the day-to-day control and monitor 
Health and Safety standards.  The nature of the work, the areas within which it is to be 
contained and the timing of its operation should be carefully planned. 
 
Children’s requirements, as well as that of staff, parents, volunteers and visitors should be 
considered in terms of their entry and exit to the School, facilities and general service 
arrangements.  The School’s evacuation and emergency procedures should be taken into 
account and contractors, sub-contractors made fully aware. 
 
Children are always warned in assemblies and by their class teacher when major work is being 
carried out. Parents are informed of such work in writing. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  
 

 

Regulations for the Hire of Premises 
 

 
1. While in the building the lead person for the letting takes responsibility for the safety and security of all 

those present at the letting and the security of the building and should communicate with the Site 
Supervisor or Assistant Site Supervisor on a regular basis.  Site Supervisor’s telephone number 07917 
724869.   
 

2. The lead person should make themselves familiar with the Action on Discovery of Fire and following 

“Procedure” that is posted in every room (See Fire Precautions section, Appendices 1-3).  This 
information should be passed to other participants of the letting on a regular basis by the lead person.  Be 
aware of alarm points and fire extinguishers in area being used. 
 
The telephone to be used in case of emergency is in  the Site Supervisor’s room – Press 9 for an outside 
line and then dial in the usual manner. 
 

3.  Once the letting group have assembled lead person is responsible for closing doors and securing doors 
from the inside following consultation with the Site Supervisor. 

 
4. The lead person should inform the assembled group as to the toilet facilities available,  following 

consultation with Site Supervisor. 
 
Users of Lower Hall should use toilets in the medical room situated outside Finance and Systems’ office. 
 
Users of top hall should use toilets next to Staff room at end of middle corridor in school. 

 
5. First Aid kits are available for lettings’ use in the Reception Office (under the desk) and the Site 

Supervisor’s room. 
 

6. Should the group/lead person notice trespassers on the site they should ring Weston Favell Police 0845 
700700, report that someone is causing “criminal damage” and ask for assistance. 

 
7. Lead person should convey numbers of disruption group, approximate age, any useful descriptions and 

names (if possible) to Site Supervisor who will convey to Headteacher. 
 

8. Groups should park in the car park to the north of the building and given choice, we advise to park nearest 
to building in lighted areas.  Should large numbers require parking, arrangements need to be made with 
Site Supervisor to open North playground gate for further parking.  The Clicker public house in Silverdale 

Road, also allows parking for Headlands Primary School (arrangement under review!).  Please do 

not park in Bushland Road.  It upsets local residents and this must be avoided. 
 
 
 
 

February 2011 

 



 

  
 

 

FIRE PRECAUTIONS 
 

FIRE RISK ASSESSMENT 

 
In order to comply with the Regulatory Reform (Fire Safety) 2005 order a Fire Risk Assessment 
has been compiled.  This assessment will be reviewed annually by the Health and Safety Co-
ordinator. 
 

GENERAL SAFETY 
 

1. All staff should know placements and use of fire extinguishers (Appendix 10) 

2. All staff should know placements of fire alarms (Appendix 11) 
 
All testing and inspections are listed in the Management of Fire Precaution (incorporating the 
Fire Log Book) folder, which is kept in the main School Office.  Reference to this log must be 
made monthly.  Fire equipment is to be tested once a year by Approved Agents arranged by the 
L.E.A. 
A fire drill and alarm test is to be made every term.  The alarm bell is to be tested in rotation 
from numbered points. 
The Headteacher, Health and Safety Co-ordinator and all staff are encouraged to remain alert 
and report potential hazards. 
Fire doors should always be kept closed. 
Exits and routes must be clearly signed. 
At the end of the day staff should ensure that materials and equipment are tidy, electrical 
appliances e.g. computers and tape recorders are switched off, windows are closed and blinds 
pulled down or across. 
The Site Supervisor will ensure lettings personnel are informed of fire procedures and will 
maintain adequate exits from the building. 
 

SAFETY DURING PERFORMANCES 
 
In order to maintain safety during school performances additional guidelines have been drawn 
up. 

(Appendix 12 and 13) 

 

ACTION ON DISCOVERY OF FIRE 
 
1. Assess the situation 
2. Sound the alarm 
3. Attempt to extinguish the fire only when there is no personal risk or risk to others. 
 
Procedures in case of fire see the fire log held in the main school office as well as on each 
classroom notice board. This includes a procedure for the Office Staff detailing responsibilities. 

(Appendix 14 and 15) 
 
 

  



 

  
 

 

 

ELECTRICAL TESTING 

 
All portable appliances are annually inspected by an Approved Agent arranged by the L.E.A. 
and marked with a sticker showing the authorisation and date of inspection. 
 
An inventory must be kept with a log of all the tests.  Visual checks before the use of any 
electrical appliances are vital and new equipment should always be scrutinised for safety and 
suitability for use in a particular area.  All defective items are removed or repaired. 
 
Children should not have access to any portable electrical equipment brought in from outside 
school.  All appliances should conform to appropriate safety standards (B.E.A.B.) OR (B.S.) 
 
Staff should be vigilant for: 
 

 Damage to plugs, switches and wires. 
 

 Incorrectly fitted connectors 
 

 Damage to outer case of equipment 
 

 Signs of overheating. 
 

 Signs of liquid spillage or entry of foreign materials. 
 

 Ensuring that appliances are used for the purpose it was designed for  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  
 

 
Curriculum/pupil issues 

CURRICULUM SAFETY 

 

The school will adopt the Authority’s codes of practice. 

 

In the curriculum areas of science, P.E., Drama, Geography, Design Technology And Information Communication 

Technology teaching staff should be aware of more specialised Health and Safety hazards.  If staff are in any doubt 

as to safe working practices or the handling of specialised equipment, they should refer to curriculum co-ordinators.  

Curriculum co-ordinators should always be aware of Health and Safety requirements when instructing other 

members of staff, ensuring the equipment for which they are responsible is maintained and stored correctly. 

 

PHYSICAL EDUCATION 

 

The school uses the BAALPE book ‘Safe Practice in Physical Education’ as a guideline. 

 

Children should be suitably clothed no jewellery  (see Appendix 16).  All jewellery, including earrings or studs, 

should be removed by the child before the lesson or by the parent at the start of the school day.  We do not feel it is 

appropriate for Teachers to remove jewellery.  Jewellery removed in school is placed in a lidded-labelled box held 

by the class teacher and taken to the lesson.  All indoor P.E. lessons are conducted with children in bare feet.  

Children need plimsolls or safe sports shoes for all outdoor work.  The school reserves the right to withdraw any 

child from P.E. if their footwear is deemed unsuitable or unsafe. 

 

Northamptonshire Education Authority (N.E.A.) advises that children with verrucas do not have to cover them as 

long as they are being treated.  If children are healthy enough to come to school they are expected to participate 

fully in P.E. activities, except with injuries to limbs or with a Doctor’s note. 

 

Children should be active for 90% of a lesson.  Instructions should be clear and concise, so that they are easily 

understood and children can quickly begin the set tasks.  

 

All children should have the opportunity to put out and put away large apparatus for their lesson, as well as handle 

equipment safely.  They should be taught this from Reception age.  P.E. Co-ordinator to instruct staff annually in 

the safe handling of equipment.  Staff need to be alert to the use of equipment by children with behavioural issues. 

 

Teachers can seek help on organising this from PRIMARY SCHOOL GYMNASTICS/GAMES by Val Sabin, 

available in the Library. 

 

Playground and P.E. equipment will be inspected annually.  The P.E. Co-ordinator is responsible for overseeing 

this inspection and checking that equipment is fit for purpose.. 

 

Accidents and Emergencies 

 

Teachers should also make sure each class understands the procedure for any emergency at the beginning of the 

academic year.  It is particularly important for large apparatus and swimming sessions. 

 

Red S.O.S. cards are in all class jewellery boxes/tins. The cards are to be used to summon assistance should the 

need arise.   Do not leave a class unattended. 

 

Inhalers - children should put their own named inhalers in the jewellery box to be taken to all P.E. lessons. 

 

If a child should become breathless during P.E. ensure they are given their inhaler immediately and let them rest 

quietly until their condition eases. Should their condition worsen send for assistance. 

 

Minor Injuries - deal with these without interrupting the lesson.  Children can sit out to recover for a while and then 

rejoin the lesson.  If treatment is necessary send for assistance.  

 

Serious Injuries - Stay calm, think and act quickly.  Stop the lesson and sit the class down.  Send a message 

immediately to the Office Manager/Headteacher for assistance - use red S.O.S. card. 

 



 

  
 

 
Swimming 

 

It is the policy of the school to ensure all Teachers and Teaching Assistants who teach swimming have an up to 

date Swimming Teachers’ Life Saving Certificate which must be renewed every 2 years. 

 

When swimming children should wear one piece costumes without frills (girls) and close fitting swimming trunks 

(boys) not loose fitting shorts. 

 

In line with the L.E.A. advice the school discourages the use of swimming goggles. Goggles made of unbreakable 

materials may only be worn should there be specific purpose for their use and with a written request from parents. 

 

All children who swim are issued with a visibly named, colour coded swimming hat for reasons of organisation, 

safety and hygiene. 

   Red - up to 5 metres. 

   Yellow - 10 metres without armbands and above. 

   Blue    - 25 metres swum in deep water and above. 

   Green - D.S.P. children and epileptics 

 
MEDICAL CONSIDERATIONS 

 
Children with colds, open wounds, sores should be excluded from the water. School medical records should be 
checked carefully and any relevant  medical disabilities reported in writing to the swimming teacher. Children with 
asthma should ensure that they bring their inhaler.  
 
In the event of a rescue being effected all teachers should assume responsibility for removing their class from the 
water and take direction from the pool staff or Duty Manager.  

 

Trainer Pool 

All pool users must refer to the ‘Pool User Guide’ and the ‘Emergency Procedure’, both of which are situated in the 

pool entrance lobby and on the poolside next to the emergency telephone.  

(see Appendix 17 and 18) 

 

Outdoor shoes are not allowed in the changing area, toilets or on the poolside and must be placed in blue boxes 

provided in the pool entrance lobby. Suitable shoes must be worn on the poolside. 

 

A lifeguard must be present and on the side at all times and must wear a whistle, appropriate clothing and 

footwear. 

 

Teachers should not turn their back on the pool or engage in unrelated conversation. 

 

A first aid kit and blanket is available on the poolside, survival blankets are provided in blue containers at the pool 

emergency exit and in the pool entrance lobby. 

 

All windows must remain closed. 

DO NOT allow children to be unsupervised on the poolside at any time. 

DO NOT run on poolside. 

Never dive in the pool. 

Check pool and poolside at the end of a session. 

Cover pool, turn off lights and pool air heater. 

No food or drink is allowed in any area of pool complex. 

 

Pool Emergency Procedure 

One long whistle blast or school alarm siren (i.e. outbreak of fire). 

All bathers go to nearest side of pool, climb out and stand with backs to wall and await further instructions. 

 Perform rescue 

 Administer first aid 

 Other adult telephone 9 999 from poolside. 

 

If necessary evacuate swimmers - through emergency poolside exit or changing rooms through car park exit. Use 

the survival blankets. 

 

Remember - every adult and child using the pool should know and understand the emergency procedure. 



 

  
 

 

Outdoor Play Equipment 

 

Outdoor play equipment particularly agility items should be inspected: 

Daily – a visual check by the supervising staff 

Termly – formally by the school. (see Appendix D). 

The completed termly report will be held by the Health and Safety Officer and made available to Governors and any 

officers authorised by N.C.C. 



 

  
 

SAFETY IN SCIENCE TEACHING 
 
Life and Living processes 
 
Ourselves and other animals 

1. Wash hands before and after handling animals or food. 
2. Teach children how to handle animals with care - use pooters or soft brushes 

when collecting minibeasts. 
3. Be aware of allergies among children to animals and food. 
4. Make plans for holiday/weekend care of any animals kept in school. 
5. Maintain the highest standard of hygiene when working with food. 
6. Only use food utensils for the one purpose. 

 
Suitable animals for schools: -   

Gerbils, hamsters, guinea pigs, rabbits, cold water fish, tropical fish, garter snakes, 
earthworms, slugs and snails, woodlice, stick insects. 

 
N.B. Tadpoles and spawn should only be collected from private ponds and should be 

returned to their original habitats once they develop into frogs/toads. 
 
Plants and the Environment 
 
 1. Choose suitable plants for classroom use.  Avoid plants considered to be 

poisonous. 
 2. Teach children never to taste any part of a plant unless advised by an adult. 
 3. Always wash hands after handling plants and do not touch eyes whilst handling 

plants. 
 4. Take care around ponds and streams.  Young children should always be 

supervised around water. 
  
Materials 
 
 1. Chemicals - not all kitchen chemicals are safe to use in schools.  Bleaches, 

cleaners, washing powders and liquids and fertilisers may be harmful.  Check with 
- 'Be Safe!' ASE publication. 

 2. Eye protection should be warn where there is any risk of chemicals splashing or 
bands snapping. 

 3. Heating - use hot tap water, or a night light in a sand tray if you need a heat 
source.  All heating should be under direct supervision. 

 4. Glassware - use plastic whenever possible.  Plastic mirrors are safer than glass.  
Broken glass such as broken thermometers should be wrapped in newspaper and 
disposed of separately, ie. not in general waste bin.  Cleaning staff/caretaker 
should be alerted to its disposal. 

 
Physical Processes 
 
 Electricity 
 1. Children should not use mains devices at lower school level. 
 2. Remind children that mains electricity is dangerous. 
 3. Take care when using re-chargeable batteries - if short-circuited they and their 

wires may get very hot. 
 4. If using hair dryers or projectors, only use those made for use in school.  They are 

made to far higher safety standards. 
 5. Discard old batteries to avoid leakage. 
 
 Flying models 
 Children must not climb or lean from heights to launch models and fly models/kites away 

from  power lines or roads. 



 

  
 

 
 Using tools and glue 

 
1. Children should be taught the correct way to handle tools - especially those with 

sharp edges. 
2. Maintain  tools in good condition. 
3. Use only glues recommended for school use - many ordinary wallpaper pastes 

contain fungicides. 
4. Hot glue guns should only be used under adult supervision. 

 
The Q.C.A. document, adopted by the school, highlights health and safety issues related to the 
areas of study. 
For further information refer to Safety in Science Teaching (‘Be Safe’ - Assoc. for Science 
Education Publications) 
 

DESIGN AND TECHNOLOGY 
 
Design and Technology provides an excellent opportunity for teaching aspects of Health and 
Safety.  Correct and responsible handling and selection of tools while working or moving around 
the workspace are skills that must be taught.  
Tools need to be appropriate for the task.  Blunt knives can be as dangerous as sharp knives!  
More importantly the task a child is set must be matched to their capabilities.  It is a matter of 
common sense to decide when hard wood needs to be drilled by an adult or a hole punched 
into a box. 
 
Hot glue guns, craft knives, chisels, wall tackers are ‘adult only’ tools. Children should know 
what is an ‘adult only’ tool. 
 
Before handling food, tie back long hair, wash hands with soap and water and cover any cuts.   
 

INFORMATION COMMUNICATION TECHNOLOGY 
 
Children are unlikely to suffer from too much exposure to computer screens but to avoid 
eyestrain it is advised that in any one session Key Stage 1 children spend a maximum of 30 
minutes and Key Stage 2 children a maximum of 40 minutes. 
 
Other Factors 
1. Ensure that the equipment is easily accessible, comfortable to use and securely placed. 
2. Avoid trailing leads and tangled cables. 
3. Allow a suitable contrast of light between the working area and the screen. 
4. Ensure that the screen brightness is not set too high. 
5. Ensure the equipment does not generate uncomfortable levels of heat. 
6. Noise levels should not be so great as to distract attention. 
7. Ensure the screen does not have a discomforting glare or reflection. 
8. Ensure the keyboard is separate from the screen and is easy to read. 
 

Other Policies  
Issues relating to Health and Safety in other areas of the curriculum such as sex education, 
health education, drugs education and environmental education can be found in the P.S.H.E. 
Policy or in individual policies.  
 
Our aim at Headlands is to provide children with a broad and balanced curriculum which is 
delivered safely and securely without risk to health, as well as developing a greater awareness 
of Health and Safety amongst the children. 



 

  
 

 
 

SCHOOL EDUCATIONAL VISITS 
 
 
Off-site educational visits are an important part of school life. Children benefit enormously from the 
opportunity to experience residentials and ‘days out’ at selected venues. However, it is crucial that these 
visits are prepared well in advance, that risk-assessments are completed and that parents, LA and 
school staff are involved in the preparation.  
 
The County Council Policy required the appointment of and training of an Educational Visits Co-
ordinator.  Educational visits are now categorised as A, B or C (see appendix 20) .  Category A and B 
visits are subject to the approval of the Headteacher, Educational Visits Co-ordinator, Year Group 
Leaders and Key Stage Co-ordinators and a notification form needs to be completed (appendix 21).  
Category C visits require the approval of the Governing Body and Local Education Authority.  Approval 
for such visits should be sought at least one term prior to the visit by the completion and submission of 
the form to the L.E.A.s Outdoor Education (appendix 22).  Advisor updates and guidance available on 
www.longtownoec.co.uk/evc  / NCC Health & Safety Website. 
  
Advisor. To assist staff in preparing for an Educational visit there are two checklists that may be of help 
(appendix 23 and 25) .  Following the end of a visit an evaluation form needs to be completed and 
given, with the other paperwork linked to the visit, to the Educational Visits Co-ordinator (appendix 25). 
 
All visits will seek to maintain a high ratio of adult supervision.  The DfES has published the following 
guidelines ; 

 6 : 1 ( Year 1 to 3 )  
                                    10 : 1 (Years 4 - 6 ) 
    Under fives will have a higher ratio. 
 
It is not always feasible to use school staff alone.  Parents and Volunteers may be used to supplement 
the supervision ratio.  They should be carefully selected and well known to the School and the group of 
children.  Volunteers should be List 99 checked which can be done by a telephone call.  Bursar to be 
provided with their: full name, maiden name and date of birth.    
 
Parent helpers and volunteers will be clearly instructed as to their role, who they are supervising, times 
to meet and aims of the visit.  They should not be left alone with children at anytime. 
 
Providing information and guidance to children is an important part of preparing a visit.  Therefore, the 
School will ensure children clearly understand what is expected of them and what the visit will entail.  
The children must understand what standard of behaviour is expected and why rules must be followed.  
They will also be told about any potential dangers and how they should act to ensure their own safety 
and that of others. 
 
The School ensures visits and activities are available and accessible to all that wish to participate 
irrespective of special educational or medical needs, ethnic origin, gender or religion. 
 
Parents are informed in writing of any off site activity or visit. 
 
A list of staff, pupils, volunteers, registration numbers of vehicles used and destination should be left in 
the school office. (see Appendix 26) 
 
Staff should carry a nominal roll with information detailing children’s individual needs e.g. a class list 
indicating allergies, asthmatics etc. and a mobile phone.  The Group leader should also carry an advice 
card in case of emergency. 
 

http://www.longtownoec.co.uk/evc


 

  
 

 
 
EVERDON 
 
Before the residential visit to Everdon in Year 4 Parents are now encouraged to attend a 
briefing meeting where written details of the proposed visit are also provided (see Appendix 
27, 28,29,30)  
 
Information on matters that might affect a child’s health and safety will be given to parents eg;  

 

 Times/location of departure and return. 

 Mode of travel (name of Company) 

 Size of group and level of supervision 

 Procedures for a child who becomes ill. 

 Standards of behaviour expected (see Appendix 28) 

 Information to be given by parents and what they will be asked to consent to etc. 
 
 
A parental consent form is to be completed for each child in the group - which also requires an 

emergency contact, as well as medical details (see Appendix 29 & 30).  Medical consent is 
also necessary. 
 
Visits are insured in respect of legal liabilities (third part and public liability) but are not covered 
for personal accident cover. Provision of personal accident insurance cover is the responsibility 
of the Parent/Guardian. 
 
Emergency procedures are an essential part of planning the visit.  The School will follow L.E.A. 
guidance. 
 

 Assess situation 

 Safeguard uninjured members of the group 

 Attend to casualty. 

 Inform emergency services and everyone who needs to know of incident. 
         (inform School contact/parents in case of a child) 
 
Details of the incident to School should include:- 
 

 Nature, date and time of incident. 

 Location, names of casualties and details of their injuries. 

 Names of others involved. 

 Action taken so far, action yet to be taken. 

 Complete an accident report form. 
     
 (Contact Health and Safety Office 236357 if appropriate) 
 



 

  
 

  

 

PUPILS 

 
 
 
CHILDREN ARRIVING AND DEPARTING SCHOOL PREMISES 
 

Children should be seen into School by an adult.  At the end of the day children should be 
again collected by an adult.  Children in Reception, Year 1, Year 2 and Year 3 will not be 
allowed to go home with anyone younger than 14 years old.  Should parents of children in 
Years 4, 5 and 6 only, want their children to walk home alone, they must sign a reply slip stating 

this at the beginning of the academic year (see Appendix 31)  Children will be able to go to 
their class at 8.45 a.m. but no later than 8.55 a.m. 
 
Children are discouraged from bringing personal belongings to School as they unfortunately 
can be vulnerable. 

 

DRUGS AND SOLVENT MISUSE 
 
The School uses the L.E.A. policy for the management of incidents involving drugs.  The 
Booklet is held in the School Office.   Management for incidents involving drugs lies with the 
Headteacher. 
 
 
VIOLENCE AND AGGRESSION TO CHILDREN 
 
Violence to children can take the form of bullying.  The School takes a firm stand against this 
and procedures are contained in the School Behaviour Policy. 
 
The School Prospectus makes clear our position and sets out how children concerned by 
bullying can get help. 
 
The School is also alert to the need for child protection and will follow the Northamptonshire 
Education and Community learning Directorate Child Protection Procedure kept in the School 
office. 
 
Any concerns regarding abuse or neglect should be reported immediately to Headteacher, 
Child Protection Co-ordinator or the Assistant Child Protection Co-ordinator. 
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Appendix 1 

 
HEADLANDS PRIMARY SCHOOL 

 
ANNUAL INSPECTION REPORT 

 
 
 

 
 
 

 
Date ----------------------------          Inspected by  ----------------------------------------------------------------------------------------------------------- 
 

Area inspected Observation & Comment 
 

Action by Completed 

 eg. Fire exit blocked by display.  
 

AL Date 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



 

   
 

Appendix 2 
HEADLANDS  PRIMARY SCHOOL 

 
RISK ASSESSMENT  FORM 

 
 

DATE ACTIVITY PERSONS IN 
DANGER 

MEASURES TO REDUCE RISK RESULT 
* 

ASSESSED 
BY 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

 
 
*  Key to result  - T = Low risk A = Adequately controlled N = Not adequately controlled         U = Unable to decide, further 
information required  



 

  
 

 
Appendix 3 

 
 

MAJOR INJURIES ARE AS FOLLOWS:- 
 
 
1. Fracture of the skull, spine or pelvis.  

 
2. Fracture of any bone – other than the fingers, thumbs or toes. 

 
3 Amputation of - a hand or foot, or a finger, thumb or toe, or any part thereof if the joint    

or bone is completely severed. 
 

4 Dislocation of shoulder hip, knee or spine. 
 

5. The loss of sight of an eye, penetrating injury to eye, or a chemical or hot metal burn 
to eye. 

 
6. Either injury (including bone) requiring immediate medical treatment, or loss of 

consciousness, resulting in either case from electric shock from any electrical circuit 
or equipment, whether or not due to direct contact.  Injury requiring admittance to 
hospital for more than 24 hours. 

 
7. Loss of consciousness resulting from asphyxia or exposure to a harmful substance or 

biological agent.. 
 
8. Either acute illness requiring treatment, or loss of consciousness, resulting in either  

case form absorption of any substance by inhalation, ingestion or through the skin. 
 
9. Acute illness requiring treatment where there is reason to believe that this resulted 

from exposure to a pathogen or infected material. 
 
10. Any other injury which results in the person injured being admitted immediately to 

hospital for more than 24 hours. 
 

11. The death of an employee if this occurs within one year of a reportable injury. 



 

  
 

 
Appendix 4 

 
Over three-day absence 
 
Accidents (including those occurring as a result of physical violence) that result in an employee, 
self-employed person working on the premises or any young person undertaking work experience 
with the school, being absent from work or incapable of carrying out their usual work for more than 
three days (including non-work days but excluding the day of the injury itself).  The 
accident/incident report form should have been completed at the time the accident occurred. 
 

Reportable diseases 
 
The disease suffered by the affected employee will directly relate to their work activities. 
 
Note: Reportable occupational diseases are specified in Schedule 3 to the Regulations but can be 
summarised as follows: 
 
Conditions due to physical agents and the physical demands of work; 

 Diseases relating to work with ionising radiation 

 Exposure to electromagnetic radiation 

 Breathing gases at increased pressure 

 Musculoskeletal disorders including carpal tunnel syndrome and hand-arm vibration 
syndrome 

 
Infections due to biological agents including; 

 Anthrax 

 Hepatitis 

 Legionellosis 

 Leptospirosis 

 Lyme disease 

 Tetanus 

 Tuberculosis 
 
Conditions due to substances; 

 Poisonings 

 Cancers 

 Skin conditions 

 Respiratory diseases 
 

Hospitalisation of people not at work 
Any injury to a person who is not at work, including school pupils, volunteers and members of the 
public, that results from an accident arising out of or in connection with work and in that person 
being taken from the site of the accident directly to hospital because it appears that some medical 
attention may be necessary. 

 
N.C.C. August 2010 



 

  
 

 

Appendix 5 
 

Dangerous Occurrences 

 
Specified incidents (generally equipment or property-related) that arise out o or in 
connection with work and have a high potential to cause death or serious injury even 
though they do not do so. 
 
Note: Reportable dangerous occurrences are specified in Schedule 2 to the Regulations 
but can be summarised as follows; 
 Collapse, overturning or failure of load-bearing parts of lifts and lifting 

equipment. 
 Explosion, collapse or bursting of any closed vessel or associated pipe work. 
 Plant or equipment coming into contact with overhead power lines. 
 Electrical short circuit or overload causing fire or explosion which results in the 

stoppage of the plant involved for more than 24 hours. 
 Unintentional explosions or ignition of explosives, failure of shots in demolition 

work, projection of materials beyond a site boundary where explosives are 
being used and injuries caused by an explosion. 

 Accidental release of biological agent likely to cause severe human infection or 
illness. 

 Malfunction of radiation generators etc. 
 Malfunction of breathing apparatus while in use or during testing immediately 

before use. 
 Complete or partial collapse of a scaffold over five metres high or erected near 

water where there could be a risk of drowning after a fall. 
 Specified dangerous incidents in relation to a well (other than a water well). 
 A vehicle conveying a dangerous substance is involved in a road accident, or 

an uncontrolled release of, or fire involving, the substance occurs. 
 Unintended collapse of; any building or structure under construction, alteration 

or demolition where over five tonnes of material falls; a wall or floor in a place of 
work; any false work. 

 Explosion of fire causing suspension of normal work for over 24 hours. 
 Sudden, uncontrolled release in a building of 100kg or more of flammable 

liquid, 10kg or more of flammable liquid above its boiling point, 10kg or more of 
flammable gas, or if the release is in the open air, 500kg or more of any of these 
substances. 

 Accidental release or escape of any substance in a quantity sufficient to cause 
the death, major injury or any other damage to the health of any person. 

 
 
 
 
 
 
 
 

N.C.C. August 2010 



 

  

 

                                                                                                                                                                                       Appendix 6 
NEAR MISS REPORT FORM 

 

 

NAME OF PERSON MAKING THE REPORT : 

 

 

DATE OF NEAR MISS : 

 

 

 

TIME OF NEAR MISS : 

 

 

 

LOCATION OF NEAR MISS : 

 

BRIEF DESCRIPTION OF NEAR MISS : 

 

 

 

 

 

 

SIGNATURE OF PERSON MAKING THE REPORT : 

 

 

 

DATE : 

SIGNATURE OF H & S CO-ORDINATOR 

 

 

 

DATE : 

ACTION/RECOMMENDATIONS 
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   Appendix 7 
COMPREHENSIVE FIRST AID KITS 

 
These contain: 
 
Guidance card 
 
20 individual wrapped sterile adhesive dressings (assorted sizes) appropriate to the work 

environment (Blue for the Kitchen Kit) 
 
2 Sterile eye pads with attachment. 
 
6 Individually wrapped triangular bandages. 
 
6 Safety pins. 
 
6 Medium sized individually wrapped sterile unmedicated wound dressings.  (Approximately 
10cm x 8cms.) 
 
2 Large individually wrapped sterile unmedicated wound dressings.   (Approximately 13cms x 
9cms). 
 
3 Extra large individually wrapped sterile unmedicated wound dressings.  (Approximately 28cms 
x 17.5cms.) 
 

TRAVELLING FIRST AID KITS  
 
These should be appropriate for the circumstances in which they are to be used.  Maintenance 
is the responsibility of the Headteacher.  When not in use they are stored in the main Reception 
and include at least the following :- 
 
Guidance card 
 
6 Individually wrapped sterile adhesive dressings. 
 
1 Large individually wrapped sterile dressing. 
 
2 Triangular bandages. 
 
2 Safety pins. 
 
Individually wrapped, moist cleansing wipes. 

 
 
 
 
 

 

Appendix 8 

D.S.P. TRANSPORT 
 
 



 

  
 

The procedure for transport will be as follows:- 
 
 
Taxis come into the school car park and park close to the fire exit door. 
 

MORNINGS 
 
Children will be accepted in school from 8.40am. 
 

1. Members of staff will wait at the fire exit door. 
 

2. Taxis will enter the car park and wait near the door without blocking the car park access. 
 

3. A member of staff will come out and collect the children. 
 

4. The children will either be taken to the D.S.P. or go to their classrooms independently once 
inside the building.  This will depend on the capabilities of the individual child. 

 

5. The members of staff on duty will then return to the outside door to wait for the next 
taxi/minibus. 

 

6. All taxis/minibuses should wait with the children in the vehicle until a member of the school 
staff collects the children. 

 

7. All taxis/minibuses should leave the school car park using the gate which opens onto 
Sheraton Close. 

 

AFTERNOONS 
 

1. At 3.00pm members of staff will take early bus children to the small library.   
 

2. As the transport arrives the children will be taken out to the vehicles by staff and handed to 
the escorts/drivers. 

 

3. At 3.15pm. the remaining transport children will go to the office/reception area. 
 

4. Late duty staff will have responsibility for children after 3.15pm. 
 

5. All children should have left school by 3.30pm. 
 

 
       

  

Appendix 9 
HEADLANDS PRIMARY SCHOOL LETTERHEAD 

 
 
Dear Parents, 
 
This is just a reminder about parking giving due consideration to our local residents and 
keeping our children safe. 
 
Please do not park- 

 on the zig-zag lines. 



 

  
 

 across a resident’s driveway. 

 on both sides of the road so that the service bus cannot get through. 

 on the pavement. 

 in the school car park around 9.00am and 3.15pm. 

 on or close to junctions. 
 
Please do not play loud music whilst waiting to collect children near residents’ houses. 
 
The Clicker Public House car park is available around 8.55 a.m. and 3.10 p.m (Reception 
K.S.1) and 3.15 pm (K.S.2) for short term parking, as are the parking areas around Cherry 
Close and James Lewis Court together with the quieter roads Debdale and Ferndale. 
 
May I suggest that if you have to drive to school, that the parking is spread around the 
surrounding roads or as indicated below, taking the class number for your youngest child. 
 
Classes 1, 2, 3, 4, 5 and 6 use the roads around Cherry Close and use that entrance to the 
school.  Classes 7, 8, 9, 10, 11, 12, 13 and 14 use Bush Hill and The Headlands and walk 
through the alleyway to the playground.  Nursery and Children’s Centre use The Clicker Public 
House car park and come in through the front gate and wait at classroom door.  Alternatively 
Nursery parents may wish to use the above route through Cherry Close. 
 
Parents should not enter the school through the car park.  This is a dangerous practice due to 
reversing vehicles and taxis coming and going for supervised D.S.P. pupils. 
 
Please be careful when parking and considerate to our local residents.  Better still, leave the car 
at home, walk to school and improve your fitness and that of your children! 
 
Yours sincerely, 
 
 
Mr A Lakatos 
Headteacher 
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Appendix 10 

 

 
NORTH BLOCK    SOUTH BLOCK 
 

FIRE EXTINGUISHERS     FIRE EXTINGUISHERS 

 

First Floor landing     - Foam    Office / Reception        - Carbon Dioxide 

            Carbon Dioxide     

SureStart               - Carbon Dioxide 

Class 11          - Foam 

             Lower Hall              - Foam 

                    Foam 

Top Hall           - Water               

            Carbon Dioxide  Music Room              - Foam 

 

Corridor next          - Foam      

To exit door     Nursery Practical Area  - Water 

Car park       

    Nursery Kitchen            - Carbon Dioxide 

Boiler Room           - Carbon Dioxide 

          - Dry Powder    

 

Site Supervisor’s       - Carbon Dioxide  Classes 1 & 2               - Foam 

Room    Toilet area                Carbon Dioxide 

 

Computer Suite         - Carbon Dioxide   Outside Acorn Office    - Foam 

 

Top Playground Exit - Foam   Acorn Kitchen               - Carbon Dioxide 

(Class 7)            Carbon Dioxide 

Acorn Mobile Entrance - Water 

Outside Staff room    - Foam                                         Carbon Dioxide  

                                   Carbon Dioxide    

Acorn Mobile Corridor   - Water 

Corridor outside        - Foam        

Class 5 / DSP            Carbon Dioxide  Acorn Mobile Kitchen    -  

  

Classes 4 & 5          - Foam 

Practical area 

 

School Kitchen         - Dry powder 

 

 

FIRE BLANKETS    FIRE BLANKETS 

     

Staff room Kitchen x 1   Nursery Kitchen x 1 

School Kitchen x 1    Acorn Kitchen (Mobile) x 1  

Cooking Trolley x 1 (Outside Staff room)   

DSP Practical Area x 1     

      

 

 March 2011
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Appendix 11  
Insert Plan – North and South Block – February 2011 

 

 

MAP OF SCHOOL REMOVED FOR SECURITY REASONS
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Appendix 12 
 
 

EVACUATION DURING A PERFORMANCE 
 

Equipment/Personnel 
 
1. Marshals should be placed:    Between audience and children to prevent   

audience rushing to collect children. 
Next to emergency exit to open doors and lead 
children to the field ensuring that car park gates 
are supervised and gate into the playground is 
unlocked.   

 
  Next to hall inner doors to prevent anyone exiting the hall 

by going into the school. 
 

2.  Torches:   To be given to the marshals during evening 
performances. 
 

3.  Caretaker:   Prior to performance open the car 
park/playground gate. 

    Chairs for the audience to be clipped together. 
 

Procedure 
 
1.  The Audience will be asked to turn off all mobile phones. 

 
2.  The Audience will be informed of the evacuation procedure. 

 
1.  Alarm will sound or everyone informed of the need to 
evacuate.  Audience to remain seated. 
 
2.  Children will be taken out first to assemble on the 
school field.  (Marshal’s will place themselves between 
audience and children.) 
 
3.  Audience to proceed to the field once all the children 
have left the hall. 

 
A copy of the procedure is available in the box containing the torches and chair 
clips as an ‘aide memoir’ for the senior member of staff at all performances. 



 

  
 

 
 
 

Appendix 13 

 

Performances 

 

Evacuation Procedure 
 
 

 
1.  Ask Audience to turn off all mobile phones. 
 
2.  Evacuation procedure - 
 

a   Alarm will sound or everyone informed of the need to evacuate.  The 
Audience to remain seated. 
 

b.  Children will be taken out first through the emergency exit to assemble 
on the school field.  (Marshals will place themselves between 
Audience and children.) 
 

c. Audience to follow through the emergency exit to the field once all the 
children have left the hall. 
 

d. Children will be assembled in their classes - Audience to wait away 
from the children so that numbers can be taken 

 
 

 



 

  
 

 
Appendix 14 

 

HEADLANDS PRIMARY SCHOOL 
ACTION ON DISCOVERY OF FIRE OR NEED TO EVACUATE - General 

 

1. Assess the situation. 
2. Sound the alarm. 
3. Attempt to extinguish the fire only when there is no personal risk or risk to others. 
4. Headteacher, or person delegated by Headteacher, to call Fire Brigade. 

PROCEDURE ON HEARING THE ALARM 
 

1. All Teachers should know how many children they have in their class or group at any one 
time. When there is an exchange of Teachers the register should remain with the class 
and go out with that class and teacher.  Teachers should know how many children they 
have in P.E. classes or music classes. 

2. Sound Alarm is on-going Beep Beep Beep (Alarm points are marked on plan). 

3. Children and staff will walk out of building quietly leaving by the nearest exterior door (See plan) 
4. Each teacher is responsible for:- 

a) Ensuring that their class know what to do in case of fire wherever they are. 
b) Ensuring that all students and parent helpers in the class know what to do in case of fire 

wherever they are. 
c) Take charge of all visitors to their class and take to assembly area. 
d) Escorting class out of building. 
e) Ensuring that assigned staff check toilet areas (see 5 – 8) 
f) Carrying attendance register out. 
g) Closing doors and windows. 
h) Assembling children on the field as far away from building as possible. 
i) Checking that the children sent on errands, working in other parts of the building or have 

been in the medical room join the class on the field. 
j) Calling the class register. 
k) Waiting quietly for further instructions. 

5. The Teaching Assistant from class 11 to check Year 5 /6 toilets on the first floor in North 
Building. 

6. The Teaching Assistant from class10 to check Year 4 toilets on the top corridor  
7. The Librarian to check Year 1 and 2 toilets in top corridor. 
8. Teaching Assistants from Room 8 to check disabled and Year 2 and Year 3 toilets near the staff 

room. 
9. Staff in Class 7 – 10 to unlock main car park gate. 
10. The lift is not to be used.  A carrying chair for disabled wheel chair users is available in the 

corridor approaching the lift on the first floor of the North building. 

SAFETY PRECAUTIONS 

 
1. All staff should know placements and use of fire extinguishers (See plan). 
 
2.           All staff should know placements of fire alarms (See plan).                                                   March 2011 



 

  
 

 

 

Appendix 15 
Action on discovery of a Fire or Need to Evacuate ï Office Staff 

 

All office staff should be familiar with the fire/emergency procedures and should feel confident that they can carry 

them out in the event of an emergency. 

 

Should the fire alarm sound the following procedures should be carried out promptly:- 

 

Role Responsibilities 

 

Fire Marshall 

 

(Annie Sly if 

absent Angela 

James) 

 

 

 

 

 Put on hi-viz jacket (back of door in back office) 

 Pick up mobile phone from back office and a walkie talkie 

 Look at fire alarm board to establish zone 

 Do not put yourself at risk and if in doubt, get out 

 Call fire brigade (999) inform them of the zone showing 

 Take copy of school plan (with marked zones) out of school 

      via front entrance 

 Take keys to building and gates kept in cupboard in Medical Room. 

 Stop anyone from entering the building from the front 

 Await report from senior staff via the walkie talkie that all persons are 

accounted for. 

 Report to fire brigade on their arrival – give them school plan, zone  number 

and number of persons not accounted for (if applicable) 

Person 1 

(Sharon Dexeter if 

absent Diane 

Gorman) 

 Guide any parents/visitors to their assembly point 

 Take Red Daily Absence Folder 

Person 2 

 

(Melanie Seymour 

if absent Diane 

Gorman) 

 Take Pupil Data Checking Sheet Files  

 Take Staff Data Checking Sheet File 

 Visitors Books – Check all visitors are accounted for and report back to senior 

member of staff wearing hi-viz jacket* 

 School Diary 

 Ensure all classes/groups accounted for (visual check) 

  

Person 3 

 

(Angela James - if 

absent or covering 

for Fire Marshall 

Diane Gorman) 

 Take the Emergency Box (to include Hi-Viz Jacket and Walkie Talkie) out of 

the building and onto the playground at rear – report to most senior member of 

staff. 

 Check medical room is empty 

 Check stationery cupboard 

 Check windows and doors in front and back office are closed 

Person 4 

(Andrew Lakatos 

if absent Vicky 

Culbard) 

 Put on hi-viz jacket (in Emergency Box taken out by Person 3) 

 Pick up second walkie talkie (In Emergency Box taken out by Person 3)  

 Ensure calm orderly assembly onto field 

 Manage any issues as they arise to ensure safety is not compromised  

 Check with individual leaders that all are accounted for 

 Check with Mel that all visitors are out. 

 Liaise with Annie via walkie talkie to share information regarding exit from 

building and persons unaccounted for.  Report location of fire if known through 

discussions with staff. 

Person 5 

Diane Gorman 
 Check lift area. 

 Report to main reception to assist where required. 

 Only attempt to tackle small fires if trained to do so  

 Do not put yourself at risk 
 



 

  
 

 

 

Appendix 16 
 

Headlands Primary School letterhead 
 
 

 
 
 
Dear Parents, 
 

SAFETY IN P.E. 
 

THE WEARING OF JEWELLERY 
 
 
The school adheres to the BAALPE Book - “Safe Practice in P.E.” 
 
Please could I take this opportunity of reminding you that jewellery is not suitable or safe for the 
school day and all jewellery must be removed for P.E.  This means that all children in school 
must be capable of removing any jewellery and be able to replace it.  If they are unable to do 
this, please do not let the children wear jewellery to school,  P.E. takes place nearly every day 
in some form or another. 
 
We are, of course, very concerned that children may damage themselves or lose their 
expensive jewellery. 
 
Yours sincerely, 
 
 
 
 
Mr A Lakatos 
Headteacher 
. 



 

  
 

 

 

 

 

 

 

 

 

Action to be taken in the event of an emergency:- 

e.g.  -  

disorderly behaviour 

  lack of water clarity 

  outbreak of fire (or alarm sounding in main school) 

  structural failure 

  lighting failure 

  emission of toxic gases 

  serious injury to a child in pool or on poolside. 

  discovery of casualty in water. 

 

1. ONE  LONG  WHISTLE  BLAST 

All bathers go to the nearest side of pool, climb out and stand with their backs to 

the wall and await further instructions in silence.  Anyone in changing rooms to 

wait in silence for further instructions 

 

2. ONLY  QUALIFIED  LIFESAVER  TO  ENTER  WATER  TO  PERFORM  A  RESCUE. 

 

3. ADMINISTER  NECESSARY  FIRST  AID,  INCLUDING RESUSCITATION.  (FIRST  

AID  KIT  ON  POOLSIDE). 

 

4. OTHER  ADULT  TELEPHONE  9  999  FROM  POOLSIDE  PHONE  IF  

EMERGENCY  SERVICES  ARE  REQUIRED.   GIVE  DETAILS OF CASUALTIES,  

INJURIES  AND  ADDRESS  

  

 HEADLANDS  PRIMARY SCHOOL  BUSHLAND  ROAD  NORTHAMPTON  

TELEPHONE  01604 407098. 

 

5. IF  NECESSARY,  EVACUATE  SWIMMERS  FROM  BUILDING THROUGH  

EMERGENCY  POOLSIDE  EXIT  OR  FROM  CHANGING ROOMS  THROUGH  CAR  

PARK  EXIT.  ASSEMBLE ON SCHOOL FIELD. 

 

USE FOIL BLANKETS 20 IN BLUE CONTAINER BY POOL EXIT DOOR, 20 IN BLUE 

CONTAINER IN POOL LOBBY. 

 

ENSURE ALL CHILDREN ARE ACCOUNTED FOR. 

 

Every adult and child using pool should know and understand the 

Emergency Action  Plan 

 
The emergency action plan should be practised at regular intervals (at least once a term) 

 
March 2011 

 

Appendix 17 
 

HEADLANDS  PRIMARY  SCHOOL 

TRAINER  SWIMMING  POOL 

EMERGENCY PROCEDURE 



 

  
 

 

 

Appendix 18 

 

Normal Operating Plan for Headlands Primary School Pool 

 
1. Our Pool is 5m x 10m x 900mm deep 
 
2. Users must provide their own currently qualified lifeguard who must be present on the side of 

the pool before and when there are children or adults in the pool.  N.B. The certificate in 
Swimming Pool Lifesaving must be updated every 2 years.  NB Lifeguards or Teachers must 
remain on the poolside at all times.   

 
3. All Lifeguards should conduct a risk assessment for their group (see list of possible hazards 

attached). 
 

4. All users must know and practice the ‘Emergency Action Plan’ with all groups - see separate 
sheet.   Please do not use a whistle for any other purpose in pool. Note that survival blankets are 
provided in blue container at pool emergency exit and pool lobby. 
 

5. The recommended teacher/child ratio is 1:15 with a maximum permissible of 1:20. 
 

6. Emergency exits must be kept clear at all times. 
 

7. Lifeguard must wear a whistle at all times. 
 

8. A first aid kit and blanket is available on the poolside. 
 

9. The pool is maintained by the school Site Supervisor, or delegate, on a daily basis. 
 
10. Users will need to make key arrangements with Site Supervisor.  Pool Gate Key hanging on male 

toilet door frame. 
 

11. All users both children, teaching and assisting adults must remove their shoes in pool entrance 
lobby and place them in blue boxes.  Do not lean on blue boxes to take shoes off. 
 

12. Outdoor shoes are not allowed in changing area, toilets or poolside. 
 

13. Jewellery is not to be worn in the pool. 
 

14. All swimmers must provide and wear their own hat. 
 

15. All users will be required to bring their own swimming aids (armbands etc.). 
 

16. Floats are provided. 
 

17. Do not allow children to go on poolside unsupervised at any time. 
 

18. Do not run on poolside.  Always walk near wall, not near pool edge. 
 

19. Never dive in this pool. 
 

20. All windows must remain closed. 
 

21. At end of session check pool and poolside is empty.  Check all is tidy and floats etc. returned to 
proper places.  Cover pool by towing cover over top of handrails.  Lock pool gate. 
 

22. Leave toilets and changing rooms tidy, clearing all your clothes.  Take unclaimed items with you.  
Turn off lights and pool air heater.  The school cannot be responsible for any article left in the 
pool complex. 
 

23. No food, drink or smoking is allowed in any area of pool complex. 
 

24. Place litter in bins. 
 

25. Leave by car park exit door.  Please do not park in Bushland Road. 
 

26. Pool must be vacated by 8pm Monday to Saturday.  No use on Sunday. 
 
 

March 2011



 

  
 

Appendix 18 
HEADLANDS PRIMARY SCHOOL 

 

HAZARDS IN THE POOL ENVIRONMENT 
 
Physical Hazards 
 
 Slippery floor surfaces 
 Troughs, gutters and handrails 
 Underwater drain and outlet covers 
 Floating equipment 
 Effects of light on water causing reflection and refraction 
 Pump intake/outlet 
 
People Hazards 
 
 Weak swimmers 
 Individuals in arm bands 
 Trough/gutter crawlers 
 Boisterous “show-offs” 
 People in poor health 
 People under the influence of alcohol/drugs 
 
Activity Hazards 
 
 Misuse of equipment in water 
 Pushing, fighting 
 Bombing, jumping into water 
 Swimming underwater 
 
Teaching Hazards 
 
 Responding to a pupil feeling unwell, or feeling unwell yourself 
 A loss of concentration due to fatigue 
 Frustration when faced with an unruly pupil 
 Being distracted by: 

dealing with bystanders (parents, other pool users) 
undertaking administrative duties (registers, progress charts) 
sorting out problems with equipment 
getting equipment out and putting it away 
pupils leaving the water to use the toilet, collect asthma inhalers etc. 
noise, sunshine glare on the water 
conversing with lifeguards, management and other Teachers 

 Focusing too long on one pupil/group in the class 
 Becoming complacent 
 
 
 
 
 
 
 
 
 

March 2011 



 

  
  

APPENDIX 19 
 
 
 

TERMLY SCHOOL REPORT 
 
The following features should be checked on a termly basis to confirm that the 
equipment has been examined and found to be satisfactory.  The list is not 
exhaustive.  The completed form should be made available to the Governing Body 
to facilitate monitoring. 
 
 
Equipment and location: 
……………………………………………………………………………… 
 
Feature: Check for: Satisfactory or 
Unsatisfactory 
 
Structure Bending, warping, cracking, breaking 
 
Surface Finish Protective coating missing, rust or other  

corrosion, cracks 
 
Consumable Items Missing, bent, broken, loosened, worn, 
ie. Chain/Ropes open hooks 
 
Edges Protrusions, sharp points, sharp edges 
 
Pinch or Crush  Exposed mechanisms, joints 
Points 
 
Guard/Hand Rails Missing, bent, broken 
/Swing Barriers 
 
Access Missing or broken rungs, steps or 
 treads, loosening 
 
Impact Absorbing Ineffective by being compacted, displaced 
Surfaces or not extensive enough to cover possible 
 impact area 
 
I confirm that I have completed by termly inspection of the outside play equipment 
and that 
(delete as appropriate): 
 

a) all equipment was satisfactory; 
b) I will be repairing/replacing unsatisfactory items identified; 
c) I will be removing unsafe equipment from the premises. 

 
 
Signed: ……………………………………….. Date: …………………. 
             (Headteacher) 
 
School: ………………………………………... 
 
Term: 1/2/3/4/5/6 Year: …………………….. 

  

  

  

  

  

  

  

  



 

  
 

Appendix 20 
 

CATEGORIES OF TRIPS/VISITS RECOGNISED BY NORTHAMPTONSHIRE  

COUNTY COUNCIL 

 
Within this document the term ‘remote’ location means: 

 Any ‘moorland’ (open uncultivated land at any height above sea level) 

 Any mountain, woodland and cultivated land above 600m from which it would 
take more than 30 minutes travelling time to walk back to an accessible road or 
refuge 

 
óAccessible roadô is a road accessible to an ordinary road going ambulance. 
 
óRefugeô is a building, either occupied or with a means for summoning help, which 
can offer shelter for the party in an emergency. 
 

CATEGORY A VISITS 
Includes visits, journeys and environmental studies for which the element of risk is 
similar to that encountered in daily life. 

 Environmental and country walks 

 Field studies – non technical 

 Historic sites 

 Local sports tours 

 Sites of commercial interest 

 Walking – not in remote locations (see definition above) 
 

CATEGORY B VISITS 
Higher risk activities which require that the leader has undergone an additional 
familiarisation process or induction, specific to the visit and/or location.  The leader 
will be approved as competent by the LA or by the EVC following LA guidance.  
Where appropriate a National Governing Body Award (such as Basic Expedition 
Leadership Award or NVQ in Activity Leadership) will be a measure of competence. 

 Camping – not in remote locations (see definition above) 

 Cycling – on roads or off-road terrain not in remote locations 

 Farm visits – see also DfES Guidelines for Farm Visits (Health Precautions), 
speak to Educational Visits Co-ordinator. 

 Low level initiative challenges 

 Orienteering 

 Swimming lessons in off-site swimming pools 

 Zoo Visits 
 



 

  
 

CATEGORY C VISITS 

The following are examples of potentially hazardous activities which will require 
approval by the Outdoor Education Adviser.  The list is not exhaustive. 

 Abseiling 

 Archery 

 Ballooning 

 Bivouacking 

 Boating 

 Building Sites 

 Camping in remote locations 

 Canoeing 

 Caving/Potholing 

 Field studies in high hazard environments (eg glacial, streams, beaches) 

 Flying 

 Gliding 

 Gorge or ghyll scrambling and river walking 

 Hand-gliding 

 Horse riding/piny trekking 

 Kayaking 

 Mine exploration 

 Motor sports 

 Mountain biking in remote locations (see definition above) 

 Mountain walking/scrambling 

 Night activities or activities in poor/reduced visibility 

 Overseas trips 

 Paintballing 

 Parachuting 

 Parascending 

 Power boating 

 Rafting (whitewater) 

 Rock climbing including sea level traversing 

 Ropes courses/adventure playgrounds 

 Sailing 

 Shooting Activities 

 Skiing and snow boarding (including organised trips) 

 Sub-aqua and snorkelling 

 Tobogganing 

 Unsupervised activities including unaccompanied expeditions 

 Water based activities 

 Water skiing 

 Windsurfing 

 Winter mountaineering 
 
 
 

April 2009 
(N.C.C. Policy on Educational Trips and Visits 

Version 1 April) 



 

  
 

Appendix 21 

NOTIFICATION OF AN OFF-SITE VISIT 
Originals for copying kept with H&S Co-ordinator and Office 
 
An appropriately completed form must be given to the Headteacher/EVC prior to the visit and must 
contain any last minute changes. 
 

Please circle the Category of Visit - A - B - C – 
Category "C" Visits must have LEA approval. 
NB Detail of Visit Categories can be found in, Standards for Adventure - a supplement to HASPEV. 
 
Destination Inclusive dates 
 
Means of Travel Minibus Coach Rail Sea Air 
 
NB Minibus drivers must have a current MIDAS qualification 
 
Name of Coach company Telephone number 
 
Name of Ferry company Telephone number 
 
Ferry crossing (eg Dover - Calais) 
 
Ferry times Outward date Outward time Return Date Return Time 
 
Name of Airline Telephone number 
 
Flight details From To 
 
Flight times Outward date Outward time Return Date Return Time 
 
Name of travel firm Telephone number 
NB If arrangements are not covered by ABTA/ATOL membership, insurance MUST provide cover for every 
eventuality. 
 
Insurance details 
 
Number of Pupils in the party Girls Boys Age range 
 
NB Attach a list of group details - Tutor group - Address - Contact details - Special circumstances 
 
Group leader Deputy leader 
 
Accompanying Teachers 
 
Accompanying adult helpers CRB checked 

 
Give details of any unusual medical or other requirements or vulnerabilities in respect of any pupil or teacher: 
 
Name of Hotel - Hostel - Campsite Telephone number 
 
Address Dates of stay 
 
Identification - please signify: Group passport Individual passports Identity cards 
 
Enclose a copy of the proposed programme and planned alternatives 
 
NB Parents must have full knowledge of the proposed programme and alternatives. 
 
Estimated arrival time back at school. 
 
This visit has been planned in accordance with the requirements of the DfES Document, Health and Safety of 
Pupils on Educational Visits - HASPEV. 
 
LEA permission has been obtained for a Category C visit. 
Signed___________________________________________ Signed _________________________________ 

Party Leader     School EVC



 

  
 

Appendix 22 

 

CATEGORY C VISIT application form 
Category C visits MUST be approved by the LEA Outdoor Education Adviser. 

Originals for copying kept with H&S Co-ordinator and Office 
 
NB For detail of Category C visits ï see page 8 of Standards for Adventure, a supplement to 
HASPEV. 
This form must be submitted for approval at the initial planning stage, after discussion with your EVC. 
 
School/Group 
 
Contact details 
 
Name of EVC 
 
Proposed venue (location, area, country) 
 
Purpose of the visit – include details of the Proposed Programme and Alternatives 
 
Dates of the visit 
 
Means of Transport 
 
Accommodation 
 
Composition of the party 
 
Pupils Female Age range 
 
Male Age range 
 
Staff - include relevant qualifications 
Party leader 
 
Deputy leader 
 
Teaching staff 
 
Non teaching staff 
 
Emergency contact details 
 

Please include a copy of your Risk Assessments 

 
Signed - EVC ________________________________________ Date 
_________________________________________________ 
Send to: The Outdoor Education Adviser 
VISIT ENDORSED 
This visit must comply with the requirements of the LEA Educational Visits Manual. 
 

FURTHER INFORMATION REQUIRED 
Listed 
 

VISIT NOT ENDORSED 
Reasons enclosed 
 
 
Signed ______________________________________________ Date 
_________________________________________________ 
Outdoor Education Adviser 



 

  
 

Appendix 23 

 

Safety checklist for off-site visits 
Originals for copying kept with H&S Co-ordinator and Office 
Issue Checklist Tick 

Staff   Staff trained and experienced 

 Appropriate ratios for the group overall and for specific 
activities 

 All staff have agreed roles 

First aid  Suitable first aid cover 

 First aid box 

Insurance  Insurance cover obtained 

 Insurance covers all activities 

 Insurance covers all participants 

Equipment  Appropriate equipment available 

 Equipment checked 

Venue  Leader of the trip has knowledge of the venue 

 A preliminary visit has been made 

 There is a designated contact person at the venue 

Communication  Mobile phone available - check reception 

 There is a contact person on site at the study support 
setting 

Pupil information  Pupils briefed 

 Pupils informed about risks and safety procedures 

 Pupils informed about expected standards of behaviour 

 Pupils informed about emergency procedures and fire drills 

Parents/carers Registration forms completed 

 Parents/carers have given consent to all activities 

 Details of medical and additional needs have been provided 

 Parents briefed about the planned programme and 
alternatives 

Emergency 
procedures  

Emergency procedures in place 

 All staff and pupils aware of emergency procedures 
 

 
Signed: ________________________________________ Position: 
_____________________________________ 
 
Group leader’s full name (print): ____________________________________ Date: 
_________________________ 
 
This list provides a useful starting point for checking safety aspects of your planned trip. 
 
You may wish to include further information, according to your circumstances. 



 

  
 

Appendix 24 

 

Checklist before going on a visit 
Originals for copying kept with H&S Co-ordinator and Office 

Name: 
 

Who is the group leader? 
 
Who do I report to? 
 
Where am I going to visit? 
 
How can I contact my group leader? 
 
Do I know how to use the phone if help is required? 
 
What can I do to keep myself safe and secure during the visit? 
 
What should I do if I get lost or get into difficulties when I am not with the group 
leader? 
 
How should I behave during the visit? 
 
What do I do to keep my money and valuables safe? 
 
Have I got a buddy/do I want a buddy? 
 
Do I know when I should take my medication and when I should not take it? 
 

Do I Know 
 

 The address(es) and telephone number(s) of the place(s) where I shall be 
staying? 

 

 How I should behave where I am staying? 
 

 Who should I consider first, before myself? 
 

 Where I shall be sleeping and the toilet arrangements? 
 

 What to do if I am worried or unhappy about anything while I am away? 
Answer 

For residential visits and exchanges 
Do I know 
This form is intended to be given out to pupils, to ensure that they have all the 
information they need for their own safety.  It is based on a form in the DfES 
publication ‘Health and Safety of Pupils on Educational Visits’. 



 

  
 

Appendix 25 
Rating out of 10 Comment 

Evaluation of a visit 
Originals for copying kept with H&S Co-ordinator and Office 

Group: 
Group leaders 
 

 

Number in group: 
 

 Boys: Girls: Age group 

Date(s) of visit: 
 

 

Purpose(s) of visit: 
 

 

Venue:  

Commercial organisation:  

 

Please comment on the following features: 
Rating out of 10 Comment 

 Rating out of 10 Comment 

1 Pre-visit organisation: 
 

  

2 Travel arrangements: 
 

  

3 Content of education 
programme provided: 
 

  

4 Instruction: 
 

  

5 Equipment: 
 

  

6 Suitability of environment: 
 

  

7 Accommodation: 
 

  

8 Food: 
 

  

9 Evening activities: 
 

  

10 Courier/representative: 
 

  

11 Other comments and 
evaluation including 
‘close calls’ not involving injury 
or damage 

  

 

Signed: ___________________________ Position: ________________________ 
 
Group leader’s full name (print): ___________________ Date: ________________ 
This form is to be completed after the visit by the group leader for future reference. 
It is based on a form in the DfES publication ‘Health and Safety of Pupils on 
Educational Visits’.



 

  
 

 
 

Appendix 26 

 

HEADLANDS PRIMARY SCHOOL 

 

SCHOOL VISIT – INFORMATION TO BE HELD AT SCHOOL OFFICE 

 

Date Destination Mobile 
No. 

Vehicle 
Reg. 
Nos. 

Staff and 
Volunteer 
Names 

Children involved or 
class list attached 

NOTING 
ABSENTEES 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      
      



 

  
 

 
 

 

Appendix 27 

EVERDON 
 

GENERAL INFORMATION 
 

TRANSPORT 
Include details of arrival and departure times dependent upon whether the 
visit is for1 or 2 groups for 2 ½ days or 5 days. 

   
 
SLEEPING ARRANGEMENTS 

2 Dormitories - Fawsley sleeps 14 children 
Everdon sleeps 16 children 

Both have bunk beds 
 
MEALS 

Cooked breakfast at 8.00am. 
Packed lunch 
*Please note - Parents to provide a packed lunch for Monday.* 
Cooked evening meal at 5.00pm. 
Supper - to suit programme (Prepared by staff/pupils) 

 
DUTIES 

Setting/clearing tables for meals 
Making beds 
Sweeping and tidying dormitories 
Making supper 
Folding bedding on last day of visit 
Picking up litter around the centre 
Other jobs as necessary 

 
OTHER RELEVANT INFORMATION 

A drying room is available 
 
STAFF 

Two members of the teaching staff together with a member of the support 
staff will be supervising the children. 

 
INSURANCE 

The visit is insured in respect of legal liabilities (third party and public liability) 
but is not covered for personal accident cover. Provision of personal accident 
insurance cover is the responsibility of the Parent/Guardian. 



 

  
 

 

Appendix 28 
CODE OF CONDUCT 

 
It is good and safe practice for schools to agree a code of conduct with parents and 
children before young people participate in educational ventures.  Acceptance of a 
code will provide party leaders with the necessary authority to carry out their 
responsibilities. 
 
Each pupil should:- 
 
 Observe normal school rules 
 
 Co-operate fully with leaders at all times 
 
 Fulfil any tasks or duties set prior to and during the visit 
 
 Participate fully in all activities and sessions during the visit 
 
 Be punctual at all times 
 
 Not leave group sessions or accommodation without permission 
 
 Avoid behaviour which might inconvenience others 
 
 Be considerate to others at all times 
 
 Respect all requests and requirements made by staff and 
accompanying adults 
 

Behave at all times in a manner which reflects credit on self, to the 
party and to the school 

 
 If in any doubt on any matter, consult with staff. 
 

Accept that a full written report of any misconduct will be forwarded to 
the Headteacher or Parents or if necessary to appropriate Officers of 
the LEA. 

 

 

 

 

 

 

 

 

 

 

 

 



 

  
 

 

Appendix 29 

 
PARENTAL/GUARDIAN CONSENT FOR EDUCATIONAL VISIT/OVERNIGHT 
STAY OR OTHER OUTDOOR AND ADVENTUROUS ACTIVITY 
 
 

HEADLANDS PRIMARY SCHOOL 
 
 
Date of Visit .................................................................. 
 
 
Visit to ................................................................................................................... 
 
I have read the general information sheet provided about the proposed educational 
visit and note the insurance arrangement. 
 
I consent to my child .............................................................................................. 
taking part in the visit, and, having read the information sheet declare my child to be 
in good health and physically able to participate in all the activities mentioned. 
 
I have noted where and when the pupils are to be returned and I understand that I 
am responsible for my child getting home safely from that place. 
 
I have completed the required medical form and return it with this consent form. 
 
I have read with my child and accept the code of conduct. 
 
I will ensure that any change in the circumstances which will affect my child’s 
participation in the visit will be notified to the school prior to the visit. 
 
 
 
Signature of child for acceptance of Code of Conduct 
............................................................. 
 
Signature of Parent/Guardian ...................................................................................... 
 
 
Name in block letters  ................................................................... 
 
 
Address  ................................................................... 
 
   .................................................................... 
 
 
 
Please complete and return this form to the school office 

 
 
 



 

  
 

Appendix 30 
 

EMERGENCY/MEDICAL INFORMATION 
 
 

SCHOOL NAME:-................................................................................. 
 
Pupil’s    ...........................................  Male/Female  D.O.B.................... 
 
Address ...................................................... 
 
  ...................................................... 
 
Telephone No.  ....................................................(Home) 
 
EMERGENCY CONTACT - Please give the telephone numbers and the names of 
Day and Evening contacts in case of emergency:- 
 
Day Tel: ...........................................     Name ....................................................... 
 
Evening Tel..:      ...........................................     Name  ................................. 
 
MEDICAL DETAILS 
 
Name and address of Doctor    ................................................................................... 
 
...................................................................................................................................... 
 
Date of last Anti-Tetanus Injection    ........................................................................... 
 
My son/daughter suffers from the following conditions (please include allergies) 
 
...................................................................................................................................... 
 
......................................................................................................................................
. 
 
Details of treatment 
........................................................................................................... 
 
......................................................................................................................................
. 
Details of any special dietary requirements:- 
......................................................................... 
 
......................................................................................................................................
. 
 
I consent to any emergency medical/surgical/dental treatment which my 
son/daughter may require within the duration of the course of activity. 
 
Signed ....................................................................................Parent/Guardian 
 
IT IS IMPORTANT THAT ANY MEDICINES ARE HANDED TO THE CLASS 
TEACHER ON DEPARTURE. 
 
Please complete and return this form to the school office. 
 



 

  
 

Appendix 31  
 

 
Headlands Primary School Letterhead 

Date 
 
Dear Parents/Guardians 
 
Children Travelling to and from School Alone 
 
I would personally rest a lot easier if Primary School age children were accompanied by a 
parent or a delegated responsible adult (over the age of 14 years) on their way to and from 
school.  However now that our older children (Years 4, 5 and 6) are increasing in their 
independence, a large number of them are walking to and from school either alone or with 
friends.   
 
As parents/guardians it is your responsibility to decide how your child travels to and from 
school. 
If you are happy for your Year 4, 5 or 6 child to travel to and from school without adult 
supervision  on a regular basis or on specific days then please could you complete the slip 
below and return it to the school as soon as possible.  Please note that these children must 
not be asked to supervise younger brothers or sisters to or from school. 
 
If your child needs to be taken home during the school day due to illness then we will 
contact you and ask you to collect your child from school or arrange for a delegated 
responsible adult to collect your child.  In these circumstances we would not expect your 
child when they are ill to walk home alone. 
 
Finally, could you please note that there is no adult supervision on the playground in the 
morning and the school doors open at 8.45 am.  Until this time your children remain your 
responsibility. 
 
I hope you understand the reasons for the school’s policy on this matter. 
 
Yours sincerely 
 
 
Mr A Lakatos 
Headteacher 
-------------------------------------------------------------------------------------------------------------- 
Please return this slip to the Office for recording on your child’s records. 

FORMAL AUTHORISATION FOR CHILD TO TRAVEL TO 
 AND FROM SCHOOL ALONE 2006/2007 

 
Child’s Name ……………………………………………..  Class …………………………... 
 
I give my permission for my child to travel to school on his/her own every day. 
 
I give my permission for my child to travel home from school on his/her own every day. 
 
I give my permission for my child to travel to school on 
his/her her own on (please specify a specific day/days) 
 
I give my permission for my child to travel home from 
school on his/her her own on (please specify a specific day/days) 
 
 
Signed ……………………………………………………… Date ………………………………….. 
 
 
Print Name ……………………………..........   Relationship to child …………………………. 

 

 

 

 


