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1 Introduction
This is a Health and Safety Policy for Chrysalis Multi Academy Trust. It is the responsibility of the
Trustees to prepare a written Health and Safety policy for the MAT and each school.

The Trust aims to promote the development and maintenance of sound, safety, health and
welfare practices; assess and take preventive measures; consult all employees, students and
visitors on all Health and Safety matters; provide job specific Health and Safety Training; provide
and maintain, healthy and legal working arrangements for staff, students and visitors make
available information, facilities for training, instruction and supervision, to enable all employees
to perform their work safely and efficiently; make available and use all the necessary safety
devices and suitable protective equipment and clothing; maintain a constant and continuing
interest in Health and Safety and Welfare matters appropriate to the school’s activities.

This statement deals with those aspects over which the Head Teacher and Head of School have
control and covers safety associated with the building structure, plant, fixed equipment, and
services over which Trustees and Governors also have responsibility. It describes how the Head
is discharging their responsibility, in respect of students, visitors and other employees who are
present on school premises in the internal organisation, management and discipline of the
school, in accordance with the Articles of Government.

The statement aims to ensure that all practical steps are taken to secure the health, safety and
welfare of all persons using the premises.

e to provide and maintain a safe and healthy environment throughout the school.

e toestablish and maintain safe and healthy work procedures amongst staff, pupils, and all
visitors throughout the school.

e meetour legal responsibilities under health and safety legislation as a minimum.

e to make arrangements for ensuring safety and minimise risks to health in connection with
the use, handling, storage and transport of articles and substances as far as reasonably
practicable.

e toensure the provision of sufficient information, instruction, and supervision to enable all
people and students working on site, to avoid hazards and contribute positively to their
own safety training as and when provided.

e tomaintain a safe and healthy place of work and safe access and egress from it.

e to formulate effective procedures for use in the case of fire and other reasons for
evacuating the school premises.

e tolay down procedures to be followed in the case of an incident, accident, or dangerous
occurrence.

e to provide and maintain adequate welfare facilities.

e Setting targets and objectives to develop a culture of continuous improvement.

We have updated our Health and Safety Policy to include comprehensive arrangements
pertaining to Risk assessment, Training, Gas/Heating Systems, Contractor Competency, Fire,
and Stress. Additionally, we want to emphasise our commitment to child protection and
safeguarding. For detailed information on our child protection, safeguarding, and safer
recruitment measures, please refer to our dedicated CMAT Child Protection, Safeguarding &
Safer Recruitment Policy. Ensuring the safety and well-being of children within our premises is of
utmost importance, and we have implemented stringent protocols and guidelines as outlined in
Keeping Children Safe in Education.
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2 Legislation

This policy is based on advice from the Department for Education on health and safety in schools,
guidance from the Health and Safety Executive (HSE) on incident reporting in schools, and the
following legislation:

The Health and Safety at Work etc. Act 1974, which sets out the general duties
employers have towards employees and duties relating to lettings.

The Management of Health and Safety at Work Regulations 1992 require employers to
make an assessment of the risks to the health and safety of their employees.

The Management of Health and Safety at Work Regulations 1999 require employers to
carry out risk assessments, make arrangements to implement necessary measures,
and arrange for appropriate information and training.

The Control of Substances Hazardous to Health Regulations 2002 require employers
to control substances that are hazardous to health.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)
2013, which state that some accidents must be reported to the Health and Safety
Executive and set out the timeframe for this and how long records of such accidents
must be kept.

The Health and Safety (Display Screen Equipment) Regulations 1992, which require
employers to carry out digital screen equipment assessments and state users’
entitlement to an eyesight test.

The Gas Safety (Installation and Use) Regulations 1998 require work on gas fittings to
be carried out by someone on the Gas Safe Register

The Regulatory Reform (Fire Safety) Order 2005 requires employers to take general fire
precautions to ensure the safety of their staff.

The Work at Height Regulations 2005 require employers to protect their staff from falls
from height.

The school follows national guidance published by the UK Health Security Agency (formerly
Public Health England) and government guidance on living with COVID-19 when responding to

infection control issues.

This policy complies with our funding agreement and articles of association.
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3 Roles and Responsibilities

Chrysalis Multi
Academy Trust
Board

Mrs Nicola Hyde-
Boughey (Executive
Headteacher)

Local Governing
Board

Senior Leadership - Sericl Leadarship
Team (Claremont

Team (Sudbury

High School) Primary School)

Name: Ms Nicola Hyde-Boughey
Title: Executive Headteacher Chrysalis Multi Academy Trust
Official Address: Chrysalis Multi Academy Trust

Claremont High School Academy

Claremont Avenue

Harrow HA3 OUH
Telephone No: 020 8204 4442

1.1.The Local Governing Body (LGB)
The governing board has ultimate responsibility for health and safety matters in the school but
will delegate day-to-day responsibility to the headteacher.

The governing board has a duty to take reasonable steps to ensure that staff and pupils are not
exposed torisks to their health and safety. This applies to activities on or off the school premises.

The academy trust, as the employer, also has a duty to:

o Assess the risks to staff and others affected by school activities to identify and introduce
the health and safety measures necessary to manage those risks.

¢ |nform employees about risks and measures in place to manage them.

e Ensure that adequate health and safety training is provided.

The governor who oversees health and safety is Kalpa Lathia.
The LGB is responsible for ensuring that:

The health and safety policy statement are clearly written, and it promotes a positive attitude
towards safety in staff and pupils.

The Executive Headteacher/ Headteacher / Head of School is aware of their health and safety
responsibilities and has sufficient experience, knowledge and training to perform the tasks
required.

Clear procedures are created to assess any significant risks and ensure that safe working
practices are adopted.
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Sufficient funds are set aside with which to operate safe working practices.
Health and safety performance is monitored, failures in health & safety policy or implementation
recognized, and policy and procedure revised, as necessary.

1.2. The Executive Headteacher/ Headteacher / Head of School

The Executive Headteacher/ Headteacher / Head of School is the Health & Safety manager. The
ultimate responsibility for all school safety organisation and activity rests with the Headteacher /
Head of School.

The main functions of the Head as Health & Safety Manager are:

e Day-to-day management of all Health and Safety matters in the school accordance with
the Health and Safety policy

e Ensuring there is enough staff to safely supervise pupils.

e Ensuring that the school building and premises are safe and regularly inspected.

e Passing on information received on Health and Safety matters to appropriate people.

e Co-operating with and providing necessary facilities for trades union safety
representatives.

e Implementing the health and safety policy

e Providing adequate training for school staff

e Reporting to the governing board on health and safety matters

e Ensuring appropriate evacuation procedures are in place and regular fire drills are held.

e Ensuringthatin their absence, health and safety responsibilities are delegated to another
member of staff.

e Ensuring all risk assessments are completed and reviewed.

e Monitoring cleaning contracts, and ensuring cleaners are appropriately trained and have
access to personal protective equipment, where necessary

In the headteacher’s absence, deputy headteacher assumes the above day-to-day health and
safety responsibilities.

The Headteacher is also expected to monitor purchasing and contracting procedures, to ensure
that their employer’s Health and Safety policy is complied with. Functions may be delegated but
the legal responsibility rests with the Governors.

Delegated functions:

e To be the focal point for all day-to-day references on safety organisation and to give
advice.

e To co-ordinate the implementation of the approved safety procedures in the school.

e To maintain contact with outside agencies able to offer expert advice.

e Report all known hazards immediately to the Head and stop any practices or the use of
any plant, tools, equipment, machinery etc. he considers to be unsafe, until satisfied as
to their safety.

e Make recommendations to the LGB, for additions or improvement to plant, tools,
equipment, machinery, etc. which are dangerous.

e Make or arrange for investigation of premises, places of work and working practices on a
regular basis and ensure that he is kept informed of incidents, accidents, and hazardous
situations.

e Review from time to time:

o the provision of first aid in school.
o theemergency procedures.
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o riskassessments for existing and new activities.
e Make recommendations for improving the procedures laid down.
e Review regularly the dissemination of Health and Safety information concerning the
school.
e Recommend necessary changes and improvements in welfare facilities.
e Inform the Governors of the school from time to time of the safety procedures at the
school.

1.3. Premises/School Business Manager/ Business Manager/HR Manager

The Premises/School Business Manager/ Business Manager/HR Manager, working in conjunction
with The Academy’s Health & Safety Officer and the Health & Safety Committee, will advise the
Headteacher on the Health and Safety Policy. Acting for and on behalf of the Headteacher, they
have the responsibility for implementing and monitoring the policy, principally through the Heads
of Department/Phase leaders.

The Premises/School Business Manager/Business Manager/HR Manager achieve this by
ensuring that:

e This Policy is clearly communicated to all relevant persons.

e Appropriate information on significant risks is given to visitors and contractors.

e Appropriate consultation arrangements are in place for staff and their safety
representatives.

o Al staff are provided with adequate information, instruction and training on health and
safety issues.

e Additional responsibilities for health, safety and welfare are allocated to specific
individuals, and they are informed of their responsibilities and have sufficient experience,
knowledge, and training to undertake them.

e Risk assessments of the premises and working practices are undertaken.

e Safe systems of work are in place as identified from risk assessments.

e Emergency procedures are in place.

e Machinery and equipment are inspected and tested to ensure it remains in a safe
condition.

o Recordsare kept of allrelevant health and safety activities e.g. assessments, inspections,
accidents, etc.

e Arrangements are in place to inspect the premises and monitor performance.

e Accidents are investigated and any remedial actions required are taken or requested.

e The activities of contractors are adequately monitored and controlled.

1.4. Staff
School staff have a duty to take care of pupils in the same way that a prudent parent/carer would
do so.

Staff will:

e Take reasonable care of their own health and safety and that of others who may be
affected by what they do at work.

e Co-operate with the school on health and safety matters.

e Workin accordance with training and instructions

e Informthe appropriate person of any work situation representing a serious and immediate
danger so that remedial action can be taken.

e Model safe and hygienic practice for pupils.

e Understand emergency evacuation procedures and feel confident in implementing them.
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e Checking classrooms/work areas are safe.

e Checking equipment is safe before use.

e Ensuring safe procedures are followed.

e Ensuring protective equipment is used, when needed.

e Participating in inspections and the Health and Safety committee, if appropriate.

e Reportall accidents and near misses in accordance with current procedure.

e Know and apply emergency procedures in respect of fire, first aid and other emergencies.

e Ensuring risk assessments are conducted according to department policy.

e When authorising work to be undertaken or authorising the purchase of equipment,
ensure that the health and safety implications of such work or purchases are considered.

1.4.1. Supervision of students

e Teachers are expected to accept responsibility for students on the premises for ten
minutes either side of the commencement and end of the schoolday (CHSA) - 15 minutes
either side of the day for SPS.

e During morning break, which is for students, all staff are legally on duty.

e During the lunch break SLT and other designated staff have the responsibility of being on
duty. Staff are asked to report any health & safety hazards they notice while on duty using
the ticket system and directly to the site team if the issue poses an immediate danger.
The Health and Safety Lead must also be informed.

1.4.2. Health and Safety advisors

Chrysalis MAT utilises Browne Jacobson and CEFM services for advice and support to ensure
compliance with Health & Safety legislation.

1.4.3. Those who have special duties in regard of Health and Safety

It is expected that all staff will take responsibility for their own offices and teaching rooms.

1.4.4. HODS and DTLS / Phase Leaders / Subject Leaders

Their main functions are:

Day-to-day management of Health and Safety in accordance with Health and Safety policy.
Drawing up and reviewing risk assessments and department procedures regularly.

Carrying out regular inspections and making reports to the Premises/School Business Manager.
Ensuring action is taken.

Arranging for staff instruction, training, and information

Passing on Health and Safety information received to appropriate people.

Acting on reports from above or below the hierarchy.

1.5. Pupils and parents/carers
Pupils and parents/carers are responsible for following the school’s health and safety advice, on-
site and off-site, and for reporting any health and safety incidents to a member of staff.

1.5.1. Pupils / Students

The students are expected to:
e Exercise personal responsibility for the safety of themselves and classmates.
e Observe standards of dress consistent with safety and/or hygiene (this would preclude
unsuitable footwear, knives, weapons, and other items considered dangerous)
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e Observe all the safety rules of the school, and particularly the instructions of teaching
staff in an emergency.

e Use and not wilfully misuse, neglect or interfere with things provided for their safety, such
as fire extinguishers and alarm systems.

e Observe the school code of conduct.

Students must not be left unsupervised in laboratories, workshops, gymnasiums, or studios,
except under exceptional circumstances such as severe emergency and even then, as far as is
reasonably practical, all potentially dangerous activities must cease.

Pupils and parents/carers are responsible for following the school’s health and safety advice, on-
site and off-site, and for reporting any health and safety incidents to a member of staff.

1.6.Visitors / Contractors

Contractors will agree health and safety practices with the headteacher before starting work.
Before work begins, the contractor will provide evidence that they have completed an adequate
risk assessment of all their planned work.

Regular visitors and other users of the premises, (e.g. delivery operatives from specific
companies), should be required to observe the safety rules of the school. Parents helping at
school should be made aware of the Health and Safety arrangements applicable to them through
the teacher to whom they are assigned.

e Allvisitors must report to the holding Reception area and the Greenway hut at CHSA.
e At SPS, main reception will call the staff member they are visiting to be collected.

Visitors must sign in and out. Visitors will be provided with an identification label and made aware
of the emergency evacuation procedures. The identification label should be returned to
Reception when the visitor is escorted to the holding reception and leaves the school. Visitors not
wearing an identification label should be escorted to Reception.

1.7.Procedures and Arrangements
Procedures and arrangements have been established within our schools to eliminate or reduce
health and safety risks to an acceptable level and to comply with minimum legal requirements.

More detailed policies and written procedures for a number of these areas are available on the
website, the Staff Teams page / Drive within the Health and Safety folder.

1.8. Health and Safety Policy for Departments Each department as appropriate should
have a written Health and Safety policy, which addresses the special circumstances, found
in their departmental areas. All activities should undergo a Risk Assessment, which is agreed
and written down. Any hazard should be identified (i.e. something with potential to cause
harm).

The risk is the likelihood of that potential being realised. This assessment should be carried out
by a competent person.

The risk should be identified as HIGH, MEDIUM, or LOW and the risk either eliminated or
controlled.
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1.9. Contractors
The Premises/School Business Manager is responsible for the selection and management of
contractors in accordance with the school policy.

Contractors will agree health and safety practices with the headteacher before starting work.
Before work begins, the contractor will provide evidence that they have completed an adequate
risk assessment of all their planned work.

2. Site security

The premises manager / site team are responsible for the security of the school site in and out of
school hours. They are responsible for visual inspections of the site, and for the intruder and fire
alarm systems.

The site manager is key holders and will respond to an emergency.

3. Fire

Emergency exits, assembly points, and assembly point instructions are clearly identified by
safety signs and notices. Fire risk assessment of the premises will be reviewed regularly.
Emergency evacuations are practised at least once a term.

See appendix B and C for the individual schools.

4. COSHH

Schoolis required to control hazardous substances, which can take many forms, including:

e Chemicals
e Products containing chemicals.

e Fumes
e Dusts

e Vapours
e Mists

e Gases and asphyxiating gases
e Germs that cause diseases, such as leptospirosis or legionnaires disease

Control of substances hazardous to health (COSHH) risk assessments are completed by
Premises/School Business Manager and circulated to all employees who work with hazardous
substances. Staff will also be provided with protective equipment, where necessary.

Our staff use and store hazardous products in accordance with instructions on the product label
and only used by authorised persons trained in the safe use of the product. All hazardous
products are kept in their original containers, with clear labelling and product information.

Any hazardous products are disposed of in accordance with specific disposal procedures.

Emergency procedures, including procedures for dealing with spillages, are displayed near
where hazardous products are stored and in areas where they are routinely used.

All staff are reminded that no hazardous substances should be used without the permission of
the Head.

Products with low toxicity routinely used in the classrooms must be stored securely and only
used by staff or older pupils under supervision.
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Substances used in D&T and science are assessed and used in accordance with the generic
assessments and guidance provided by CLEAPSS.

4.1. Electrical Safety
All staff are responsible for ensuring they use and handle electrical equipment sensibly and
safely.

4.1.1. Premises/School Business Manager

e The Premises/School Business Manager is responsible for ensuring that the hard wiring
system is inspected every five years by a competent person and any identified remedial
work is undertaken without delay.

e The Premises/School Business Manager will also ensure that all portable electrical
equipment is tested in accordance with the timescales recommended by the Health &
Safety Executive.

4.1.2. Staff

Staff are reminded that they must not bring electrical equipment into school without the
permission of the Headteacher or the Health and Safety Lead, and they will be made aware of
this.

4.1.3. Pupil/Volunteer

Any pupil or volunteer who handles electrical appliances does so under the supervision of the
member of staff who so directs them.

4.1.4. Reporting

Any potential hazards will be reported to Health and Safety Lead / Premises/School Business
Manager immediately.

4.1.5. Usage and Maintenance

e Permanently installed electrical equipment is connected through a dedicated isolator
switch and adequately earthed.

e Only trained staff members can check plugs.

e Where necessary, a portable appliance test (PAT) will be carried out by a competent
person.

e Allisolator switches are clearly marked to identify their machine.

e Electrical apparatus and connections will not be touched by wet hands and will only be
used in dry conditions.

e Maintenance, repair, installation, and disconnection work associated with permanently
installed or portable electrical equipment is only carried out by a competent person.

4.2.Gas and Heating systems
The school maintains a statutory maintenance schedule that details and records the required
statutory testing across the site.

The Premises/School Business Manager is responsible for ensuring that checks are undertaken
in line with the schedule and for the timely completion of any remedial works. The site team
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ensure that any maintenance issues are dealt with promptly and appropriate methods of working
are used including barriers and warning signs. Risk assessments are undertaken and updated for
key areas of premises work.

Gas Safety testing is undertaken by a competent contractor, and a record of the tests are
maintained on the Statutory Maintenance schedule.

Installation, maintenance and repair of gas appliances and fittings will be carried out by a
competent Gas Safe registered engineer.

Gas pipework, appliances, and flues are regularly maintained.

All rooms with gas appliances are checked to ensure they have adequate ventilation.

4.3. Legionellosis

Premises/School Business Manager:

The Premises/School Business Manager is responsible for ensuring that regular
Legionellosis Risk Assessments are carried out.

A water risk assessment is completed annually by a 3" party contractor OSIRIS.

The Premises/School Business Manager is responsible for ensuring that the identified
operational controls are conducted and recorded in the school’s waterlog book.

Risk assessments should include all routine operation and use of the system, plus
commissioning, maintenance, breakdown, and unusual circumstances.

This risk assessment will be reviewed termly and when significant changes have occurred
to the water system and/or building footprint. The Risk Assessment must include:

The potential for droplet formation.

Water temperatures.

The likely risk to those who inhale water droplets.
Means of preventing or controlling risk.

O O O O

Once the risk has been identified and assessed, a scheme should be prepared for
preventing or controlling it. Examples of controls or checks that are in place, e.g.
temperature checks, heating of water, disinfection of showers.

The main objectives, however, must be to avoid conditions that permit legionella to grow
and be transmitted by aerosol.

4.4, Asbestos

Premises/School Business Manager:

Staff:

The Premises/School Business Manager is responsible for ensuring that the school
Asbestos Log is read and signed by all contractors who will work in areas where asbestos
has been identified prior to starting any work on the premises.

Staff are briefed on the hazards of asbestos, the location of any asbestos in the school
and the action to take if they suspect they have disturbed it. Staff to immediately report to
the Health and Safety Lead, where damage to asbestos material has occurred. T

the area must be evacuated and secured. The Head will immediately notify the Head of
the Governing Body by telephone.

Staff must not affix anything to walls, ceilings etc. without first obtaining approval from
the Premises/School Business Manager.
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Contractors:
e Arrangements are in place to ensure that contractors are made aware of any asbestos on
the premises and that it is not disturbed by their work.
e Contractors will be advised that if they discover material that they suspect could be
asbestos, they will stop work immediately until the area is declared safe.
e Avrecord is kept of the location of asbestos that has been found on the school site.

5. Maintenance and Inspection of Equipment
The detailed arrangements for the maintenance and inspection of equipment are described in
the site maintenance procedures under the control of the Premises/School Business Manager.

All faulty equipment must be taken out of use and reported to the Premises/School Business
Manager.

Staff must not attempt to repair equipment themselves.

The Premises/School Business Manager is responsible for ensuring the safe maintenance of the
school premises and grounds and for ensuring cleaning standards are maintained.

Routine inspections of the site will be undertaken and any hazards to be reported to the Head
and H&S Lead that cannot be dealt with immediately.

All staff are responsible for reporting any damage or unsafe condition to the Premises/School
Business Manager immediately by phone/walkie talkie (via reception)

5.1. Electrical equipment

e All staff are responsible for ensuring they use and handle electrical equipment sensibly
and safely.

e Any pupil or volunteer who handles electrical appliances does so under the supervision
of the member of staff who so directs them.

e Any potential hazards will be reported to Premises/School Business Manager / H&S Lead
immediately.

e Permanently installed electrical equipment is connected through a dedicated isolator
switch and adequately earthed.

e Only trained staff members can check plugs.

o Where necessary, a portable appliance test (PAT) will be carried out by a competent
person.

o Allisolator switches are clearly marked to identify their machine.

o Electrical apparatus and connections will not be touched by wet hands and will only be
used in dry conditions.

e Maintenance, repair, installation, and disconnection work associated with permanently
installed or portable electrical equipment is only carried out by a competent person.

5.2. PE Equipment
The Head of Physical Education is responsible for ensuring that all PE equipment is suitable and
safe for the activities planned and the age and abilities of the pupils.

The Department Head have completed Risk assessments for all PE activities, and all staff must
be familiar with these.
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Vaulting horses, benches, and mats are formally inspected annually by a competent contractor.

All PE equipment must be visually checked before lessons and returned to the designated store
area after use.

Pupils must not use the PE equipment unless supervised. Pupils are taught how to carry out and
set up PE equipment safely and efficiently. Staff check that equipment is set up safely.

Any faulty equipment must be taken out of use and reported to the Head of Subject and H&S
Lead — SLT member.

Any concerns about the condition of the gym floor or other apparatus will be reported to the
Premises/School Business Manager

5.3. Display Screen Equipment
All staff who use computers daily as a significant part of their normal work have a display screen
equipment (DSE) assessment carried out. ‘Significant’ is taken to be continuous/near continuous
spells of 2 hours or more at atime.

DSE assessments will be completed for administrative staff and teaching staff who regularly use
laptops or desktop PCs.

Staff identified as DSE users are entitled to an eyesight test for DSE use upon request, and at
regular intervals thereafter, by a qualified optician (and corrective glasses provided if required
specifically for DSE use)

Staff are reminded that laptops should not be used on laps, chair arms, and other unsuitable
surfaces.

5.4. Specialist equipment
Parents/carers are responsible for the maintenance and safety of their children’s wheelchairs. In
school, staff promote responsible use of wheelchairs.

Oxygen cylinders are stored in a designated space, and staff are trained in the removal, storage,
and replacement of oxygen cylinders.

6. Lone Working
Lone workers can be defined as anyone who works by themselves without close or direct
supervision.

Facilities and cleaning staff may be regular lone workers, but teachers and other staff may also
work in isolated classrooms/offices after normal school hours or during holiday times.

Lone working may include:
e Late working
e Home or site visits
e Weekend working.
e Site manager duties
e Site cleaning duties
e Working in a single occupancy office
e Remote working, self-isolation, and/or remote learning
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Potentially dangerous activities, such as those where there is a risk of falling from height, will not
be undertaken when working alone. If there are any doubts about the task to be performed, then
the task will be postponed until other staff members are available.

If lone working is to be undertaken, a colleague, friend or family member will be informed about
where the member of staff is and when they are likely to return.

The lone worker will ensure they are medically fit to work alone.

Any member of staff working after hours must notify the Head or Premises/School Business
Manager of their location and intended time of departure.

7. Working at height
We will ensure that work is properly planned, supervised, and conducted by competent people
with the skills, knowledge, and experience to do the work.
In addition:
e The site team retains ladders for working at height.

e Pupils are prohibited from using ladders.

o Staff will wear appropriate footwear and clothing when using ladders.

e Contractors are expected to provide their own ladders for working at height.

e Before using a ladder, staff are expected to conduct a visual inspection to ensure its safety.

e Access to high levels, such as roofs, is only permitted by trained persons.

8. Manual Handling
The Premises/School Business Manager will ensure that any significant manual handling tasks
arerisk assessed, and any risks eliminated where possible.

No member of staff should attempt to lift or move any heavy furniture or equipment themselves
but must ask the Premises/School Business Manager for assistance.

Pupils are not allowed to move or lift any heavy or unwieldy furniture or equipment.

Support staff who assist pupils with physical disabilities must be trained in the safe use of lifting
equipment and handling techniques.

Itis up to individuals to determine whether they are fit to lift or move equipment and furniture. If
an individual feels that to lift an item could result in injury or exacerbate an existing condition,
they will ask for assistance.

The schoolwill ensure that proper mechanical aids and lifting equipment are available in school,
and that staff are trained in how to use them safely.

Staff and pupils are expected to use the following basic manual handling procedure:

e Planthe lift and assess the load. If it is awkward or heavy, use a mechanical aid, such as
a trolley, or ask another person to help.
e Take the more direct route that is clear from obstruction and is as flat as possible.
e Ensure the area where you plan to offload the load is clear.
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e When lifting, bend your knees and keep your back straight, feet apart and angled out.
Ensure the load is held close to the body and firmly. Lift smoothly and slowly and avoid
twisting, stretching, and reaching where practicable.

9. Off-site visits
When taking pupils off the school premises, we will ensure that:

e Risk assessments will be completed where off-site visits and activities require them.

o All off-site visits are appropriately staffed.

e Staff will take a school mobile phone, an appropriate portable first aid kit, information
aboutthe specific medical needs of pupils, along with the parents/carers’ contact details.

e There will always be at least one first aider on school trips and visits.

10. Lettings

This policy applies to lettings. Those who hire any aspect of the school site or any facilities will be
made aware of the content of the school’s health and safety policy and will have responsibility for
complying with it.

11. Security/Violence Management
We believe that staff should not be in any danger at work and will not tolerate violent or
threatening behaviour towards our staff.

All staff will report any incidents of aggression or violence (or near misses) directed to
themselves to their line manager/headteacher immediately. This applies to violence from
pupils, visitors, or other staff.

The Premises/School Business Manager is responsible for the security of the school site in and
out of school hours.

They are responsible for:
e Visualinspections of the site
e Theintruder and fire alarm systems
e Undertake regular checks of the boundary walls /fences, entrance points, outbuildings,
and external lighting.
e The security of the site during after school use and lettings.

The numbers on security pads will be changed at regular intervals and these changes notified to
staff that need to be informed. Staff are reminded that these numbers should not be divulged to
any pupil or parent.

All staff must query any visitor on the school premises who is not wearing a visitor badge and
escort them back to reception.

If an intruder becomes aggressive staff should seek assistance by informing Security and calling
for a Senior Member of Staff as soon as possible.

Meetings with parents known to be verbally abusive or threatening in their behaviour should only
be held in an appropriate location where assistance is available. The Head should be notified in
advance of these meetings where possible.
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Any incidents of verbal abuse or threatening behaviour by parents, visitors or pupils must be
reported immediately to the Head. CHSA Staff can report issues by completing the form:
https://forms.office.com/e/urdUT4YMZ5

12. Smoking

Smoking is not permitted anywhere on the school premises.

13. Infection prevention and control

We follow national guidance published by the UK Health Security Agency when responding to
infection control issues.

We will encourage staff and pupils to follow this good hygiene practice, outlined below, where
applicable.

13.1. Handwashing
e Wash hands with liquid soap and warm water, and dry with paper towels.
e Always wash hands after using the toilet, before eating or handling food, and after
handling animals
e Cover all cuts and abrasions with waterproof dressings.

13.2. Coughing and sneezing
e Cover mouth and nose with a tissue.
e Wash hands after using or disposing of tissues.
e Spitting is discouraged.

13.3. Personal protective equipment

Where the need for PPE has been identified in Risk Assessments, it is the Head’s responsibility to
ensure adequate supplies of suitable PPE. Where a need for PPE has been identified it must be
worn by any staff member or pupil who might be at risk of injury or harm to health.

Any staff member or pupil who refuses to use the PPE will be subject to disciplinary action. PPE
must be kept clean and stored in designated areas. Staff must report any lost or damaged PPE to
the Head or the premises team.

e Wear disposable non-powdered vinyl or latex-free CE-marked gloves and disposable
plastic aprons where there is a risk of splashing or contamination with blood/body fluids
(for example, nappy or pad changing)

e Weargoggles if there is a risk of splashing to the face.

e Use the correct personal protective equipment when handling cleaning chemicals.

e Use personal protective equipment (PPE) to control the spread of infectious diseases
where required or recommended by government guidance and/or a risk assessment.

13.4. Cleaning of the environment
e Clean the environment frequently and thoroughly.
e Primary schools may want to use the following statement instead of the above.
e Clean the environment, including toys and equipment, frequently and thoroughly.

13.5. Cleaning of blood and body fluid spillages
e Clean up all spillages of blood, faeces, saliva, vomit, nasal and eye discharges
immediately and wear personal protective equipment.

Page 19 of 69


https://forms.office.com/e/urdUT4YMZ5

Chrysalis Multi Academy Trust Health & Safety Policy
WGV 2025-26

e When spillages occur, clean using a product that combines both a detergent and a
disinfectant and use as per manufacturer’s instructions. Ensure it is effective against
bacteria and viruses, and suitable for use on the affected surface.

e Never use mops for cleaning up blood and body fluid spillages — use disposable paper
towels and discard clinical waste as described below.

e Make spillage kits available for blood spills.

13.6. Laundry
e Wash laundry in a separate dedicated facility.
e Wash soiled linen separately and at the hottest wash the fabric will tolerate.
e Wear personal protective clothing when handling soiled linen.
e Bagchildren’s soiled clothing to be sent home, never rinse by hand.

13.7. Clinical waste
e Always segregate domestic and clinical waste, in accordance with local policy
e Used nappies/pads, gloves, aprons, and soiled dressings are stored in correct clinical
waste bags in foot-operated bins.
e Remove clinical waste with a registered waste contractor.
e Remove all clinical waste bags when they are two-thirds full and store in a dedicated,
secure area while awaiting collection.

13.8. Animals
e Wash hands before and after handling any animals.
e Keep animals’ living quarters clean and away from food areas.
e Dispose of animal waste regularly and keep litter boxes away from pupils.
e Supervise pupils when playing with animals.
e Seekveterinary advice on animal welfare and animal health issues, and the suitability of
the animal as a pet.

13.9. Infectious disease management
e We will ensure adequate risk reduction measures are in place to manage the spread of
acute respiratory diseases, including COVID-19, and carry out appropriate risk
assessments, reviewing them regularly and monitoring whether any measures in place
are working effectively.
e We will follow local and national guidance on the use of control measures including:

13.9.1. Following good hygiene practices.

e We will encourage all staff and pupils to regularly wash their hands with soap and water
or hand sanitiser and follow recommended practices for respiratory hygiene. Where
required, we will provide appropriate personal protective equipment (PPE)

13.9.2. Implementing an appropriate cleaning regime.

e We will regularly clean equipment and rooms, and ensure surfaces that are frequently
touched are cleaned [twice a day]

13.9.3. Keeping rooms well ventilated

o We will use risk assessments to identify rooms or areas with poor ventilation and put
measures in place to improve airflow, including opening external windows, opening
internal doors and mechanical ventilation.

13.10. Pupils vulnerable to infection

Some medical conditions make pupils vulnerable to infections that would rarely be serious in
most children. The schoolwill normally have been made aware of such vulnerable children. These
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children are particularly vulnerable to chickenpox, measles, or slapped cheek disease
(parvovirus B19) and, if exposed to any of these, the parent/carer will be informed promptly, and
further medical advice sought. We will advise these children to have additional immunisations,
for example for pneumococcal and influenza.

13.11. Exclusion periods for infectious diseases
The school will follow recommended exclusion periods outlined by the UK Health Security Agency
and other government guidance.

In the event of an epidemic/pandemic, we will follow advice from the UK Health Security Agency
about the appropriate course of action.

14. New and expectant mothers
Risk assessments will be carried out whenever any employee or pupil notifies the school that they
are pregnant.

Appropriate measures will be put in place to control risks identified. Some specific risks are
summarised below:

e Chickenpox can affect the pregnancy if a woman has not already had the infection. Expectant
mothers should report exposure to an antenatal carer and GP at any stage of exposure.
Shingles is caused by the same virus as chickenpox, so anyone who has not had chickenpox
is potentially vulnerable to the infection if they have close contact with a case of shingles.

e If a pregnant woman comes into contact with measles or German measles (rubella), she
should inform her antenatal carer and GP immediately to ensure investigation.

e Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If exposed
early in pregnancy (before 20 weeks), the pregnant woman should inform her antenatal care
and GP as this must be investigated promptly.

e Some pregnant women will be at greater risk of severe illness from COVID-19

15. Occupational stress
We are committed to promoting high levels of health and wellbeing and recognise the importance
of identifying and reducing workplace stressors through risk assessment.

Systems are in place within the school for responding to individual concerns and monitoring staff
workloads.

Please refer to the Trust well-being charter.

16. Accident reporting

16.1. Accidents, Incidents including near misses reporting.

All staff are required to ensure that all accidents are reported to the Welfare Officer/ Health and
Safety Officer/ Executive Headteacher/ Headteacher / Head of School, who will ensure that the
accidentis recorded in the accident book / form, investigated and reported to the LGB.

An accident form will be completed as soon as possible after the accident occurs by the member
of staff or first aider who deals with it.

As much detail as possible will be supplied when reporting an accident.
Information about injuries will also be kept in the pupil’s educational record.
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Records held in the first aid and accident book will be retained by the school for a minimum of 3
years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations
1979, and then securely disposed of.

All incidents or near misses — i.e. something which has the potential to cause harm although it
does not do so on this occasion — must also be reported so they can be investigated, and
appropriate steps taken to prevent a more serious reoccurrence (template form at end of policy
and available as an online web-based form)

16.2. Reporting to the Health and Safety Executive

The Welfare office will keep a record of any accident which results in a reportable injury, disease,
or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7).
The Health and Safety lead / welfare officer will report these to the HSE as soon as is reasonably
practical and in any event within 10 days of the incident — except were indicated below. Fatal and
major injuries and dangerous occurrences will be reported without delay (i.e., by telephone) and
followed up in writing within 10 days.

16.2.1. School staff: reportable injuries, diseases, or dangerous occurrences

These include:
e Death
e Specified injuries, which are:
e Fractures, other than to fingers, thumbs, and toes
o Amputations
o Anyinjuryis likely to lead to permanent loss of sight or reduction in sight.
o Any crushinjury to the head or torso causing damage to the brain or internal
organs.
o Serious burns (including scalding) which:
= Covers more than 10% of the whole body’s total surface area; or
= Causes considerable damage to the eyes, respiratory system, or other
vital organs.
o Any scalping requiring hospital treatment.

Any loss of consciousness caused by head injury or asphyxia.

o Any other injury arising from working in an enclosed space which leads to
hypothermia or heat-induced illness or requires resuscitation or admittance to
hospital for more than 24 hours.

o Work-related injuries that lead to an employee being away from work or unable to
perform their normal work duties for more than 7 consecutive days (not including the
day of the incident). In this case, the Health and Safety lead / welfare office / HR will
report these to the HSE as soon as reasonably practicable and in any event within 15
days of the accident.

e Occupational diseases where a doctor has made a written diagnosis that the disease is
linked to occupational exposure. These include:

o Carpaltunnel syndrome

o Severe cramp of the hand or forearm

o Occupational dermatitis, e.g., from exposure to strong acids or alkalis, including

domestic bleach.

Hand-arm vibration syndrome

Occupational asthma, e.g., from wood dust

Tendonitis or tenosynovitis of the hand or forearm

Any occupational cancer

Any disease attributed to an occupational exposure to a biological agent.

o

O O O O O
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e Near-miss events that do not result in an injury but could have done. Examples of near-
miss events relevant to schools include, but are not limited to:

o The collapse or failure of load-bearing parts of lifts and lifting equipment.

o The accidentalrelease of a biological agent is likely to cause severe human
illness.

o The accidentalrelease or escape of any substance that may cause severe injury
or damage to health.

o Anelectrical short circuit or overload causing a fire or explosion.

16.2.2. Pupils and other people who are not at work (e.g. visitors): reportable
injuries, diseases, or dangerous occurrences.

These include:
e Death of a person that arose from, or was in connection with, a work activity*
e An injury that arose from, or was in connection with, a work activity* and the person is taken
directly from the scene of the accident to the hospital for treatment.

*An accident “arises out of” or is “connected with a work activity” if it was caused by:
o Afailure in the way a work activity was organised (e.g. inadequate supervision of a field trip)
e The way equipment or substances were used (e.g. lifts, machinery, experiments etc); and/or
e The condition of the premises (e.g. poorly maintained or slippery floors)

Information on how to make a RIDDOR report is available here:
https://www.hse.gov.uk/riddor/report.htm

16.3. FirstAid
If anyone should become ill or suffer as a result of an accident the procedures below should be
followed:

e Firstaid should be rendered, but as far as knowledge and skills admit.

e Get help immediately by informing the Welfare Officer

e Atrained first aider should be contacted.

e The patient should be given all possible reassurances.

16.3.1. Designated first aiders.

The Welfare Officer electronically send first aiders every term, and a list is available on the
noticeboard / Team’s page.

16.3.2. Reporting of accidents and illness

All accidents and illnesses, including those, which happen on the way to and from school must,
if the information is reliable be reported to the Welfare Officer and noted in the accident book /
form.

16.3.3. Accident forms

All accidents must be reported to the Welfare Officer and written / typed up in the accident book
/ form which is located in the Medical/Welfare room.

As of 1 October 2013, RIDDOR 2013 came into force, which introduces significant changes to the
existing reporting requirements. A HSE document which provides further guidance is available in
the Staff policies and procedures folder under Health and Safety. Any accident to an employee
resulting in a fatal or major injury must be reported to HSE IMMEDIATELY by telephone on 0345
3009923 or online to HSE.GOV.UK.

Page 23 of 69


https://www.hse.gov.uk/riddor/report.htm

Chrysalis Multi Academy Trust Health & Safety Policy
WGV 2025-26

16.4. Incapacitation
Accidents and injuries that result in staff being away from work or incapacitated for over three
consecutive days must be reported.

The statutory requirement is to record accidents resulting in the incapacitation of a worker for
more than three days.

Incapacitation means that the worker is absent from work or are at work but are unable to do work
that they would reasonably be expected to do as part of their normal work activities. When
counting the days to decide whether an accident is reportable, include any days they would not
normally be expected to work such as weekends, rest days or holidays in the total but not the day
on which the accident happened.

Records also need to be kept on the system of all occupational accidents and injuries that result
in staff being away from work or incapacitated for more than three consecutive days but do not
result in the staff member being away from work or incapacitated for more than seven
consecutive days.

Fatal and major injuries to school students occurring on school sponsored or controlled activities
off the school site (such as field trips, sporting events, or holidays in the UK) must be reported if
the accident arose out of or in connection with these activities.

16.5. Accidents to students and outside enquiries

The Head (or the delegated persons) will deal with all such enquiries from the police and those
acting on behalf of the solicitors engaged by parents of children or other persons on premises and
outside enquires.

In the Head’s absence the Deputy Head / Associate Head will be the responsible person.

16.6. Minorillness

All children suffering from minor illness should be referred to the medicalroom. The HOY / Phase
leader and/or a member of senior management is to be consulted, and the pupil may go home if
a parent can be contacted to give permission.

Non accidental injury to children (suspected child abuse) please refer to Safeguarding and Child
Protection policy.

No pupil should leave school premises during school hours without the permission of a parent or
guardian.

17. Training

Our staff are provided with health and safety training as part of their induction process.

Staff who work in high-risk environments, such as in science labs or with woodwork equipment,
or work with pupils with special educational needs (SEN), are given additional health and safety
training.

The National College platform is used to ensure that all staff have access to H&S training. Specific
courses are allocated to staff members to enable them to understand any change. Some of the
course’s titles include:

e Annual Certificate in Fire Safety
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18.

Annual Certificate in the Role of a Fire Warden
Certificate in Asbestos Management

Certificate in Display Screen Equipment

Certificate in Handling Hazardous Materials (COSHH)

Monitoring

The Health and Safety Lead will review this policy annually.

At every review, the policy will be approved by the headteacher/ LGB.

19.

Data backup

A hard copy / backup of all computer data to be kept either off the school site or in various
locations across the school site.

20.

Transport

See CHSA transport policy.

20.1.

Transport onsite.

All users should take great care when driving on site, as children do not always react in
the same way as adults to vehicles.

The school speed limit is 5SMPH, which should be observed at all times. Any breaking of
the speed limit should be reported to the Premises/School Business Manager.

Vehicles should only be parked in those areas that are designated Car Parks and in the
marked bays. Cars should be parked with the exhausts away from windows.

Cars should not be parked on approaches to the car park as this often causes problems
for delivery lorries.

The bays next to the main entrances should only be used by visitors, the Head and
designated staff members.

Chrysalis MAT Road Safety Code

Take care near or while crossing roads.

Wear a bright light reflector on top of the school dress.
Always STOP, LOOK AND LISTEN before crossing a road.
Never walk in the road

Use pedestrian exits to school and listen for cars.

Keep away from car parks and parked cars.

Do not crossroads between parked cars or larger vehicles.

The Health and Safety Lead will keep a record of the car registration numbers of staff. Staff
should notify of any changes to car registration details.

The Receptionist is responsible for recording the registration numbers of visitors’ vehicles.
Regular users of the site should be given a copy of this policy and other relevant linked policies.

21.

Risk Assessment

Risk Assessment Procedures

Think of possible hazards. A hazard is anything that has the potential to cause harm.
Decide who might be affected and how.

Page 25 of 69



Chrysalis Multi Academy Trust Health & Safety Policy

WGV 2025-26

Evaluate the level of risk and consider preventive measures. Risk is the likelihood of a
hazard causing harm.

Discuss with school staff/parents/carers/and child as appropriate.

Formulate into a written plan.

Put measures into practice.

Review and revise, as necessary.

Risk Assessment Procedure
Identify hazards:

children

environment —inside and outside
security/safety procedures
offsite activities

equipment

When thinking about a risk assessment, remember:

[ )

a hazard is anything that may cause harm, e.g. a physical condition which can make the
school unsafe, such as a slippery floor; unsafe acts e.g. rushing, horseplay, taking
shortcuts.

Unsafe omissions such as the failure to follow safe systems or wear protective equipment
can also be termed hazards.

The risk is the chance, High, Medium, or Low, that somebody could be harmed by these
and other hazards, together with an indication of how serious the harm could be.

Hazard Identification

Identify all the hazards relevant to the activity.

Specific hazards should be assessed on a separate risk assessment form and cross-
referenced with this document.

Possible hazards may include biological agents, display screen equipment, manual
handling operations, lifting and handling of students, hazardous substances, and some
locations beyond the school.

Other hazards to consider include slipping/tripping hazards, electricity, noise, dust,
temperature extremes, fire/explosion, portable tools, machinery, pressure systems,
compressed gases, work at height, confined areas, vehicles, work with animals, lone-
working, out-of-hours working, irregular or unusual activities such as maintenance or
repair work.

Who May Be Affected:

Consider students, trainees, expectant mothers and also those who may not be directly
involved with the activity but who may still be affected by the process.

This may include cleaning or office staff, contractors, or parents.

Out with the school, it may include members of the public.

What information should be made available and how will this be communicated to those
atrisk? What training or supervision will be required?

What are the risks before control measures are implemented and the rating
(low/medium/high)

Evaluate the risks (low / medium / high) to which individuals might be exposed. This will
be a subjective evaluation but should be used to give an indication of the priority with
which the risks need to be addressed. Where risks are already controlled, monitor the
effectiveness of the control to decide whether they are sufficient. Where the risk to
individuals is thought to be medium or high, additional control measures must be
considered.
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What Risk Control:
Determine the necessary controls to mitigate the risk to individuals.

The steps to controlling the risks are as follows: -

o Avoid the hazard - can the hazard be avoided or altered to reduce the likelihood or risk?
e  Substitute or replace the hazard
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Appendix A: Recommended absence period for
preventing the spread of infection.

This list of recommended absence periods for preventing the spread of infection is taken from
non-statutory guidance for schools and other childcare settings from the UK Health Security
Agency. For each of these infections or complaints, there is further information in the guidance
on the symptoms, how it spreads, and some ‘dos and don’ts’ to follow that you can check.

In confirmed cases of infectious disease, including COVID-19, we will follow the recommended
self-isolation period based on government guidance.

Infection or complaint

Recommended period to be kept away from school or nursery

Athlete’s foot

None.

Bacillary Dysentery
(Shigella)

Microbiological clearance is required for some types of Shigella
species prior to the child or food handler returning to school.

Campylobacter

Until 48 hours after symptoms have stopped.

Chicken pox (shingles)

Cases of chickenpox are generally infectious from 2 days before the
rash appears to 5 days after the onset of rash. Although the usual
exclusion period is 5 days, all lesions should be crusted over before
children return to nursery or school.

A person with shingles is infectious to those who have not had
chickenpox and should be excluded from school if the rash is
weeping and cannot be covered or until the rash is dry and crusted
over.

Cold sores

None.

Conjunctivitis

None.

Cryptosporidiosis

Until 48 hours after symptoms have stopped.

If a child has been diagnosed with cryptosporidium, they should
NOT go swimming for 2 weeks following the last episode of
diarrhoea.

Diarrhoea and/or vomiting
(Gastroenteritis/norovirus)

Children and adults with diarrhoea or vomiting should be excluded
until 48 hours after symptoms have stopped and they are well
enough to return. If medication is prescribed, ensure that the full
course is completed and there is no further diarrhoea or vomiting for
48 hours after the course is completed.

For some gastrointestinal infections, longer periods of exclusion
from school are required, and there may be a need to obtain
microbiological clearance. For these groups, your local health
protection team, school health adviser, or environmental health
officer will advise.
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Infection or complaint

Recommended period to be kept away from school or nursery

Diptheria

Exclusion is essential. Contact your local UKHSA health protection
team about any cases in your setting.

For toxigenic Diphtheria, only family contacts must be excluded
until cleared to return by your local UKHSA health protection team.

E. coli (verocytotoxigenic
or VTEC)

The standard exclusion period is until 48 hours after symptoms have
resolved. However, some people pose a greater risk to others and
may be excluded until they have a negative stool sample (for
example, pre-school infants, food handlers, and care staff working
with vulnerable people). The health protection team will advise in
these instances.

Flu (influenza)

Until recovered.

Food poisoning

Until 48 hours after the last episode of vomiting and diarrhoea, and
they are well enough to return. Some infections may require longer
periods (the local health protection team will advise).

Giardiasis (giardia)

Until 48 hours after symptoms have stopped.

Glandular fever

None (can return once they feel well).

Hand, foot, and mouth

Children are safe to return to school or nursery as soon as they are
feeling better; there is no need to stay off until the blisters have all
healed.

Head lice

None.

Hepatitis A

Exclude cases from school while unwell or until 7 days after the
onset of jaundice (or onset of symptoms if no jaundice), or if under
5, or where hygiene is poor. There is no need to exclude well, older
children with good hygiene who will have been much more
infectious prior to diagnosis.

Hepatitis B

Acute cases of hepatitis B will be too ill to attend school, and their
doctors will advise when they can return. Do not exclude chronic
cases of hepatitis B or restrict their activities. Similarly, do not
exclude staff with chronic hepatitis B infection. Contact your local
health protection team for more advice if required.

Hepatitis C

None.

Impetigo

Until lesions are crusted and healed, or 48 hours after starting
antibiotic treatment.

Measles

Cases are infectious from 4 days before the onset of rash to 4 days
after, so it is important to ensure cases are excluded from school
during this period.
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Infection or complaint

Recommended period to be kept away from school or nursery

Meningitis

Once the child has been treated (if necessary) and has recovered,
they can return to school. No exclusion is needed.

Meningitis viral

Until recovered.

Meningococcal
meningitis/ septicaemia

If the child has been treated and has recovered, they can return to
school.

Mpox

Until recovered and deemed safe to return by their clinician or in
line with current guidance.

MRSA (meticillin-resistant
Staphylococcus aureus)

None.

is further information in
the guidance on the
symptoms, how it
spreads, and some ‘dos
and don’ts’ to follow that
you can check

5 days after the onset of swelling (if well).

Respiratory infections
including coronavirus

Children and young people should not attend if they have a high
temperature and are unwell.

(COVID-19) Anyone with a positive test result for COVID-19 should not attend
the setting for 3 days after the day of the test.

Ringworm Exclusion is not needed once treatment has started.

Rotavirus Until 48 hours after symptoms have stopped.

Rubella (German measles)

5 days from the appearance of the rash.

Salmonella

Until 48 hours after symptoms have stopped.

Scabies

The infected child or staff member should be excluded until after
the first treatment has been carried out.

Scarlet fever

Children can return to school 24 hours after commencing
appropriate antibiotic treatment. If no antibiotics have been
administered, the person will be infectious for 2 to 3 weeks. If there
is an outbreak of scarlet fever at the school or nursery, the health
protection team will assist with letters and a factsheet to send to
parents or carers and staff.

Slapped cheek syndrome,
Parvovirus B19, Fifth’s
disease

None (not infectious by the time the rash has developed).

Threadworm

None.
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Infection or complaint

Recommended period to be kept away from school or nursery

Tuberculosis (TB)

Pupils and staff with infectious TB can return to school after 2 weeks
of treatment if well enough to do so and as long as they have
responded to anti-TB therapy. Pupils and staff with non-pulmonary
TB do not require exclusion and can return to school as soon as they
are well enough.

Typhoid and Paratyphoid
fever

Inform your local health protection team as soon as possible. Seek
advice from environmental health officers or the local health
protection team on required exclusion periods.

Whooping cough
(pertussis)

A child or staff member should not return to school until they have
received 48 hours of appropriate treatment with antibiotics and feel
well enough to do so, or 21 days from the onset of illness if no
antibiotic treatment was received.
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Appendix B: Claremont High School

1 Claremont High School
1.1 School Details

Name: Mrs Nicola Hyde-Boughey

Title: Executive Headteacher

Official Address:  Claremont High School Academy
Claremont Avenue
Harrow
HA3 OUH

Telephone No: 020 8204 4442

The person(s) delegated to act on a day-to-day issue and in the absence of the Head of School
are:

Name: Mr Vikesh Wagjiani
Title: Health and Safety Lead
Official Address: As above

Name: Mr Courtney Francis
Title: Premises Manager
Official Address: As above

1.2 Health and Safety representatives

Nicola Hyde-Boughey Executive Headteacher
Vikesh Wagjiani Health and Safety Lead
Courtney Francis Premises Manager

Reece Clark Assistant Site Manager
Simon Blackburn NEU Rep

Zach Goddard JCC Representative

Kalpa Lathia Governor’s Representative
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1.3H&S advisors / Special Duties
Chrysalis Multi Academy Trust utilises Browne Jacobson and CEFM services for advice and
support to ensure compliance with Health & Safety legislation.

Those who have special duties in regard of Health and Safety

Name
Ann Flannery

Title
Catering Manager

| Responsibilities
School Kitchens

Lorraine Cameron

Learning Resource Manager

Learning Resource Centre/ Library

Alex Lipman Acting Head of Drama Tabbard, Halls for drama & Stage area
Daxa Panchal Head’s P.A. General Office

Kathryn Tora Deputy Headteacher Science Labs, Prep Rooms

Sheena Patel Director of T&L Science

Sital Mepani Head of Maths Maths Teaching Rooms and Corridors
Romany Perkins Head of English English Teaching Rooms and Corridors
Ayesha Javed Head of Computing / ICT ICT rooms

Neil Maroo Head of IT ICT offices and first-floor atrium

Andy Page Assistant Headteacher - SENCO | Special Needs rooms and learning zone
Zara Adaci Head of History History Rooms and Corridor

Matthew McDavid Head of Geography Geography Rooms and Corridor

Ismail Khan Head of PRE PRE Rooms and corridor

Bhavinee Kerai Head of Art Art rooms

Warren Kelly Head of Design Design rooms and atrium ground floor
Luke Peace Head of PE Sports hall, Gyms, Halls, Changing Areas, and

Playing Fields

Yiakovos Nicolaou

Head of Sixth Form

Sixth Form areas

Tony Michaelides

Head of Business & Economics

Business rooms

Chloe Byrne

Head of MFL

Lucia Grandjean

DTL Modern Languages

Languages Rooms and Corridors

Alexander Williams

Head of Music

Music Block

Margaret Constant

Welfare Officer

Medical Room

Nick De Sausmarez

Greenway projects / EAL

Greenway areas

Paul Fensome

Brent Music Director

Brent Music area

Adam Reid CFO Finance office
Melinda Woolford Associate Assistant Head | Hubs
Pastoral
Zavian Pennant Head of Psychology/Sociology Sociology and Psychology rooms and corridor
Vikesh Wagjiani Health and Safety Lead Overall responsibility for site

Adam Reid
Courtney Francis

CFO -1/C Premises
Premises Manager
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2 Fire and Emergency Evacuation

General Information:

Address:

Description:

Executive Headteacher:
Health and Safety Lead:
Premises/School Business Manager

Fire Safety Advisor:

Heating System:

Smoke Detection System:

Number of Final Exits:
Main Block

Science Block
Technology Block
Languages Block
English Block

Music Block
Business Block

Number of Students:
Number of Staff:

Brent Music:

Date drafted:
Date update needed:

2.1 Event of a fire

Claremont High School
(Chrysalis Multi Academy Trust)

Claremont High School Academy
Claremont Avenue

Kenton, Harrow

HA3 OUH

Built originally of brick in 1928.
Additional buildings added in the
1940s, 1950s, 1970s, 1990s, 2000’s
and post 2010.

Mrs Nicola Hyde-Boughey
Mr Vikesh Wagjiani
Mr Courtney Francis / Mr Adam Reid

County Fire Service (Martin
Hannam)
07917196936/ 0845 643 6237

Gas fired boilers for hot water and
24-hour central heating.
Technology Block - Food Tech /
Science Block Extension

1698 (November 2025)
215 (teaching and support staff)
6

02.10.2025
31.1.2025

In the event of a fire or emergency evacuation, an alarm will sound. This bell will be continuous

and will ring until the school has been evacuated.

2.1.1 Lessontime

When the alarm is sounded during lesson time, you should instruct your group to evacuate the

building immediately.
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Lesson time evacuations will be phased, with only one area of the school being evacuated at a
time. If you hear an alarm ringing in another area of the school, do not respond to it.

If you are required to evacuate your block, an emergency alarm will be sounded.

Areas of phased evacuation

1. Business, Science and Technology Block- zone one
2. Main Building and English -zone two
3. Library,, and Music Blocks-zone three

Pupils should bring their coats and bags with them, provided these can be picked up
quickly.

You must inform your pupils of the nearest escape point.

Pupils should not run or panic but make their way to the assembly point by the basketball
court if the fire is deemed in zones 2 or 3 or by the Monty’s 1 queuing area if the fire is
deemedin zone 1.

Staff must escort their teaching groups.

At the assembly point, pupils must line up in their teaching groups behind a yellow circle
with their year group and a register must be taken by the subject teacher (the subject
teacher must have a class list of all the pupils present in their lesson). Pupils must be
silent during this period.

All teaching subject teachers must inform the year group HOY / DHOY that all pupils are
present.

All staff must stand in the assembly point.

The year group HOY/DHOY need to report to the emergency officer of all pupils present.
Give them the names of any missing people and, if possible, explain their whereabouts.
The Head of Department needs to provide the paper register to the emergency to account
of all staff.

The host of any visitor must report to the reception team to ensure that all visitors are
present.

Any contractors need must report to the Premises/School Business Manager / deputies
to ensure that all contractors are present.

Staff who are not teaching must assist other staff to supervise pupils.

Once it is safe to return to the building you will be dismissed by the Emergency Officer,
one teaching group at a time. You must not move until an all-clear has been given.

Pre-school, breaktimes and lunchtimes are between lessons.

If the alarm is set off in any area of the school at the above times, a full evacuation of the
whole school will have to take place.
Pupils must line up in their form groups behind their form group yellow circle on the
basketball playground if the fire is deemed in zones 2 or 3 or by Monty’s 1 queuing area if
the fire is deemed in zone 1.
HOYs must take charge of their year groups and ensure good behaviour.

o MsWoolford to supervise KS3 and KS4

o DrNicolaou to supervise KS5.

Visitor registers will be brought out from the office by the receptionist.

All staff must take a register of their pupils.

Staff must ensure their form groups are well-behaved and quiet.

HOY/DHOQOY to report to the Emergency Officer

Staff who do not have form groups must help to supervise and support Form Tutors.
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e All other staff to stand at the designated assembly point.

e AllHeads of Department to conduct a paper register of their team. Register to be handed
to the Emergency Officer

e The Emergency Officer needs to be informed of any pupils or staff who are not present.

e Once itis safe to return to the buildings, you will be dismissed by the Emergency Officer,
one teaching group at a time, or to form groups if out of lesson time. You must not move
until an all-clear has been given.

2.1.3 Additional Duties

e Emergency evacuation boxes to be brought out by Margaret Constant and Daxa Panchal
on all occasions when the alarm is sounded. Welfare Officer to check the boxes each
month.

e The receptionist or anyone covering to bring out the visitor signing in and out books/print
out.

THE MAIN ASSEMBLY POINT IS ON BASKETBALL COURT

2.2 Emergency Evacuation Routes
Unless there is an area which constitutes a danger, the following routes must be followed:

Main block
Students should leave by the nearest safe exit and proceed to the Assembly Point, going round
the buildings if they exited from the reception/sports hall/SEN/Claremont Avenue exits.

Science block / Business block
Students should leave by the nearest exit and proceed directly to the Assembly Point by the
basketball court/queuing area for Monty’s 1.

Technology block
Students should leave by the nearest exit and proceed directly to the Assembly Point, which is
the basketball queuing court/queuing area for Monty’s 1

Music / Library / English
Students should leave by the nearest exit and proceed by the sports hall/Astroturf walkway to
Assembly Point by the basketball court.

Special note
Teachers should use their own initiative if an escape route is blocked, bearing in mind that the

safe places to assemble are on the school playground away from any affected building or on the
school astro turf.

Remember to inform the Emergency Officer if you must assemble away from the designated
Assembly Point.

e Do not allow anyone to re-enter the building for any reason.
e Do notrush or unduly panic.
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2.3 General instructions

2.3.1

General instructions to the librarian and technicians upon hearing the alarm.

Turn off any gas or apparatus in use, including the emergency shut off.

Leave by the nearest exit and proceed to the Assembly Point by the shortest, safest route.
Close all doors as rooms are cleared.

Make avisual check of allrooms as you pass to ensure that the appropriate action is being
taken, and that doors to empty rooms are closed.

When you arrive at the Assembly Point, pass on any relevant information.

Remain in your designated areas until further instructions are received.

Special Note
Do not allow anyone to remain behind or to re-enter the building for any reason.

2.3.2

General instructions to the site team upon hearing the alarm.

The Site team should ensure that all cleaning staff and any contractors on the premises
leave the building and proceed to the Assembly Point by the nearest exit and shortest safe
route.

The Site team should proceed directly to the point of activation and assess the situation.
In the absence of the Emergency Officer, the Site team should contact the emergency
services if it is necessary to do so.

Upon the arrival of the Emergency Services, the Site team will direct the Officer in charge
to the school’s emergency Officer for a formal situation report.

Caretaker/s will proceed to the Claremont Avenue entrance and prevent any persons
from entering the site, and/or direct the Emergency Services to the school Emergency
Officer for a formal situation report if necessary and await further instructions.

Special Note
Under no circumstances should anyone be allowed to enter the site or the premises without
authority from the Head, the Emergency Officer, or the Emergency Services.

2.3.3

2.3.4

General instructions to senior staff upon hearing the alarm.

Proceed as per the general instruction to teaching staff.

If not teaching, escort any visitors to the Assembly Point.

AUWLSLT members should report to the evacuation areas. In the absence of ateam member,
the SLT person at that evacuation point should assume that role for both year groups and
report in accordingly.

The Emergency Officer will assess the situation by establishing the reason for the alarm
being activated. The emergency services will be contacted if necessary. In the absence of
the Emergency Officer, their line manager will assume this role.

The Head will decide on any action to be taken, including whether to evacuate further
away from the school.

General instructions to catering staff upon hearing the alarm.

Cease allwork and turn off all appliances, especially the mains supply, gas, including cut-
offs.

Leave through the nearest exit and proceed by the shortest safe route to the Assembly
Point, which is situated by the basketball court.
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Report to your supervisor and inform them of any relevant information.
The Catering Manager or the Deputy is to report their situation to the Emergency Officer.

Special Note

Under no circumstances should you delay your departure to collect any items. You should not
allow any unauthorised person to enter your area, nor allow anyone to attempt to re-enter the
building.

2.3.5

General instructions to administration and finance staff upon hearing the
alarm.

All Administration staff will collect registers (keeping them in year group piles or teaching
groups for that period), the signing in/out book/s, the visitor’s log and the first aid box(es).
They will then proceed via the nearest exit and the shortest safe route to the Assembly
Point.

Finance staff will proceed via the nearest exit and the shortest safe route to the Assembly
Point.

At the Assembly Point, Administration will issue the registers to the appropriate Head of
School/HOY

Team Leaders will report to the Support Staff HR on the attendance of their Teams.
Administration

Finance Dept.

Librarian

Science Technicians

Other Technicians.

ICT

P o0 T

Visitors will report to the receptionist. This will then be reported to the Office Manager.

Special Note
Do not delay unduly or allow anyone to re-enter the building for any reason.

2.3.6

General instructions to the emergency officer upon hearing the alarm.

Ascertain the Location and cause of activation.

Upon arrival at the Assembly Point, ensure that all procedures for safety are being
observed and remain visible. Ensure first aiders are stationed in a clear area in case they
are needed.

Collect reports from SLT, Reception and Josephine Brady

Consult with the Head or their substitute. To decide whether any secondary action for
everyone’s safety is taken.

Inform the Head as to the point of dismissal of the assembled school.

Prepare verbalreport, if necessary, for the Emergency Services where necessary and wait
at the Claremont Avenue entrance for the Emergency Services if they are not already in
attendance.
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2.3.7 General instructions to cleaners, contractors, and visitors upon hearing the
alarm.

e Upon hearing the alarm, leave the building by the nearest exit and proceed directly to the
assembly point, which is by the basketball court.

e Line up with the adults and make your presence known, together with any relevant
information, to the Senior Manager responsible for non-teaching staff.

e Under no circumstances must you attempt to collect any belongings or delay your exit
from the building, as this may put other persons at risk.

e Do notunder any circumstances try to re-enter the building before permission is given by
either the Head or the Emergency Officer.

3 Emergency Evacuation
3.1 Student Information
The warning to evacuate the building will be a continuous alternating siren.
When a warning is given, leave the room when directed by the teacher and follow any instructions
atonce.

The last person to leave the room must close the door behind them.

Do not attempt to delay leaving the room to collect personal items of any description.
Leave the building by the nearest exit and proceed to the assembly point.

Always walk in single file. DO NOT RUN.

SILENCE MUST BE MAINTAINED AT ALL TIMES.

e Lineupinasinglefile by a circle which displays your year group, in alphabetical order and
with the teacher of your current lesson (if out of lesson time, then students should line up
in their form groups)

e Listentotheinstructions given and obey them at once.

e The personor personsraising the alarm should inform the emergency officerimmediately
they arrive at the assembly point.

3.2Disabled persons or persons with SEN
If the situation occurs where a member of staff, pupil or visitor with a special educational need or
disability needs help in leaving the premises, the teaching staff will ensure that they are assisted
in leaving the premises safely, preferably via the same exit route as the rest of the school.
However, if this is not possible, they will be assisted to make their way from the nearest safe exit,
from where they can join the rest of the school at the assembly point if safe to do so.

3.3Action on discovering a fire.
e Raise the nearest alarm without delay.
e Report directly to the assembly point, checking any rooms and toilets that you pass and
closing any doors of empty rooms behind you.

3.4 Contacting the fire and rescue services
e The Fire Service will be alerted through the alarm system in the event of a genuine alarm.
e If necessary, the Emergency Officer will telephone the emergency services from the
assembly point.
e The caretaker will ensure access onto the site is clear and open for the emergency
services.
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3.5Fire Drill

e Fire drills are carried out regularly over the year and logged in the Fire Evacuation Record
by the Health & Safety Officer (one per term is recommended)
e Staff are often notified in advance of these drills but often are not to maintain authenticity

and reduce complacency.

e The fire alarm system is tested weekly.

3.6 Fire & Lockdown Marshals

Block Floor Staff
Overall Chloe Byrne
. Top L.Grandjean
Library Block Middle M-C. Heather
Bottom L.Cameron
Overall R. Perkins
. Top R. Perkins
English Block Middle S. Kayn
Bottom A. Rigali
Overall W. Kelly (T10-T19)
Technology Top A. Javed (T10-T19)
Bottom W. Kelly T1-T5
Overall Sheena Patel/ D. Egan
Science Top R. Bakali
Bottom A. Patel (S01-S06) L. Mescia (S07-S09)
Tech block C.Patel (T6-T8)
classrooms
Main Building Overall A. Skordi / K. Tora
Canteen Block Qverall M.McDavid
Kitchen
Geography 1 Floor M.McDavid
PRE 2" Floor I.Khan
Maths Overall S. Mepani
Top T. Patel (M117 - M125) / S. Mepani
Bottom P. Amirthalingam (M008 - M010)
S. Bhandari (M011-M013)
History Overall G. Kennedy (M101-M104)
1t Floor Zavian Pennant (M108 - M112)
Music Area Overall A. Williams
Learning Support Overall A. Page
Sports Hall / Astro Turf L.Peace
. Upstairs D.Panchal
Admin Block Downstairs S. Francis /L. Shah
Brent Music Overall
Business Block Overall T. Michaelides
2" floor S. Sharifi / Friya Shah
6" Form Centre Overall Y. Nicolaou

Flex and mezz

S. Bhandari/W. Dean

Other staff who have air
horns

D.Conroy, N. Boughey, A. Toft, V. Wagjiani
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3.6.1

Fire and Emergency Evacuation Marshals

A Senior Evacuation Marshal has been made responsible for each of the buildings on the school

site.

To supportthat person and assist with an efficient evacuation, marshals have also been allocated
for each floor level.

3.6.2

3.6.3

Roles of the Fire and Emergency Evacuation Marshal

When the fire bell is sounded, you must ensure that ALL people leave the area you are
responsible for.

You should complete a check of all classrooms, offices, and any other area within your
responsibility.

This check should be completed by looking through the viewing glass of classrooms and
offices.

If a room does not have a viewing glass, you should knock on the door and shout a
command.

To check for a fire in rooms you cannot see into, place the back of your hand on the door
to feel for heat. You must not open doors into which you cannot see.

Please ensure that all people leave the building in an efficient, orderly fashion as laid
down by the school policy.

When your area is cleared, you must report this information to the Senior Marshal in
charge of your building.

Once the building is cleared, all fire marshalls will be expected to ensure that the students
and staff are gathering at the fire assembly point. Duties will include ensuring that the
students are in a single file, quiet and adhering to the schools BfL policy.

AT NO TIME must you place yourself or anybody else at risk during an emergency.

Senior Fire and Emergency Evacuation Marshals

Once your area of the school has been cleared and all people have reported to the emergency
assembly point on the basketball court, you must report this information to the Emergency Officer
Vikesh Wagjiani.

In the absence of Vikesh Wagjiani, this information should be given to the most senior member of
staff present.

3.6.4

Staff Absences

Permanent members of staff who are absent will be accounted for in the daily Staff
Absences email or Every HR

Staff who have left the school premises will have signed out at the school office.

The absences of these staff will be notified to the Emergency Officer

Should a member of staff who oversees a class be absent, the cover teacher/supply
Teacher or another member of staff will take the responsibility of safely evacuating and
registering the class.
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3.7 Roles and Responsibilities

Emergency Officer

*Responsible for ensuring Fire Procedures are
effective and meet Health & Safety
requirements for school

*Monitor Fire Procedures are clearly displayed
around the premises.

*Report any missing persons to Emergency
Services.

*Dismiss children and staff from assembly
point, once premises has been deemed safe to
return.

Health & Safety Officer

*Annually review and update Fire
Procedures and Information

*Ensure Emergency Wallet is in a secure, yet
accessible location

*Termly monitor Emergency Wallet with
Office Supervisor

*Complete the Fire Evacuation Record
following an evacuation

*Check attendance of all permanent staff
against the Staff List

Office Supervisor

*Termly update of information in Emergency
Wallet:

-Pupil List

-Staff List

-Staff Emergency Contact List

-Fire Policy Statement Signed by staff, including
Cleaning, Kitchen staff & after-school
providers.

*Take Class Registers, Visitors Book, Staff
signing out book, megaphone Radio &
Emergency Wallet, to the assembly point
*Check attendance of non-teaching staff and
visitors

Caretaker

*To check the origin of the alarm

*Contact Emergency Services, if appropriate
todo so

*Ensure clear and open access for
emergency services on to site

*In the event of a drill/no risk, given
clearance to Head of Lower School or
person in charge to re-enter premises.

Teachers

*Ensure class is clear of exit route to take to
assembly point

*Set clear expectations for behaviour and
conduct when upon hearing the alarm, exiting
the premises, and at the assembly point.
*Teachers to take a paper or electronic register
of their class/form.

*To ensure that teachers who are not teaching
are supporting the staff members with
behaviour management of the students.

All Staff

*To read and have understood the Fire
Evacuation Procedures
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4 Emergency Incident Procedures

These procedures are to be viewed as a separate entity and not as part of the Emergency
Evacuation notes - there is a separate Critical Incident Management Policy and Business
Continuity Plan, which provides further guidance on critical incidents.

Potentially explosive gas leaks, fire or bomb threats will be treated as an emergency evacuation,
where the primary aim is to clear the building and move everyone to a safe distance from the
potential hazard.

These procedures should be treated as “other emergencies,” which are likely to involve outside
assistance.

There is a further Critical Incident Procedure, which provide further guidance on responding to
lockdowns and Crisis Management Plan

4.1 Procedure
All emergency procedures imply that something unexpected has happened or is likely to happen
and the priority is to ensure the safety and security of all staff and students as far as is reasonably
practicable.

Schools pose a particular problem in these unforeseen circumstances in that it is impossible to
predict where key staff will be when an emergency occurs.

Moving key staff to designated areas may be hazardous and it is therefore important that the
structure offers a degree of flexibility. Communication is also vital, as little, or no, information to
staff is likely to create concern and possibly even panic.

Through clear and thoughtful communication calmness is maintained and is therefore less likely
to cause injury through panic.

The Head needs to be in a centralised position so that information can be processed quickly.
There needs to be an incident co-ordinator through whom all communications are fed. Other
members of the Senior Management Team should have specific areas of responsibility.

4.2 Control Centre
In the first instance, the reception area will be the communications centre. This is the natural
place as it has phone lines and would be the point of arrival of any external assistance. The Head
would remain in his office, which is above the reception area.

Should it become necessary to evacuate this area, then Nicola Hyde Boughey office will be the
control centre.

All the Senior Team should report here, either in person or by phone, dependent on the
circumstances.

Should the school need to be evacuated, and it is not possible to re-enter the building, including
following a weekend or holiday, Uxendon Manor would be used as a control centre.

4.2.1 Specific Responsibilities
These may be delegated as appropriate.
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Executive Headteacher
(Nicola Hyde-Boughey)

e Contact police/fire/ambulance or any other relevant external
agency.

e contact Brent Chief Executive

e contact Chief Education Officer

e contact Press office.

e brief and instruct Senior Team on actions to be taken
throughout the incident.

e decide on communication to staff/students and parents (both
short and long term)

e arrange pressrelease.

Incident co-ordinator
Danielle Conroy
Kathryn Tora

/

e tokeep Head informed

e to communicate with the rest of the team

e tocommunicate Head’s instructions to all staff
e ensure all the team understand their role.

e to liaise with external agencies

Welfare co-ordinator
(Margaret Constant)

e to be responsible for the welfare of injured or distressed
students or staff, with the assistance of other staff as decided
by her and designated first aiders.

e tofeed and receive information to the Incident Co-ordinator

e to liaise with external agencies

Observer
(Alice Toft)

e to assist Head in decision making
e toobserve and record Head’s actions.

The remainder of the Senior Team are allocated to areas of the school as follows:

Danielle Conroy

Main Block ground floor and sports hall

Leigh Beauchamp

Main Block first

Andy Page Staff room and SEN

Adam Skordi Business Block and halls

Alice Toft English/Library and Music Blocks
Kathryn Tora Science Block

Eddie Crust Monty’s 1, Geography and RE

Vikesh Wagjiani

Float and cover for anyone who is absent

Their responsibilities are as follows:
e tocommunicate up to date information to staff
e tofeed backtoincident co-ordinator
e to maintain security in those areas
e todistribute information and letters in those areas
e togive instructions to staff in those areas.

These tasks may be delegated to other staff in that area. However, monitoring should take place
to ensure the task has been fulfilled effectively. Final responsibility for the task lies with amember

of the Senior Team.

It may also not be possible for Senior Team members to get to those areas, and they may need to
delegate to Heads of Department.
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It may be that communication with these areas is by telephone, depending on the nature of the

incident.

Caretaking staff should report immediately to the control centre.

Reception

to maintain communications internally

and externally

to answer any parental or press enquiries by saying “a statement
will be issued when we have more information” and should
therefore take name, telephone number, and organisation (Or by
reading a statement prepared by the Head)

to feed information to the incident co-

ordinator

Office Staff

to type and distribute letters as

appropriate.

to assist in despatch to Senior Teams respective areas or HOYs as
appropriate

All Staff

to ensure the safety of the students not only of those in their class
but any who may be at risk.

when and if appropriate give information to Senior team on missing
or additional students in their charge

to maintain a sense of calm

quizzes and work activities will maintain this better than allowing the
students to do nothing.

to answer questions honestly but with caution and discretion.
Answers should not be speculative. The aim should be to give
reassurance.

Staff who are who are free should remain in the Staffroom or their
offices as they may be needed to specific duties.

To follow all instructions from the Head or her delegated staff.

4.3 Other considerations

Lunch

Inform dining centre of any changes of arrangements

Release of students from rooms

This should be done by the Senior Team

Children with medical/dental
appointments

Where possible messages should be got to the control centre
with names and telephone numbers to cancel appointment.

Debriefing This should be held at the end of the school day or as soon as is
feasible.
The Press Only the Head should communicate with the press (except were

mentioned earlier)

Liaison with the Police and
other external Services

This should only be by the Head, DSL or other staff authorised by
the Head

Page 46 of 69




Chrysalis Multi Academy Trust Health & Safety Policy
WGV 2025-26

5 Bomb Threats

No matter how ridiculous or implausible the threat may seem, all such communications are a
crime and should be reported to the police by dialling 999.

What to do if you receive a Bomb Threat on the telephone

e Stay calm and listen carefully.

o Tryto attract the attention of a colleague who should immediately dial 999.

e Holdthe caller on the line for as long as possible. Get as much information as you can
and provide this to Security as this will assist the Incident Control Team in providing
information to the police.

For example -

o When is the bomb set to go off?

Where has it been planted?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

Was the caller a man or awoman?

Was a code word given?

What was the exact wording of the threat?

Did the message sound as though it was being read from a prepared text or was

it ataped message?

Did the caller sound intoxicate?

o Was there any indication of the callers’ mental state - did he/she sound excited,
disturbed, incoherent etc.?

o Wasthere any accent, was he/she well-spoken etc?

o Wasthere any indication of the type of telephone being used — for example a
public call box?

o Was there any significant background noise - e.g. house noises, street noises,
music?

o Ifdisplayed on your phone, note the number of the caller, otherwise, dial 1471 to
obtain the number once the call has ended.

O O O O O O O O

o

What to do if you receive a Bomb Threat electronically (email, social media etc)
e Alertthe police immediately
o The police may be able to identify where the threat has come from
e Do notforward or reply to the message unless advised to do so by the police
e Do not delete the message
e Take a screenshot of the message, if possible
e Note any contact details in case the message is deleted (sender’s email address or
username/user ID for social media applications)
e Preserve all web log files for your organisation to help the police investigation

Web form: Bomb Threat Form — Fill out form
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6 PEEP

A Personal Emergency Evacuation Plan or PEEP is a person specific plan for evacuating a building
in an emergency. It is designed to match the capabilities of individual buildings to the needs of
individual disabled persons, thus, to do it once for one building may have no value in another
building and must be re-planned for those other buildings that the person will use.

There is a requirement that all persons regardless of their disability status, must be able to
evacuate a location as safely as persons with no disability.

The PEEP should not only be thought to apply to ‘permanently’ less able persons, but should also
be applied to staff or visitors that may have a temporary disability due to e.g. injury [sprained foot]
or pregnancy etc.

It is the responsibility of the person having responsibility for the building to provide a fire safety
risk assessment that includes an emergency evacuation plan for all people likely to be in the
premises, including disabled people, and show how that plan will be implemented.

Where practicable, start by talking with the ‘disabled’ person about the plans that you have
considered to achieve this, and to find out their needs and if they have any issues that may affect
your proposed course of action.

Look at your ideal safe route, decide how the evacuation would work and what persons /
equipment would be involved, then assume that this route is blocked. Choose route 2 and go
through the variables again; is this route more difficult, longer, narrower, steeper, more slippery,
do people park vehicles where you wouldn't be able to pass?

To fulfilthe PEEP’s requirements, there may be a need for modifications or repairs to the building,
or it may be necessary to site the person in a different work area.

Solve the problems, write down your plans and have them readily available, ensure that the
assisting staff and the disabled person/ child know what the plans are, talk to the disabled person
/ parents etc., practice carefully if required, but avoid involving the disabled person / child in any
element if there is a risk which you would only accept during a real emergency,

The plan should be reviewed as necessary should any significant change occur to the use or
design of the building, new responsible staff, or different ability equipment, and may ask the
disabled user to keep them informed of any changes in their circumstances, which may warrant
areview of the PEEP ahead of the pre-planned review date.
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PEEP Form

Awareness of procedure
The person is informed of a fire evacuation by existing alarm system.

Designated assistance
The following people have been designated to give the staff member assistance to get out of the
building in the case of an emergency.

At other times colleagues will be responsible for safe egress of the building.

Methods of assistance: (e.g. transfer procedures, methods of guidance, etc)

The staff member will be guided to the assembly point via their designed responsible
persons. The fire marshal will be of assistance.

The staff member will be supported and if required a wheelchair will be provided to exit
the building.

Additional support can be called upon by the colleague from other members of the
school community.

Equipment provided (including means of communication)

Wheelchair

Evacuation procedure: (A STEP-BY-STEP account beginning from the first alarm)

Upon hearing the fire alarm, the Line Manager must ask the staff member to keep their
belongings behind and stand up in a safe manner.

The staff member will set up their walking aids (if required) to ensure that the staff
member is able to walk. If this is not possible a wheelchair will be required.

The staff member will walk out of the room / classroom and exit via the nearest fire exit
door.

The staff member will go through the fire exit signs and walk out of the building.

The staff member will meet at the designated fire assembly point.

The staff member will meet their colleagues and get registered by the line manager.

Safe routes
The safe routes are via

the fire exit on main building exit via the staircase.
Main block exit front door.

Health & Safety Lead signature and date:

Line Manager Signature and date
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7 Forms

7.1First Aid
Report to Margaret Constant (Welfare Officer) if you have witnessed an accident or have been
injured and fillin the accident/injuries book. The form should be used toreport all “NEAR MISSES”
and given to the H&S Officer.

CHSA have an online reporting system.

For pupils accidents / incidents / near misses’ staff are to report using the link:
https://forms.office.com/e/8BJED6Cwdk

For staff accidents / incidents / near misses’ staff are to report using the link:
https://forms.office.com/e/j0SyqqR9d2

Date of Near-miss Incident Time Place

Name of Student or Member of Staff -

Age of Student

Name of Member of Staff reporting incident

Description of circumstances (to include names of people who witnessed the incident and exact
location

Details of the incident

Details of action taken, both immediate and long term
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Risk Assessment for:

Signed and accepted by:

Chrysalis Multi Academy Trust Health & Safety Policy

CLAREMONT HIGH SCHOOL ACADEMY

RISK ASSESSMENT FORM
Mark risk as High, or Low

What arethe | Who might be What control What additional control measures are Action by Action by
hazards? harmed and measures are already needed? whom? when?
how? in place? Are they
sufficient?
1
2
3
4
5
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Claremont High School Site Map - Ground Floor
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Claremont High School Site Map - 1% Floor
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Appendix C: Sudbury Primary School

1 Sudbury Primary School Details
1. Headteacher
Name: Mrs Kamini Mistry
Title: Headteacher
Sudbury Primary School

Address: Chrysalis Multi Academy Trust
Sudbury Primary School
Watford Road
Wembley HAO 3EY
Telephone No: 0208 385 4444

2. The person delegated to act in the absence of the Headteacher is:
Name: Mr Luke Webber
Title: Senior Deputy Headteacher
Address: As above

3. Health and Safety Representatives

Name Role

Kamini Mistry Headteacher

Jahangir Alam Governor’s Representative
Luke Webber Senior Deputy Headteacher
Davita Grafstein Deputy Headteacher
Sophie Duffy/Thomas Davey Deputy Headteacher
Manpreet Anand School Business Manager

4. Health and Safety Advisors
Chrysalis Multi Academy Trust utilises Browne Jacobson and CEFM services for advice and
support to ensure compliance with Health & Safety legislation.

5.Those who have special duties in regard of Health and Safety

Name Title Responsibilities
Sinoj Sadanandan Catering Manager School Kitchen
Manpreet Anand School Business Manager Overall responsibility for site including.
London Chin Woo & Magic Cuts
Eileen Mellett Office Manager Main Office
Luke Webber Senior Deputy Headteacher | Safeguarding across the school & Welfare
Davita Grafstein Deputy Headteacher Corridors — Sports Hall & Staf room
Sophie Duffy/Thomas | Deputy Headteacher Corridor Yr 3 &4
Davey
Grace O’Connell Nursery Leader Nursery
Jack O’Toole Assistant Headteacher/ | Early Years areas
Phase 1 Leader
Julita James Assistant Headteacher/ | Year 1 & 2 areas
Phase 2 Leader

Page 54 of 69




WGV 2025-26

Chrysalis Multi Academy Trust Health & Safety Policy

Philomena White

Assistant Headteacher/
Phase 3 Leader

Year 3 & 4 areas

Helena Tidy Assistant Headteacher/ | Year 5 & 6 areas
Phase 4 Leader
Mark Kravetz Phase 5 Lead / Head of | Sports hall, Gyms, Halls, Changing Areas,
Faculty and Playing Fields, MFL and Art Room
Stephen Rooney ICT Administrator ICT office and ICT Network and Equipment
Eleanor Rea SENCO Special Needs Rooms — Rainbow Room

Alphie Sharpe

Site Supervisor

General H&S responsibilities across the
school

Linda Tirant

Site Supervisor Assistant

General H&S responsibilities across the
school

Katarzyna Wozniak

Site Supervisor Assistant

General H&S responsibilities across the
school

Stan  Cripps/Music | Teacher Music Suite
Teacher

Shazia Asif/Donna | Welfare Officers Welfare
Mistry

Chris Bedeau/ | Pastoral Support Worker /| Place2Be area
Place2Be SPM Place2Be Manager

Martin Roper

Teacher

Library Area

Kinnari Jetha

Finance Assistant

Finance Office

Tulsi Trivedi

Teacher - Computing

Computer Suite
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Fire Emergency Plan General Information

1.0 General Information

Address: Sudbury Primary School
Watford Road
Wembley
Middlesex
HAO 3EY

Description: Main Building
1920s, 1950s, 2011
Double storey
Brick Building
Flat & pitched roofs.
Palisade fencing surround.
(Has air source heat pumps and gas fired domestic hot water) - NOT ON
FLOOR PLAN

Victorian (Old Building)

Victorian, 1800s, 2016

Double storey

Brick Building

Pitched & flat roofs.

Palisade fencing surround.

(Has mains gas fired heat source)
Sudbury Community Centre

1970s

Single storey

Flat roof

(Has mains gas fired heat source)
Owner: Chrysalis Multi Academy Trust
Chair of Greville Thomas
Governors:
Executive Mrs Nicola Hyde-Boughey
Headteacher:

Headteacher: Mrs Kamini Mistry

Deputy Mr Luke Webber

Headteacher:

Deputy Ms Davita Grafstein, Mrs Sophie Duffy/ Thomas Davey
Headteacher(s)

School Business Mrs Manpreet Anand

Manager:

Heating System: Air source heat pumps and gas fired boilers for
heating & hot water emitters
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Detection Monitored, Scan Alarms Addressable Advanced
System: Fire Detection System

Number of FinalMain Building: twenty-one

Exit Doors: Old Building: eight
Sudbury Community
Centre: four

Number of Pupils: 90
Number of Staff: 110

Date Drafted: 02.09.2025
Review Date: 02.09.2026

Introduction

While it is impossible to predict every kind of incident that may threaten a building The Fire
Precautions (Workplace) Regulations 1997/1999 require the organisation to establish a basic
plan which can be implemented to cover a possible fire emergency.

2.0 Confirmation of Fire Safety Provisions

3.0 Communications
Fire Action Notices are provided throughout the building, the types of notices provided are:

e General Fire Action Notices, which give explicit instruction on the fire action on
finding a fire and fire actions on hearing the alarm. These notices are provided for
staff, pupils and public use and are positioned at the fire warning break glass points
and other areas throughout the building.

o Directions in Case of Emergency Notices, which give explicit instruction on fire/
emergency action on finding a fire/emergency or hearing the alarm, are in all
classrooms, halls, and offices.

4.0 Fire Warning Systems

The Fire Warning System for these buildings is a: -
CONTINUOUS BELL /WHISTLE/FIRE ALARM SYSTEM RINGING
CONTINUOUS RINGING OF SCHOOL HAND BELL

Break glass points are situated on escape routes, exit doors throughout the buildings.

The main panel is wall mounted in the main entrance foyer on the right-hand side of the
reception office window. A secondary panel is wall mounted on the right-hand side of
the staff car park entrance to the Victorian building.

The Site Supervisor tests the Fire Warning System weekly, and the results recorded in the Fire
Safety logbook.

3 Emergency Routes

All escape routes through the building are indicated by Emergency Signs, which comply with
Health and Safety (Safety Signs & Signals) Regulations 1996.
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e All emergency routes lead to a place of safety in the open air clear of the building
(unless otherwise specified).

e All emergency routes are protected in accordance with the requirements of the Fire
Precautions (Workplace) Regulations 1997/1999.

5.0 Fire Fighting Equipment

Appropriate first aid fire extinguishers are provided throughout the building. The extinguishers are
distributed throughout the premises in the corridors and classrooms and are indicated "Fire
Points". The positioning of these extinguishers is to protect fire escape access routes.
Additional individual appliances are provided to cover areas of perceived risk such as boiler
house and stock room. All extinguishers are serviced under contract in accordance with the
current British and European Standards.

6.0 Training

General personnel/staff are aware of the fire safety provisions and evacuation principles in the
building and will receive Fire Awareness training periodically.

Emergency Evacuation Coordinators will receive training in their fire safety responsibilities and
duties together with their part in the in-house risk assessment process periodically.

Emergency Evacuation Coordinators training scheduled for eighteen staff (see attached list).
This can be extended to more staff if required.

The Multi Academy Trust will ensure that training is ongoing within the school and refresher
courses are organised.

7.0 In-House Risk Assessments and Housekeeping

All Staff carry out a daily assessment on their area of responsibility in the building by means of a
visual ‘Daily Hazard Spotting Check.” Any hazards identified are reported immediately to the
School Business Manager and corrective action is taken. Additional Risk Assessments are
carried out as and when required or upon the request of the Safety Officer.

8.0 Evacuation Procedures for Disabled Persons

Children/adults with mobility difficulties will be evacuated from the building using one of the
Evac chairs located at the top of each flight of stairs. A copy of the procedure will be retained in
the Fire Safety Logbook.

9.0 Fire Brigade Liaison

The Safety Advisor liaises with the Fire Brigade to ensure they are aware of:

e Existing fire alarm systems.
e The evacuation procedures for the building.
e Effective isolation controls.
e Disabled person provisions.

In addition, the School Business Manager will confirm with the Fire Brigade procedure and

control at any incident together with any modification or addition to the Emergency Plan
required by the Fire Brigade.
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10.0 Building Contacts

References and key personnel for the building have been provided to London Borough of Brent
Health & Safety Officer for emergency use, should Fire Brigade require assistance during any
incident.

11.0 After the Event

As soon as possible a meeting with all staff involved with the incident should be convened to
ensure all the requirements resulting from the incident are being progressed and all parties are
aware of their responsibilities.

Later, a further meeting should be convened to ensure the incident has been concluded and any
weaknesses in the Emergency Plan have been identified and corrected accordingly.

12.0 Important Information:

Fire and Intruder Alarms are monitored and maintained by:
Fire and Intruder Alarms are monitored and maintained by:
Intelligent Security and Fire

Tel: 01895 200200

Email: enquiries@intelligentsecurity.org

London Fire Brigade (LFB):
Tel: 0208 555 1200; email: northwesternareasupportteam@london-fire.gov.uk
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13. Emergency Evacuation Coordinators

Emergency Evacuation Coordinator (EEC)

EEC Duties

Kamini Mistry

Overall, in charge

Luke Webber, Senior Deputy Headteacher

Evacuation coordination/Main Hall Safe Search/
Attendance

Manpreet Anand, School Business Manager

Inform London Chin Woo Coordination/Fire
Source Locator

Alpheous Sharpe Site Supervisor & Katarzyna
Wozniak, Assistant Site Supervisor

Main Panel controller / Fire Source Locator

Linda Tirant Assistant Site Supervisor

Safe building search/ Library

Sid Sadanandan, Chef

Safe building Search Kitchen/ASC

Office Staff 1

To man the Front Gate to stop visitor entry /
inform Magic Cut

Grace O’Connell, Class Teacher

Nursery Safe Building Search

Jack O’Toole, Assistant Headteacher

Safe building Reception

Davita Grafstein, Deputy Headteacher

Safe building search corridor outside specialist
classrooms/ staff room

Julita James, Assistant Headteacher

Safe building search Year 1 and 2

Helena Tidey, Assistant Headteacher

Safe building search Year 5 and 6

John Creedon, Class Teacher

Safe building search Year 6

Sophie Duffy/Thomas Davey, Deputy Headteacher
& Philomena White, Assistant Headteacher

Safe building search Year 3 and Year 4

Stan Cripps/Sing Education, Music Teacher

Music Room & Drama Room

Shazia Ahmed

Welfare Room

Chris Bedeau

LEAP /if notin LEAP, supportthe work base class

14. In Case of Fire Emergency
PROCEDURE:

Anyone discovering a fire, or any other emergency should:

1. Press the fire alarm button . These are located in the following places: -

Ground Floor: At designated fire exit doors.

First Floor: Along fire escape route and at designated fire exit doors.

2. The HeadteacherDeputy Heads/Caretaker or a member of the office staff will:
1. DIAL 999 and ask for Fire Service, giving school name and address:
2. Sudbury Primary School, Watford Road, Wembley, Middlesex, HAO 3EY

e Stating that the entrance to the school is by the gates from Watford Road into the

playground.

If you cannot get to the school telephone, use a mobile phone; use the nearest safe

call box.

FIRE DRILL:
ALARMS

Any of the following signals should cause evacuation of all sections until the extent of

the danger has been ascertained -

a) continuous ringing of the alarm bells in the main building and kitchen

b) continuous ringing of the hand bells

Page 60 of 69




Chrysalis Multi Academy Trust Health & Safety Policy
WGV 2025-26

WHEN THE ALARM IS GIVEN WHOEVER IS IN CHARGE OF A CLASS MUST FOLLOW
THIS DRILL PLAN:

Sudbury Community Centre:
1. Occupants will use the Fire Exits from the Sudbury Centre Building and assemble in the
main school playground by the main gates.

Main Building - Ground Floor:

2. Nursery occupants are to use the fire exit from their room and assemble in the Nursery
or Training room playground, respectively.

3. Sunflowers, Honeybees, Stars and Buttercups Classes are to use the fire exits from the
Reception Unit and follow the External Escape route to the Assembly Point in the
Nursery playground.

4. Apple, Emerald, Jade, and Pear Classes; Year 1 Booster and Welfare room occupants
are to use the fire exits from their rooms.
Lime, Mint, Olive, and Avocado Classes are to use the fire exits from their rooms.
Rainbow Room and K.S.1 Tailored Curriculum occupants are to use the fire exit
adjacent to the Welfare and the ground floor Boys’ toilets.

7. Office, HR, Site Team, and ICT Office occupants should follow the nearest Internal
Escape route to exit the building.

8. Sudbury Hall occupants are to use the hall fire exits that lead directly to the main
playground or follow the internal escape routes if the former are blocked.

9. Conference Room, Colleges Area, and Meeting Room occupants are to use the Perrin
Road entrance to exit the building and follow the External Escape route to the main
playground Assembly Point.

10. Storerooms, Site Office, and HR Hub occupants should follow the Internal Escape
route to the deliveries fire exit and the External Escape route to the Assembly Point.

11. Turquoise, Sapphire, Cobalt and Navy classes and Year 5 Booster occupants, should
follow the Internal Escape route and use the circular building fire exit.

Main Building - First Floor:

12. Occupants of the Upstairs Hall, Staff Room, LEAP (according to the pupil’s
Personal Emergency Evacuation Plans), Offices and Staff Gym, should follow the
Internal Evacuation route to the Perrin Road entrance to exit the building and follow the
External Escape route to the Assembly Point.

13. Computer, Intervention and MFL Rooms occupants should follow the Internal Escape
route to the Year 3 staircase, descend and use the fire exit adjacent to the Ground Floor
Boys Toilets.

14. Poppy, Strawberry, Ruby and Chilli classes and Sensory Pod room occupants should
follow the Internal Escape route to the Year 3 staircase, descend and use the fire exit
adjacent to the Ground Floor Boys Toilets.

15. Cherry, Rose, Scarlet, Crimson, Marine, Steel, Denim and Azure Classes and Year 6
Booster room occupants, should follow the Internal Escape route through to the
circular building staircase, descend and use the circular building fire exit.

Victorian (Old) Building - Ground Floor:

16. From the Drama Room, Music Suite, Dining Hall, or toilets occupants are to use the fire
exit leading to the covered walkway. Children who are out of class e.g. toilet are to
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evacuate the building with the nearest class and then join their own class in the
playground.

17. After School Club occupants should use the nearest fire exit and line up at the
assembly point near to the double gates on Perrin Road.

Victorian (Old) Building - 1°* Floor:

18. Library suite occupants should use the emergency stairs at the rear of the room and
line up with their class or year group at the Assembly Point in the main playground.

19. Therapy Room and toilet occupants should use the stairs at the front of the building and
line up at the Assembly Point near to the double gates on Perrin Road.

General

20. All classes, contractors, visitors will proceed either to:

a) the Watford Road end of the playground by the main gates at the Fire Assembly Point.
During break or lunchtime SMSAs should line pupils up in class order at this same point
(as per muster point -attached) starting from the MUGA facing Watford Road gate.
Teachers should join their classes in the playground.

b) the Assembly pointsin the Nursery playground.

c) orthe Assembly pointin the Victorian building driveway on Perrin Road.

21. Class teachers should take their emergency registers with them upon evacuation,
if notin class a copy register will be provided by a designated member of the office
staff when giving out the pens to mark the register.

22. The Headteacher, Deputy & Assistant Heads and Caretaker will check that classrooms
are empty and that doors are closed, if possible, before leaving the building.

23. Check all children are present according to the register. Notify your Phase Leader who
will notify the Headteacher if there are any missing pupils.

24. Contractors, Parents, Visitors, and others on site should assemble on the Muga.

25. Ifthe alarm sounds at home time: no one must be allowed to enter the premises until
all clear is given; parents who have collected their children should be permitted to
leave the site; parents on site who have not collected their children should wait by
the main gates; teachers should line up with their remaining pupils as normal.

26. The Fire Brigade will inform the Headteacher when it is safe for classes to return to the
building.

If any exits are blocked, proceed to the next nearest exit.

Children/adults with mobility difficulties will be evacuated from the building using one the
evac chairs.

Always line up as far away from the building as possible. the headteacher will advise
whether itis necessary to evacuate the school grounds. In this instance staff should escort
the children to vale farm via the Watford Road and await further instructions.
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15. FORMS
15.1 PEEP
Personal Emergency Evacuation Plan (PEEP)
School Contact Details Sudbury Primary School
Watford Road
Wembley
HAO 3EY
Tel: 0208 385 4444
Assistance required From:
Details of Assistance
Validation Agree and sign.
Parent/Carer
Preparer:
Job title
Name
Class Teacher/s Agree and sign
Job title
Name
Comments:
Review date of PEEP
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15.2 Accident & Incident Reporting:

For pupils accidents / incidents / near misses’ staff are to report using the Medical Tracker
(Online Incident Tracker)

For staff accidents / incidents / near misses’ staff are to report using the form below:

ACCIDENT & INCIDENT FORM

Part A Details of Injured Party (IP): (Tick relevant box that applies)
Employee [] Child [] Member of Public [] Self Employed person [] Contractor [] Pupil [] Client []
Other[]

Full Name:

Age & Date of Birth: Gender:

Address of Injured Party:

Job Title (if relevant):

Date of Incident/Accident: Time of the Incident/Accident:

Exact address of location where accident/incident happened (i.e. office, playground, toilet, site
etc.):

Part B Exact Description/Details of Injury or Damage Sustained:
Fracture/Laceration/Dislocation/Strain/Sprain/Other (please specify):

Part of Body Injured (i.e. left arm, right leg, nose, right eye, face, etc):

Type of Injury: (Please tick all relevant boxes)
Fatality []

Major Injury or Condition []

Hospitalisation []

Over 3 Day|]

Minor Injury or Condition []

Dangerous Occurrence [], Infectious Diseases []

Did The IP: (Please tick all relevant boxes)

Become unconscious [] Remain in hospital more than 24 hours [] Need Resuscitation []
None of the above []

Page 64 of 69



Chrysalis Multi Academy Trust Health & Safety Policy
WGV 2025-26

Kind of Accident: (Tick one box only that best describes what happened AND provide written
detailin
Part C of this form)
e Contact with moving machinery or material being used [],
e Hit by moving, falling, or flying object[],
e Hit by a moving vehicle [],
e Hit by something fixed or stationery [],
e |njured while handling, lifting, or carrying [],
e Slipped, tripped, or fell on the same level[]
e Fellfrom a height[]
e How high was the fall in metres [],
e Trapped by something collapsing[)
e Drown or asphyxiated []
e Exposed to, orin contact with a harmful substance []
e Exposedtofire[],
e Exposed to an explosion [],
e Contactwith electricity or an electrical discharge []
e Injured by an animal[],
e Physically assaulted by a person [],
e Another kind of accident (specify in Part C) []
e Dangerous occurrences [].
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Part C Describe What Happened (Please give as much detail as possible, continue overleaf)

Describe what happened.

Follow up actions:

Was this incident reported to HSE under RIDDOR: Yes () No ()

If ‘Yes’ on what date:

Name and signature of person completing this form:

Date:

Signature of Headteacher: Date:
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CHRYSALIS MULTI ACADEMY TRUST SUDBURY PRIMARY SCHOOL
RISK ASSESSMENT FORM
Mark risk as High, or Low

Risk Assessment for: Signed and accepted by:

Potential Who might be What are you doing Do you need to do anything else to BISk rating.
harmed and L if controls
hazard already? control this risk? .
how? implemented

1
2
3
4
5
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Pupils must line up in the direction indicated by the arrows so that they can be led out via Watford / Perrin Road if necessary.
Class Teachers to report to Phase Leaders. Phase Leaders to report to Headteacher.

Phase Jack O’Toole via walkie talkie from EY Muster point Phase 2: Julita James

Phase 3: Phil White Phased: Helena Tidey
Page 68 of 69



	1 Introduction
	2 Legislation
	3  Roles and Responsibilities
	1.1. The Local Governing Body (LGB)
	1.2. The Executive Headteacher/ Headteacher / Head of School
	1.3. Premises/School Business Manager/ Business Manager/HR Manager
	1.4. Staff
	1.4.1. Supervision of students
	1.4.2. Health and Safety advisors
	1.4.3. Those who have special duties in regard of Health and Safety
	1.4.4. HODS and DTLS / Phase Leaders / Subject Leaders

	1.5. Pupils and parents/carers
	1.5.1. Pupils / Students

	1.6. Visitors / Contractors
	1.7. Procedures and Arrangements
	1.8. Health and Safety Policy for Departments
	1.9. Contractors

	2. Site security
	3. Fire
	4. COSHH
	4.1. Electrical Safety
	4.1.1. Premises/School Business Manager
	4.1.2. Staff
	4.1.3. Pupil / Volunteer
	4.1.4. Reporting
	4.1.5. Usage and Maintenance

	4.2. Gas and Heating systems
	4.3. Legionellosis
	4.4. Asbestos

	5. Maintenance and Inspection of Equipment
	5.1. Electrical equipment
	5.2. PE Equipment
	5.3. Display Screen Equipment
	5.4. Specialist equipment

	6. Lone Working
	7. Working at height
	8. Manual Handling
	9. Off-site visits
	10. Lettings
	11. Security/Violence Management
	12. Smoking
	13. Infection prevention and control
	13.1. Handwashing
	13.2. Coughing and sneezing
	13.3. Personal protective equipment
	13.4. Cleaning of the environment
	13.5. Cleaning of blood and body fluid spillages
	13.6. Laundry
	13.7. Clinical waste
	13.8. Animals
	13.9. Infectious disease management
	13.9.1. Following good hygiene practices.
	13.9.2. Implementing an appropriate cleaning regime.
	13.9.3. Keeping rooms well ventilated
	13.10. Pupils vulnerable to infection

	13.11. Exclusion periods for infectious diseases

	14. New and expectant mothers
	15. Occupational stress
	16. Accident reporting
	16.1. Accidents, Incidents including near misses reporting.
	16.2. Reporting to the Health and Safety Executive
	16.2.1. School staff: reportable injuries, diseases, or dangerous occurrences
	16.2.2. Pupils and other people who are not at work (e.g. visitors): reportable injuries, diseases, or dangerous occurrences.

	16.3. First Aid
	16.3.1. Designated first aiders.
	16.3.2. Reporting of accidents and illness
	16.3.3. Accident forms

	16.4. Incapacitation
	16.5. Accidents to students and outside enquiries
	16.6. Minor illness

	17. Training
	18. Monitoring
	19. Data backup
	20. Transport
	20.1. Transport onsite.
	20.2. Chrysalis MAT Road Safety Code

	21. Risk Assessment
	1 Claremont High School
	1.1 School Details
	1.2 Health and Safety representatives
	1.3 H&S advisors / Special Duties

	2 Fire and Emergency Evacuation
	2.1 Event of a fire
	2.1.1 Lesson time
	2.1.2 Pre-school, breaktimes and lunchtimes are between lessons.
	2.1.3 Additional Duties

	2.2 Emergency Evacuation Routes
	Special note

	2.3 General instructions
	2.3.1 General instructions to the librarian and technicians upon hearing the alarm.
	2.3.2 General instructions to the site team upon hearing the alarm.
	2.3.3 General instructions to senior staff upon hearing the alarm.
	2.3.4 General instructions to catering staff upon hearing the alarm.
	2.3.5 General instructions to administration and finance staff upon hearing the alarm.
	2.3.6 General instructions to the emergency officer upon hearing the alarm.
	2.3.7 General instructions to cleaners, contractors, and visitors upon hearing the alarm.


	3 Emergency Evacuation
	3.1 Student Information
	3.2 Disabled persons or persons with SEN
	3.3 Action on discovering a fire.
	3.4 Contacting the fire and rescue services
	3.5 Fire Drill
	3.6 Fire & Lockdown Marshals
	3.6.1 Fire and Emergency Evacuation Marshals
	3.6.2 Roles of the Fire and Emergency Evacuation Marshal
	3.6.3 Senior Fire and Emergency Evacuation Marshals
	3.6.4 Staff Absences

	3.7 Roles and Responsibilities

	4 Emergency Incident Procedures
	4.1 Procedure
	4.2 Control Centre
	4.2.1 Specific Responsibilities

	4.3 Other considerations

	(Margaret Constant)
	5 Bomb Threats
	6 PEEP
	7 Forms
	7.1 First Aid

	1 Sudbury Primary School Details
	1. Headteacher
	2. The person delegated to act in the absence of the Headteacher is:
	3. Health and Safety Representatives
	4. Health and Safety Advisors
	5.Those who have special duties in regard of Health and Safety
	1.0 General Information
	2.0 Confirmation of Fire Safety Provisions
	3.0 Communications
	4.0 Fire Warning Systems
	5.0 Fire Fighting Equipment
	6.0 Training
	7.0 In-House Risk Assessments and Housekeeping
	8.0 Evacuation Procedures for Disabled Persons
	9.0 Fire Brigade Liaison
	10.0 Building Contacts
	11.0 After the Event
	12.0 Important Information:
	General


	15.2 Accident & Incident Reporting:


