
 
Glodwick Infant and Nursery School 

Health and Safety Policy 
 
This policy sets out the organisational arrangements and procedures for 
health, safety and welfare at Glodwick Infant and Nursery School.  
This policy covers the areas over which the Governing Body and Head 
Teacher have responsibility and control. It details the safety arrangements 
within the school in respect of staff, pupils, visitors and other employees 
working within the school. The Governing Body is responsible overall within the 
terms of the Children, Young People and Families Directorate Health and 
Safety Policy Statement. It is the aim of this policy to work within the 
information, procedures and codes of practice contained in the Directorate 
health and safety manual. 
 
The Head Teacher is responsible for advising the Governing Body and for the 
implementation of the Health and Safety Policy in school and also for 
ensuring that teachers and other employees carry out their duties and 
cooperate with the policy. The Head Teacher will ensure arrangements are 
made to bring the policy to the notice of all staff, including new employees, 
supply staff, pupils, visitors and contractors. 
 

The Policy of the Governing Body is to ensure that;  
1. All reasonable and practical steps are taken to ensure the health, safety 
and welfare of all persons using the premises.   
2. To establish and maintain a safe and healthy environment throughout the 
school. 
3. To establish and maintain safe working procedures among staff and pupils. 
4. To provide equipment and systems that are safe and without risk to health. 
5. To ensure the provision of sufficient information, instruction, training and 
supervision to enable all people working on site (including pupils) to avoid 
hazards and contribute to Health and Safety. 
6. To promote the development and maintenance of sound health and 
welfare practices. 
7. To maintain a safe and healthy place of work and safe access and exit 
from the premises. 
8. To formulate effective procedures for use in case of fire and other 
emergencies and procedure for evacuating the school premises. 
9. To make arrangements within the school for the reporting of all accidents, 
including those covered by the RIDDOR Regulations 1985 as detailed in the 
Directorate health and safety manual.   

 
All staff present in school on 12 April 2016 received Working at heights, Risk 
Assessment and Manual Handling training from the Oldham Health and 
Safety team and received certification of their presence for this training. 
All staff have received updated Safeguarding Training including the 
document KCSIE. 

 

 

 

 

 



 

Agreed arrangements /procedures for Health and Safety 

 

1. First Aid / Accidents 
There are members of staff in each area who are qualified or who are 
currently being trained in Paediatric First Aid and as such are equipped to 
deal with accidents.  
Locations of first aid boxes / equipment to be labelled and staff in each area 
areaware of locations. Teaching teams are responsible for the upkeep of their 
first aid supplies. 
Procedure for disposal of any ‘waste’. Medical gloves, dressings, soiled tissue 
etc. to be placed inside sealed bags and placed in yellow bin bags in the 
locked cupboard off the main hall and in the disabled toilet in the Nursery. 
Accidents / incidents are to be recorded in each area. Please ensure that the 
form is photocopied, signed by a parent and then one copy given to the 
parent and one copy forwarded to the office when complete, Please put as 
much detail as possible on the form when completing it. If as the result of an 
accident at school, a child or adult is taken directly to hospital, then a copy 
of the accident form must be sent to the Local Authority.  
In the event of an injury to the head such as a bump or cut, parents are to be 
informed immediately and are invited to come into school to make their own 
assessment along with staff as to whether further treatment is needed. It is 
important that the accident form is signed at this time and a copy is given to 
the parent to inform medics of the details of the incident, as well as to avoid 
any misunderstandings. 
Each area has a ‘portable’ first aid box which should be taken on any trips 
outside school and which should be checked regularly and items used must 
be replaced. 

There are also 3 first aid ‘bum bags’ in school which are more practical for 
short trips out of school like swimming lessons. Again these are supplied 
stocked and should be re-stocked if items are used. These portable first aid 

kits MUST be taken outside during lunchtime learning and sports as they 
contain emergency equipment including a blue inhaler. Whenever the 
children are outside, first aid ‘bum bags’ need to be outside too. 
 
The following listed members of staff are holders of current Paediatric First Aid 
certificates as per the requirement of the Health and Safety 
(First Aid) Regulations and as such are designated First Aiders. 
They are responsible for the upkeep of First Aid Box and Bag contents.  
 
Audrey Smith qualified October 2016 – October 2019 
Vanessa Watkins - qualified 21 January 2019 – 22 January 2022 

Margaret Cook – qualified 15 March 2017 – 14 March 2020 
Shabana Kayani 6 October 2017 – 5 October 2020 
Shakeela Khokar 6 October 2017 – 5 October 2020 
Sarah Bulley 6 October 2017 – 5 October 2020 
Rosina Bashir 6 October 2017 – 5 October 2020 
Lisa Bamford – 21 January 2019– 22 January 2022 
Lana Reyburn – 13 January 2019 – 12 January 2022 
Amrana Rashid – November 2018 – November 2021 
 
 



A significant number of staff have a lapsed Paediatric First Aid certificate and 
so have the skills and knowledge to support in the event of an emergency. 

In consultation with the whole staff, it has been decided that due to the 
school’s proximity to Glodwick Health Centre and the external support from 
the emergency service 999 it will not be necessary for any members of staff to 
be trained in “First Aid at Work”. Any such emergency involving an adult will 
be dealt with in this way, with initial support by competent members of staff. 

 
 

2. The Administration of Medication in school.  
If any child needs regular medication in school, the school should be notified 
of this and storage of medication and the administration of it needs to be 
verified by medical staff, ie. doctor, school nurse. Medication for asthma 
needs to be kept near to the child so that it can be administered readily and 
all staff must be trained to administer asthma medication. Only the BLUE 
inhaler will be required to be kept in school. It is very necessary to check 
expiry dates on medication kept in school, especially when a child moves 
year groups and alert parents to the need for a repeat prescription. For 
administration purposes it has been agreed that the blue asthma inhaler and 
spacer are more suitable to the needs of young children rather than the 
breath activator style of inhaler. 
An asthma management sheet is to be supplied with each child’s asthma 
medication and this must be completed as specified when medication is 
used. This will then inform the child’ s dependency on the medication.  
All staff present in school received asthma  training by the school nurse and 
the authority asthma policy was noted and updated. 
A blue asthma inhaler is to be taken outside at all times, in the emergency first 

aid kit. Time is of the essence in the event of an attack. No health danger 
may be caused by the application of the blue inhaler.  
If a child needs such medication as an ‘EPIPEN’ for severe allergic reactions, 
all staff in the area will be given a refresher demonstration of how to 
administer this. All staff present in school 24 September 2019 received EPIPEN  
and Asthma training by the school nurse. 
Any medication brought into the school must be agreed by the Head 
Teacher and the administration of any medication is at the discretion of the 
Head Teacher. 
As a rule a teacher should not be asked to give such medicine as ‘antibiotic’ 
or ‘calpol’ as this should be administered by the parent either at home or at 
school. 
If a child requires specific care or medication, for example, epilepsy, then this 
will be agreed by the services involved for example the child’s hospital or 

nurse and will be detailed in the child’s medical care plan. 
All staff involved in working with a child with specific medical needs will be 
offered training eg. Epilepsy/Diabetes. 
The school has a Medicines Policy to support the above and the 
administration of medicines required on a daily basis for identified pupils. 

 

 

 

 

3. Smoking 

 



There is a no smoking policy in the school and the school grounds as stated 
by law.  

 

 

4. Fire and other Emergencies 
Evacuation of the school and nursery must be carried out at least once a 
term to ensure that all the persons (staff and pupils) are fully aware of the 
procedures to observe in the event of an emergency evacuation of the 
premises being required.  
All staff should ensure that the escape routes are kept clear of obstruction at 
all times.  
FIRE ACTION notices are displayed in class and this is read to / with the 
children frequently so as they are aware of the procedure and understand 
the need for fire practices. 
Fire exits are all clearly marked with exit signs displayed throughout the school.  
Fire alarms, fire points and emergency lighting are checked weekly by the 
caretaker / building manager. 
All fire alarms were tested in school and nursery in September 2013 by an 
external contractor. Fire Alarms are tested weekly by the Caretaker. 
All cookers within the craft bay areas are to be kept free of paper at all times. 
Fire blankets are housed near to the cookers. Staff are alerted to the need to 
empty the toaster tray on staff room toasters to avoid fire risk. 
 
As a general rule of safety all cutters and laminators must not be left out in the 
children’s working areas. Ensure that laminators are switched off when not in 
use so as not to pose a fire hazard. 
Care must be taken when using the overhead projectors and directions have 
been issued for this with specific regards to eye care.   
 
 

5. PE Equipment 
All PE equipment is subject to an annual safety inspection by an external 
contractor with any advice for repair or renewal authorised and actioned. 

 

6. Electrical Equipment 
All portable and electronic equipment should be visually checked by staff on 
a daily basis so as to ensure that cables are in good condition and are 
properly secured in a cable grip and that the plug is not damaged. 
The testing of electrical equipment is carried out annually by the LA. 
Any personal electrical equipment brought into school ,for example a CD 
player must be inspected and labelled. Staff must not use unapproved 
chargers or electrical equipment within the school premises. 

 

7. Playground Safety 
It is the responsibility of the named member of staff on duty to promote safety 
in the designated play areas. Staff are asked to report any situation that they 
believe to be a hazard as soon as possible to Senior Management. 
 
The Head Teacher and Deputy Head Teachers have overall responsibility for 
Health and Safety and are assisted in this area by Midday Supervisors in the 
hall and by the Teaching Assistants outside some of whom are trained First Aid 
Staff. There is a nominated Governor with responsibility for Health and Safety. 
Annual audits are conducted by the Governing Body.  



 
 
 

8. Visitors 
All visitors entering the school must report to the main reception, sign the 
visitors book and be issued with an identification badge. Where necessary the 
visitors will await collection /guidance to the person/persons being visited. 
Visitors must be made aware of evacuation procedures that apply to the 
area they are visiting and are asked to read the school fire evacuation 
procedures and Asbestos identification information. External contractors must 
also complete a form to ensure their safety within the building and to identify 
their reason for being in school. 

 

9. Dangerous Occurrences 
A dangerous occurrence is defined in the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations (RIDDOR) 1985 as a serious incident 
which has the potential for causing injury as a result. An accident which is also 
a dangerous occurrence will be reported to the LA and the Health and 
Safety Executive by the quickest means followed by a written report within 
ten days. Support and advice in the event of such an incident will be given 
by the LA Health and Safety Team. 
 

10. Lockdown Procedure 
There is a separate Lockdown Procedure in response to an internal or external 
incident which could be a threat to the safety of staff and children in our 
school. 
 

11. The control of substances hazardous to health C.O.S.H.H  

C.O.S.H.H. require that all hazardous substances be identified and procedure 
for the storage, handling, use, control and disposal be fully documented. This 
is specific to caretaking and cleaning. 
 
There are separate policies/codes of practice in school for: 

• PHSE 

• PE and Equipment 

• Anti-bullying 

• Equal Opportunities 

• Educational Visits 

• Bomb Alert/emergency evacuation procedure 

• Stress 

• Anaphylaxis/Allergies  

• Asthma policy 
 

12. Manual handling/ working at heights/risk assessments 
All staff are invited to attend training. 
 

13. Safety Inspections 
Regular monitoring of all aspects of Health and Safety is essential to the 
success of this policy. Any hazard that has been observed and reported must 
be identified/logged and corrective action taken where necessary 
commensurate with the risk. In this way potential accidents may be 
prevented. The Health and Safety Governor conducts a  safety inspection of 



the whole school annually and oversees a fire drill.  These findings are 
documented. The Head teacher and Governing Body will identify 
appropriate corrective and preventative measures where necessary and 
monitor their implications. 
As part of continuous, health and safety, staff incorporate Risk Assessments 
into their planning and these are displayed in the teaching and learning 
areas or within teachers planning documentation. 

 

 

14. Observations 
All staff are reminded of their individual responsibility to take care of 
themselves and others. Any potential danger observed by a member of staff 
should be brought to the attention of Senior Management and / or Health 
and Safety Coordinator. It is not appropriate to wait until the next inspection. 
 

Policy Review   
The policy will be reviewed in Autumn Term 2019 
Health and Safety Manager : Jane E A Brierley 
Health and Safety Governor: Barbara Entwistle 
Head Teacher: Jane E. A. Brierley 
(November 2019) 


