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Where appropriate, this policy should be read in conjunction with the Buckinghamshire 
County Council Health and Safety Policy.  
 
 
PART 1. GOVERNING BODY STATEMENT OF INTENT 
 
 
Effective health and safety management is integral to delivering our ambition for 
excellence in education and our performance as a school.  We are committed to high 
standards of health, safety and wellbeing and will take all reasonable steps to meet our 
responsibilities under the Health and Safety at Work Act, the Management of Health and 
Safety at Work Regulations, other relevant health and safety legislation and the 
Regulatory Reform (Fire Safety) Order.  Our overall objective is to provide and maintain 
a safe and healthy environment for our staff and pupils and others with whom we work. 
 
 
We will achieve this by: 

 Taking reasonable steps to make sure that the school is following the employer's 

policy and procedures e.g. through regular discussion at governance meetings; 

 Promoting a sensible and proportionate approach to health and safety, making use 

of competent health and safety advice when required; 

 Working in close partnership with the Headteacher and senior management team to 

support sensible health and safety management and to challenge as appropriate; 

 Developing and maintaining a positive health and safety culture with an emphasis on 

continually improving our performance taking into account human and cultural 

factors; 

 Ensuring staff receive adequate information, instruction and training to enable them 

to carry out their responsibilities competently; 

 Ensuring that health and safety management is an integral part of decision making 

and organisational processes; 

 Providing a safe and healthy working environment for our staff, pupils and others 

working in the school; 



 

 

 Ensuring safe working methods are in place and providing safe equipment. 

 Communicating and consulting with our staff and their trade union representatives; 

 Complying with statutory requirements and where possible best practice; 

 Investigating and learning the lessons from accidents, incidents, near misses and 

work related ill health incidents; 

 Monitoring and reviewing systems and preventative measures to make sure they are 

suitable, sufficient and effective 

 Ensuring adequate resources are available to fulfil our health and safety 

responsibilities and objectives; 

 Working with and monitoring our contractors to ensure consistent and comparable 

health and safety standards.  

 
We recognise that overall responsibility for health and safety lies with all levels of 

management having direct responsibility for activities and staff under their control. 

However, all staff have a legal and moral responsibility to take reasonable care for the 

health and safety of themselves and for others who may be affected by their acts or 

omissions. 
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PART 2. RESPONSBILITIES AND ORGANISATION 
 
 

1. INTRODUCTION 

To comply with the Governing Body’s Statement of Intent the following responsibilities 

have been assigned: 

 

2. THE GOVERNING BODY  

The Governing Body recognises its responsibilities for ensuring that suitable 

organisational arrangements are in place for the management and control of health and 

safety within the school and will endeavour to ensure that the local authority’s policy is 

implemented with regard to its responsibility.  In particular, we will ensure that: 

 

 A written policy statement is created and communicated which promotes a positive 

attitude towards health and safety in staff and pupils; 

 Responsibilities for health, safety and welfare are allocated to specific people and 

those people are informed of these responsibilities; 

 A lead governor for health and safety is nominated; 

 People have sufficient experience, knowledge and training to perform the tasks 

required of them; 

 Clear procedures are created which assess the risk from hazards and produce safe 

systems of work; 

 Health and safety performance is monitored and targets for improvement are set 

 Ensuring that the site and premises is maintained in a safe condition and that 

sufficient funding is allocated; 

 Seeking specialist advice on health and safety which the establishment may not feel 

competent to deal with; 

 The school’s health and safety policy is reviewed regularly (at least once annually ) 

and implementing new arrangements where necessary; 

 Our management of health and safety considers the needs of anyone with a 

protected characteristic under the Equalities Act 

 

3. THE HEADTEACHER 
Leadership of health and safety is about managing risk sensibly – not trying to eliminate 

it altogether. The Headteacher will provide visible leadership to the whole school so that 

staff feel motivated, supported and empowered to focus on the things that really matter.   

The Headteacher is responsible for all staff and activities under their control and will 

ensure that the requirements of relevant safety policies and procedures are 



 

 

implemented and complied with. In particular, they will: 

 Ensure that the school is following Buckinghamshire County Council’s Health and 

Safety Policy and has effective arrangements for managing the real health and 

safety risks at the school. 

 Be fully committed to the Governing Body’s Statement of Intent, ensuring that a 

positive health and safety culture is demonstrated and promoted through their 

leadership. 

 Act as the “Responsible Person” under the Fire Safety Order within the School. 

 Maintain effective communications with employers, governors, and the school 

workforce, and give clear information to pupils and visitors, including contractors, 

regarding the significant risks on site; 

 Nominate themselves or a senior manager as the Health and Safety Co-

ordinator; 

 Undertake all relevant training appropriate to their role and ensure staff are 

given adequate information, instruction, training and supervision to carry out 

their duties, paying particular attention to new/inexperienced employees and 

trainees; 

 Attend Swimming Pool Awareness for Headteachers training if the school has its 

own swimming pool; 

 Make sure that staff understand their responsibilities and know how to access 

support and advice to help them manage risks responsibly. 

 Ensure that appropriate risk assessments are undertaken by competent persons 

and that suitable control measures are taken on a risk basis to manage the 

health and safety risks to staff and any other people who may be affected by the 

school’s activities;   

 Ensure that risk assessments are undertaken in relation to directly managed 

staff, for example, job based risk assessments, stress risk assessments, return to 

work risk assessments, personal emergency evacuation plans; 

 Ensure safe systems of work and procedures are developed and are 

implemented; 

 Ensure prompt action is taken to resolve any situations that may adversely affect 

the health and safety of staff or other people; 

 Ensure that they seek timely assistance and advice where expert help is required 

from Health and Safety Consultancy team; 

 Ensure that all plant and work equipment provided is: selected through a risk 

assessment process, suitable, properly maintained and subject to all necessary 

tests and examinations; 

 Ensure that accidents and incidents (including near misses and violence and 

aggression) are reported to County and the HSE (where appropriate) and 



 

 

investigated and the findings acted upon without delay; 

 Ensure there are meaningful, effective arrangements in place for consulting 

employees and their trade union representatives on health and safety matters 

that affect them; 

 Ensure information that may assist safety representatives in their role is provided 

to them; 

 Complete the school’s Annual Health and Safety Compliance Report to the 

Managing Director, Childrens Social Care and Learning; 

 Participate and make recommendations to the Governing Body in relation to 

external independent audits carried out by the County Council or other bodies 

 Report to the Governing Body any health and safety issues which cannot be 

resolved; 

 Ensure the requirements of the Occupier’s Liability  Acts 1957/1984 are complied 

with to reduce risk to lawful and unlawful visitors; 

 Monitor and review health and safety performance through: 

o termly health and safety inspections of work areas/practices; 

o setting health and safety targets and objectives through appraisals and 

other supervisory reviews; 

o reviewing incidents and accidents; 

o monitoring commissioned and contracted work for compliance; 

o ensuring that the management of health and safety considers the needs 

of anyone with a protected characteristic under the Equalities Act; 

o ensuring audit action plans are implemented; 

o reporting to the Governing Body at least annually on the school’s health 

and safety performance 

 

4. LEAD GOVERNOR FOR HEALTH AND SAFETY 

The Lead Governor has the following responsibilities: 

 

 To be fully and visibly committed to the Governing Body’s Statement of Intent for 

health and safety; 

 To scrutinise and review health and safety performance; 

 To provide support and challenge to the Headteacher and the Governing Body in 

fulfilling their health and safety responsibilities; 

 To ensure in particular that risk assessments of the premises and working practices 

are carried out and documented; 

 To arrange a termly inspection of the school by either themselves or another 

Governor and to provide a report to the Governing Body. 

 

5. RESPONSIBILITIES OF THE SENIOR LEADERSHIP TEAM (SLT) 



 

 

The SLT will support the Headteacher with the overall management of health and safety 

in the school. This will include: 

 

 Providing leadership by ensuring health and safety is considered as part of every 

decision;  

 Considering the health and safety impact of any new initiatives; 

 Informing the Headteacher of any health and safety issues that affect the school; 

 Agreeing strategic health and safety initiatives; 

 Monitoring the overall implementation of the schools health and safety policy in 

their areas of control and agreeing the annual health and safety report. 

 

6. HEALTH AND SAFETY COORDINATOR (HEADTEACHER OR A SENIOR 

MEMBER OF STAFF (SLT)) 

In the Grange School Business Manager, Mr H Beveridge takes the lead for health and 

safety on site and provides the focal point for the school's health and safety 

management arrangements. Working in conjunction with the Headteacher and the 

Premises Manager this school wide role  includes: 

 management and monitoring of purchasing and contracting procedures to ensure 

risks are effectively managed; 

 advising contractors of site specific risks and overseeing their activities on site; 

 ensuring staff and visitors are aware of the on site procedures and the 

precautions to follow; 

 accident and incident reporting; 

 implementation, monitoring and review of training procedures; 

 preparation of reports and returns for the school leadership team 

The Health and Safety Coordinator has the following responsibilities to: 

 

 Attend appropriate health and safety training courses including IOSH Managing 

Safely and Fire Risk Assessor Training to enable them to discharge their duties 

effectively; 

 Ensure that a fire risk assessment is completed for the school and that it is 

implemented and reviewed at least annually; 

 Promote health and safety matters throughout the school and assisting the 

Headteacher in the implementation of the County Council’s and School’s Health 

and Safety Procedures; 

 Ensure the Fire Log, Asbestos Log and Legionella Log are kept up to date; 

 Ensure that the Health and Safety Notice Board is kept up to date; 

 Ensure the correct accident, incident and near miss reporting procedures are 



 

 

followed and that, where appropriate, accidents are investigated; 

 Arrange termly health and safety inspections and ensuring follow up action is 

completed  and records kept available for audits; 

 Ensure appropriate procedures for school visits is followed; 

 Participate in any Health and Safety Audits arranged by the County Council; 

 Provide health and safety induction training for all staff; 

 Provide basic fire awareness training for all staff at least every six months.  Refer 

to training notes section 3.3 Health and Safety Policies and Procedures. 

 Keep an up to date record of staff health and safety training; 

 Ensure that all statutory inspections are completed and records kept;  

 Make provision for the inspection and maintenance of work equipment; 

 Ensure that emergency drills and procedures are carried out regularly and 

monitored for effectiveness and that records are kept; 

 Monitor contractors on site and ensuring they consult the Asbestos Log before 

starting work. 

 Coordinate and manage the annual risk assessment process for the school; 

 Coordinate performance monitoring processes; 

 Manage records of all health and safety activities including management of 

building fabric and building services in liaison with County and other contractors; 

 Advise the Headteacher of situations or activities which are potentially hazardous 

to the health and safety of staff, pupils and visitors; 

 To ensure that staff are adequately instructed in safety and welfare matters 

about their specific workplace and the school generally. 

 

7. TEACHING AND SUPPORT STAFF HOLDING POSITIONS OF SPECIAL 

RESPONSIBILITY  

This includes Deputy/Assistant Headteachers, Heads of Faculty, Heads of Department, 

Business Managers, Caretakers/Site Managers [Delete as appropriate]  

 

They have the following responsibilities to: 

 

 Apply the school’s Health and Safety Policy and the relevant health and safety 

Codes of Practice to their own department or area of work and be directly 

responsible to the Headteacher for the application of the health and safety 

procedures and arrangements; 

 Carry out regular health and safety risk assessments of the activities for which 

they are responsible; 

 Checking compliance with job risk assessments and reviewing health and safety 

performance in staff appraisals/performance management reviews; 

 Ensure that all staff they manage are familiar with the relevant health and safety 



 

 

Codes of Practice, for their area of work; 

 Resolve health, safety and welfare issues that staff refer to them, or refer to the 

Headteacher any matters  for which they cannot achieve a satisfactory solution 

within the resources available; 

 Carry out regular inspections of their areas of responsibility to ensure that 

equipment, and activities are safe and record these inspections where required; 

 Ensure, so far as is reasonably practicable, the provision of sufficient information, 

instruction, training and supervision to enable other staff and pupils to avoid 

hazards and contribute positively to their own health and safety; 

 Investigate any accidents that occur within their area of responsibility. 

 

8. HEADS OF SUBJECT DEPARTMENTS HAVE THE FOLLOWING SPECIFIC 

HEALTH AND SAFETY RESPONSIBILITIES: 

Heads of Departments and/or Curriculum Leaders have expertise in their topic areas and 

are often in the best position to advise or lead on the arrangements for assessing and 

managing risk in their department. 

 The day to day management of health and safety within their department in 

accordance with the health and safety policy; 

 Drawing up and reviewing departmental policies, procedures and risk 

assessments regularly ( at least annually ); 

 Carrying out regular health and safety monitoring inspections of the department 

and making  reports to the Headteacher where appropriate; 

 Ensuring follow up and remedial action is taken following health and safety 

inspections; 

 Arranging for the appropriate subject specific health and safety training to be 

provided to all staff within the department; 

 Passing on health and safety information received to the appropriate people; 

 Acting on health and safety reports from above and below in the school 

hierarchy. 

 Report all accidents, defects and dangerous occurrences to the Headteacher 

and/or Health and Safety Coordinator. 

 

9. CLASS TEACHERS 

Class teachers are expected to: 

 

 Exercise effective supervision of their pupils, to know the procedures for fire, first 

aid and other emergencies; 

 Follow the particular health and safety measures to be adopted in their own 

teaching areas as laid down in the relevant Codes of Practice; 



 

 

 Give clear oral and written instructions and warnings to pupils when necessary; 

 Follow safe working procedures; 

 Require the use of protective clothing and guards where necessary; 

 Make recommendations to their Headteacher or manager regarding equipment 

and improvements to plant, tools, equipment or machinery; 

 Integrate all relevant aspects of safety into the teaching process; 

 Report all accidents, defects and dangerous occurrences to their manager. 

 

10. SAFETY REPRESENTATIVES 

 

Safety representatives do not have responsibilities under this policy; however they do 

have functions as laid down in the Safety Representatives and Safety Committees 

Regulations.  

 

The Governing Body believes that consulting employees on health and safety matters is 

important in creating and maintaining a safe and healthy working environment.  

 

11. STAFF 

All of the school workforce play an important part in sensible health and safety 

management in schools.  Staff involvement makes a vital contribution towards achieving 

safer and healthier workplaces, and helps develop sensible rather than over cautious 

approaches. 

 

When developing learning opportunities, staff should focus on controlling the real risks, 

not eliminating all risks.  Health and safety is about doing things safely, not finding 

reasons not to do them. 

In particular staff must: 

 comply with the school’s health and safety policy and procedures at all times; 

 take reasonable care for the health and safety of themselves and others when 

undertaking their work, for example;  

o check classrooms/work areas are safe;  

o check equipment is safe before use; 

o ensure safe working procedures are followed; 

 co-operate with managers in complying with relevant health and safety safe 

systems of work and procedures;  

 use all work equipment and substances in accordance with instruction, training and 

information received; 



 

 

 wear, use, store, maintain and replace personal protective equipment as 

appropriate; 

 not intentionally or recklessly interfere with or misuse anything provided in the 

interests of health, safety and welfare; 

 take part in and contribute to health and safety inspections, risk assessments etc. 

as appropriate; 

 report  

o accidents, incidents of violence and aggression and near misses; 

o ill health caused by work activities; 

o defective equipment or premises, hazardous situations and other health and 

safety concerns; 

o report immediately to their Headteacher/Line Manager any serious or 

immediate danger. 

 

 

12. STUDENTS 

 

Students, allowing for their age and aptitude, are expected to: 

 

 take personal responsibility for the health and safety of themselves and others 

 observe standards of dress consistent with safety and/or hygiene 

 observe all the health and safety rules of the school and in particular the 

instructions of staff given in an emergency 

 use and not wilfully misuse, neglect or interfere with things provided for their 

health and safety 

 



 

 

PART 3. PROCEDURES AND ARRANGEMENTS   
 
 
The following procedures and arrangements have been adopted to ensure compliance 

with the Governing Body’s Statement of Intent. 

 

1. HEALTH AND SAFETY 

 

The lead governors with responsibility for scrutiny of health and safety performance are 

Mr P Harper and Mr N Hood 

 

The Health and Safety Co-ordinator is the Business Manager, Mr H Beveridge 
 
Health and Safety is part of the Resources Committee. The constitution, membership 
and the minutes of the Resources Committee are kept on the Governor Hub online and 
copies are available from the Premises Manager’s  office 
 
Health and Safety Representatives. The members of the establishment staff who are 
health and safety representatives for the professional associations are: 
 

Professional Association Name 

NEU Mrs J Jacques 

NASUWT Miss N Friend 

 
 

 

2. ASBESTOS MANAGEMENT  

 

The asbestos register and asbestos management plan is held in the Premises Manager’s 

Office 

 

The Premises Manager, Mr M Siggers is responsible for  

 

 making arrangements for dealing with asbestos in compliance with the County 

Council’s policy; 

 ensuring that contractors who may be working in areas where asbestos has been 

identified consult and sign the register; 

 ensuring that any changes to the register are notified to Building Services, 

Property Consultancy; 

 informing Property Consultancy immediately on 01296 383238 if any asbestos 

containing materials are damaged releasing asbestos fibres or may have been 

released. 

 



 

 

For further guidance refer to section 4.2 health and safety policies and procedures  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

3. AUDIT, REVIEW, PERFORMANCE MEASUREMENT AND ACTION PLAN 

 

The Business Manager, Mr H Beveridge is responsible for completing the on-line Annual 

Health and Safety Compliance report preferably with the Health and Safety Governor 

and for implementing the action plan. 

 

The Headteacher, Mr V Murray is responsible for reviewing the School’s Health and 

Safety Policy and ensuring all staff signed a list to acknowledge that they have read and 

understood the policy. 

 

The Headteacher, Mr V Murray is responsible for ensuring the implementation of 

recommendations of any health and safety audit reports carried out by the County 

Council  

 

 

4. CATERING  

 

The Catering Manager, Ms. L Bull is responsible for registering the food premises with 

the local Environmental Health Officer, District Council; 

 

The Catering Manager, Ms. L Bull is responsible for  

 monitoring the preparation of food and the nutritional standards of meals; 

 the maintenance of satisfactory hygiene standards; 

 ensuring that temperature of the refrigerator and freezer are monitored and 

logged; 

 ensuring an adequate schedule of deep cleaning is undertaken. 

 

 

5. CONSULTATION WITH EMPLOYEES 

 

Any employee appointed as a safety representative by their Association or trade union 

will be offered suitable facilities to undertake their work.   

 

Union-appointed safety representatives are  

 

Professional Association Employee Name Job Title 

NEU Mrs J Jacques Teacher 

NASUWT Miss N Friend Teacher 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 

Consultation with employees not represented by a union is provided through Mr H 

Beveridge, Business Manager 

 

For further guidance refer to section 1.2 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

 
6. CONTRACTORS - SELECTION AND MANAGEMENT  

 
 

The School will normally use contractors on the County Council’s approved list.   
 
The Premises Manager, Mr M Siggers is responsible for selecting contractors and vetting 

contractors health and safety, policies, procedures, risk assessments, method statements 
and past health and safety performance, when one cannot be found on the County Council's 
approved lists. 
 

The Premises Manager, Mr M Siggers has responsibility for liaison with contractors, and 
for matters set out in the Code of Practice on the Control of Contractors and the LMS 
Handbook 
 

 
 
7. EDUCATIONAL VISITS 

 

The Educational Visits Co-ordinator, Miss L Bradley is responsible for ensuring that 

educational visits, including residential visits and any school-led adventure activities, will 

be risk assessed and organised following guidance produced by the County’s Education 

Visits Co-ordinator.  

 
 
8. ENFORCING AUTHORITY VISITS   

The Headteacher, Mr V Murray is responsible for implementing any recommendations 

following a visit by the Enforcing Authorities and reporting matters requiring 

authorisation/action to the Governing Body or LA. 

 
 

9. FIRE AND OTHER EMERGENCY ARRANGEMENTS 

 

The Headteacher, Mr V Murray is responsible for 

 ensuring fire risk assessment is undertaken and regularly reviewed; 

 developing local fire safety procedures to ensure 

o personal emergency evacuation plans (PEEPS) are carried out for people 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

with disabilities, i.e. staff, pupils, visitors; 

o fire evacuation drills are carried out at least termly; 

o a roll call is taken at the Assembly Point; 

o that no-one attempts to re-enter the building until the all clear is given by 

the emergency services; 

o regular reminders to staff on fire safety. 

 

The Premises Manager, Mr M Siggers is responsible for  

 maintaining the Fire Log; 

 checking weekly that evacuation routes remain clear and that final exit doors are 

openable; 

 recording the results of the termly fire evacuation drills 

 checking  firefighting equipment weekly remains in a useable condition, e.g. fire 

extinguishers, fire blankets; 

 ensuring firefighting and fire detection equipment is serviced and maintained 
annually; 

 testing the alarms every week from different call points and recording the tests 

in the Fire Log; 

 testing the emergency lighting at appropriate intervals and recording the results 

 

 
Emergency procedures covering a range of hazardous situations which may arise in the 
establishment can be found in the following locations:  
 

Type of emergency procedure 
 

Location(s) 

Fire Evacuation Procedure  Staff Handbook & Intranet/Staff/Emergency Procedures 

Bomb Alert Staff Handbook & Intranet/Staff/Emergency Procedures 

Gas Leak Staff Handbook & Intranet/Staff/Emergency Procedures 

Electrical Fault Staff Handbook & Intranet/Staff/Emergency Procedures 

Water  Staff Handbook & Intranet/Staff/Emergency Procedures 

Storm or Flood Damage Staff Handbook & Intranet/Staff/Emergency Procedures 

Persons Threatening Violence on Site Staff Handbook & Intranet/Staff/Emergency Procedures 

Dangerous Animal(s) on Site Staff Handbook & Intranet/Staff/Emergency Procedures 

 
 
The person who discovers the emergency will raise the alarm immediately by the most 

appropriate means and ensure that the Headteacher, Deputy Headteacher or in their 

absence, a member of the Senior Leadership Team is informed immediately and that 

where appropriate the emergency services are summoned.  A member of the Senior 

Leadership Team will liaise with the emergency services when they arrive and take 

advice from them. The person summoning the emergency service must inform reception 



 

 

that they have done so immediately. 

 

Fire Emergency Actions and Responsibilities Person: Deputy: 

The person (and deputy) responsible for person for 
ensuring and supervising (where appropriate)  

Headteacher 
Mr V Murray 

Deputy 
Headteacher 
Mrs B Brown 

The controlled evacuation of people from the building or 
on the site to a place of safety 

Headteacher 
Mr V Murray 

Deputy 
Headteacher 
Mrs B Brown 

Summoning of the emergency services 
(If not done by the person discovering the emergency, on the 
instruction of the person discovering the emergency or the 
senior member of staff.) 

By the duty 
receptionist  
Mrs C Way or 
cover 
Mrs S Sullivan 

Administra-
tion Office 
staff 

That a roll call is taken at the assembly point Headteacher 
Mr V Murray 
 

Deputy 
Headteacher 
Mrs B Brown 
 

That no-one attempts to re-enter the building until the 
all clear is given by the emergency services  or the 
Headteacher, Deputy Headteacher or another  
designated Fire Warden wearing a hi-vis jacket  
 

Headteacher 
Mr V Murray 
 

Deputy 
Headteacher 
Mrs B Brown 

The Senior Advisor Officer will be advised of emergency 
telephone numbers for use if an emergency occurs out of 
office hours by: 

Headteacher 
Mr V Murray 
 

Deputy 
Headteacher 
Mrs B Brown 

The designated Fire Wardens are the following people 
who must pick up their Hi-Vis jackets before 
exiting to be clearly visible: 

Mr V Murray 
Mrs B Brown 
Mr D Sabin 
Mrs S Wilson 
Mr N Golding 
Mr M Siggers 
Mr A Finney 
Mr C Stapley 
Mr H Beveridge 
Mrs T Benning 
Mrs C Bright 

 

 
 

Details of the locations of all 
hazardous and flammable 
substances on site in case of 
emergency are kept:  
( eg. in the school office ) 

First Copy - Premises Manager’s office 
(in the case of an emergency alarm, to be taken to the 
muster point) 

Second Copy – Business Manager’s Office 
(in the case of an emergency alarm, to be taken to the 
muster point) 

 



 

 

 
Note: The priorities are as follows: 
 
 to ensure the safety of all persons, their removal from danger, their care 

and the application of first aid and medical treatment where appropriate; 
 to call the emergency services when appropriate; 
 to safeguard the premises and equipment if this is possible, without 

putting persons at risk. 
 
The detailed fire and other emergency procedures are detailed in Appendix 1 
with maps of the evacuation routes in Appendix 2. They are also given in the 
Health & Safety staff handbook which is  issued to all staff and available on 
the intranet. 
 
 
10. FIRST AID 

 

The qualified first aiders  are  listed in Appendix 3 
 
The names (and extension numbers if appropriate) of current first aiders and appointed 
persons emergency aiders are displayed at the following points in the school. 
 

Display Point 

The current list is issued to all staff who are then asked to display the list in their room.   
copy should also be in each first aid box 

 

The person responsible for ensuring first aid qualifications 
are maintained is: 

Mrs S Wilson 

 

The person responsible for ensuring that first aid cover is 
provided for staff working out of normal school hours is: 

Mrs S Wilson 

 
First aid boxes and first aid record books are kept at the following points in the school. 
 

Location of First Aid Box(es) First Aid Record Book(s) 

Reception In box 

Finance In box 

PE In traveling First Aid boxes 

Science Prep Room Ground Floor In box 

Technology T2 In box 

Technology T4 In box 

Technology T8 In box  

Technology Office In box 

Food Tech Office In box 

Art Office In box 

Languages Cupboard In box 



 

 

Location of First Aid Box(es) First Aid Record Book(s) 

SL1 In box 

Nurture Room Office In box 

Staff Room In box 

Caretakers Office In box 

 
 
 
Travelling first aid boxes are kept at the following points in the school.  
 

Location of Travelling First Aid Box Location of Travelling First 
Aid Box 

First Aid Room (2 ) PE Office (for specific use on 
the sports field) 

 
A map showing the  location of the First Aid Boxes is in Appendix 4 
 

A termly check on the location and contents of all first aid 
boxes will be made by. Use of first aid materials and any 
deficiencies should be reported to Mrs E Pomery who is 
responsible for their replenishment. 

Mrs E Pomery 

 
 

The address and telephone number of the nearest medical 
centre/NHS GP is: 
 
 

Bedgrove Surgery 
Jansel Square 
Bedgrove 
Aylesbury 
Bucks. 

01296 337760 

 

The address and telephone number of the nearest hospital 
with accident and emergency facilities is: 
 

Stoke Mandeville Hospital  
Mandeville Road  
Aylesbury 
Bucks. 

01296 315000 

 
 
 
 
11. HEALTH AND WELL-BEING 

 

The Headteacher, Mr V Murray  is responsible for monitoring absence owing to stress 

related illness and promoting wellbeing. The Bursar, Mrs E Barnett is responsible for 

supplying employee absence statistics. 

 



 

 

The Premises Manager, Mr M Siggers is responsible for ensuring risk assessments are 

prepared and implemented for lone working activities 

 

 

 

For further guidance refer to section 8.4 health and safety policies and procedures 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

 
 
12. INCIDENT REPORTING AND INVESTIGATION 

Any employee who witnesses an accident, dangerous occurrence, verbal abuse or actual 
or threatened violence or near miss, or to whom one is reported, will make an entry in 
the accident report book as soon as possible after the event:  
 
The accident book is kept by the following person at the location specified: 
 

Location of Accident Book Person in Charge of Accident Book 

For use during the ‘students’ school day’ 
in the First Aid Room. 

First Aid Officer, Mrs E Pomery 
 

For use after the ‘students’ school day’  
in the First Aid Room. 

The caretaker on duty must inform Mrs 
E Pomery of any accident reports 
made after the ‘students’ school day’. 

 
 
Accidents are reported by the First Aid Officer using the AssessNET online system. This 
automatically sends the report onto the Headteacher and  the Health and Safety Team 
at County Hall.  The First Aid Officer, Mrs E Pomery and the Headteacher, Mr V Murray 
have access to this system for reporting and trend analysis. 
 

The First Aid Officer, Mrs E Pomery is responsible for monitoring accidents and incidents 
to identify trends and patterns. 
 

The Premises Manager, Mr M Siggers will investigate all incidents and act on findings to 

prevent a reoccurrence or similar accident/incident.  Where accidents are found to be 

caused by faulty plant, equipment, premises or unsafe systems of work action must be 

taken to remove or isolate the hazard and warn people until the necessary modifications 

or repairs can be made.  

 
13. INSPECTIONS  

 

Routine inspections of the premises to ensure safe working practices are being followed 

will be carried out by the Premises Manager, Mr M Siggers 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 

Inspections of individual departments and specific work areas will be carried out by 

Heads of Department or nominated staff. 

 

Formal health and safety inspections will be carried out termly with the Health and 

Safety Governors. 

 

For further guidance and information refer to section 2.5 and 2.5a health and safety 

policies and procedures  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

14. INFORMATION, INSTRUCTION AND TRAINING 

 

14.1 INFORMATION AND ADVICE 

 

 A Health and Safety Law Poster is displayed in the staff room. 

 

Health and safety advice is available from the Health and Safety Team via the HR 

Service Desk.   

Telephone: 01296 382233   E-mail: hrservicedesk@buckscc.gov.uk   

 
 
14.2 HEALTH AND SAFETY TRAINING: 

 

14.2.1 Induction 

 

Health and safety induction training will be provided for all new employees and for work 

experience placement students by the Business Manager, Mr H Beveridge which covers 

the following guidance and documentation that is available from 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

BCC Health and Safety Policy School Health and Safety Policy 

Codes of Safe Practice and Guidance Education Visits Policy Document 

Premises Asbestos Log Premises Legionella Log     

Job Based Risk Assessment and other 

appropriate assessments  

Fire and other Emergency 

Arrangements 

Accident Reporting Arrangements First Aid Arrangements 

Safe Use of Work Equipment Procedures for Hazardous Substances 

Good Housekeeping, Waste Disposal 

and Cleaning Arrangements 

Hazard Reporting and Maintenance 

Procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
http://www.hse.gov.uk/pubns/books/lawposter.htm
mailto:hrservicedesk@buckscc.gov.uk
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

Special Hazards/Responsibilities 

Associated with their Work Activity 

Special Needs of Young Employees 

(e.g. Work Experience Placements) 

Safe Practice in School Swimming  

 
 

  
14.2.2 Training Records and Training Needs Identification 

 

The Business Manager, Mr H Beveridge is responsible for identifying general training and 

refresher training needs and keeping health and safety training records.  Staff and 

governors named below have received or will receive health and safety training in the 

following areas (amend as appropriate): 

 

Asbestos Awareness IOSH Working Safely Personal Safety of 

Employees 

COSHH Awareness Legionella Pool Carers 

Course/Refresher 

Emergency First Aid at 

Work 

Load Risk Assessor for 

Moving and Handling  

Pool Safety Awareness 

for Headteachers 

Fire Risk Assessor Manual Handling 

(Loads) 

Safe Playground 

Inspection 

First Aid at Work Minibus Training 

(County) 

Supporting Pupils with 

Medical Conditions 

(formerly Managing 

Medicines) 

Food Safety in Catering Paediatric Moving and 

Handling with/without 

hoists 

Team Teach training 

Governor’s Role in 

Health and Safety  

Paediatric First Aid (for 

schools with children 

below 5) 

Visual Tree training 

IOSH Managing 

Safely/Refresher 

PAT testing Working at Height 

 
 
 

Below is a list of recommended training courses covering specific areas. 

Heads of Department (HOD) are responsible for identifying needs and 

keeping training records and certification relevant to their own curriculum 

areas.  

 

The Business Manager will keep an overall log of which individuals and departments 



 

 

have completed once this information is provided by the HOD. 

 

14.2.3 Strategic Health and Safety Management and Premises Management 

Training 

 

Specific course for Governors (Responsibility of Mr N Hood and Mr P Harper) 

 

 The Governor Role for Health and Safety (provided by Governor Services, BLT):  

 

Courses for Senior Leadership Teams (Responsibility of Mr H Beveridge) 

 

 Asbestos Awareness (Health and Safety Coordinators):  

 Fire Risk Assessor training (for Health and Safety Coordinators) :  

 IOSH Managing Safely/Managing Safely Refresher 5 day/1 day course (for Health 

and Safety Coordinators):  

 Legionella Training (Health and Safety Coordinators):  

 Managing the Personal Safety of Staff :  

 Pool Safety Awareness for Headteachers with control of Swimming Pools :  

 

 

14.2.4 Curriculum/Subject Specific Health and Safety Training 

 

Primary and Secondary Art – Ceramic (Responsibility of Mrs L Harkin) 

 

 Training for the use of the kiln and control measures to reduce the risks from 

using clay; 

 

Secondary Science (Responsibility of Mrs B Munien) 

 

 CLEAPSS Health and Safety Management for Heads of Science: :  

 CLEAPSS Radiation Protection Supervisor :  

 CLEAPSS Health and Safety for Science Technicians :  

 Other CLEAPSS courses as appropriate 

 IOSH Working Safely course – a 1 day basic health and safety course (for 

Technicians) :  

 

Secondary Design & Technology (Responsibility of Mr S Reynolds) 

 

 CIEH Level 2 Award in Food Safety for Food Technology teachers and 

technicians:  



 

 

 CLEAPSS  Health and Safety Management for Heads of D&T:  

 CLEAPSS The Safe and Effective D&T Technician:  

 Design and Technology Association training (DATA) (refresher training every 5 

years) foor teachers and technicians:   

 IOSH Working Safely course – a 1 day basic health and safety course (for 

Technicians) :  

 

Primary and Secondary PE and School Sport (Responsibility of Mr S Walsh) 

 

 ASA National Curriculum Training Programme (NCTP) for School Swimming 

(available through BLT):  

 

Primary Food Technology and Occasional Catering Events (Responsibility of Mr S 

Reynolds) 

 

 CIEH Level 2 Award in Food Safety:  

 

14.2.5 Occupational Risks 

 

 Buckinghamshire County Council Minibus driver training:  

 Emergency First Aid at Work:  

 Evacuation Chair training:  

 Fire Warden Training (available through Fire Training Bucks and MK or Salvus 

Consulting):  

 First Aid at Work:  

 First Aid for Schools: :  

 Load Risk Assessor for Moving and Handling of Pupils with Disabilities:  

 Paediatric First Aid (for schools with children up to age 5):  

 Paediatric Moving and Handling training with/without hoists:  

 Personal Safety:  

 Supporting Pupils with Medical Conditions (includes Managing Medicines):  

 Team Teach training:  

 

14.2.6 Caretaking/Site Management 

 

 Asbestos Awareness :  

 Buckinghamshire County Council Minibus driver training:  

 COSHH Health and Safety Workshop:  

 Institute of Sport and Recreation Management (ISRM) Pool Plant 

Carers/Operators Certificate:  

 IOSH Working Safely course – a 1 day basic health and safety course :  



 

 

 Legionella:  

 Manual Handling :  

 Personal Safety:  

 Safe Playground Inspection :  

 Visual Tree Assessment :  

 Working at Height:  

 
 
15. LEGIONELLA 

 

The Premises Manager, Mr M Siggers is the Premises Responsible Person for the 

management of Legionella 

 

The Premises Manager, Mr M Siggers and the Caretaker, Mr A Finney are the Nominated 

Legionella Controllers who have been trained to be responsible for checking water 

temperatures and flushing appropriate outlets as part of the Legionella programme  

 

For further guidance refer to section 4.4 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

16. LETTINGS  

 

The Lettings Officer, Mrs R Davis is responsible for co-ordinating lettings of the premises 

and for giving health and safety including emergency information to hirers.   

 

The Premises Manager, Mr M Siggers is responsible for informing other users of the 
building of the presence of any hazards which have not been rectified. 
 
The Premises Manager, Mr M Siggers and the Caretakers (Mr A Finney and Mr C Stapley) are 
responsible for checking that the premises are left in reasonable order by other users before 
locking up. 
 
 

 

17. NOISE 

 

Any employee concerned about the noise levels at work should report the matter to the 

Premises Manager, Mr M Siggers who will arrange for remedial action or for an 

assessment to be made by the Health and Safety Team or a specialist contractor. 

 

For further guidance refer to section 9.3 health and safety policies and procedures 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 
 
 
18. OUTDOOR SPORTS EQUIPMENT 

 

The PE subject leader, Mr S Walsh is responsible for ensuring outdoor sports equipment 

and safety surfaces (i.e. tennis courts, basket ball rings, goal posts) are  

 inspected and maintained annually by a competent contractor; 

 repaired or taken out of use, as required. 

 

The PE subject leader and all PE staff are responsible for inspecting the equipment and 

safety surfacing weekly. 

 

The PE subject leader and all PE staff are responsible for ensuring outdoor play 

equipment is adequately supervised when in use.  

 

For further guidance refer to section 10.7 health and safety policies 

 
 
 
19. PERSONAL PROTECTIVE EQUIPMENT (PPE) 

 

Suitable Personal Protective Equipment (PPE) goggles, gloves, hearing protection etc will 

be provided free of charge, where identified as necessary by a risk assessment.   

 

All employees are responsible for informing their manager as soon as they become 
aware of a need to repair or replace PPE, which they use. 
 
 

The persons responsible for inspecting PPE termly and replacing 
 personal protective equipment when it is worn out are as follows 

Heads of Dep’t (HOD) 

Science Mrs B Munien 

Design and Technology Mr S Reynolds 

Art and Design Mrs L Harkin 

Caretaking and Cleaning Mr M Siggers 

Catering Mrs L  Bull 

Grounds Maintenance Mr M Siggers 

 

The persons responsible for making arrangements for laundering  
soiled PPE (e.g. overalls, aprons etc. ) are 

 
HOD 

 
 
 



 

 

20. PORTABLE ELECTRICAL APPLIANCES 

 

The Premises Manager, Mr M Siggers is responsible for ensuring that portable electrical 

appliance testing is carried out at the frequencies in section 10.3 health and safety 

policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

Staff should not bring electrical equipment onto the school site unless they have 

authorisation and the appliances have been portable appliance tested. 

 
 
21. RISK ASSESSMENT 

 

21.1 GENERAL RISK ASSESSMENT 

 

General risk assessment will be coordinated by the Business Manager, Mr H Beveridge 

by following guidance and documentation in section 2.1 health and safety policies and 

procedures  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/    

 

They will be responsible for ensuring risk assessment relating to jobs, locations, work 

equipment, chemicals and activities are produced by appropriate persons and 

appropriately communicated to staff and ensuring the actions required are implemented. 

 
21.2 FIRE RISK ASSESSMENT 

 

Mr V Murray, Headteacher is the Responsible Person under the Fire Safety Reform 

Order;  

 

The Business Manager, Mr H Beveridge is the Competent Person (must hold a IOSH 

Managing Safely Certificate (or equivalent) and attended Fire Risk Assessor training) 

who is responsible for: 

 

 ensuring a fire risk assessment is carried at regular intervals by a competent Fire 

Risk Assessor contractor; 

 regularly reviewing the fire risk assessment; 

 

For further guidance refer to section 3.3 health and safety policies and procedures  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 
 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

21.3 MANUAL HANDLING RISK ASSESSMENTS (LOADS) 

 

Manual handling risk assessments will be carried out by the Premises Manager, Mr M 

Siggers following guidance and documentation in section 5.2 health and safety policies 

and procedures https://schoolsweb.buckscc.gov.uk/health-and -

safety/health_and_safety_policies/   

He will be responsible for ensuring any actions required are implemented, including 

training needs. 

 

21.4 MOVING AND HANDLING RISK ASSESSMENTS (PEOPLE) 

 

Moving and handling risk assessments will be carried out by the First Aid Officer Mrs E 

Pomery and the SENCO Mrs W Jakeman following guidance and documentation in 

section 5.2 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/   

 

They will be responsible for ensuring: 

 assessments are regularly reviewed by an appropriate person and actions 

required are implemented; 

 appropriate people attend  

o Paediatric Moving and Handling training/refresher training annually: 

o Load Risk Assessor training/refresher training annually 

 

 
 
21.5 COMPUTERS AND WORKSTATION ASSESSMENTS 

 

The Business Manager, Mr H Beveridge is responsible for identifying ‘users’ and ensuring 

workstation assessments are undertaken (using the online system Workstation Safety 

Plus) and any corrective action required implemented. 

 

The following employees are classified as users of display screen equipment; they will 

be entitled to a regular eye test and spectacles if recommended by the optician for DSE 

use. 

 

 

Employee Name Job Title 

Mrs E Barnett Administration 

Mrs J Bell Administration 

Mr H Beveridge Administration 

Mrs L Cooper-Smith Administration 

Mr AJ Bone Administration 

https://schoolsweb.buckscc.gov.uk/health-and%20-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and%20-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

Mr S Hoaen Administration 

Miss O Wedderburn Administration 

Mrs A Simons Administration 

Mrs V Cox Administration 

Mrs R Davis Administration 

Mrs E Dohnal Administration 

Mrs L Eke Administration 

Mrs C Way Administration 

Mrs S Maguire Adminsitration 

Mrs B Patel Administration 

Mrs E Pomery Adminsitration 

Mrs P Rowbotham Administration 

Mrs S Sullivan Administration 

Mrs E Travers Administration 

 

 

 

For further guidance refer to section 6.1 health and safety policies and procedures  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 
 
21.6 VIOLENCE AND AGGRESSION TO STAFF 

 

Assessments of the risks of violence and aggression to staff will be carried out by the 

Headteacher Mr V Murray following guidance and documentation in section 7.1 health 

and safety policies and procedures  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/   

 

21.7 RISK ASSESSMENTS OF CURRICULUM ACTIVITIES  

 

Risk Assessments for curriculum activities will be carried out by relevant Heads of 

Department/Heads of Faculty using guidance from Bucks Grid for Learning, CLEAPSS, 

Association for Science Education (ASE), Association for Physical Education (afPE), BCC 

Health and Safety Policies and other recognised sources of competent advice 

 

Science Mrs B Munien 

Design and Technology Mr S Reynolds 

Art and Design Mrs L Harkin 

PE* Mr S Walsh 

Music Mrs A Kirk 

Drama Mr A Russell 

 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 Please note the Bucks CC Physical Education and Sport Policy in 
Appendix 5 

 
21.8 RISK ASSESSMENTS FOR HAZARDOUS SUBSTANCES 

 

The Premises Manager, Mr M Siggers is responsible for  

 ensuring an inventory is kept of hazardous substances: 

 COSHH data sheets are available and risk assessments are produced and 

regularly reviewed by appropriate persons for Science, Design Technology, 

Caretaking and Cleaning, Catering, Grounds Maintenance; 

 ensuring that the assessments have been communicated to staff and ensuring 

the actions required including provision of training are implemented. 

 

Inventories of hazardous substances used in the school are maintained by the following 

employees at the locations specified:  

 

 Science     Mrs B Munien 

 Design Technology (Materials)  Mr S Reynolds 

 Design Technology (Food and Textiles) Mr S Reynolds 

 Art and Design (Fine Arts)   Mrs L Harkin 

 Art and Design (Ceramics)   Mrs L Harkin 

 Caretaking and Cleaning   Mr M Siggers 

 Catering     Ms L Bull 

 Grounds Maintenance    N/A 

 

The Head of D&T, Mr S Reynolds is responsible for ensuring that local exhaust 

ventilation (LEV) (fume cupboards, dust extraction equipment on woodworking 

machines etc) is examined annually and tested by a competent contractor  

 

For further guidance refer to section 4.1 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

 

 

22. SAFE PLANT AND WORK EQUIPMENT 

 

Plant and equipment will be inspected, maintained and, where necessary, tested by 

appropriate contractors appointed by the Governing Body /County 

 

Any problems or defects regarding plant and equipment should be reported to The 

Premises Manager, Mr M Siggers . 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 

The following equipment has been identified as likely to involve a specific risk to health 

and safety and its use, inspection and repair is therefore restricted to employees who 

have been appropriately trained. 

 
22.1 CARETAKING AND CLEANING EQUIPMENT  

 

The Premises Manager, Mr M Siggers is responsible for ensuring that  

 caretaking and cleaning equipment is regularly inspected and maintained; this 

includes powered cleaning equipment, power and hand tools 

 users/operators are trained and supervised;  

 

The Premises Manager and the Caretakers (Mr M Siggers, Mr A Finney, Mr C Stapley) 

have been authorised and trained to use caretaking and cleaning equipment. 

 

For further guidance refer to section 9.15 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 

22.2 CATERING EQUIPMENT (dough mixers, slicing machines, potato 

peelers etc) 

 

Ms. L Bull, the Catering Manager is responsible for ensuring that  

 catering equipment is regularly inspected and maintained;  

 users/operators are trained and supervised;  

 

All catering staff as authorised by the Catering Manager have been authorised and 

trained to use catering equipment; 

 

For further guidance refer to section 9.9 health and safety policies and procedures 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 
 
 

 
22.3 GAS EQUIPMENT 

 

The Premises Manager, Mr M Siggers is responsible for ensuring that  

 gas equipment is serviced and maintained annually by Tencer 

 

For further guidance refer to section 10.9 health and safety policies and procedures 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 
 
 
22.5 LIFTS 

 

The Premises Manager, Mr M Siggers is responsible for ensuring that  

 passenger lifts including stair lifts are inspected and serviced every six months by Chiltern 

Lifts 

 the Normal  Operating Procedures (NOPs) and Emergency Action Plans (EAPs) for 

passenger lifts are in place 

 

For further guidance refer to section 10.1 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
22.6 MANUAL HANDLING EQUIPMENT (LOADS) 

 

This includes equipment used for the manual handling of loads  

 

The Premises Manager, Mr M Siggers is responsible for ensuring that manual handling 

equipment such as sack barrows, flat-bed, trolleys, pallet trucks  etc are maintained in a 

safe condition and for monitoring the safety of manual handling activities. 

  

For further guidance refer to section 5.1 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 
 
22.7 MOVING AND HANDLING EQUIPMENT (PEOPLE) 

 

The Premises Manager, Mr M Siggers  is responsible for ensuring that: 

 evacuation chairs are serviced regularly; 

 all slings hoists, both ceiling mounted and mobile are inspected and serviced 

every six months by a competent contractor; 

 slings are  laundered regularly and kept in a hygienic condition 

 

For further guidance refer to section 5.2 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 
22.8 WORKING AT HEIGHT - ACCESS EQUIPMENT 

 

The Premises Manager, Mr M Siggers  has overall responsibility for the selection, 

inspection, and maintenance of all access equipment, e.g. leaning ladders, stepladders, 

tower scaffolds, powered access equipment, fall arrest equipment. 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 

The Premises Manager, Mr M Siggers  is responsible for ensuring appropriate training is 

provided, employees are appropriately supervised and that suitable risk assessments are 

carried out.  

 

The Premises Manager, Mr M Siggers  is responsible for inspecting access equipment 

and maintaining the Access Equipment Log (Ladder Log)  

 

Name Job Title Access Equipment 

Mr M Siggers Site Manager Ladders 

Mr A Finney Caretaker Ladders 

Mr C Stapley Caretaker Ladders 

 
  

For further guidance refer to section 10.2 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 
 
22.9 EQUIPMENT AND MACHINERY IN CURRICULUM AREAS  

 

22.9.1 ART AND DESIGN EQUIPMENT (CERAMICS) 

 

The HOD, Mrs L Harkin is responsible for ensuring that  

 kilns are regularly inspected, maintained and serviced annually;  

 local exhaust ventilation systems are serviced and maintained annually; 

 faulty equipment is taken out of use and repaired or removed; 

 users/operators of equipment are trained and supervised;  

 

22.9.2  DESIGN AND TECHNOLOGY EQUIPMENT (Resistant and Compliant 

materials) 

 

The HOD, Mr S Reynolds is responsible for ensuring that  

 design technology equipment is regularly inspected, maintained and serviced 

annually;  

 local exhaust ventilation systems are serviced and maintained annually; 

 faulty equipment is taken out of use and repaired or removed; 

 users/operators of equipment are trained and supervised;  

 

22.9.3  DESIGN AND TECHNOLOGY EQUIPMENT (Food Technology and 

Textiles) 

 

The Food Technician, Mrs M Tunaley is responsible for ensuring that  

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

 the temperature of the fridge and the freezer are monitored  

 an adequate schedule of deep cleaning is carried out in the Food Technology 

area 

 

 

22.9.4  PHYSICAL EDUCATION EQUIPMENT (PE) 

 

The HOD, Mr S Walsh is responsible for ensuring that  

 PE equipment is regularly inspected, maintained and serviced annually by a 

competent contractor;  

 faulty equipment is taken out of use and repaired or removed; 

 cleaning schedule for gym and sports hall floors is implemented; 

 

22.9.5 SCIENCE 

 

The HOD, Mrs B Munien is responsible for ensuring that  

 local exhaust ventilation systems are serviced and maintained annually; 

 all other laboratory apparatus and equipment are serviced and maintained 

annually 

 

 
22.9.6 MUSIC 

 

The HOD, Mrs A Kirk is responsible for ensuring that Pianos, Organs and other Musical 

Instruments are maintained and safe to use 

 
 

 

22.9.7 STAGE LIGHTING 

 

The Premises Manager, Mr M Siggers  is responsible for ensuring that  

stage lighting equipment is regularly inspected, and portable appliance tested at 
appropriate intervals by a competent contractor 
 
 
23. RADIOACTIVE SOURCES  

 

The Science HOD, Mrs B Munien is the school’s Radiation Protection Adviser  

 

Radioactive sources are stored in the following The Science Prep Room 

 

The Science HOD, Mrs B Munien is the school’s Radiation Protection Supervisor, they are 



 

 

responsible for: 

 following the CLEAPSS guidance L93; 

 ensuring the security of the sources; 

 maintaining the condition of the sources;  

 ensuring the Use Log is completed every time the sources are removed from the 

store cabinet; 

 

http://www.cleapss.org.uk/attachments/article/0/L093.pdf?Secondary/Science/Guides/#

search="L93" 

 
24. SEVERE WEATHER 

 

The Premises Manager, Mr M Siggers   is responsible for making arrangements to ensure 

safe access and egress during adverse weather, e.g. snow and ice. 

 

The Premises Manager, Mr M Siggers and the Caretakers, Mr A Finney and Mr C Stapley 

are responsible for clearing and gritting appropriate pedestrian and vehicle routes on the 

site.  

25. SITE SAFETY, HOUSE KEEPING AND WASTE MANAGEMENT  

 

25.1  SITE SAFETY 

 

All employees and governors must report any hazards that could be a cause of serious 
or imminent danger, eg damaged electrical sockets, broken windows, suspected gas 
Leaks, wet or slippery floors immediately, by telephone to the Reception Office (who will 
inform the Premises Manager) or to the Premises Manager, Mr M Siggers or caretaker on 
duty. 
 
25.2  ACCESS TO THE PLANT (BOILER) ROOMS 

 
The personnel with rights of access to the Plant (Boiler) Rooms are the Headteacher,  
the Premises Manager,the Caretakers and any contractors  authorised by these  
personnel or the BCC.  
 
It aids the responsibility of any authorised personnel to ensure they have the means of 
summoning help, by means of a mobile phone, when in the Plant Rooms. 
 
 

 

25.3 LOCATIONS OF MAIN SERVICE ISOLATION POINTS 

 

The locations of the positions of all main service isolation points are as follows: 

 

http://www.cleapss.org.uk/attachments/article/0/L093.pdf?Secondary/Science/Guides/#search="L93
http://www.cleapss.org.uk/attachments/article/0/L093.pdf?Secondary/Science/Guides/#search="L93


 

 

Water   Outside front pedestrian entrance in verge 

Electricity  In the hall corridor, left hand side, foyer end. 

Gas  Canteen delivery entrance and Science Rm 3 

 

 

For further guidance refer to section 9.7 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 
25.4  HOUSEKEEPING 

 

All staff are responsible for ensuring the good housekeeping of their own workrooms, for 

example, offices, laboratories, workshops, art studios, drama studios and related storage 

areas.   

 
25.5 CLEANING ARRANGEMENTS 

 

All members of staff are responsible for clearing up spillages, which occur whilst they 

are in charge of the area concerned.  Other spillages, leaks or wet floors should be 

reported to the Cartaker on duty or the cleaning supervisor who will arrange for them to 

be cleared. 

 
 
25.6  WASTE MANAGEMENT 

 

Rubbish awaiting collection must never be left where it obstructs escape routes or could 

aid the production and spread of fire and smoke. 

 

The Premises Manager, Mr M Siggers is responsible for arranging safe disposal of 

hazardous, special and/or clinical waste. 

 

The Premises Manager, Mr M Siggers is responsible for ensuring  

 waste is collected daily and stored in appropriately sited secure containers; 

 waste containers are secured in either a compound or by being chained 

 

 
26. SITE SECURITY AND VISITORS 

 

All visitors must report to reception where they will be asked to sign the visitors book, 

wear a visitors’ badge and be given relevant H&S information 

 

The Premises Manager and the duty caretakers have been trained to deal safely with 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

burglar alarm call outs 

 

The Premises Manager or the duty caretaker is responsible for unlocking and locking the 

building, arming and disarming security alarms etc 

 
 
27. SMOKING 

 

This is a no smoking site. The Premises Manager, Mr M Siggers will ensure that  

 all persons coming onto the school site understand that smoking is prohibited 

including the grounds and in school vehicles; 

 no smoking signs are displayed at the entrance to the school; 

 information on the no smoking policy is included in the lettings policy. 

 

The Governing Body recognises that some employees may have difficulty in complying 
with this policy.  Counselling sessions can be organised for those staff that require 
assistance.  Other help may also be available.  Requests for support should be made to 
the : 
 

 

For further guidance refer to section 8.1 health and safety policies and procedures 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 

 
28. SUPPORTING PUPILS WITH MEDICAL CONDITIONS 

 

The Assistant Headteacher, Support for Learning and Inclusion, Mrs S Wilson is 
responsible for writing or adopting the County Model Policy for Supporting Pupils with 
Medical Conditions following the statutory guidance issued by the DfE. 
 

The First Aid Officer, Mrs E Pomery is the accountable person for implementing the 

school’s policy on Supporting Pupils with Medical Conditions.  

 

The First Aid Officer, Mrs E Pomery is responsible for  

 keeping a log of pupil’s medication; 

 ensuring medication remains in date; 

 ensuring consent forms are completed 

 

The First Aid Officer, Mrs E Pomery is responsible for undertaking and reviewing 

Individual Health Care Plans using the template available in section 8.9. 

 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

The First Aid Officer, Mrs E Pomery is responsible for compiling an inventory of pupils 

who have been diagnosed with asthma or have been prescribed a salbutamol inhaler  

 

The First Aid Officer, Mrs E Pomery are responsible for management of controlled drugs 

following guidance and documentation  

 

For further guidance refer to section 8.9 health and safety policies and procedures 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 

 
 
 
 
 
 

29. VEHICLES 

 

The Headteacher is responsible, in conjunction with the driver, for ensuring that vehicles 

kept or hired by the school are operated in accordance with the law and with the County 

Council policy contained in "Regulations for the Use of Vehicles 2014" 

 

 

For further guidance refer to section 9.12 health and safety policies and procedures 

 https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/ 
 
 
 
Vehicles 
 

 
School owned, hired or leased minibuses or coaches, are only to be used for journeys 
approved under the procedure. 
 

Employees who are required to use their private vehicles for 
official business are responsible for gaining authorisation from: 
(prior to the first use of any vehicle.)  
He/she will ensure that the driver has a valid licence and 
appropriate insurance and that the vehicle is roadworthy and fitted 
with a suitable seat belt for each passenger. 
 

The Headteacher:  
Mr V Murray 

 
 

https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/
https://schoolsweb.buckscc.gov.uk/health-and-safety/health_and_safety_policies/


 

 

The person responsible for authorising the use of the school  
minibus, ensuring risk assessments are competed, drivers have  
passed the minibus test etc. is: 
 

Finance: 
Mrs E Barnett 

 

The person responsible for maintaining a list of authorised drivers 
of school vehicles who have passed the County test is: 

Finance: 
Mrs E Barnett 

 
 
 
 
 
30. WORK EXPERIENCE 

 

Mrs J Ingle is responsible for  

 co-ordinating work experience placements; 

 ensuring risk assessments are completed by the employer; 

 ensuring students are visited in their placements; 

 liaising with the Buckinghamshire Education Business Partnership where 

appropriate  

 

 
 

 

31. PROVISION OF INFORMATION 

 
 
New employees will be informed of all relevant health and safety information as part of 
the induction process. 

 

Health and Safety Documentation will be kept in the Health and 
Safety handbook which is kept: 

In the Business 
Manager’s  Office 

 

Risk Management documentation will be kept in the Risk 
Management Handbook which is kept: 

In the Business 
Manager’s  Office 

The person responsible for maintaining it is: 
 

The Business Manager 
Mr H Beveridge 

 

The person responsible for deciding on the appropriate 
circulation of each document is: 
Employees will sign to confirm they have read and understood 
the information. 

The Business Manager 
Mr H Beveridge 

 

The health and safety notice board and the H&S Law Poster is 
sited 

The Main Staff Room 



 

 

The person responsible for ensuring documents are displayed 
for two weeks on the health and safety noticeboard and keeping 
it up to date is:  

The Business Manager 
Mr H Beveridge 

 

 
32. REVIEW OF POLICY 

 
This policy will be reviewed annually and signed by the Headteacher and Chair of 
Governors 
 
 
 
  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

APPENDIX 1 
 
FIRE EVACUATION PROCEDURE DURING SCHOOL 
HOURS 
 
If you discover a fire, raise the alarm by breaking the glass in the nearest fire alarm.  
Fire alarms are red boxes located in corridors or classrooms. 
 
A fire alarm is signalled by a continuous ringing alarm, lasting at least 10 
seconds.  On hearing the alarm you MUST evacuate the building and stay outside 
unless instructed otherwise by a designated Fire Warden who will be wearing a hi-vis 
jacket. The procedure is as follows: 
 
ALL PERSONS 
 
 If possible, close all windows and non-essential doors. 
 
 Walk in a quiet, quick and orderly manner to the playground by the route indicated 

(unless it is blocked, when you will be given, or will choose, a sensible alternative). 
 

FIRE WARDENS 
 
 The Fire Wardens are Mr V Murray, Mrs B Brown, Mr D Sabin, Mrs S Wilson, Mr H 

Beveridge, Mr M Siggers, Mr A Finney, Mr C Stapley, Mr N Golding, Mrs T Benning, 
and Mrs C Bright  

 
 Fire wardens must collect a hi-vis jacket either from their office or from 

the Site Manager’s Office 
 
 The Site Manager, Caretaker and Business Manager must pick up a walkie-

talkie from the Site Manager’s Office 
 

 The Site Manager must take his mobile phone with him 
 

 
 The Business Manager must pick up a loud hailer from the Site Manager’s Office 
 
  
STUDENTS 
 
Expected Behaviour During Fire Evacuation Practice 
 
Information for Form Tutors to give to their students 
 
 If the fire bell rings continuously, classes should prepare to evacuate the building. 
 



 

 

 The class should be silent, ready to listen to instructions from the teacher. 
 
 The class must leave their belongings in the room. 
 
 The class must leave the room quietly and walk in single file. 
 
 The class must go to the playground by the most direct route and must not re-enter 

the building once they have left it. 
 
 The teacher must check that everyone has left the room. 
 
 If possible the teacher should check windows are closed and lock the door. 
 
 The class must go to their assembly point (their registration group letter on the 

playground) and line up in single file, in alphabetical (register) order and be silent. 
 
 The Form Teacher must check the register and report any missing students to their 

Year Team Leader. 
 

 The class must remain in line and in silence to be ready to receive instructions. 
 
 When instructed it is safe to do so, the Year Team Leader must give clear instructions 

as to where students are to go and dismiss the year, a form at a time. 
 
 Students must leave the playground in an orderly manner.  
 
TEACHING STAFF 
 
 Members of staff teaching a group should accompany their group onto the 

playground.  
 
 All other staff will go directly to the playground and assemble at the Fire Assembly 

Point Form Teachers will register their form and report absences to the Year Team 
Leader.   

 
 Year Team Leaders for Years 7, 8, 9, 10 and 11 will report staff and student absences 

to Mr N Golding or Miss B Brown in Mr N Golding’s absence. 
 
 Year Team Leaders for Years 12 and 13 will report staff and student absences to Mr 

Sabin or Miss Brown in Mr Sabin’s absence. 
 

Mr N Golding, Mrs Bright and Mr Sabin (or Miss B Brown) will then report absences to 
Mrs Wilson. 

 
 Non-Form Tutor teachers report to Mrs Wilson (deputy – Mr D Sabin). 
 
 Supply teachers report to Mrs E Dohnal, who will then report to Mrs Wilson (deputy – 



 

 

Mr D Sabin). 
 
 Student teachers report to Mrs Wilson. 
 
 Language Assistants report to Mrs Wilson (deputy – Mr D Sabin). 
 
 All teaching staff without a specific duty should help Form Tutors keep 

students in order by moving to the students’ form lines and ensuring they 
remain silent and follow instructions. 

 
ALL OTHER  STAFF 
 
 All staff go to the Fire Assembly Point in the playground. 
 
 Support for Learning staff (e.g. LSAs) and the First Aid Officer report to Mrs R 

Maughan (deputy Mrs J Nicholas), who will report to Mrs E Barnett (deputy - Mrs V 
Cox). 

 
 Stapleton House Staff (including outside agency workers working in the SfL house) 

report to Mrs A Round (deputy - Mrs H Atkinson), who will take the visitor book to 
Fire Alarm assembly point. 

 
 All Administration Staff (e.g. Reception, Office, Finance, Examinations and 

Communications) report to Mrs E Dohnal, who will report to Mrs E Barnett (deputy - 
Mrs V Cox). 

 
 The Attendance Officer reports to Mrs E Dohnal, who will report to Mrs E Barnett 

(deputy - Mrs V Cox). 
 
 Library staff report to Mrs B Patel, who will report to Mrs E Barnett (deputy - Mrs V 

Cox). 
 
 Technician staff (Art, IT, Reprographic, Science, Technology) report to Mrs B Patel, 

who will report to Mrs E Barnett (deputy – Mr S Hoaen). 
 
 Caretaking and cleaning staff report to Mr H Beveridge (deputy - Mrs V Cox) who will 

report to Mrs E Barnett. 
 

 Exam Invigilators report to Mrs V Cox who will report to Mrs E Barnett. 
 
 All Other Staff should then assist in keeping students in order by moving to 

the end of students’ form lines and ensuring they remain silent and follow 
instructions.  

 
CATERING STAFF  
 
 All staff go to the Fire Assembly Point in the playground. 



 

 

 
 Report to the Catering Supervisor, who will report to Mrs E Barnett (deputy - 

Mrs V Cox). 
 
ADULT EDUCATION STUDENTS 
 
 Report to the course tutors. 
 
 Course tutors report to Mrs E Barnett (deputy - Mrs V Cox). 
 
YOUTH CLUB / DUKE OF EDINBURGH STAFF 
 
 Report to Mrs E Barnett (deputy - Mrs V Cox). 

 
 
ALL OTHER VISITORS 
 
 Report to School Receptionist at the Fire Assembly Point in the playground 

 
 The School Receptionist will report to Mrs E Barnett (deputy - Mrs V Cox). 
 
 
Mrs E Barnett report to Mrs Wilson. 
OTHER STAFF 
 
Mr V Murray (Headteacher) - Proceed to playground to instruct students.  Take 
overall responsibility.  Accept reports about missing students and staff from Mrs S 
Wilson.  In the case of a false alarm or practice, tell the Deputy Headteacher to dismiss 
students.  In the case of a real fire or other emergency, take advice from the Chief 
Officer of the Emergency Services.   
 
Deputy Headteacher - Collect a loud hailer from Mr H Beveridge and proceed to 
playground assembly point to instruct students using the loud hailer.  Remind the 
students about remaining in alphabetical order, single file lines and the need for quiet. 
When instructed by Mr V Murray, dismiss staff and students, one year group at a time, 
form by form. 
 
Mrs Wilson (Assistant Headteacher) - Stand in centre of playground.  Record all 
missing staff and students when registers have been taken and report to Mr V Murray. 
Communicate with Fire Officer and Premises Manager and/or Caretaker. 
 
 
Receptionist – Make sure alarms are left ringing then  
 
 Inform Mr M Siggers (Premises Manager) or the caretaker of the location of the alarm 

by radio. 
 



 

 

Then the receptionist should proceed to the playground with the visitor book and the 
staff signing in and out book. Then register visitors at Fire Assembly Point. Report to 
Mrs E Barnett.  Inform Mrs Wilson of any staff who have signed out of school. 
 
The Premises Manager or Caretaker - when informed by School Office of a 
fire/bomb alert: 
 
 Identify fire. 
 
 If a genuine fire call 999 Fire Service - instruct entry to Gate No 1, No 2 or No 3. 
 
 If a very small fire - attempt to put out, if it is too big, leave it and take emergency 

measures. 
 

 Turn off mains gas supply by school canteen - rear exit door. 
 
 Inform Mr H Beveridge and Mrs S Wilson as to the location and scale of fire by radio. 

 
 Await fire engine by Gate No 1, No 2 or Gate No 3. at point nearest to the building to 

direct them to fire. 
 

 Take Fire Chief to the area of the fire. 
 

 Give a plan of school and location of services and highly flammable or hazardous 
materials to the Fire Chief. 

 
 Receive missing persons report from Mrs Wilson and give it to the Fire Officer. 

 
 Stay with fire engine or as directed by the Fire Officer. 

 
 Inform Mr H Beveridge and Mrs Wilson of proceedings by radio at all stages, as 

appropriate 
 
First Aid Officer and Attendance Officer 
 
 Collect First Aid Kit and list of First Aid certificate holders. 

 
 Collect registers and student signing in and out books with the help of the 

Librarians and any supervising Library staff, sixth form students in the 
Library, Reprographics staff, V4, IT1, V3 staff and any teacher in rooms O1 
and OC1. 

 
 Proceed to centre of assembly area to issue registers to Year Team Leaders. 
 
 Organise any first aid requirements with assistance from trained First Aiders among 

Associate Staff. 
 



 

 

 Mr H Beveridge (deputy – Mrs S Sullivan) 
  

 Open up the side gates near Stapleton House for emergency vehicles 
 Collect the whistle and loud hailer ready to give to the Deputy Headteacher. 
 
 
Mrs E Dohnal (deputy – Mrs E Barnett) 

  
 Instruct a member of the office staff to check that the exit doors by the boys’ toilets 

are open to assist the traffic flow. 
 
 Register staff and report to Mrs E Barnett. 
 
Mrs E Barnett (deputy Mrs V Cox) 
 
 Collect associate staff registers for Mrs Wilson and proceed to Fire Assembly Point in 

playground. 
 

 Receive information from All other Staff, Year Team Leaders. 
 

 When all registers are complete inform Mrs Wilson. 
 
 
 
Team Leaders 
 
Catering Supervisor - Catering Department 
 
Mrs R Maughan –Support for Learning Staff (main building) 
 
Mrs A Round - Support for Learning Staff (Stapleton House) 
 
Mrs E Dohnal - Admin staff (inc. attendance officer) and Supply Teachers 
 
Mrs B Patel – Technician staff and Library staff 
 
Mrs V Cox – Exam Invigilators 
 
Mr H Beveridge – Caretaking and Cleaning staff 
 
Receptionist - Visitors 
 

 Proceed to Fire Assembly Point in playground. 
 

 Register all department members and report to Mrs E Barnett. 
 
NB: at the beginning of term, Team Leaders should nominate a Deputy (who 



 

 

is a full time worker) to take over their duties in the event of their absence 
and ensure their team know who it is. 
 
Mrs T Benning - register first - Check Gate No 1, coach park entrance, has clear 
entry for fire engine.  No traffic or pedestrians to enter. 
 
 
Mrs T Benning - register first - Check Gate No 2, pedestrian entrance, has clear 
entry for fire engine (they will remove post).  No pedestrians to enter. 
 
 
Mrs S Lasker - register first - Check Gate No 3, tennis court entrance, has clear entry 
for fire engine.  No traffic or pedestrians to enter. 
 
 
 
 
 
DOORS 
 
Whenever possible, will the following staff ensure that the exit doors are unbolted and 
opened wide for a quick exit.  Other members of departments should ensure that the 
various doors are opened, if the nominated person is absent: 
 
Mrs L Harkin (or deputy) - main Art Block doors 
 
Mr A Haycock - main Business & Enterprise Centre doors 
 
PE Staff - Sports Hall Foyer doors 
 
Miss K Clarke - main building Humanities staircase doors 
 
Mrs A Kirk - Music fire door 
 
PE Staff - PE corridor main exit doors 
 
Mrs A Colebrook - Science staircase main exit doors 
 
Ms B Munien - Science side exit doors 
 
Mrs S Kenny - corridor M4 exit doors 
 
Mrs H Nolan - FT2 main exit doors 
 
Mr S Reynolds - T2 main exit doors 
 
Mr D Markerson - T1 main exit doors 



 

 

 
OTHER DUTIES 
 
The Catering Supervisor, or nominated deputy, turn off all appliances in kitchen before 
exit. 
 
Head of Technology, or nominated deputy, turn off all appliances before exit. 
 
 
ASSEMBLY HALL 
 
If there is a fire alarm during assembly time, form tutors should direct the students out 
through the fire exit doors and through the main exit doors, if possible. 
 
In the case of other users in the Assembly Hall, people should follow the above 
procedures. 
 
BREAK TIMES 
 
If there is a fire alarm ringing for more than 10 seconds during break time or lunchtime 
the staff on point duty should direct the students out towards the assembly point. Any 
students in a classroom should be directed towards the assembly point by the 
supervising teacher. 
 
 
 
ROUTE WAYS (see Appendix 2 for map of routes and who to report to on the 
playground) 
 
All staff should be aware of the routes to follow in case of emergencies. 
 
 Users of the Technology Block and Stapleton House should exit the building via the 

front of the school to avoid overcrowding around the rear of the Sports Hall.  Be 
aware of traffic risk and possible entry of the emergency services. 
 

 Users of T8, H3, H2 and H1 should exit the building via the car park at the front of 
the school.  Be aware of traffic risk and possible entry of the emergency services. 

 
 Users of the front block ground floor M1, M2, M3, M4, FT1, FT2 and Reception must 

exit via the car park at the front of the building. Be aware of traffic risk and possible 
entry of the emergency services. 

 
 Users of the Sixth Form Common Rooms should exit by the outside door opposite 

the tennis court and round via the car park at the front of the school.  Be aware of 
traffic risk and possible entry of the emergency services. 

 
 Users of front block upper floor SL1, SL2, SENCO Office, S4L Office, Nurture Room, 



 

 

Year 8 and the meeting room, O1, O2 and Cover Office, should exit by the main 
staircase and the boys’ toilet exit to the playground. Users of IT2 should exit by the 
fire escape and round via the car park at the front of the school.  Be aware of traffic 
risk and possible entry of the emergency services. 

 
 Users of the front block upper floor IT3, IT4, IT5, IT6, IT7, T7, M5 and offices 

should exit by the stairs leading to the front of the building. 
 

 Users of the Humanities block should exit by the changing room stairs (unless a fire 
prevents them from doing this when they should use the lift stairs) then via the car 
park at the front of the school.  Be aware of traffic risk and possible entry of the 
emergency services. 

 
 Users of the English Block Upper Floor - Library, EAL, Year Team Leader Offices and 

NGO offices, E2, E3, E4 and English office should exit by main staircase and the 
boys’ toilet exit to the playground.   

 
 Users of E1, E5, E6, E7, S6, and S7 should leave by the Science staircase exit to the 

playground.  
 

 Users of S1, S2, S3, S4, S5 and M7 should exit by the Science foyer exit to the 
playground.  

 
 Users of S9 and S8 should exit by fire escape in the classroom onto the playground. 

 
 Users of M6 and staffroom should exit by the boys’ toilet to the playground. 
 
 Users of the MFL block should exit via the fire exit leading to the coach park. 
 
 Users of the main Gym and changing rooms should exit via the changing rooms to 

the playground.  
 

 Users of the Sports Hall should exit onto the playground. 
 

 
 Users of the Music Block should exit onto the playground. 

 
 Users of the Main Hall and the Canteen should exit via the foyer and boys’ toilet exit 

to the playground. 
 

 Users of the Multi Gym should exit via the fire exit, then round the back of the sports 
hall to the playground. 

 
 Users of the Art block should exit via the fire exits then round the back of the sports 

hall to the playground. 
  

 



 

 

 Users of DR1 and DR2 and V1 to V6 should exit toward the back of the Sports Hall 
and onto the playground. 

 
 There may be problems on certain occasions at the corner of the Business 

Block, Youth Club and Art Block. Staff need to use their professional 
judgement and redirect their students via the front of the school if over-
crowding of the narrow exit to the rear of the Sports Hall appears likely. 

 
At no time should people re-enter the building unless directed to because of 
the nature of the emergency. 
 
 

FIRE ALARM AND BOMB ALERT PROCEDURE - AFTER 

NORMAL SCHOOL HOURS  
 
If you discover a fire, raise the alarm by breaking the glass in the nearest fire alarm.  
Fire alarms are red boxes located in corridors or classrooms. 
 
Do not take personal risks. 
 
A fire alarm is signalled by a continuous ringing alarm, lasting at least 10 seconds.  A 
bomb alert is signalled by an intermittent ringing alarm, lasting at least 10 seconds.  On 
hearing the alarm you must evacuate the building, the procedure is as follows: 
 
ALL PERSONS 
 
 if possible, switch off and, if possible, unplug all electrical equipment. 
 
 if possible, close all windows and non-essential doors. 
 
 if it is a bomb alert pick up bags and other similar possessions, contact the Premises 

Manager/Caretaker to open the Sports field gate.  All persons to assemble in the 
field. 

 
 walk in a quiet, quick and orderly manner to the assembly point by the most sensible 

route.  Do not re-enter the building. 
 
STUDENTS 
 
Any students in school before or after lessons start/finish should follow the fire 
evacuation procedure during school hours – i.e. proceed to the playground by the most 
direct route and they must not re-enter the building once they have left it. 
 
TEACHERS AND ALL OTHER STAFF 
 
They should proceed towards the assembly point on the playground via the established 
routes. They should also make sure that any students they come across are also 



 

 

directed out towards the playground meeting points. 
 
FIRE WARDENS 
 
As there will be no up to date registers available for before and after school the 
following 4 fire wardens will be responsible for making a physical sweep of all the rooms 
in the school: Mr M Siggers, Mr H Beveridge, Mr A Finney/Mr C Stapley  and Mr D Sabin. 
 
 
 
 
ADULT EDUCATION CLASSES 
 
 Evacuate the premises and assemble on either the grass area at the front of the 

school (to the left hand side of the pedestrian entrance/exit), this applies to all 
classes in the main building, or the grass area to the left of the tennis courts, this 
applies to classes in the Art Block, the English Block, the Sports Hall, Gym and Youth 
Club. 

 
 Tutors to register groups and report any missing persons to the Adult Education 

officer on duty or to the Premises Manager or the duty Caretaker if no Adult 
Education officer on duty. 

 
 Adult Education officer to report missing persons directly to the Chief Fire Officer or 

via the Premises Manager or the duty Caretaker. 
 
ALL OTHER PERSONS ON SITE 
 

 All other personnel to report to the fire assembly area at the front of the 
school (to the left hand side of the pedestrian entrance/exit). 

 
THE PREMISES MANAGER OR THE DUTY CARETAKER  
 

 To follow the procedure as set down in the Emergency Procedures 
document. 

 

 

 

 
 
 
 
 
 
 
 
 



 

 

LOCKDOWN PROCEDURE 
 
A School Lockdown Procedure is signalled by a one minute change of 
lesson bell.  A notification will also appear on all PCs. 
 
 
All Staff 
 
On hearing the alarm all staff must follow the procedure as stated: 
 
 Remain in the classroom/ office. Do not allow students, staff or visitors to leave 

the area until confirmation is received from a member of the SLT that the risk has 
abated. Maintain a calm atmosphere but if possible move students away from 
windows. 

 
 Lock all access doors where possible, shut the windows and pull the blinds down. 

Those Staff who teach in discreet buildings should lock the outside doors. 
 
 Ignore any routine lesson change bells. 
 
 Do not make telephone calls nor allow students to do so. Communications will be 

channelled through the HT’s office. Report any significant problems to the HT’s 
Office by means of the nearest internal telephone. 

 
 PE Staff and students on the playground/tennis courts should go immediately to 

the changing rooms/gym/sports hall. 
 

 

Senior Management Team 
 
 HT, Deputy HT, Business Manager and any non-teaching SLT will establish an 

Incident Centre in the HT’s Office. This will be the sole point of contact between 
the Emergency Services, Bucks CC, Media, Parents and the School. 

 
 Premises staff will lock all the doors to the main building and report to HT’s office 

that this has been done. 
 

 HT’s PA and Receptionist to bring portable radio plus telephone log to HT’s 
office. Telephone log to be maintained throughout incident. 

 
 When the HT or his deputy confirm that the incident is over SLT members should 

tour the school informing all staff that it is safe to proceed with normal routines. 

 
 

 



 

 

OTHER EMERGENCIES 
 
  
GAS LEAK 
 
If there is a smell of gas or any other reason to suspect a gas leak during normal 
working hours the person discovering the leak should: 
 

 Turn off any gas appliances in use in the area  
 Open windows and doors 
 Do not turn on or off electrical switches 
 Contact reception to get the duty caretaker to assess the situation. 
 Premises Manager or Duty caretaker to turn off the gas supply at the main 

isolation point and call Transco if leak is suspected. 
 Duty caretaker to notify Mr V Murray or his acting Deputy if it is necessary to 

evacuate part or all of the premises. 
 If deemed necessary, a full evacuation of the premises to proceed in the manner 

of a fire evacuation, using the fire alarm as a signal.   
 All staff proceed as instructions for a fire alarm evacuation. 

 
ELECTRICAL FAULT  
 
If there is an electrical fault or reason to suspect an electrical fault during normal 
working hours, the person discovering the fault should: 
  

 If the fault is in an appliance, if possible isolate the fault by turning off the power 
supply. 

 Make the danger clear to other staff and students in the area. 
 Evacuate the area if necessary; do not allow others to enter. 
 Contact Reception to get the duty Caretaker to assess the situation. 
 Premises Manager or Duty Caretaker to take appropriate action to isolate the 

power supply. 
 Duty Caretaker to notify Mr V Murray or his acting Deputy (who should follow the 

LA’s emergency procedures) if it is necessary to evacuate part or all of the 
premises.   

 Full evacuation of the premises in the manner of a fire evacuation. 

 Duty Caretaker to contact electricians or the Electricity Company as necessary.   
 
WATER  
 
If there is an emergency situation with a water leak inside the building during normal 
working hours, the person discovering the leak should: 
 

 Turn off stopcocks if location is known. 
 Contact Reception to get the duty Caretaker to assess the situation. 
 Premises Manager or Duty Caretaker to take appropriate action to isolate the 

water supply. 



 

 

 Premises Manager or Duty Caretaker to notify Mr V Murray or his acting Deputy 
(who should follow the LA’s emergency procedures) if it is necessary to evacuate 
part or all of the premises.   

 Full evacuation of the premises in the manner of a fire evacuation. 
 Duty Caretaker to contact plumbers or the Water Board as necessary. 

  
STORM OR FLOOD DAMAGE 
 
If storm of flood damage occurs during normal working hour, the person discovering the 
damage should: 
 

 Depending on the severity of the damage, if there is any possible risk to the 
safety of people, evacuate the premises by following fire alarm procedures.   

 Or evacuate the area affected. 
 Contact Reception to get the Premises Manager or Duty Caretaker to assess the 

situation. 
 Reception to contact Mr V Murray or his acting Deputy who should follow the 

LA’s emergency procedures.   
 The Premises Manager or Duty Caretaker to call Reception to instruct them to 

call Emergency Services if necessary. 
 The Premises Manager or Duty Caretaker to take appropriate action to isolate 

water, gas and power supplies. 
 The Premises Manager or Duty Caretaker to cordon off any unsafe areas. 
 

DANGEROUS ANIMAL(S) ON SITE 
 
If an animal or animals considered to be dangerous are found on the site, the person 
discovering it/them, if in normal working hours should: 
 

 Warn other people in the immediate vicinity not to approach the animal/animals 
and remove themselves to a safe place. 

 If possible with no risk to self or others, confine the animal or animals to an 
area (e.g.  shut door to confine in a room) 

 Contact Reception staff who should contact Mr V Murray or his Deputy and the 
Police. 

 Reception staff should contact the Premises Manager or Duty Caretaker to be 
ready to assist the Police or other agencies. 

 Staff designated by Mr V Murray should go to the area to help ensure that staff 
and students are safe by taking action appropriate to the situation. 

 
PERSONS THREATENING VIOLENCE ON SITE   
 
(Also read the VISITORS ON SITE section of the handbook and ‘The Use of 
Force to Control or Restrain Students Policy’) 
 
Staff should take all possible action to defuse situations that might escalate into violence 
but they should not take action that puts themselves or others at risk. 



 

 

 
If a person or persons are threatening violence on the site to you or to others, during 
normal working hours, you should if possible: 
 

 Remove yourself to a place of safety making a mental note of what the person or 
persons look like (if not known to you) and immediately contact Reception or the 
School Office and give your location and outline the situation.  Reception or 
Office Staff should immediately contact Mr V Murray or his deputy. 

 
 Assistance will be sent to you as soon as possible and the Police called if deemed 

necessary.   
 
IF FIRE OR BOMB ALERT OR ANY OF THESE EMERGENCY SITUATIONS 
OCCUR OUTSIDE OF NORMAL HOURS THE PREMISES MANAGER OR DUTY 
CARETAKER SHOULD BE INFORMED AND HE/SHE SHOULD FOLLOW THE 
EMERGENCY PROCEDURES  

 
 
PLASE NOTE: 
 
The Holiday Inn Hotel on the Aston Clinton Road, have a policy in place that 
they will evacuate all persons from the Hotel to The Grange School between 
1700 hrs to 0600 hrs. 
 
 
FOR EMERGENCIES OUT OF HOURS SEE COUNTY PROCEDURES FOR CONTACT 
DETAILS IN PREMISES MANAGER’S OFFICE. 
 
 

 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 



 

 

Appendix 2 – Maps of Fire Evacuation Routes and who to report to 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix 2 cont’d 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 



 

 

 
 

Appendix 3 – List of First Aid Contacts 
 

Please display in Form Room and put a copy in your First Aid Box, if you have one. 
Please destroy any previously issued lists. 

 

 
 
 

 
Staff trained to First Aid at Work level 

Name Tel 
No 

Department Expires On 

Mrs Emma Pomery – 
(First Aid Officer) 

3919 First Aid Office 1st May 2020 

Mrs Sharon Wilson 3983 Assistant 
Headteacher  

3rd December 2019 

Mrs Diane Rousell 3958 Stapleton House 6th September 2019 

Mrs Charlotte Eardly 3932 S4L Office 16th May 2021 

Miss Olivia Wedderburn 3959 Attendance office 
(Thur/Fri) 

25th July 2021 

Mrs Clair Way 3959 Attendance  11th June 2022 

 
Staff trained to Emergency First Aid in Schools Level 

Name Tel No Department Expires On 

Mrs Laura Bradley 3933 PE 20th October 2020 

Mr Carrim Dharsey 3905 Humanities 16th March 2020 

Mr Andrew Finney 3906 Caretaker 20th October 2020 

Mr Nick Hood 3925 Humanities 20th October 2020 

Mrs Juliette Ingle 3931 English 20th October 2020 

Mrs Vicki Kuht 3912 Science Technician 20th October 2020 

Mrs Salma Laskar 3981 EAL 20th October 2020 

Mrs Michelle 
Shepherd 

3933 PE 20th October 2020 

Mr Mark Siggers 3906 Site Manager 20th October 2020 

Ms Ishrat Sheikh 3932 LSA 20th October 2020 

Mrs Annette Spellman 3931 English 20th October 2020 

 
STAFF TRAINED TO USE AED 

FIRST AID CONTACTS 



 

 

(DEFIBRILLATOR) 
Emma Pomery 3919 Pauline Stiefel 3959 

Laura Bradley 3943 Diane Rousell 3958 

Mark Siggers 3906 Andy Finney 3906 

Marian Tunaley 3930 Vicki Cottle 3957 

Madeline Hayers 3900   

 

 

 
HOW TO ACCESS THE AED (DEFIBRILLATOR) CABINETS 

 
As you will be aware we have 2 Defibrillators on school premises, One is located 
in the main Reception area and the second is located in the entrance way to the 
Sport Hall. 
 
If you are requested by a member of staff to bring an AED to the scene of a First 
Aid event it is very useful if you familiarise yourself as to where they are in 
school and how to access the cabinet. 
 
Instructions are on the front of each cabinet, but do not forget to release the 
side catches and also slide the Perspex cover to one side, press 1 and OK, then 
turn the black switch to the right.  This unlocks the cabinet and allows you to 
take the AED where it is required. 
 
Also attached to the AED’s are emergency rescue packs which contains tuff cut 
scissors, gloves, face mask, towel and razor – it is very important that this pack 
goes with the AED.   
 
You will see on the list above the names of staff fully trained in using the AED. 
 
 
 



 

 

Appendix 4 – Map of First Aid boxes 
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Appendix 5 

BUCKINGHAMSHIRE COUNTY COUNCIL POLICY 
FOR PHYSICAL EDUCATION AND SPORT 

 
Buckinghamshire County Council supports the development of physical education and 
sport through its School Improvement Service.  In so doing, the County Council 
recognises that there are inherent risks and hazards associated with many of the 
activities likely to form part of an appropriate curriculum and that teachers will ensure 
that children learn to manage these risks safely.  This document sets out the County 
Council’s policies supporting the teaching of such activities. 
 
All persons involved in the administration and supervision of physical education must 
 

• be aware of the potential hazards associated with the activities 
undertaken under their control 

 
• take appropriate precautions to identify risks likely to cause harm or 

injury to participants or others 
 

• teach participants to approach activities with understanding and self-
control, so minimising risks to themselves and others; 

 
• ensure that activities undertaken are appropriate to the experience and 

qualifications of the person in charge and to the age and capability of the 
participants. 

 
Accordingly this Policy Document is addressed to: 
 

• Governing Bodies 
 

• Headteachers, Youth and Community Officers and Continuing Education 
Managers 

 
• Teachers, Tutors, Youth and Community Workers and Coaches 

 
The County Council adopts the guidance and advice of the ‘British Association 
of Advisers and Lecturers in Physical Education’ in their book 
 
‘SAFE PRACTICE IN PHYSICAL EDUCATION’  
(2004 ISBN 1 871228 11 5) 
 
All educational establishments should have a reference copy of both documents. ‘Safe 
Practice’ is a nationally recognised document and is the text to which reference would be 
made in a court of law as ‘common and approved practice’.  
 



 

 

The chapter on ‘Outdoor and Adventurous Activities’ must be read in conjunction 
with the County’s Policy on ‘Educational Visits’. 
 
The chapter on ‘Swimming, diving and lifesaving activities’ must be read in 
conjunction with the County’s Policy on ‘School Swimming’. 
 

 

General 
 
‘SAFE PRACTICE IN PHYSICAL EDUCATION’ contains sound advice and guidance for the 
majority of activities and will provide the information required to conduct activities 
safely.  The County Council has derived policies from this guidance which 
establishments should adopt or improve on for their own operations.  These 
are described under the following headings: 
 

 Inspection of equipment, site and premises 
 Clothing 
 Emergency procedures 
 Athletics throwing events 
 Boxing 
 Goalposts and freestanding goals 
 Martial Arts 

 Trampettes and Trampolines 
 Minimum safety areas for courts and pitches 
 Professional qualifications and coaches working in schools 
 Inspection of equipment, site and premises 

 

Inspection of equipment, site and premises 
 
It is essential that all equipment, the site and other premises used for physical education 
and sport, are safe and fit for the intended activities. 
 
All equipment should be purchased and where necessary, installed by a reputable, 
specialist manufacturer, whose design specifications match those required by the British 
Standards Institute and/or the European Committee for Standardisation (CEN). 
 
All establishments must ensure that a specialist company carries out an annual 
inspection of apparatus. 
 
Any equipment that is condemned or is deemed temporarily unusable, must be marked 
as such and stored where it cannot be inadvertently used. 
 
Each establishment must have a system for checking playing fields, playgrounds, 
apparatus and other equipment between annual inspections.  A formal inspection should 
be conducted at regular intervals, depending on the amount of use of each facility.  As a 
minimum, this inspection should be conducted each half term. (See section 5, page 45 
in ‘ Safe Practice in Physical Education’ for advice). 



 

 

 
Establishments should have a known procedure for reporting defects found between 
inspections. 
 
Clothing  
 
Each establishment must have a stated policy for clothing and jewellery. 
 
In schools, all children must change for physical education into suitable and safe 
clothing.   
 
Jewellery should not be worn.  Earrings must be removed for all activities where contact 
with other people is possible.  When this is not possible, studs should be covered with 
appropriate medical tape. 
 
For school gymnastics and dance, students should work in bare feet.  If medical reasons 
preclude this, appropriate indoor footwear with a soft sole may be worn.  Floors used for 
such activities must be kept clean and in a safe condition. 
 
Clear guidance on clothing and skincare during the summer should be given to ensure 
that children are protected from prolonged exposure to the sun. 
 
Emergency procedures 
 
All establishments must have clear emergency procedures and these must be made 
known to any users of the site.  This includes: 
 
 Emergency exits and registering procedures 
 Access to and location of emergency phones 
 Access to first-aid equipment 
 Procedures for reporting accidents and incidents 
 
Athletics Throwing Events 
 
Basic throwing techniques should be taught to primary school students using a suitable 
weight of ball. Foam versions of javelin, discus, shot and hammer may be used by 
primary children, but the metal versions must only be used by suitably qualified staff in 
secondary schools. 
 
Boxing 
 
Boxing is not promoted on any County Council premises and should not form part of 
school activity as a curricular or extracurricular activity. 
 
In Residential Special Schools, staff may take students to boxing clubs where it is the 
express written wish of the student and parents/guardians to do so. 
 



 

 

The County Council is prepared to act in a supportive role to voluntary boxing groups 
provided that standards of safety and qualifications are in accordance with the Amateur 
Boxing Association: 
 

 All clubs or groups must be registered with the ABA 

 All instructors must hold qualifications recognised by the ABA 

 All Participants under the age of 18 must participate through their own 
choice and have the written consent of their parents/guardians 

 A statement must be provided showing that there is no medical condition 
that would prove dangerous for the participant is exposed to the rigours 
of boxing   

 
 

 
Goalposts and freestanding goals 
 
Goalposts and their fittings should be part of the normal inspection schedule. 
 
Goal post sockets have proved to be a significant hazard. At the end of a playing season 
these should: 
 
 Be removed along with the posts and the holes filled appropriately 
 
or 
 
 Have a suitable secure cover designed to prevent injury 
 
Inspecting the location of sockets should form part of the field inspection routine to 
ensure that subsidence or protruding sockets do not produce a hazard. 
 
Freestanding goals should be properly stabilised to prevent their toppling over during 
use. 
 
Further advice on the use of these posts can be found in section 5.13, page 64 of ‘Safe 
Practice in Physical Education’. 
 
Martial Arts 
 
 
Trampettes and Trampolines 
 
Rebound equipment can cause severe injury unless supervised by appropriately qualified 
people. 
 
Trampettes and trampolines should not be purchased by primary or special schools.  In 
secondary schools and other establishments, the person in charge must be appropriately 
trained to use the equipment. 



 

 

 
A qualified teacher of physical education can use a trampette or a trampoline provided 
that the use of the equipment and the fundamental skills and techniques were covered 
in the initial training course. 
 
Other adults must hold a Governing Body qualification to use either piece of equipment. 
 
Teachers and adults should undertake a refresher course in trampolining every five 
years to ensure that they are kept up to date with safety developments. 
Minimum safety areas for courts and pitches 
 
All sports areas should have sufficient clear run-off space around the outside to prevent 
collision with buildings, objects, spectators or players from adjoining games. The 
following table gives information for the more commonly played sports. Establishments 
should not hire out any facilities which do not meet these safety standards 
 
  Playing Fields 
 

Type Sport Length Width End 
Run 
Off 

Side Run 
Off 

In Goal Total Area 
(max) 

Football  
(8-13) 70-80 40-50 6.00 4.50  5,428.00 

Football  
(13-15) 75-82 45-55 6.00 4.50  6,016.00 

Football 
(Senior) 96-100 60-64 9.00 6.00  8,968.00 

Hockey 91.40 50.30 4.55 2.75  6,388.20 

Rugby  
(11-13) 75.00 46.00 3.00 4.50 6.50 5,170.00 

Rugby  
(13-15) 82.00 50.00 3.00 4.50 6.50 5,959.00 

Rugby  
(15-16) 91-96 55-59 3.00 4.50 9.00 8,160.00 

Track 172.03 87.64 0.00 0.00  15,076.71 

High Jump 5.00 3.00 Landing Surface Only 15.00 

Long Jump Estimate 144.30 

Cricket Nets 
(4) 5.50 18.40    108.00 

Cricket 
Square 27.44 27.44 0.00 0.00  752.95 

 
Hard Play Area 

 



 

 

Type Sport Length Width End 
Run 
Off 

Side Run 
Off 

Total Area 
(max) 

 

Netball 30.50 15.25 2.00 2.00 664.12  

Tennis 23.77 10.97 6.40 3.66 668.86  

Basketball 28.00 15.00 2* 2* 608.00  

       
 

 

 

Indoor Area 
      

Type Sport Length Width End 
Run 
Off 

Side Run 
Off 

Total Area 
(max) 

 

Netball 30.50 15.25 2.00 1.50 664.12  

Basketball 24-28 13-15 
1.05-
2.05 1.05-195 608.00  

Badminton 13.40 6.10 2.00 1.50 155.00  

Cricket 
29.12-
33.12 3.66-4 1.00 1.00 211.00  

5-a-side 30.5-36.5 
18.3-
27.4   1,000.00  

Hockey ratio 2:1 ratio 2:1 1.5-3. 1.50   

Korfball 32-36 16-18 1.0-2.0 1.0-2.0 880.00  

Volleyball 18.00 9.00 3.00 3.00 360.00  

Fencing 14.00 1.8-2.0 2.00 2.00 108.00  

Table Tennis 2.74 1.52 4.65 2.25 72.48  

Trampolining 
10.55-
11.1 2.7-2.91 2.00 2.00 74.00 

5m 
overhead 

 
Professional qualifications and coaches working in schools 
 
Everyone in charge of teaching or coaching physical education or sport, must be 
appropriately qualified.  Those with no recognised coaching qualifications must not be 
given sole responsibility for groups or individuals. 
 
Teaching or coaching children requires a teaching qualification or a coaching 
qualification with appropriate screening. Coaches employed on a paid or voluntary basis 
with children must have: 
 
 Child protection register clearance 
 An appropriate and current National Governing Body qualification 
 Evidence of Child Protection Training* 
 Appropriate insurance cover 
 Appropriate experience to work with the age group concerned 



 

 

 Confidential character references 
 A current basic first-aid qualification 
 
Those involved in teaching physical education or sport, must be physically fit to do so. 
Further advice on adults working in school sports can be found in chapter 6 of ‘Safe 
Practice in Physical Education’.  
 
Whether coaches working in schools are doing so on a voluntary basis or are being paid, 
they should always have a contract to show that their work has been authorised by the 
Headteacher. 
 
A model contract for coaches follows. 
 
*Child Protection Training may be obtained from the following sources: 
Sport England 
SportscoachUK 
National Governing Bodies of Sport 
NSPCC 
 
 
 


