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Historic amendments to this policy: 

 

 

 
History Details 

November 2014 • P5:  Mr Woods included as First Aider 

• P7:  Indoor plimsolls/Outdoor trainers specified 

• P8:  Inclusion of requirement for annual servicing of all PE equipment 

January 2017 • 4.1: Mrs James named as person responsible for fabric of building 

• 6.1: C2/C3 fire exits added 

• 8.1: Mrs Walker included as named First Aider 

• 10.1: Reference included to covering earrings with tape 

• 10.3: Correction pupil/teacher ratio to teacher/pupil ratio 

• Appendix E: Amend Swimming Risk Assessment supervision of children crossing road 

• Appendix I:  Updated Staff Training in Fire Procedures document 

• Appendix J: Visitor information removed with the exception of Fire Procedures 

• Appendix J: Visitor tag DSL information included 

April 2018 • All names mentioned in this document have been highlighted 

• 2.1: Inclusion of reference to NCC extranet website 

• 2.4: New paragraph 

• 4.1: New insertion – remaining bullet points renumbered.  5.2: Responsibility removed 

from Premises Committee and given solely to Headteacher 

• 6: Duplicated text removed and cross-referenced to Emergency Action Plan (Fire) 

• 8.5 & 8.7: Duplicated text removed and cross-referenced to Administering Medication 

Policy 

• 11: Caretakers amended to Contractors 

• 11.4: Site Supervisor reference removed and amended to Senior Staff 

• 11.8: Reference to Caretaker removed 

• 11.9: Reference to Site Supervisor removed 

• New sections: 14 and 15.  Subsequent sections renumbered thereafter 

• Appendix A (Fire Action), B (Weekly Fire Check) and C (Emergency Lighting Check 

Record) removed – refer to Emergency Action Plan (Fire) 

• Appendix D (Medicine permission form) removed – refer to Administering Medication 

Policy 

• Appendix I (Staff Training) removed – refer to Emergency Action Plan (Fire) 

• Subsequent appendices renumbered and minor amendments made 

• Appendix E:  Visitor label included 

• Appendix F:  NCC Guidelines for Safe Practice in School Swimming included 

September 2019 • 2.1:  General statement of safety policy changed to Health & Safety documents and advice 

       Reference included to LGSS Huddle extranet 

• 2.4:  Critical Incident Plan added to list 

• 4.9:  New insertion 

• 5.2:  New Appendix A inserted (LGSS inspection checklists).  All subsequent Appendices 

and references re-ordered 

• 5.5:  New insertion 

• 7.2:  New insertion and Appendix B 

• 13.1:  At any time amended to unless specifically instructed/invited to do so 

• 16.2:  New insertion 
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1 AIM 

 

1.1  The aim of this document is to provide a whole school approach to Health & 

 Safety in the provision of standards for all members of the school – pupils, 

 teaching and non-teaching staff, governors, parents and other visitors to the 

 school. 

 

2 INTRODUCTION 

 

2.1  This policy is to cover the activities at Maidwell Primary School.  It is to be 

 read in conjunction with the Health & Safety documents and advice issued by 

 West Northamptonshire Council as the employer. 

 

2.2  We recognise the importance of safety, health and welfare in the school and 

 believe in the active participation of every person to maintain the highest 
 practicable standards of accident prevention. 

 

2.3  The Governors and Headteacher are required by the Health and Safety at 

 Work Act 1974 to afford facilities for consulting with Trade Unions Safety 

 Representatives, and establishing safety committees where requested. 

 

2.4 This policy should be read in conjunction with the following documents: 
 

 Emergency Action Plan (Fire) 

 Health and Hygiene – Breakfast Club 

  Administering Medication 

 EVC Policy 

 Critical Incident Plan 

 COVID-19 Risk Assessment 

 

 

3 THE HEALTH & SAFETY AT WORK ACT 1974 

 

3.1  Duties imposed by the Health & Safety at Work Act.  The principal duty 

 placed on every employer is to ensure the health, safety and welfare at work 
 of his/her employees, with particular reference to the following 

 requirements: 

 

▪ The provision and maintenance of plant and systems of work there are, so 

far as is reasonably practicable, safe and without risks to health 

▪ The provision of arrangements of ensuring, so far as is reasonably 

practicable, safety and absence of risk to health in connection with the use, 

handling, storage and transport of articles and substances 

▪ The provisions of such information, instruction, training and supervision as is 

necessary to ensure, so far as is reasonably practicable, the health and safety 

at work of his/her employees 

▪ So far as is reasonably practicable as regards any place of work under the 

employer’s control, the maintenance of it in a condition that is safe and 

without risks to health and the provision and maintenance of means of access 

to and egress from it that are safe and without such risk 
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▪ The provision and maintenance of a working environment for his/her 

employees that is, so far as is reasonably practicable, safe, without risks to 

health and adequate as regards facilities and arrangements for this welfare at 

work {Section 2 (2)} 

 

3.2  Employees 

 

▪ Employees have a duty to take reasonable care for their own health and 

safety, and the health and safety of other persons who may be affected by 

their acts or omissions at work 

▪ Employees also have a duty to co-operate with their employer in so far as is 

necessary to enable the employer to carry out his duties 

▪ Employees also have the duty not to intentionally or recklessly interfere with 

or misuse anything provided in the interest of health, safety and welfare 

(Section 7 & 8) 
 

We have now set up a dedicated HSW team number (01604) 366666 which you can 
call should you require advice, guidance and support; this is in addition to the team 
email . 
 
 

 

 

4 RESPONSIBILITIES 

 

4.1 The dedicated Health, Safety & Wellbeing team at WNC is available for 

advice, guidance and support on 01604 366666.  The team email is WNC-

HSW@westnorthants.gov.uk.  There is no longer a single Appointed Person. 

 

4.2 Named Person responsible for fabric of building and building services: Mr 

Mrs Rosemarie James 

 

4.3 It is the responsibility of the Governors and Headteacher to ensure that the 

safety policy remains valid and is operated within the establishment and to 

monitor it 

 

4.4 The Health and Safety at Work Act 1974 makes it the legal duty of the 

employer and its employees to take reasonable care for health, safety and 

welfare of themselves, other employees and all other persons who may be 

affected by their acts or omissions 

 

4.5 The Headteacher and Governors are responsible for the general application 

of the arrangements, and for ensuring the communication of relevant 
information to all staff 

 

4.6 All staff are required to familiarise themselves with the Health and Safety 

Policy and any other safety information 

 

mailto:WNC-HSW@westnorthants.gov.uk
mailto:WNC-HSW@westnorthants.gov.uk


Maidwell Primary School 

HEALTH AND SAFETY POLICY 

Page 5 of 68 

 

4.7 All staff are responsible for reporting to the Headteacher any hazards or 

safety defects which they cannot eliminate themselves.  In return the 

Headteacher will report to the Governors any defect which he/she cannot 

eliminate him/herself.  The Headteacher will arrange for any emergency 

repairs to be carried out by direct contact with the building contractor. 

 

4.8 The Headteacher shall identify the main hazards and welfare problems that 

could arise from systems of work, premises, grounds and equipment. 

 

4.9 It is the responsibility of the governors and Headteacher to ensure that 

adequate and relevant training is provided to allow staff to carry out their 

obligations under this policy. 

 

 

5 GENERAL SAFETY 
 

5.1 Staff must not attempt to lift or move anything they consider to be too heavy 

or awkward for them.  Special care must be taken when asking children to 

move heavy objects. 

 

5.2 The Headteacher will ensure a termly inspection of the building and grounds 

is carried out (this may be delegated to other senior staff).  See Appendix A 

for LGSS inspection checklists. 

 

5.3 The Headteacher must ensure that all contractors report to the school office 

on arrival and departure from the school.  Whenever possible arrangements 

should be made for building works to be carried out during school holidays. 

 

5.4 The contractor shall comply with all the relevant Health and Safety legislation, 

regulations, approved codes of practice. 

 

5.5 Should a Health and Safety incident necessitate the closure of the school, 

refer to the Critical Incident Plan. 

 

6 FIRE SAFETY IN SCHOOL 
 

Refer to the Emergency Action Plan (Fire) 

 

 

7 ACCIDENTAL INJURY 
 

7.1 Most accidents, which occur in school, are of a minor nature.  Where a more 

serious accident occurs, the following strategies are to be adopted: 

 

▪ Refer to the First Aider for immediate advice/action 
▪ Make an emergency 999 telephone call if appropriate 

▪ Inform parent/guardian in case of accident to pupils and make 

arrangements for the parents to transport the pupil to the hospital 

▪ A written report must be filled in the Accident Book 
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▪ An accident form must be completed by both pupils or adults and copies 

are filed in school 

 

7.2 More serious accidents may need to be reported to RIDDOR and LGSS 

Health and Safety Team (see Appendix B).  As a general guide, any incident 

requiring a child being transported direct to hospital in an ambulance is 

reportable.  In all cases, contact the LGSS team first. 

 

 

 

8 FIRST AID IN SCHOOL 
 

8.1 A First Aid Needs Assessment (Appendix I) is in place for the school.  It must 

be reviewed as part of the review of this policy. 

 
8.2 The First Aiders at Maidwell Primary School are: 

Mrs Nicki Lloyd, Mrs Lisa Barley, Mr Geoff Woods and Mrs Carol 

Walker 

 

8.3 Contents of the First Aid Box: 

 

 Mandatory: 

 

▪ A leaflet giving general advice on first aid 

▪ Individually wrapped sterile adhesive dressings of assorted size (plasters).  

▪ Sterile eye pads 

▪ Triangular bandages, individually wrapped 

▪ Safety Pins 

▪ Medium wound dressings, individually wrapped and sterile 

▪ Large wound dressings, individually wrapped and sterile 

▪ Disposable gloves 

 

Desirable: 

 

▪ Pen 

▪ Gauze swabs 

▪ Face shield 

▪ Scissors 

▪ Tweezers 

▪ Paper bag 

▪ Mask 

 

8.4 It is the responsibility of Mrs Lloyd/Mrs Barley to check the contents of 

the First Aid box on a monthly basis and replenish as necessary.  The First 

Aid box must be easily accessible and available at all times to anyone who is 
on the premises. 

 

8.5 The First Aid box is located in the office.  A portable First Aid kit is located 

in the school office for use away from the school. 
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8.6 Medication including asthma inhalers 

 

Refer to the Administering Medication Policy 

 

8.7 Dressing of Wounds 

 

  Small cuts/abrasions will be cleaned.  In the case of a wound requiring more 

  than a small plaster, parents will be contacted in order to attend the injury. 

 

 

8.8 Head Bumps 

 

A child with a head bump will be issued with a wrist band detailing their 

name, date and time of head bump.  Parents are instructed to refer to the 

school’s standard head bump advice on the school website (see Appendix J).  
The First Aid records must still be completed with a head bump.  A reminder 

regarding this system is published in every termly newsletter. 

 

 

9 HEALTH AND SAFETY OF TEACHERS AND PUPILS 

 

9.1 Teachers have a responsibility to ensure, in so far as practicable, that both 

they and their pupils operate in a safe environment. 

 

9.2 Supervision of Pupils 

 

▪ Calm, orderly conduct throughout the school and playground reduces the 

chances of accidents 

▪ Teachers are responsible, in so far as is practicable, for the supervision of 

safe movement inside the main school building 

▪ Where electrical equipment is in use and when working above floor level 

the same health and safety codes of practice for caretakers must be 

adhered to 

▪ Teachers should check that the temperature of their classroom does not 

fall below 16oC and as a norm 18 oC classroom temperature is considered 

most suitable 

▪ Stepladders should be used when working above floor level – not chairs, 

as this is considered very dangerous 

 

9.3 Design and Technology 

 

This area of the curriculum requires the pupils to develop skills in 

investigation, the use of tools and working with a variety of materials. 

 

It is essential that adequate supervision is applied at all times by teaching, 
non-teaching and voluntary helpers. 

 

Preparation of Design and Technology Activities 
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Teachers should seek advice about good practice.  Teachers should try out a 

new tool technique or procedure for themselves so that they are aware of 

any potential dangers or difficulties. 

 

Teachers should identify those activities which require supervision and 

ensure that only a manageable number of children are engaged in them at any 

one time. 

 

Children should be made aware of the possible consequences of their actions 

to others, eg. careless use of tools. 

 

Organisation of Design and Technology 

 

Children should be taught to take care of tools and equipment, to work 

systematically and to clear away afterwards. 
 

▪ Equipment should be classified as to: 

- that which is for general use 

- that which is only to be used under direct supervision 

- that which is for teachers only 

▪ Store materials which children require in such a way that easy and safe 

access is possible 

▪ Avoid trailing extension leads across the floor 

▪ Ensure a good level of natural and artificial lighting 

 

 

10 HEALTH & SAFETY WITHIN THE CURRICULUM 

 

10.1 Physical Education 

 

To ensure the safety of pupils when they are participating in physical 

education, appropriate clothing and footwear must be worn: 

▪ Shorts and tee-shirt top 

▪ Plimsolls or bare feet (indoors) 
▪ Trainers (outdoors) 

Jewellery should not be worn (including NOT covering earrings with tape) 

 

Barefoot work for gymnastics/dance/drama is only allowed on a suitable floor 

surface. 

 

At no times are pupils permitted to take part in physical education/ 

dance/drama in stocking feet. 

 

All staff should make a quick, visual check of apparatus in PE.  If there is any 

suspicion that it is faulty it should NOT be used.  They should then report 

the matter to the Headteacher. 

 

The school will undertake annual servicing of all PE equipment by a 

recognised supplier (usually Universal Services or similar). 

 



Maidwell Primary School 

HEALTH AND SAFETY POLICY 

Page 9 of 68 

 

Refer to the school’s PE risk assessments (Appendix C). 

 

10.2 Indoor/Outdoor Games 

 

Any games involving physical contact will include a risk factor and the 

possibility of injury.  This can be minimised by specific attention to the 

following: 

 

▪ Surfaces should be free from stones, glass and other debris.  The playing 

field should not be used if frost damage causes dangerous ridging 

▪ Indoor games should only be played in situations where loose equipment 

or furniture does not constitute a hazard.  Care should be taken that 

hard equipment should not be used that would break light bulbs or 

windows 

▪ Games should be played in controlled conditions and with good conduct; 
a healthy attitude towards opponents should be encouraged.  Whilst 

healthy competition is natural, excessive competitiveness should be 

actively discouraged 

▪ Appropriate footwear should be worn for football as should shin pads 

▪ Clothing should be worn to suit weather conditions.  Tracksuits may be 

worn in cold weather 

 

10.3 Swimming 

 

Health and Safety in Swimming to be read in conjunction with the 

Northamptonshire County Council guidelines (Appendix F). 

 

The swimming teacher should check the number of pupils before they enter 

the water, whilst they are in the water and when they leave the water.  The 

recommended teacher/pupil ratio is 1:15 with a maximum of 1:20. 

 

It is essential that a competent lifesaver who is able to act in an emergency 

should always be present, and that safety equipment is readily available. 

 

The teacher must at all times be in a position to see the whole group and the 

bottom of the pool.  Consequently, the teacher should teach from the side of 

the pool.  If the teacher is in the water there MUST be a second competent 

lifesaver supervising from the side of the pool. 

 

No pupil should be allowed to enter the water unless specifically directed to 

do so. 

 

No pupil is allowed back into the pool area unless they are accompanied by 

an adult. 

 
Good discipline must be observed at all times in the pool and changing 

rooms.  Running along the side of the pool, unnecessary noise and any form 

of rough play must be forbidden. 

 

No swimming is allowed unless the pupils are being supervised. 
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All teachers and others in a supervisory role, should be conversant with the 

system to effect an emergency clearance of the pool and it should be 

practised regularly.  It is recommended that the following system be used: 

 

▪ One blast on the whistle and all pupils must stop what they are doing and 

get out of the pool  

 

Good organisation is fundamental to safety in the teaching of swimming. 

 

Pupils are permitted to swim with a verruca providing a rubber sock or 

waterproof plaster is worn. 

 

Children are allowed to wear goggles whilst swimming as long as they adhere 

to the safety steps as laid out in the annual goggles safety letter (Appendix K). 
 

Refer to Appendix C (Swimming Risk Assessment), Appendix D (Operating 

Procedures) and Appendix E (Emergency Action Plan) 

 

10.4 Education Trips 

 

A written permission slip signed by the parent/guardian must be obtained to 

enable a pupil to take part in a trip.  The teacher responsible for arranging 

the trip must first make a pre-visit to ensure the safety of the venue.  

Teachers must ensure that adequate supervision is available.  First Aid and 
accident procedure arrangements must be clearly identified. 

 

Refer to the school’s Educational Visits Policy. 

 

 

10.5 VDU’s (Visual Display Units) 

 

For people whose duties entail working with VDU equipment, short frequent 

breaks are necessary.  Such employees may ask the Governors of the school 

to pay for an eye and eyesight test, with regular check-ups to follow. 

 

 

11 CODES OF PRACTICE FOR CONTRACTORS AND CLEANING STAFF 

 

11.1 The Governors of Maidwell Primary School, as employers, have a 

responsibility to ensure safe systems of work in maintaining safe plant and 

premises 

 

11.2 Employees have a duty and responsibility to avoid injury both to themselves 

and to others 

 

11.3 Employees are required to co-operate with management to meet their 

statutory requirements under the Health and Safety at Work Act.  Employees 

should not take risks. 
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11.4 Maintenance, Equipment, Materials 

 

Senior staff are responsible for the operation of the central heating within the 

school.  In the event of failure, no attempt should be made to rectify the fault 

– the Heating Engineer should be informed and no further action taken. 

 

11.5 Cleaning Materials: 

 

• All detergents and disinfectants are poisonous if taken in quantity and 

therefore must be stored in a safe/secure place.  Containers should be 

checked for leaks before storing to avoid the situation where leaking 

containers combine their contents to produce toxic fumes in a closed 

room. 

 

• Before using cleaning materials the container label must be read and any 

instructions carried out.  Special instructions in respect of storage must 

be adhered to. 

 

• No liquids or materials should be stored in containers other than those 

stated on the label. 

 

• All cleaning materials must be appropriate for COVID-19 protection. 

 

11.6 Floors 

 

When floors have been recently scrubbed, wet mopped or where new polish 

has been applied, warning signs indicating wet areas of seal or polish should 

be placed in the appropriate position. 

 
11.7 Floor Polishers/Vacuum Cleaners: 

 

• All machinery should be checked before use and any faults reported 

immediately to the Headteacher/School Secretary.  A faulty machine 

should be locked away with a warning notice that it should not be used 

until repaired. 

 

• Plugs and cables should be checked visually before use. 

 

• Machinery must not be plugged in when not in use and should be stored 

in a secure place. 

 

• Machines should be kept in a clean condition and vacuum bags must be 

emptied regularly. 
 

11.8 Ladders and Access to Equipment: 

 

• When working above floor level, ladders or steps must be used. 

 

• Check ladders and steps are in a safe condition. 
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• Ladders and steps when erected should be long enough to reach the 

place of work without the use having to over-reach in any direction. 
 

• When a person is working above 11ft, another person should be present. 

 

11.9 Store Cupboard 

 

• The cleaning cupboard should be kept locked with the key kept in the 

school office. 

 

12 SNOW AND ICE 
 

12.1 In snow and ice the premises, including entrances, exits and pathways are to 

be kept in a safe condition as far as is practicable within reason. 

 

12.2 In very severe conditions regard must be given to the practical circumstances 

prevailing, and where necessary and with the agreement of the Headteacher, 

some areas may be taken temporarily out of use.   See Appendix F. 

 

 

13 AROUND THE SCHOOL 
 

13.1 Parents and children are advised that they MUST NOT enter the staff car 

park unless specifically instructed/invited to do so. 

 

 

14 SCHOOL SECURITY AND VISITORS 
 

14.1 Visitors are defined as any person who is not a child on the school role or an 

adult who is a paid/permanent member of staff. 

 

14.2 All visitors must ‘sign in’ on entering the building and inform a member of 

staff as they leave. 

 

14.3 Visitors are asked to wear a label (see appendix E) with the appropriate box 

ticked to show they are known to a member of staff and have a reason to be 

in the school building. 

 

14.4 Visitors who are classed as ‘Visitor’ or ‘Parent’ will not have received any 

safeguarding or fire evacuation training specific to Maidwell Primary. 

Therefore, ‘Visitors’ and ‘Parents’ are also given a lanyard to wear that details 

the fire evacuation procedure and the safeguarding/DSL essential information 

(see appendix G). 

 

14.5 All visitors who do not have a school issued DBS MUST be accompanied at 

all times when in the school building during school hours. (ie: visitors who 

are classed as ‘Visitor’ or ‘Parent’). 

 

14.6 Boundary security - The hall door (field access) MUST NOT be left open and 

unattended at any time. 
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15 ABSESTOS 

 

15.1 The register of asbestos is held in the school office and copied in the Health 

and Safety inspection file. 

 

 

 

 

16 CORNAVIRUS/COVID-19 

 

16.1 All DfE government guidance and advice with regard to Coronovirus /Covid-

19 will be followed as per documents available from the .gov.uk website.   All 

staff will be expected to comply with these guidelines.  Cleaning and safety 
measures will be implemented in school with the DfE/government guidelines 

as a minimum standard.  A school specific Risk Assessment will be prepared/ 

updated and distributed to all staff and governors before children resume 

attendance following any major outbreak or lockdown. 

 

 

17 FINAL STATEMENT 

 

17.1 This policy is to be reviewed on an annual basis to ensure adequate 

recognition of changing circumstances within the school. 

 

17.2 Any review of this policy must also include a review or replacement of the 

accompanying risk assessments. 
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Appendix A 
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School Premises Safety Inspections 
 
Introduction 
General advice about audits and inspections is provided in the “Safety policy and safety 
management system guidance” document provided on the Extranet.  The following 
information and associated checklists are designed to assist school leadership teams / 
Governing Bodies when conducting school premises safety inspections.    
 
 
Responsibility 
Governing Bodies are responsible for ensuring that suitable and sufficient inspections of the 
premises are undertaken, the findings are recorded and appropriate action taken to rectify 
any defects or deficiencies identified.      Certain tasks may be delegated to the Headteacher 
or other appropriate school employees. 
 
 
What is a “Safety inspection” and what should it cover? 
A safety inspection is an important part of managing health and safety in any workplace, 
including schools, and should be conducted as a routine scheduled inspection of a defined 
area.    
 
The extent and nature of the inspection will be determined by the schools’ Governing Body 
but it could cover all safety issues within a specified area (e.g. the whole site or a single 
department / faculty / building) or focus on one specific safety issue throughout the school. 
 
To assist in conducting these inspections, separate checklists for internal areas / general 
issues, external areas and specialist areas have been provided but these can be adapted to 
suit the specific circumstances of the school being inspected.   A blank checklist template 
has also been provided for schools to use to create their own version if required.   It should 
be noted that a number of items listed, particularly in specialist areas, will also require formal 
inspections by appropriately qualified contractors etc.      
 
 
Who is involved and how often should they take place? 
Who is involved in carrying out the inspections is a matter for each school to determine but 
may include members of the Governing Body, the Head Teacher, members of the senior 
leadership team, other school employees or combinations thereof.     
 
In a PFI school, it may be appropriate to include a representative of the Facilities 
Management contractor and the inspection could include monitoring of their documentation / 
log sheets (see the PFI school version of the “Safety policy and safety management system 
guidance” document provided on the Extranet). 
 
The knowledge and experience of those conducting the inspection in relation to the subject 
of the inspection should also be taken into account. 
 
Trade union health and safety representatives can request that a workplace inspection be 
undertaken where formal inspections are not routinely carried out.    The County Council 
acknowledges the role played by its recognised Trade Unions and their health and safety 
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representatives in assisting with this important monitoring process.  
 
Where formal routine school premises inspections are carried out, the elected trade union 
health and safety representative(s) should be invited to participate.  
 
The frequency of inspection will depend on the nature of risk associated with the work being 
undertaken and the premises in which the work takes place but as a minimum, schools 
should carry out inspections three times a year (e.g. during terms 1/2, 3/4 and 5/6).    Where 
part of a school site is being inspected during one term, a different part should be inspected 
the following term and so on until all parts of the site are covered. 
 
 
Planning the inspections 
When planning school premises inspections, the Governing Body / Head Teacher should 
ensure that; 

 inspections are scheduled at an agreed frequency  

 a routine / systematic inspection of each work area takes place  

 findings are recorded  

 agreed procedures for reporting defects and informing senior management (and FM 
contractor where appropriate) of significant findings are followed  

 a system is in place to track the progress of rectifying defects 
 
 
Record keeping 
The findings from any formal school premises inspection should be recorded and a system 
implemented for reporting all significant findings to the Governing Body and/or senior 
management; the checklists provided can be used for this purpose.    All records should be 
kept for at least three years from the date of the inspection.  
 
 
Further guidance 
The Extranet contains more detailed information on the Workplace / School Premises 
Regulations, fire precautions, risk assessments, hazardous substances, finger protection 
devices on doors and many other issues.     
 
If further information or advice is required, please contact the Health, Safety and Wellbeing 
Team as follows; 
 
By telephone: 01604 368136  
By e-mail:  Health&Safety@northamptonshire.gov.uk 

 

mailto:Health&Safety@northamptonshire.gov.uk
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Appendix C 

 

Risk Assessment 

PE 

 
Aspect Responsibility Details Notes 

Teaching attire 

Class Teacher 

Teacher responsible for ensuring PE 

clothing/footwear is appropriate 

 

Children’s attire All: T-shirt, shorts, plimsolls, tracksuit, indoor 

shoes 

No items of usual school 

uniform 

Changing area 

supervision 

Responsible for supervision of children whilst 

changing, removal of jewellery/outdoor 

shoes/clothing 

 

Movement from 

changing area to hall 

Children requested to line up in an orderly 

way and are escorted to games hall and asked 

to sit in a space 

 

Non-participants A pupil not participating will be sent to 

another class or watch the lesson 

 

Behaviour In the course of the lesson the Teacher in 

charge of a group is responsible for the 

supervision of the pupils in that specific group.  

Where a situation has developed beyond the 

norm, the group teacher has responsibility for 

removing disruptive pupils from the group 

 

Dealing with 

disruptions 

Minor injury, eg: cut finger, pupil needing the 

toilet 

 

Fire Alarm Children line up in front of teacher Teacher and group walk through 
the emergency route to the 
assembly point 

Dealing with medical 

emergency 

Asthma attack, diabetic 

hyperglycaemic/hypoglycaemic episode  

 

Equipment All equipment at Maidwell Primary School 

checked before use 

 

 

 

 

 

Risk Assessment 

Swimming 

 
Significant Hazards and 

Identification of Risk 

Control Measures Residual Risk 

Rating 

Children crossing road Walk with partner 

Staff member first and last 

Staff member supervises road until children cross 

Low 

Entering changing rooms Walk 

Staff control/supervision 

Low 

Leaving child in changing area Staff control 

Register taken poolside 

Low 

Children entering pool area 

unsupervised 

Staff control 

Member of staff poolside to receive children from changing room 

Low 

Falling on wet floors Instruction to walk 

Sit poolside on entering pool area 

Low 

Unsupervised activity Defined groups per staff member 

Follow specific adult instructions 

Low 

Leaving pupil unsupervised in 

pool area 

Headcount 

Staff members check changing room 

Staff member last out 

Low 

Leaving pupil at pool Line up with partner 

Headcount 

Staff member at beginning/end of line 

Low 
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Maidwell Primary School – Use of Swimming Pool at Maidwell Hall 

Normal Operating Procedure (NOP) 
 

Induction Aspect Responsibility Details Notes 

Teaching Attire School Staff responsible for ensuring that their poolside attire 

including footwear is appropriate and that they are 

confident in their ability to effect a rescue without 

being hindered or impeded by their clothing 

Swimming teacher to 

effect a rescue where 

possible 

Before the session School Responsible to check arrangements for the visit 

including staff for supervision of changing areas (if 

applicable) 

 

Swimming Attire School Girls – one-piece swimsuit 

Boys – close fitting swimming trunks/shorts (making 

allowance for cultural demands which require looser 

fitting garments) 

 

Swimming hat (if required as part of pool/school 

swimming policy) 

 

Arrival School Responsible for the movement of students to the 

venue: 

• Walking to pool and crossing road 

 

Registers School Responsible for taking a register of all pupils attending 

that session prior to leaving school, notes should be 

made to inform Swimming Teachers of any non-

participating or absent students 

 

 

Swimming 

Teacher 

Responsible for taking a register of the group over 

which they have control at the beginning of the session 

 

Changing Room 

Supervision 

School Responsible for the supervision of the students whilst 

changing, removal of jewellery (see note below) 

 

Students should then wait until instructed to enter the 

swimming pool 

Pupils should also be 

reminded at this point to 

take any emergency 

medication such as 

inhalers with them onto 

the poolside 

Movement from 

Changing Area to 

Poolside 

School/ 

Appropriate 

nominated pool 

staff (where 

applicable) 

Before pupils go onto the poolside staff should ensure 

that they are encouraged to  

• go to the toilet 

• put on swimming hats (if part of the pool/school 

policy) 

 

Non-participants School Non-participants need to be accommodated in relation 

to the specific configuration of each session.  A list of 

pupils present but not taking part should be kept by a 

nominated teacher. 

 

Pupils who are not taking part must be made aware of 

what to do in the event of any emergency, such as a 

fire drill. 

 

General Behaviour 

and Relationships 

Group Teacher In the course of the lesson the Teacher in charge of a 

group is responsible for the supervision of the pupils in 

that specific group 

 

 

Nominated 

School Teacher 

in Charge 

Where a situation has developed beyond the norm, 

the group teacher has responsibility for removing 

disruptive pupils from the group, sitting them on the 

poolside away from the water.  Issues of discipline may 

then be dealt with by the nominated school teacher in 

charge. 

If the disruption occurs in 

a group other than the 

group of the nominated 

Teacher or with a non-

participating pupil the 

Teacher should stop their 

own group and get them 

to leave the pool before 

dealing with the incident 

Dealing with minor 

disruption 

Adult in charge 

of group 

Minor injury, eg: cut finger/pupil needing the toilet  



Maidwell Primary School 

HEALTH AND SAFETY POLICY 

Page 28 of 68 

 

Appendix E 

 

 

 

Maidwell Primary School – Use of Swimming Pool at Maidwell Hall 

Emergency Action Plan (EAP) 
 

Induction Aspect Responsibility Details Notes 

Fire Alarm All adults Each adult to remove group from pool and 

account for them all before following the 

pool’s evacuation procedure 

Teachers need to hear the alarm and 

walk through the emergency route to 

the assembly point.  

They should be told/shown where 

thermal blankets are collected on the 

way out 

Dealing with 

medical emergency 

Rescuing from 

water – 

Lifeguard 

 

Ongoing care – 

most competent 

adult available 

Epileptic seizure, Diabetic hyperglycaemic/ 

hypoglycaemic episode, asthma attack 

Where an accident report form is 

filled in at the pool a copy should be 

taken for entry into the school’s 

records 

In case of a serious 

incident 

Lifeguard/ 

Swimming 

Instructor 

 

School Teachers 

 

Has the Lead Role in any ‘rescue’ situation 

Directs the rescue and action taken 

 

 

Should initially attempt to call or use 

whistle procedure to attract attention to 

the need for a rescue 

 

 

 

 

 

A member of school staff should remain in 

charge of the pupils whilst they change 

back in to their school clothes 

 

The teacher in charge should return to the 

incident to monitor progress with the child 

 

 

Should an ambulance be required the 

teacher needs to decide whether to 

accompany the casualty to the hospital or 

remain with the group.  In any event the 
School must be notified. 

 

 

 

 

 

Should the incident turn out to be a 

minor event (swallowing a lot of 

water accompanied by panic) 

teachers should consider the need to 

contact parents to inform them of 

the incident before the child goes 

home 

 

 

 

 

 

Try to take note of times and 

persons involved for debriefing and 

reporting 

 

It may be more appropriate for a 

senior member of staff from school 

to drive to the hospital to meet the 

ambulance and the parents leaving 
the teacher to return to the school 

with the main group. 

 

THIS ASPECT MUST BE DISCUSSED 

IN ADVANCE TO ENSURE IT 

FORMS PART OF THE SCHOOL’S 

EMERGENCY ACTION PLAN. 

 

It should then be the school’s 

responsibility to contact the Parents 

and the County Council. 

 

The school Emergency/Action Plan 

should also deal with informing the 

parents of the class involved. 
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Risk Assessment SNOW AND ICE 

 
Hazard / Risk 

 
 

Who is at Risk? 
 

Normal Control Measures 
(Brief description and/or reference to source of 

information). 

Additional Control 
Measures 

(to take account of 

local/individual 
circumstances). 

Risk Rating 
H/M/L 

Slips, Trips, Falls  Staff 

Pupils 
visitors 

• Nominated member of staff to monitor 

weather conditions and anticipate when snow 
/ ice clearance may be required.( may be 
necessary for them to start work earlier to 

implement procedures) 

• Prioritised areas for clearing of snow and 
gritting of paths, steps and slopes. ( main 

access routes , paths from car parks to 

buildings etc to be dealt with ASAP) 

• Other areas cleared as time permits  

• Direct access to the main entrance from the 
site access point is created (1M wide) 

• Regular inspection of all areas and 

identification of those such as steps, slopes 
etc which may not be safe even when cleared 

• Treat cleared paths with salt and grit if 

freezing temperatures continue 

• Ensure all staff are aware of designated paths / 

access routes and take responsibility for using 
these. Reinforce this with pupils / visitors. 

• Where playgrounds remain slippery due to 

compacted snow / ice it may be necessary to 
accommodate pupils indoors at break time. If 
playgrounds remain in use supervision levels 

may need to be increased 

If slopes and steps remain 

in a dangerous condition it 
may be necessary to 
prevent access to affected 

area – cones / barrier/ 
tape etc. 

 

Manual handling 
 
Physical exertion 

Back injuries, 
strains/sprain 
 

 

Site Staff • Staff who are responsible for gritting / clearing 
paths have adequate equipment and clothing 
to carry out the work. 

• Ensure staff clearing snow are physically  
capable 

• Work at sensible pace and take frequent 

breaks 

• Training given in correct lifting techniques. 

• Appropriate footwear worn 

• Mechanical lifting aids available (trolleys, sack 
barrow etc.) 
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VISITOR LANYARD 

 

 

 
 

 

VISITOR LABEL 

 

 

 

Maidwell 
Primary School 

 

Governor  Volunteer  Coach 
           (with current DBS)        (with current DBS)              (with current DBS) 
 

Teacher  Visitor  Parent 
                (with current DBS) 

 
Name ______________________________  Date ____________ 

 

 

 

Maidwell Primary School 
 

 

The Senior Designated Person responsible for 

Safeguarding is: 

 

Mrs Rosemarie James 
Headteacher 

 

Please ensure any concerns are reported to 

her immediately 
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APPENDIX J 
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