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1. Introduction 

As required under Section 2 (3), and 4 of the Health and Safety at Work Act 1974 & The Management 
of Health and Safety at Work Regulations (1999:SI 1999/3242). The School has taken into account 
the DfE advice on ‘Health & safety advice on Legal Duties and powers for Local Authorities, Head 
Teachers, Staff & Governing bodies (2013). 
 
1. The Governors of Finton House School recognise and accept their responsibility as an employer 

for providing, so far as is reasonably possible, safe and healthy work places and working 
environment for all their staff and pupils including those in the EYFS. 

2. The Governors will take all steps within their power to meet their responsibility, paying particular 
attention to the provision and maintenance of: 
a) Plant (machinery), equipment and systems of work that are safe; 
b) Safe arrangements for the use, handling, storage and transport of articles and substances; 
c) Sufficient information, instruction training and supervision to enable all staff to recognize 

hazards and contribute positively to their own safety and health at work and to the health and 
safety of others; 

d) A safe place of work and safe access to it; 
e) A healthy environment and adequate welfare facilities; 
f) Completion of risk assessments (Please refer to Risk Assessment Policy). 

3. The Governors will continue to keep under review arrangements for providing competent 
technical advice and training on safety and health to assist both teachers and non-teaching staff. 

4. The Governors, recognising the need for involvement of both teaching and non-teaching staff in 
achieving a successful safety policy, will co-operate with safety representatives and will provide 
staff with such facilities, consult and training as may be necessary for them to carry out their task.  
The Governors will also co-operate in the development of appropriate committee arrangements 
for the consideration of safety matters. 

5. There is a Governor with specific responsibility for Health and Safety: Robin Chatwin. This 
Governor will meet each term to review the policy with the Bursar and agree any action and 
review all changes actioned each term.   

6. The Governors remind all staff of their own duties under Section 7 of the Health and Safety at 
Work Act 1974 to take care of their own safety and that of other staff and to co-operate with the 
Governors so as to enable them to carry out their own responsibilities successfully. 

7. Section 7 - Health & Safety at Work Act 1974: 
IT SHALL BE the duty of every employee while at work: 
a) To take reasonable care for the health and safety of him/herself and of other persons who 

may be affected by his/her acts or omissions at work. 
b) As regards to any duty or requirement imposed by his/her employer or any other person by 

or under any of the relevant statutory provisions, to co-operate with him/her so far as is 
necessary to enable that duty or requirement to be performed or complied with. 

c) A copy of this statement is issued to all staff.  It will be reviewed, added to or modified from 
time to time.  Amendments to this policy will be briefed to staff and a new copy available on 
the school computer system. 

8. The Head is responsible and accountable to the Governors for implementing this health and safety 
policy.  The day-to-day management of health and safety matters will be delegated to the Bursar.  
The Bursar will arrange meetings as necessary to resolve uncertain areas of health and safety 
responsibilities or specific issues which may arise. 
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2. Access 

a) Children are told not to run inside the buildings. 
b) All children and staff keep to the right on all staircases. 
c) Children are not allowed in the classroom unattended. 
d) All corridors/stairs/exits must be kept clear at all times. 
 

Entry by visitors during school hours: 
All visitors must enter the school through the front entrance from Trinity Road and report to the school 
office where they will sign in/out and be given a visitors badge, except for special functions (e.g.: Open 
Mornings, Concerts, Play Productions) when a large number of visitors are present and management 
of these visitors is by the event organizer.  
All visitor badges have the basic fire evacuation procedures/muster points shown on the back of the 
badge as well as details of who to report any safeguarding/child protection concerns to – DSL – Bridget 
Norton.  There is an A4 sheet for visitors to read in the signing in book that covers Safeguarding, Fire, 
Security, First Aid and Smoking.  The Deputy DSL and the office maintains the radicalisation risk 
assessment carried out on all visitors working with children. 
All visitors who will have direct/unsupervised access to the pupils, or be on the premises unsupervised 
during term-time will be required to give proof of identity and their current DBS Certificate Number. 
The school operates a colour coded system for visitor badges to enable all visitors to be easily 
recognizable by school staff: 
Green – Fully enhanced DBS checked by the school and allowed unsupervised access to the children 
(e.g.: School Governors, parent readers, after school club instructor). Or, Copy of DBS certificate or 
DBS certificate number provided though this check completed by alternative provided (e.g.: a local 
authority visit or company/workshop visitor). The DBS certificate number and a copy of their ID must 
be seen by the school office and a copy held on file. 
Red -   All visitors that do not provide a DBS certificate and are not allowed unsupervised access to the 
children. These visitors must be accompanied by a member of school staff at all times (e.g.: 
maintenance contractors in school working hours.) 
Action Plan for Unauthorised Entry (in and out of normal school day) 

a) Unauthorised visitors are those who do not report to the school office to sign in.  A visitor is 
only considered authorised when they have signed in with the office and are wearing a 
visitor’s badge. All contractors should be accompanied by a member of staff whilst working in 
the school.   

b) Any strangers on the premises and not wearing a visitor’s badge should be questioned by a 
member of staff.  “Can I help you?” is the question that normally establishes whether 
somebody has a right to be in the building.  Any visitor should be taken to the school office 
and required to sign in and are given a badge.  They should sign out when they leave the 
premises and return the badge. 

c) If the answer arouses suspicion, please escort them politely out of the building.  However, if 
you feel there is any element of danger or any confrontation please alert the Head, Bursar, 
Facilities Manager or Caretaker.  They will then challenge the person and lead them off the 
premises.  If the unwelcome visitor proves confrontational the police will be called by the 
school office.  If necessary, procedures should be put in place to clear the immediate vicinity 
of staff and pupils.  At no time should a member of staff put their personal safety at risk unless 
protecting the children.   

d) An incident such as an aggressive intruder, explosion or gun fire requires everyone to run away 
from the area, hide and contact emergency services as soon as it is safe to do so.  Please see 
Critical Incident policy for lock-down procedure. 

e) Make sure that the Head or Bursar are made aware of any incident which has aroused your 
concern (or in their absence any member of the Senior Leadership Team). 
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3.  Arrival and Departure: Children 

a) All Lower School children can be accompanied into the building in the morning and all US 
children should enter the building unaccompanied. All children are collected from the 
playground at 'going home time' unless it is ‘wet‘ going home. 

b) Children arriving early can be delivered to the Science Lab for supervision at “Larks” from 8.00 
am and a register is kept of the children.  A member of staff opens the little side gate by the 
Wendy Houses at 8.00am.  The gate is closed at 8.15am once the main gate on Wandle Road 
is opened. 

c) Children and parents are allowed into school from 8.35am or earlier if there is a club or 
therapy session.   

d) No child, unless Year 6 (sometimes special arrangements are made regarding a Y5 pupil) is 
dismissed at the end of the day until the relevant adult has come to collect them and has been 
seen by the teacher.  However, any Year 6 parent wishing their child to go home unescorted 
has to inform the school in writing.  The child signs in and out in the School office each day 
and time of arrival/departure is recorded.  If they bring in a mobile telephone it is kept in the 
School office during the day.  The child still has to say goodbye to a member of staff at the end 
of the day. 

e) Any uncollected pupils should be taken to “Owls” located in the library (after dismissal or after 
a club).  Parents have 15mins grace after dismissal (i.e.: 4.15 pm) and clubs (i.e.: 5.15 pm).  The 
children are signed out of Owls by the adult that comes to collect them.   

f) Any child going home with a different adult from the normal routine must have a note in his 
or her home book explaining arrangements. 

g) Children are dismissed at the end of the school day at 4.00pm.  Clubs usually end at 5.00pm 
and be collected from the playground. The children must shake the hand of their teacher/club 
leader and say goodbye before departing.   However, for clubs finishing beyond 5.00pm, 
parents can, with prior agreement from the Club Leader, collect the children from the activity 
venue, rather than collecting them from school.  A register is kept of the children who have 
not returned to school.   

h) Any uncollected from a club is brought to the School office and their parents are contacted.  
If after 5.30pm a member of the SLT/MT is informed.  For more details on uncollected children 
please see section on uncollected children in Child Protection & Safeguarding policy. 

i) After Owls finishes (5.30pm) the club leader should phone the parents of any uncollected 
child.  If the parents cannot be contacted the DSL is informed, and if they are not available a 
member of the SLT is informed and one of the Child’s emergency contacts is called and they 
are asked to collect the child.  If the Head is not in school, the Owls club leader must notify 
them on the following mobile number: 07795 491615 and the DSL can be contacted on 07787 
500740. 

j) There is always a member of staff on Wandle Road main gate at the beginning and end of the 
day. 

4. Audio Visual Aids 

a) When these are in use, cables must not present a hazard.   Teachers carry out full risk 
assessments and brief the school Bursar or Facilities Manager if trunking is not fitted to the 
wall correctly. 

b) All equipment must be turned off when not in use e.g.: interactive whiteboards, projectors, 
computers, laptops. 
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There is a set of safety guidelines regarding use of interactive whiteboards in each classroom.  

5. Break Times 

a) Three members of staff are always outside on duty in the playground.  
b) The boundary is well-maintained with a continuous wall around the play area and all gates are 

locked with magnetic release buttons. 
c) The children know that if they kick a ball over the fence they must tell a member of staff on 

duty. 
d) Children must ask a member of staff on duty if they wish to go inside a school building for any 

reason. 
e) Children line up at the end of break time in the playground and are collected by a member of 

staff before they enter the building, one class at a time. 

6. Broken Glass 

Any glass items from windows, light fittings or rubbish with which children can damage 
themselves, must be immediately cleared up, or reported to the Head and/or Facilities 
Manager. 

7. Classrooms 

a) Teachers and assistants are responsible for ensuring classrooms are safe to work in and any 
issues reported to the Headmaster or Bursar who will arrange for the area to be made safe 
until a permanent resolution is implemented. 

b) Teachers and assistants are responsible for ensuring equipment is safe to use and if not, 
reported to the Headmaster or Bursar, kept out of use or immobilized until it is repaired. 

c) Where appropriate, teachers and assistants will ensure protective equipment is worn as 
necessary. 

d) Children should not run in the classroom. 
e) Teachers and assistants are responsible for instructing the children to use equipment safely, 

e.g.: scissors and computers. 
f) Risk assessments are a key component to ensure the ongoing welfare of children at all times. 

Risk assessments are completed annually each September by class teachers, subject specialist 
teachers, therapists and admin staff for their rooms and offices and reviewed when necessary 
(termly) throughout the year. Each teacher is responsible for assessing the risks in their area 
highlighting the following: 

- Any potential hazard. 
- Potential harm to a third party under their supervision. 
- Level of risk involved. 
- Ways of preventing or minimizing any potential harm. 
- Any other further action required (e.g.: inform their line manager). 

            Risk assessments are then stored electronically on the staff drive. 
d) Classrooms must be kept tidy, both during and after lessons.  In particular, bags should not 

obstruct the areas between desks or exits.  Coats and bags must be kept on the pegs allocated 
for them in the cloakrooms or in the classrooms. 
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8. Clubs  

(See clubs policies for staff, parents and peripatetic teachers) 

9. Contractors and Other Third Party Visitors 

a) Control of contractors on premises:  None during term time (except in an emergency), 
however, if they are working in areas where children are present the area must be cordoned 
off and a contractor(s) must not be left alone with children. 

b) Contractors and third party visitors must report to the school office and identification is 
checked.  They sign in and are given a visitors badge and sign out on leaving the building. Any 
contractor who cannot provide a DBS certificate is then accompanied by a member of staff at 
all times. 

c) Advice to staff about workmen:  If workmen are in the building, staff will be informed by the 
Facilities Manager or Bursar.  They will always be wearing a visitor’s badge.  Any unbadged 
adults must be challenged politely. 

10. DBS (Disclosure and Barring Service)  

See Recruitment & Selection Policy 

11. Electrical and Gas Safety 

a) The Bursar manages and is responsible for the inspection of electrical and gas equipment.  This 
is done via regular inspections and testing organized by the Bursar.  Fixed wiring is 
inspected/tested every 5 years and small appliances every year by external contractors. A 
sticker is placed on tested appliances showing date of last test. Gas Boilers are serviced on a 
quarterly basis by an external contractor. There are no portable gas cylinders held on site. 
Only mains gas into each building. 

b) Instructions to users:  See the Bursar or the Facilities Manager.  Emergency cutoff switches 
have been fitted in the school kitchen for the cooking appliances. The school cook has been 
trained how to use these. 

c) Policy on limitations of personal equipment being brought to school:  No personal electrical 
equipment allowed in school at any time other than mobile phones. 

12. Environmental Matters 

Any defects or issues relating to heating, ventilation, air-con units should be reported to the Bursar 
who is responsible for their repair.  The Bursar is responsible for organizing an annual Legionnaire’s 
Disease inspection. 

13. Fire Precautions  

(See Fire Drill and Evacuation Procedure Policy) 
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14. Food Hygiene  

(For details on Healthy Eating/Nutrition please see separate policy) 

15. Furniture and Fittings 

 Any broken or damaged furniture or fittings must be reported to the Bursar or Facilities Manager. 

16. General Hazards 

All general hazards must be reported to the Head, Deputy Head or the Bursar who will take interim 
measures to minimize the hazard with the assistance of the Facilities Manager.  The Head is 
responsible for taking remedial action. 

17. Good Housekeeping 

a) Tissues are kept in each classroom. 
b) Hand dryers and lavatory paper are daily re-stocked by the Contract Cleaners. 
c) There is a weekly Staffroom rota for ensuring that tea and coffee making facilities, together 

with the staffroom, are kept clean and tidy through the day. 

18. Handling and Lifting 

The school is aware of its obligations under ‘The Manual Handling Operations Regulations 1992’ and 
where there is a possibility of injury being caused, the following action will be taken in line with the 
regulations. 

a) Manual handling activities involving risk, so far as reasonably practicable, will be eliminated 
or moved by a mechanized process. 

b) Where activities involving risk cannot be avoided they will be subject to an assessment. 
c) The risk of injury will be reduced as far as reasonably possible by: 

 Seeking assistance from other personnel 

 Using barrows or other similar equipment etc. 

 Staff remembering to bend their knees when lifting 
d) All personnel are required to exercise discretion when lifting any object.  The initial 

responsibility for assessing any manual handling implications rests with the person lifting the 
object. 

19. Infectious Diseases   

(See First Aid and Medication Policy and Flu Pandemic policies) 

20. Medical Details, Accidents, First Aid and Body Fluids  

(See First Aid and Medication Policy) 
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21. Inspection for Potential Health and Safety Risks 

Inspections for potential health and safety risks are carried out by the Bursar with assistance from the 
Facilities Manager 

22. Lunch 

Children have staggered lunch times in order to avoid congestion.  Two dinner ladies and three 
members of staff are in the Lunch Hall at all times. 

23. Monitoring 

During each term the Head, Bursar and Facilities Manager tour the building and grounds for any 
defects that need repair or alterations that need to be made. 

24. New Staff 

A copy of the Health and Safety Policy will be given to new employees at the beginning of their first 
term.  The Deputy Head will instruct them with regard to health and safety aspects of school life. 

25. Road Crossing 

Walking children up and down Trinity Road, in the local area and other external venues (please also 
refer to the trip policy). 
The safety and security of children and staff walking to and from local sites (notably Trinity Fields) and 
other external venues are of paramount importance.  All children need careful supervision at all times 
and no child should ever be left unsupervised by a member of Finton House staff.  It should also be 
remembered that the school is on display when walking on pavements and all staff and children should 
be tidy in appearance and behave in a considerate and polite manner.  
Our aim is to teach children to behave safely when walking on pavements and crossing roads.   
Setting Off/Preparation 

a) All staff must wear a yellow florescent jacket when walking to and from school with 
children. 

b) All children must be lined up in the playground or front garden and given any necessary 
instructions before leaving the school premises.   

c) The school maintains the following ratios of staff to children when walking  in the  local 
area: 
1:8 for Reception 
1:10 for Y1 to Y6  

d) After-school Clubs must be accompanied by at least two adults.  This can be achieved by 
walking two clubs down together. If the teacher in charge has a question about the level 
of supervision they must speak to a member of the Senior Leadership Team for advice and 
support before leaving.  

Walking on a local pavement to Games/Clubs/Music/a church etc. 
a) All children must walk quietly in twos. 
b) There must be a member of staff or a nominated adult at the front and at the end of the 

line of children. 
c) The children must be instructed to walk away from the roadside pavement edge. 
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Crossing a Road 
a) The member of staff in charge should decide on the safest place to cross any road. 
b) Make sure all children in the line have stopped walking and are ready and close to the 

road before the group begins crossing. 
c) A member of staff should stand in the road to manage traffic and the safe crossing, 

leaving their position only when all children are safely across. 
d) All children must be silent when crossing a road and encouraged to develop their road 

safety skills by looking left, looking right and left again to ensure there is no traffic 
approaching.   

26. School Office  

a) Secretarial Staff give due care and attention to the equipment used and their 
surroundings. 

b) Do not use a VDU constantly for more than 45 minutes without a 5 minute break. 
c) Act sensibly. 

 Keep drawers closed when not in use. 

 Switch off electrical equipment when not in regular use. 

 Ensure that no wires are left stretched across open areas. 

 Lift only those weights within capacity to lift. 
d) If anything in the School office is defective in any way, it is reported to Bursar or Facilities 

Manager immediately. 

27. School Trips  

(see Trips and Educational Visits Policy) 
The same rules apply as for ‘road crossing’ (see above), though it may be necessary for the teacher in 
charge to exercise discretion for example, about whether the children are in single file or in twos.  A 
risk assessment will identify any such issues beforehand and the teacher in charge must brief 
colleagues prior to leaving the school.  Ratios for school trips are slightly different due to the use of 
public transport and being in busier public places i.e. 1:6 for Reception to Y3 and 1:10 for Y4-Y6.   

28. Substances  

(See First Aid Treatment for potential poisons at Finton House School) 
The Bursar and Facilities Manager ensure that all harmful cleaning materials are locked away from the 
children in a cupboard in the Basement of 169. 

29. Supply Teaching and PGCE Students  

(See Initial Training of Teachers Policy) 

30. Swimming 

a) A member of staff teaching swimming in the small pool has a Teacher’s Rescue Certificate 
and Tooting Leisure Centre provide a life saver for the big pool.  

b) Some swimming teachers have a qualification and have the Teacher’s Rescue Test.  
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c) A register is taken on each minibus on leaving school and children return to the same 
minibus to be checked in.  

d) Swimming teachers have a swimming register. 

31. Use of School Transport 

All staff, who have joined the school since September 2003, are over twenty-five years old and have 
completed a ROSPA training day can drive school transport.  There are staff, who were employed at 
the school before this date that drive the minibuses, but they have had considerable experience of 
driving the school minibus.  All staff must have category D on their license or have passed a special 
minibus driving test to drive this mode of transport. 

32.    Waste 

 Collection and disposal contracts:   Veolia Environmental Services Ltd on a daily basis. 
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