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St Charles Catholic Primary School exists to serve the Roman Catholic communities of Ladbroke Grove and its 

neighbouring parishes. We are here to educate the children in a community which has the Gospel values, 

traditions and beliefs of the Catholic Faith at the centre of its ethos.  

Spiritual and Moral Development  

  

At St. Charles Catholic Primary School we believe that each child should learn in an atmosphere surrounded 

by love.  

We aim to promote a learning atmosphere where positive values in behaviour and attitudes are created.  

In such classes every child will be given the opportunity to develop his/her true potential academically, 

morally and spiritually.  

The children in our care will be taught to value each other and the world around them. In dealing with 

others they will show forgiveness and patience, ready to comfort those in need.  

They will be taught to appreciate the aesthetic value of the world we inhabit. Opportunities to do this will be 

sought across the subject range both in the academic and the more creative aspects of the curriculum.   
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THE HEALTH AND SAFETY LOCAL STATEMENT ST CHARLES CATHOLIC 

PRIMARY SCHOOL  

  

83 St Charles Square Kensington London W10 6EB TEL: 020 - 8969 - 5566 FAX: 020 - 8960 – 4338  

  

STATEMENT OF INTENT  

The Governors of St Charles Catholic Primary School recognize and accept their responsibilities in providing a 

safe and healthy working environment for the staff employed in the school, for the children attending the 

school and for others who use the school.  

All reasonable steps will be taken to fulfil these responsibilities within the framework of the Health and 

Safety at Work Act 1974, Regulations made under that Act and European Community Legislation.  

All staff must recognize that there is a personal and collective responsibility under the Act to co-operate with 

the Management of the school in fulfilling its requirements.  

This policy document sets out the organization and arrangements by which the school intends to meet the 

various requirements of Health and Safety legislation, so far as is “reasonably practical”.  

  

  

THE ORGANISATION OF HEALTH AND SAFETY  

  

Key Manager:            Site Manager  

Authorized Deputy:          Deputy Head teacher  

  

SCHOOL CONTACTS:          Deputy Head teacher  

HEALTH AND SAFETY CO-ORDINATOR:     Site Manager  

KITCHEN:            Head Chef  

SCHOOLS HEALTH AND SAFETY ADVISOR:    RBKC Health and Safety Advisor  

   

HEALTH AND SAFETY COMMITTEE  

Consists of the following members:  

              Head teacher   

              Deputy Head teacher   

              Senior Site Manager   

              Health and Safety Co-coordinator   

               H&S Governor   
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The role of the Committee is outlined in Appendix B.  

  

DESIGNATED FIRST AIDERS AND (P): PAEDIATRIC STAFF  

  

There is a list of trained first aiders displayed in the School Office and the Staff Room.  

INSPECTION OF THE PREMISES  

Inspections make a positive contribution towards the safety and management of the school. Inspection will 

take place on a termly basis as follows:  

• TERM ONE - Full inspection by Health and Safety Advisor (RBKC)  

• TERM TWO - Health and Safety Committee Member and Key Manager(Michael Royer).  

• TERM THREE - Monitoring of written procedures and inspection by members of 

committee/Health & Safety Advisor.  

  

After each inspection reports will be circulated to all members of staff and Governors. Concerns are 

discussed and reported to the relevant persons or authority in order to eliminate or improve a situation 

either immediately or in the weeks after an inspection.  

CONSULTATION  

Consultation on health and safety issues is provided at routine staff meetings.  

ARRANGEMENTS  

The Health & Safety Policy is intended to:  

1. inform all staff of the ways and means by which the Key Manager and Governors intend to meet 

various requirements of the Health and Safety legislation, so far as is reasonably practical,   

2. ensure that all employees and visitors know what is expected of them, as they go about discharging 

their legal responsibilities.  

The Health & Safety Policy will be reviewed and updated yearly, in the light of new legislation, guidelines, 

training or matters that arise in relation to the school.  

1.  ACCIDENT AND INCIDENT RECORDING AND REPORTING.  

All accidents and incidents are to be reported in accordance with RBKC First Aid Policy and Guidance No: 

CS/035 Corporate Health and Safety.  

Reportable Accidents  

All such incidents are to be notified to the Head or Deputy Head Teacher. Record books are held in the 

medical room, staff room and Main School Office.  

Calling an Ambulance  

Any member of staff will be responsible for recommending that an ambulance is called if the need for one is 

not obvious, as soon as possible. A reliable person should be sent to wait for the ambulance and direct the 

crew to the casualties.  



 

9  

Non-Reportable Accidents  

Injuries that are less serious (e.g. cuts, knocks, grazes or falls) and are treated by a first aider on site should 

be noted in the accident record book kept in the Main School Office and Staff Room and in each First Aid 

Bag. (See Appendix C)  

2.  FIRST AID  

First Aid is a statutory welfare provision. Members of staff should apply simple first aid when the need 

arises. For example, this should consist of cleaning a wound with water and sterile cotton wool, or applying 

ice to a bump. Members of staff must not deal with situations for which they have not received training as 

this could in severe circumstances cause greater harm to the injured person. A designated First Aider should 

take charge of situations causing concern.  

First Aid Record Book  

First Aid treatments must be recorded in the First Aid Record Book, kept in the Main School Office, by the 

person attending to the injured party.   

Settings of First Aid Boxes and Contents  

There are a number of First Aid Boxes, which are sited in various places around the school:  

i) The Main School Office (Emergency) 

ii) The Nursery iii) Outside the Staff 

Room iv) Between Reception 

Classrooms   

v) Mobile first aid bags are kept by Play Supervisors when on duty during playtime.  

vi) Mini-buses  

The Contents of First Aid boxes  

It is suggested that First Aid Boxes should contain the following items:  

• guidance card  

• individually wrapped sterile adhesive dressings (assorted sizes)  

• sterile eye pads with attachment  

• individually wrapped triangular bandages  

• safety pins  

• medium-sized individually wrapped sterile unmedicated wound dressings (10cm x 8 cm)   large 

individually wrapped sterile unmedicated wound dressings (13cm x   9cm)  

• extra-large individually wrapped sterile unmedicated wound dressings (28cm x 17.5 cm)  

• disposable gloves and plastic bags (for throwing away soiled dressings, used gloves) should be available.  

The First Aid boxes in all other locations are restricted to basic items for cleaning and dressing cuts and 

grazes that can be used by an untrained person.  
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Designated First Aider  

The duties of the Designated First Aider are:  

• To give First Aid to persons who are injured or become ill;  

• To supervise the maintenance of first aid boxes;   

• To undertake required training;  

• To keep staff informed.  

Initial training courses, leading to a First Aid certificate, should last for 4 full days and be with an organization 

approved by the Health and Safety Executive (such as the Red Cross, St John Ambulance). Refresher courses 

(of at least 2 days duration) should be undertaken to renew First Aid Certificates every three years.  

The school will undertake to ensure that there is always a trained First Aider among the staff. The duty first 

aider can be contacted via the School Office.  

First Aid to Cuts  

Strict hygiene precautions should always be observed to reduce the risk of infection, including HIV and 

hepatitis. Persons administering First Aid should wash their hands both before giving treatment and 

afterwards.  

Cuts should be covered with a waterproof dressing. If giving first aid to a cut it is advisable that disposable 

gloves are worn especially if the person giving the treatment has a cut or abrasion. Contaminated material 

should be disposed of in a lined bin.  

Spillage of body fluids  

See Appendix L  

Spillages of blood, vomit, etc should be cleaned up as quickly as possible. One of the Site Managers should 

be contacted. Other people should be kept away from the area by the use of responsible children, or a chair, 

until the area has be cleaned and disinfected.  

Disposable gloves should be worn while cleaning an area. Sawdust, paper towels, tissues, etc. must be 

applied first to mop up a spillage. The area should then be disinfected using a bacterial cleaning solution.  

Contaminated solution should be flushed away. Contaminated material should be put into a plastic bag and 

the bag tied and put in a bin.  

Illness in School  

When a child is considered too ill to remain in school, the Head or Deputy Head must be informed, unless 

urgent treatment is required. The secretary, or a member of staff will then telephone parents/guardians or 

an emergency contact number.  

Infectious Disease   

Any suspected infectious disease should be reported to a first aider, who will seek advice from the Health & 

Safety Coordinator, and if necessary the case will be referred to the Community Physician.  

School Resource Pack  

A pack containing information on common illnesses and health initiatives is kept in the Main School Office.  
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3. MEDICINES  

(See also Managing Medicines in Schools and Early Years Settings).  

  

The best place for a child that is unwell is at home. Sick children are unable to cope with school activities, 

and in the case of infectious illness the other children and staff are at risk.  

Medicines should not be brought into school, although there are certain circumstances where the dispensing 

of medicines is a straight forward discharge of the “loco parents” duty of care, as in case of long term 

illnesses, such as Asthma or Epilepsy. Medication in these cases may need to be given during the school day 

or be available in an emergency.  

When a child is required to take medication within school hours, they should have a letter/certificate from a 

doctor indicating that they are fit to attend school.  

Please refer to dfee guidance booklet on Medicines kept in the Main School Office.  

Parent/Guardian Responsibilities  

Parents/Guardians should make a request for medicines to be given in school at the School Office. They will 

need to complete the request form shown in Appendix E, detailing the medicine involved, frequency and 

dosage.  

Medicines should be brought into school in the original container and clearly labelled with:  

• Child’s name  

• Class  

• Name of medicine  

• Dosage (how much to give)  

• Frequency (when to be given)  

• Any other instructions  

• Telephone number of parent and a second adult contact.  

  

  

Storage in school  

Medicines must be kept in the refrigerator in the Main School Office. Medicines are kept in sealed plastic 

boxes.  

Pupils may be responsible for their own inhalers, although younger pupils may need guidance from a 

member of staff.  

Administration  

The administration of medicines is carried out by a First Aider. The label on the medicine container should be 

checked against the school medicine record. Discrepancies should be queried with the parent before 

administering a medicine. A record of dosages should be kept on the form.  

Disposal  

Medicines no longer required should be returned to the parent for disposal. In the last resort unwanted 

medicines should be disposed of on the school premises by the Health & Safety Coordinator.  
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4. FIRE  

(See also St Charles Fire Risk Assessment).  

See also Appendix F  

All staff, students, contractors and visitors are required to evacuate the building on the sounding of the fire 

alarm.  

Fire drills are held half-termly. They may be held at any time of the day and classes may not necessarily be in 

their rooms. Areas may be ‘blocked-off’ to simulate a real situation. Staff should be aware of evacuation 

routes from various parts of the school. Records of fire drills are kept by the Health & Safety Coordinator.  

Fire Safety  

The fire risk assessments should be reviewed annually.  

Fire safety instructions are displayed throughout the school.   

Fire exits are labelled throughout the school. Fire exit doors should be kept clear and unlocked while the 

school is in use.   

Corridors and stairs must be kept clear, so as not to impede emergency evacuations.  

The teacher in charge of a class must ensure that students or visitors are aware of the fire procedure.  

Fire Fighting Equipment  

Fire fighting equipment must only be used by people who have received training in their use.  

The Site Manager is responsible for weekly checks on fire fighting equipment to ensure there is no damage.  

The Site Manager is responsible for ensuring that the equipment is serviced annually by Chubb, and keeping 

records of services.  

Fire extinguishers that have been used or “set-off” should be reported by the Site Manager, to Chubb, so 

that they can be refilled. Extinguishers that have been “set-off” may not be of any use in a fire and could 

endanger someone's life.  

In an Emergency  

The Main School Office is responsible for summoning the Fire Brigade, in the event of an emergency.  

Evacuation  

In a real evacuation the whole school will be taken to the Muster Point, situated in the KS2 Playground at the 

back of the school.  

Alarm Testing  

The fire alarm is tested weekly, before school by the Site Manager, to ensure that the alarm is working 

properly in all parts of the building. All call points are tested in turn.  

Display  

Classroom walls should not be completely covered in display. There should be no displays on the stair walls 

as these are fire protected areas and could prevent evacuation, by promoting the spread of flames.  

Fire Blankets  

Fire Blankets are situated in kitchen areas.   
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Fire Alarm Panel and Call Points  

The fire alarm panel is situated in the Main School Office This has all the controls for operating and 

monitoring the system and incorporates standby batteries and charger.  

Break glass points are situated at all fire exit points from the building and can be operated by finger pressure 

without risk of damage.  

  

Automatic Smoke and Heat Detectors  

Automatic Smoke detectors are sited on all escape routes and in addition smoke detectors are fitted in 

certain high risk areas such as the computer room and electrical intake room. In some cases where detectors 

are in store rooms or other areas which may be locked a remote indicator is provided outside the room.  

In some areas where smoke detectors might be affected by local processes, such as the kitchen and the 

boiler room heat detectors are fitted.  

All smoke and heat detectors incorporate an indicator lamp which will illuminate in red if that device is 

activated.  

The alarm signal is given by continuous operation of the electronic sounders which give a ‘warble’ tone.  

See School Map for all fire alarm system call points, smoke and heat detectors.  

Basic Operating Instructions for Fire Alarm  

The operating instructions for the alarm system can be found in the Main School Office near the alarm 

panel.  

5.  CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH  

  (COSHH) 1994 SEE RBKC Document No: CS/020   

Risk assessment for all areas other than the kitchen is to be carried out in accordance with RBKC Guidance 

Note CO/020 by the Site Manager. The head cook is to undertake the risk assessment for the kitchen areas.   

Cleaning Contractor  

The Cleaning Contractor is responsible for providing COSHH information to the Site Manager and training for 

their employees. However, the school must bring it to the contractor’s attention if COSHH arrangements are 

not being adhered to, for example, leaving cupboards containing chemicals unlocked) as others are being 

put at risk.  

Spillages  

The Site Manager should initiate action when deal with any spillage of a hazardous substance used within 

the school, referring to the COSHH information for methods of cleaning. Cleaning contractors are 

responsible for the cleaning up of spillages occurring as a result of carrying out their duty.  

6.  ELECTRICAL SAFETY  

See Appendix H or (RBKC Document No: CS/017)  

The Electricity at Work Regulations 1989 requires the school to adopt a safe system of work.  
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The Site Manager is responsible for arranging the required inspections and testing of mains installations and 

the inspection and testing of all portable appliances, in accordance with the regulations. Records should be 

kept by the Site Manager relating to inspection and testing.  

Equipment must be visually inspected each time it is used to ensure that the flex is not damaged, plugs are 

secure and coloured wires are not visible. This is the responsibility of the person using the appliance.  

A register of all electrical equipment is kept in the School Office. Personal equipment should not be brought 

into the school as this may not have been inspected and tested.  

If the appropriate inspections and tests are not carried out and logged and there is an accident caused by a 

defective appliance or system, someone - Governors, Headmaster, teacher or person with a specific 

responsibility for electrical inspections and testing - may be held liable in law.  

The Electrical Intake Areas  

The School, Nursery, New Block and Boiler Room electrical intake areas should be kept clear to avoid a fire 

hazard. Rubber matting in these areas is either already in situ, or must be provided by the Site Manager in 

order to prevent shock when work is being carried out. The E1A’s should have resuscitation notices.  

Extension Leads  

The use of extension leads should only be used on a very temporary basis and not as a fixture as this 

constitutes an illegal practice.  

Plugs and Sockets  

Plugs should be fitted by a Site Manager. They should be of good quality and a fuse appropriate to the 

equipment used.  

• 3 amp fuse    up to approximately 450 watts  

• 5 amp fuse    up to approximately 750 watts  

• 13 amp fuse    above 750 watts  

If pieces break off plugs, socket outlet plates, etc they should not be used. The problem should be reported 

to the Site Manager, and the equipment or socket not used until the defective part has been replaced.  

A socket or switch can be immobilized by taping over and putting a warning notice. Defective plugs should 

be cut off or replaced.  

Cables  

Damage to the cable sheath must not be taped. Once unplugged, the cable should be cut to eliminate the 

damage, if this is not possible it must be replaced.  

Repairs to Electrical Equipment  

Repairs must be carried out by a qualified electrician and should not be attempted by anyone else.  

7. DISPLAY SCREEN EQUIPMENT  

An assessment is to be undertaken of all staff to determine those classed as users.   

(See Appendix I)  

Staff who are designated as users of VDU’s, should be provided with the appropriate information and 

training. They should read “VDU’s: An Easy Guide to the Regulations”, which is kept in the School Office.  
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A risk assessment of users’ workstations will be undertaken using RBKC Document No. CS/022 upon arrival 

and regularly reviewed. Appropriate control measures will be introduced.  

The school will pay for employees who are designated VDU users to have an eyesight test and glasses (basic 

frame and lenses) if they are needed specifically for VDU work. The Key Manager will provide the necessary 

information.  

8.  DEFECT HAZARD REPORTING   

A hazard is something which has the potential to cause harm, injury or damage. Hazards that arise in school 

are significant because the premises are intensively used by particularly vulnerable persons.  

Staff and other persons using the school are responsible for reporting any situations that are potentially 

hazardous to the Site Manager, so that action can be taken to rectify the problem.  

If there is immediate danger, steps should be taken, as required, to reduce the risk, whilst help is sought 

from the Site Manager or key manager.  

The Site Manager is responsible for carrying out appropriate measures pending rectification e.g. boarding up 

a broken window, sectioning off an area. Less urgent matters should be reported using the Site Manager’s 

job request book, which is available in the staff room.  

The Site Manager is responsible for arranging remedial work and reporting matters needing specialist repair.  

9.  HEALTH AND SAFETY INFORMATION  

Health & Safety (Consultation with Employees) Regulations 1996.  

Health and safety information is kept by the Health and Safety co-ordinator. Information is circulated to all 

staff members as and when the need arises and is also available on the staff room notice board.  

Advice can be sought from the School’s Health and Safety Advisor at the Town hall (this should be done 

through the Head Teacher). Any member of staff has the right to seek and to have independent advice on 

matters which may affect their health and safety.  

New staff members will be briefed on health and safety matters by the Health and Safety Co-ordinator.  

The children are made aware of aspects of health and safety through assemblies and as a result of the 

curriculum. The school is regularly visited by:  

• The Royal Borough’s Road Safety Officer  

• The local Police Officer; and  

• The local Fire Officer.  

In addition to this, classes are able to visit the local police station and fire station.  

Policy  

Members of staff must be aware of the contents and arrangements as documented in the school’s Health 

and Safety policy. New staff, including temporary staff, will be briefed on health and safety matters by the 

Health and Safety Co-ordinator.  
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Inspection Reports  

Health and safety inspection reports will be made available to all members of staff. Any issues contained 

should be addressed by the person responsible.  

Training  

The health and safety organisation, as well as members of the school staff, are encouraged to attend courses 

relevant to the management of health and safety, in order to keep informed or improve standards.  

Training will take place (at the Key Manager’s discretion) on courses organised by agencies out of school, or 

on the school premises where an outside authority will be invited to speak.  

New members of school are to undergo induction training in accordance with RBKC Document No.CS/076  

10.  RISK ASSESSMENTS  

Under the management of Health and Safety Regulations 1999 any activity identified as constituting a 

significant (medium/high level) risk to the health and safety of employees or other users (students, 

contractors, parents, visitors) should be addressed and a safe method of work devised, documented and 

implemented - if the activity itself cannot be discontinued or substituted by a safer one. It should be 

monitored and reviewed.  

Where risk is only minimal (low level) it should be noted as such, and the activity monitored. No 

documented system is required unless or until some relevant change occurs and alters the level of risk (to 

medium or high).  

A risk assessment/safe system of work form must be completed for each potentially harmful activity, by all 

persons who are responsible for areas (teaching and non-teaching) where risks can be identified.   

The Key Manager (or Authorised Deputy) are responsible for distributing risk assessment/safe systems of 

work form to the appropriate members of staff each time an assessment is required. The help of the 

School’s Health and Safety Advisor can be sought in risk identification and assessment.  

Guidance on appointing risk assessors and undertaking risk assessment are detailed in. (See RBKC Risk 

Assessors Guidance No. CS/068).  

11.  SUPERVISION   
  

Playtime  

There are 3 daily play times:  

1. Morning  10.30 am - 10.50am   (Key Stages One and Two)  

2. Lunch time   12.15  - 1.00pm   (Key Stage One)  

 12.30 pm - 1.15pm   (Key Stage Two)  

3. Afternoon   2. 30pm - 2.45   pm  (Key Stage One)  

  

Pupils are supervised at all times during the school day by Teachers and Duty staff, and at playtimes by Duty 

Staff consisting of at least one teacher, plus one or more of the following: nursery officers, playground 

supervisors and primary helpers.  
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There is a playground rota for teachers displayed on the staff room notice board; this is the responsibility of 

the Deputy Head. Teachers must swap duties if they are unable to supervise.  

At lunchtime, playground supervisors are with the children, and the Key Manager (or authorised deputy) is 

ultimately responsible.  

During wet play the children remain in their classrooms. “Rainy day” monitors from Year 6 are assigned to 

classes. At morning break, Duty Staff circulate among the classes and at lunch time playground supervisors 

monitor key areas.  

Late Duty  

After 3.30pm late duty is carried out by the Head or Deputy Head to ensure that all children have left the 

premises safely. If any children are not collected, the member of staff on duty will telephone firstly the 

home number, then the emergency contact number. A social services number is available to ring when 

nobody can be contacted.  

Social Services   -  020 8969 2433 EXT: 251  

Education Welfare Service -   020 7598 4891 (Before 5 pm)  

Night Duty Officer  -  020 7373 2227 (After 5 pm)  

Off Site Supervision   

Classes go on regular local visits to the library, church and swimming pool, where they are accompanied by 

the teacher-in-charge and another adult.  

Where outings are arranged for classes there should be a minimum of 2 adults accompanying each party. 

Minimum numbers for accompanying adults are:  

1 adult :  15 children (Key Stage Two)  

1 adult :  10 children (Years 1- 2)  

1 adult :   5 children (Nursery/Reception)  

This is a general statement and each group should be assessed individually, based on the composition of the 

group (statemented children, SEN) and the activity being undertaken.  

12.  SECURITY  

The Site Manager is responsible for ensuring that the school is securely shut at the end of each day and the 

burglar alarms set. The Site Manager will also ensure the maintenance and servicing of the alarms.  

Gate Entrance- Staff Only  

The gate leading to gardens and staff room has been fitted with a combination locked during the day to 

deter intruders. The code is changed half termly to ensure unauthorised entry is restricted.  

Visitors on Site  

Visitors to the School are requested to report to the Main School Office on arrival. They should sign the 

Visitors Book and sign out on the end of their visit. Visitors around the school should wear badges, so as not 

to be mistaken for an intruder.  

External Gates  

The pedestrian gate is open between 8.45am and 9.15am. Both are closed during the school day but are 

fitted with intercom systems if access is needed. The pedestrian gate will then be opened again for parents 

to pick up their children at 3.15pm. This is the Site Manager’s responsibility.  
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Valuable Equipment  

Computers, televisions and videos are security marked and either secured in locked cabinets or chained, to 

deter theft. Valuable equipment is also security marked.  

Register  

A register of valuable equipment, which includes serial and model numbers, is kept in the School Office. This 

will aid police investigations in the event of theft and insurance claims. New equipment should be registered 

by the person responsible for making the order.  

Members of Staff  

Members of staff are responsible for ensuring that the necessary measures are taken to make safe the 

materials and equipment in their care.  

1. Doors should be closed when rooms are not in use.  

2. Lost keys should be notified to the Site Manager immediately  

3. Any lost or stolen valuables should be reported immediately  

4. The police should be informed of any thefts and the crime number noted  

5. The headmaster, school keeper or senior member of staff should be notified immediately if anyone 

is seen acting suspiciously  

Security Lighting  

The outside of the school buildings are covered by a system of security lights, to ensure the safety of 

employees and to deter burglars during the hours of darkness. The Site Manager is responsible for the 

operation of the security lights.  

13.  INTRUDERS  

Staff and children should always be vigilant. Intruders, if seen by children should be reported immediately to 

a responsible person.  

Children are encouraged not to approach strangers, but to go back to their class, or the nearest known adult. 

For reasons of safety children sent on messages should be in pairs.  

A member of staff encountering a person, without a legitimate reason for being on the premises, should ask 

politely and unthreateningly for that person to leave. If the intruder is not co-operative help should be 

sought from the Site Manager, Headmaster or School Office. The police should be called only as the last 

resort.  

No effort should be made to touch or forcibly remove an intruder from the school.  

Following an incident the School’s Administrative Officer should complete an RBKC incident report form kept 

in the School Office. Information should be passed on to other local schools if it is thought that the intruder 

might go there.  

14.  VIOLENCE TO STAFF  

See Policy “Violence to staff” in Appendix I.  
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15.  POLICE INVOLVEMENT  

When the police are informed of an incident at the school the call must be noted in the police log book kept 

in the Main School Office and reproduced in Appendix L.  

16.  SMOKING  

It is recognised that smoking may create an unpleasant and unhealthy environment for non-smokers and 

cause suffering to persons with respiratory disorders or allergies. In the light of this smoking is not allowed 

at any time within the school premises or boundary. Please read (RBKC Document No. CS/005)  

17.  TEMPERATURE - (Recommended)  

The temperature in classrooms should not exceed 29 degrees centigrade for 10 consecutive days. The 

minimum classroom temperature should be no less than 18 degrees centigrade. Temperatures should reach 

the required temperature of 18 degrees centigrade in the first hour of a room being occupied. The minimum 

temperature in the hall when the children are lightly clad and active is 14 degrees centigrade.  

Efforts should be made by the key manager (or authorised deputy) to remedy problem situations.  

Where the temperature of a room is uncomfortably high reasonable steps should be taken to ensure a 

comfortable temperature, for example, by shading windows, or providing fans.  

Where the temperature of a room is uncomfortably low measures such as the use of extra heaters (which 

should be safe and acceptable in a classroom), the closure of an area, or the finding of an alternative room, 

should be considered.  

The Site Manager is responsible for liaising with heating contractors, in the event of servicing and 

breakdown.  

18.  LIGHTING  

Lighting makes an important contribution to work efficiency, health and safety and the creation of a 

satisfactory visual environment.  

Lights that do not work should be reported to the Site Manager, who is responsible for the fitting of new 

fluorescent tubes, the maintenance of light fittings and reporting problems that cannot be remedied.  

Stage Lighting  

Stage Lighting is sited in the hall. Each light is doubly secured by bolts and chains. The system of stage lights 

should be inspected annually by a qualified person, or after each time they have been moved.  

19.  CLEANING  

The cleanliness of the school, including its furnishings and fittings, should always reach an acceptable 

standard.  

High standards are especially sought in areas where young children sit on the floor, in the dining room, in 

shower and toilet areas, where communal use may increase the risk of infection.  
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The contractor responsible for cleaning should ensure that the cleaning agents used have been assessed 

under the 1999 Control of Substances Hazardous to Health Regulations. The school has a copy of the 

assessment, which is kept in the School Office.  

The local manager completes complaint forms and liaises with the cleaning staff and supervisor in order to 

rectify any problems that arise.  

20.  TOILETS  

Toilets are checked by the Site Managers after each play, to ensure that hand washing and drying facilities 

are provided and that they are clean.   

21.  FLOORS  

Floors should not expose anyone to risk. They must be kept clear of obstructions and from any substance 

likely to cause a person to slip or trip.  

In the dining room spillages should be cleared up by mealtime helpers, straight away using a dry mop, to 

avoid the risk of slipping. The dining room floor is swept clean after the children have gone out from lunch, 

by the kitchen staff.  

Holes, bumps or uneven areas of floor should be reported to the Site Managers by all staff. The area should 

be clearly marked or made good, as a precautionary measure against slipping, tripping and falling, prior to 

repair.  

22.  PLAYGROUND  

Playground areas are swept and the bins emptied daily by the Site Managers. The wooden areas are checked 

half termly for splintering (including the benches and apparatus). The safety surface around the apparatus 

should also be examined for its condition prior to use.  

Snow and Ice Clearance  

Snow and ice can provide a slipping hazard. To minimise the risk on main routes into and around the school, 

they are to be cleared or gritted by the Site Managers prior to the beginning of the school day or as soon as 

possible after a snowfall.   

23.  PLAYGROUND APPARATUS  

The children use the wooden apparatus at playtime, in class rotation, or as part of a Physical Education 

activity.  

Children are only allowed on the apparatus wearing trainers or shoes with a good grip. The apparatus should 

not be used when there is no supervision in school time, or if it is wet.  

The wooden apparatus and safety surface should be checked half termly by the Site Manager. If at any time 

the apparatus or safety surface gives cause for concern then it should be taken out of use and repaired.  

Smaller, portable apparatus should be used with safety mats, in order to provide a “soft landing” for 

children.  
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24.  GLASS  

A glazing risk assessment has been completed and relevant control measures have been introduced to 

reduce risk. The assessment is to be reviewed annually.  

Broken windows should be reported to the Site Managers so that glass fragments can be cleared and the 

area of breakage made safe by covering with a suitable material, until a repair can be carried out. Protective 

gloves should be worn to prevent cuts.  

Breakages  

Broken glass/china should be securely wrapped in sheets of paper and taped, so that sharp edges are well 

covered and cannot cause harm. The package should be clearly labelled “Broken Glass” and the Site 

Manager should be notified for disposal.  

25.  STORAGE  

All storage, stock cupboards and shelving should be arranged in such a way as to minimise the risk of 

accident, injury or fire.  

1. Access to stored items should be easy and safe.  

2. Heavy items should be placed at a height where lifting up or down can be carried out without risking 

injury.  

3. Storage should be planned so that the lightest and smallest equipment is in the more inaccessible 

places.  

4. If possible large or heavy items should be split to make carrying easier and safer.   

5. Items should be secure and not precariously balanced or easily knocked over.   

6. Hazardous substances, potentially dangerous equipment, and delicate instruments must be kept out 

of the reach of children when not in use.  

There should be appropriate means of assessing any high level of storage i.e. kick stools or stepladders.  

These items should be inspected regularly by the Site Manager to ensure that they are in good condition.  

Care should be taken, when lifting, not to strain and run the risk of injury. Anyone who lifts regularly (e.g.  

site officers) should have training on correct methods. (See Manual Handling Policy RBKC Document 

No.CS/052)  

26.  DISPLAY  

Stepladders should be used when high level displays are being put up. Teachers should not stand on desks, 

tables, cupboards, etc. as accidents may result.  

Displays should not be put up near lights or on staircases and a gap should be left between each display to 

reduce the risk of fire spreading.  
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27.  ACCESS/EGRESS ON ROUTES  

Passageways must be kept clear at all times throughout the school buildings, in order not to impede 

movement or emergency evacuation.  

28.  GAS SAFETY  

Gas safety arrangements are to be in accordance with the healthy and safety executive document A Guide To 

The Gas Safety ( Management ) Regulations 1996 Please see health & safety co-ordinator for guidance 

regulation information.  

Maintenance and servicing of all gas operated equipment will be carried out by CORGI registered contractors 

only. This is the responsibility of the Site Manager.  

In the event of an emergency involving gas, the relevant part of the Emergency Evacuation Procedures will 

be put into operation. (see Appendix F).  

29.  VEHICLES ON SITE  

There are a limited number of parking spaces available for staff and persons on school business. Parking is 

not allowed in any other part of the school. No access or egress is permitted while the children are using the 

playground without strict supervision.  

30.  ROAD SAFETY  

Whenever children are taken out they should be reminded of the need to be careful and follow instructions 

when crossing roads, etc. Road safety is addressed at the appropriate point in the curriculum.  

31.  ORGANISED JOURNEYS   

The key manager will ensure that risk assessments relating to all supervised journeys by pupils are 

undertaken by appropriate staff. For adventure and outdoor activities refer to the guidelines laid out in 

Appendix L.  

32.  MINIBUS SAFETY AND PROCEDURES  

The Key Manager will ensure that the minibus safety procedures detailed in Appendix K are adopted.   

33.  CONTRACTORS ON SITE  

Contract work, as far as is practical, is carried out during the school holidays. Work must comply with the 

school’s Code of Practice. (RBKC Document Policy No.CS051) A copy of this document should be given to the 

contractor prior to work being undertaken. This will normally be at a pre-contract meeting.  

If contractors are on site during term time the Health and Safety Committee is informed and involved in 

discussions as what is going to happen and what might be brought onto the premises.  
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34. HOT WORKS  

A hot work permit is required for any temporary operation that involves open flames or produces heat and / 

or sparks, such operations include, but are not limited to, brazing, cutting, soldering, thawing pipe, 

torchapplied roofing, and welding. The permit is intended to   

1) Prevent the building fire alarm system from accidentally activating   

2) Control losses from accidentally igniting school buildings and   

3) Ensure the safety of all building occupants while hot work procedures are being performed. There 

precautions are in accordance with the health and safety executive document (Hot Work) for information 

contact health and safety co-ordinator.  

The children are warned verbally about work that is going on and where, and are physically separated from 

any hazards by, for example, barrier tape, fencing, etc.  

35.  OTHER USERS  

Other users of the premises will have a copy of this policy and are required to co-operate with the 

arrangements contained therein insofar as they affect their health, safety and welfare and that of the 

occupants of the school. Conversely, other users will provide the school with a copy of their policy so that 

the school can co-operate with them with regards to health, safety, and welfare.  

36.  WATER QUALITY  

See guidelines on Water Quality and the Prevention and Control of Legionellosis at Appendix O.or RBKC 

Document No. CS/047  

37.  ASBESTOS  

See guidelines on Asbestos at RBKC Guidance Note C S/006  

All building maintenance, repair or alternation work is to be informed to the premises manager.   
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APPENDIX A  
 

DEFINITION OF ROLES  
  

Key Manager (the Responsible Person)  

(The Key Manager is ultimately responsible to the Governors of the School)  

• To pursue the aims of the school in respect of health, safety and welfare.  

• To produce, for the school, a written Health and Safety policy, to ensure its implementation, to 

ensure that all members of staff are aware of its contents, and to revise it as necessary.  

• To be available to any member of staff to discuss and to seek to resolve health and safety problems 

not resolved at a lower level.  

• To take appropriate action to remove or reduce potential hazards.  

• To report to the Board of Governors those cases where his own authority does not allow him to 

reduce any hazard to a satisfactory level: in these circumstances to take short term measures 

including ceasing the activity to maintain health and safety pending rectification.  

• To take note of Health and Safety bulletins, instructions etc issued from time to time and to ensure 

that where required these are distributed. To maintain a file of all such material which is readily 

accessible to all employees.  

• To keep an up-to-date list of all safety representatives in the School, both teaching and support 

staff, including catering staff.  

• To be readily available to safety representatives and to co-operate with them so far as is reasonable 

in their efforts to carry out their functions.  

• To receive written reports from safety representatives concerning possible hazards and to respond 

in writing within a reasonable period of time.  

• To ensure that all areas for which he is responsible are subject to a health and safety inspection at 

least once a term.  

• To ensure that materials and equipment purchased for use in areas within his control are safe and 

without risk to health and arrangements are established to ensure they are properly used.  

• To ensure that the circumstances of accidents are properly examined and recorded and that all 

reasonable steps are taken to prevent or reduce the likelyhood of a recurrence.  

• To arrange for the appointment of a competent person to undertake risk assessments.  

• To ensure risk assessments are undertaken as necessary and appropriate control measures 

introduced to reduce risk to an acceptable level.   
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• To ensure that all occupants and visitors, including those who will be undertaking work on the 

premises, are made aware of any hazards on site and of when and where such work activities may 

affect those in occupation.  

• To carry out duties of a local contact where local contacts have not been appointed.  

Safety Representative  

Section 2(6) of the Act provides:  

“It shall be the duty of every employer to consult any such representatives (ie safety representatives of 

recognised trade unions) with a view to the making and maintenance of arrangements which will enable him 

and his employees to co-operate effectively in promoting and developing measures to ensure the health and 

safety at work of employees, and in checking the effectiveness of such measures.’  

The Regulations on Safety Representatives provide that they shall have the following functions:  

• to investigate potential hazards and dangerous occurrences at the workplace (whether or not 

they are drawn to his/her attention by the employees he represents) and to examine the causes 

of accidents at the workplace;  

• to investigate complaints by any employee he/she represents relating to that employee’s 

health, safety or welfare at work;  

• to make representations to the employer about matters arising out of subparagraphs above;  

• to make representations to the employer on general matters affecting health, safety or welfare 

at work of the employees at the workplace;  

• to carry out inspections in accordance with regulations;  

• to represent the employees he/she was appointed to represent in consultations at the 

workplace with Inspectors of the Health and Safety Executive or of any other enforcing 

authority;   

• to receive information from Inspectors in accordance with the Act;  

• to attend meetings of safety committees where he/she attends in his/her capacity as a safety 

representative in connection with any of the above functions.  

(‘Workplace’ in this respect means the place or places where the employees represented by the safety 

representative work or frequent in the course of their work. There is no legal right of access to premises or 

parts of premises handed over to contractors for work.)  

Local Contacts or Health and Safety Co-ordinator  

• To take appropriate local action to remove or reduce potential hazards and to avoid ill-health arising 

from work activities.  

• To receive reports of hazards from users of the area and to take steps, so far as reasonably 

practicable, to remove or reduce them.  

• To report to the Key Manager cases where the local contacts’ normal executive authority does not 

allow them to deal effectively with a hazard or where there is any doubt as to the practicability of a 
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proposed solution. Where necessary, to take appropriate short term measures to maintain safety 

pending rectification.  

• To ensure that accidents are reported in accordance with instructions when so directed by the Key 

Manager, to establish the facts of any accident.  

• To inspect the area at least once in every term with a view to identifying potential and actual 

hazards and to assess the effectiveness of the local hazard reporting system and any other 

arrangements.  

• To co-operative with the Key Manager in ensuring that staff are aware of the content of the local 

statement and any other information necessary on health and safety issues.  

• To ensure the use of protective clothing and equipment where appropriate, and to ensure that this 

is properly maintained and renewed when necessary.  

• To ensure that employees new to the workplace are helped to perform their duties in a safe 

manner; in particular, to ensure that they have all necessary information and training on health and 

safety matters including a copy of the local arrangements and the opportunity to read and discuss 

this before starting work.  

Employees  

Section 7 of the Act places a duty on all employees while at work to take reasonable care of themselves and 

anyone who may be affected by their acts or omissions. They also have a duty to co-operate with the school 

management in the interests of health and safety eg. fire drills, first aid etc.  

Breaches of the Act are criminal offences. In the event of prosecution the onus of providing that something 

was not reasonably practicable in the circumstances is placed on the defence. Failure to comply with Codes 

of Practice issued under the Act raises a presumption that a related safety requirement was not complied 

with. The school, employees, suppliers of goods and services and (so far as section 8 is concerned) members 

of the public are all subject to the Act.  

It is important to note that the degree of care which is reasonable in any circumstance will be greater where 

persons or more than usual vulnerability are concerned. This must be borne in mind where pupils, students 

and employees have disabilities. Where people with disabilities use premises, consideration must be given 

to any special requirements they may have, including access and sanitary accommodation. Their possible 

inability to note and respond to emergency evacuation signals must also be considered and appropriate 

arrangements made to secure their safety.  

Where people who use the premises do not readily understand English, any information provided to secure 

their safety (whether oral, written or in the form of safety signs) must be given in an understandable form. If 

necessary, recourse should be had to translation.  

Role of the Health and Safety Advisor  

He will:  

 •  attend health and safety meetings, if required  
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  make one full inspection of the school and submit a full written report annually, prioritising the 

issues identified  

• monitor recommendations of inspections and implementation of written procedures (safe systems 

of work)  

• provide in-service training  

• carry out risk assessment on request  

• review and advise on safe systems of work  

• help draft and advise on policy  

• review policy  

• arbitrate on health and safety matters  

• provide the school with up-to-date health and safety information  

• attend pre-contract meetings •  inspect and monitor contractors on site  

• contribute to curriculum.  
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APPENDIX B 

Role of the Premises and Health and Safety Committee  

The objective of the Committee will be the promotion of co-operation between management and all 

employees at the school, in achieving and maintaining a safe and healthy workplace for all users of the 

premises.  

The Committee will consider certain specific matters:  

1. any accidents which have occurred since the last meeting, and action taken to prevent a recurrence;  

2. the arrangement of the next termly inspection of the premises, and matters arising from the 

previous inspection;  

3. implementation within the school of safety instructions. advice issued by the Health and Safety 

Advisor;  

4. progress on remedying any specific hazards which may have been identified;  

5. at the start of each academic year, to review the content of the school’s local health and safety 

statement and to monitor its implementation;  

6. develop an action plan to consider and prioritise health and safety issues and to keep under review.   

  

The Committee will meet at least once a term. Additional meetings may be held by agreement between the 

Head and the Staff Representatives where circumstances warrant it.  

  

1. Where matters arise that are not within the executive authority of the Headteacher to remedy they 

will be referred through existing management channels. A note should be made indicating that it is 

an issue raised by the school safety committee.  

2. Meetings should not be minuted in the traditional way, but action sheets prepared instead. These 

action sheets should subsequently be published and displayed within the school, and submitted to 

the School Governors with any record of meetings.  

APPENDIX C 

NOTES ON COMPLETION OF FIRST AID RECORD  

  

1. Place - e.g. Playground, classroom  

2. What caused the injury? - slip, fall, apparatus, tools, falling off furniture, etc.  

3. Details of injury - part of the body affected  
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4. type of injury - cut, bruising, twist, etc.  

5. Treatment - e.g. cleaning with water, applying ice.  

6. Signature - of person completing the record.  

Details must be kept of all injuries which involve blood or cause concern. Some injuries may require 

treatment from the Designated First Aider.   
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APPENDIX E 

FIRE SAFETY INSTRUCTIONS  
  

Outbreak of Fire  

Immediately you discover a fire - or a fire is reported to you by a pupil:  

SOUND THE FIRE ALARM  

  

1. The Headteacher or Teacher in Charge should confirm that the fire brigade has been notified.   

2. Escort the class from the building in accordance with detailed fire arrangements. The class register 

will be brought from the school office for each class.  

3. When the fire alarm sounds the Secretary will take the registers outside for the role to be called.  

4. When class is assembled outside, call the role, and notify the Head or Teacher in Charge if any child 

is missing.  

5. Do not re-enter the building. The Site Manager will act as ‘sweepers’ checking the school and will 

report to the Head.  

6. If you are not escorting children from the building, attack small fire with fire fighting appliances, 

provided there is no personal danger and only if you have been trained in their use. FIRE FIGHTING 

IS SECONDARY TO EVACUATION AND SAVING LIFE.  

7. If electrical fittings are involved make sure current is off before touching them or using fire fighting 

equipment.  

8. If a person’s clothing is on fire wrap a blanket round them to smother the fire and lay person flat to 

prevent fumes reaching head.  

  

MAKE SURE NOW THAT YOU ARE FAMILIAR WITH MEANS OF ESCAPE IN CASE OF FIRE. BE AWARE OF 

ALTERNATIVE EVACUATION ROUTES.   

Evacuation routes are displayed in every room.  

EVACUATION SHOULD TAKE NO LONGER THAN 4 MINUTES  

APPENDIX G 

Electricity at Work Regulations 1989  

  

The regulations require a safe system of work would include having  
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1. an inventory of all electrical apparatus/appliances  

2. a record/log of termly inspections and annual tests (see attached)  

3. a sticker displayed on tested appliances indicating pass (green) or fail (red)  

4. any failed appliance must not be used until repaired - or it must be disposed of  

5. a certificate of the test of fixed installations  

6. all fixed installations tested at least every 5 years or at any interval recommended by consultant  

7. all portable appliances (i.e. those appliances which are plugged in and out of an electrical socket) 

visually inspected once per term and a brief visual inspection each time used. The latter can be done 

by the teacher or even a pupil provided they have been given appropriate guidance. A visual 

inspection would involve checking the plugs, casings and cables looking for damage, cracks, fraying, 

exposure of coloured wires, etc.  

8. all portable appliances tested by a “competent” person using a portable appliance tester and up to 

date lists are kept.   

9. appliances which are moved about a lot or have constant use should be tested every 6 months  

10. appliances which are moved little or not used a great deal will be tested every 2 years.  

11. stage lighting and switch gear inspected every three months, inspected and tested after each 

alteration to the system, and tested every year  

12. any personal equipment brought into school inspected and tested before use.  

Other points to be taken into consideration  

1. flexible leads should not be longer than 3 metres  

2. extension leads should only be used on a very temporary basis and not as a fixture  

3. adapters should preferably be of the flat type  

4. the aggregate input into an adapter should not exceed 13 amps  

5. consideration should be given to the provision of additional electric points in classrooms in order to 

eliminate the use of adapters and the (illegal) use of extension leads as fixtures  

6. an assessment of the need for continuity bonding should be made by an electrical engineer  

7. an assessment of the need for metal computer cabinets to be earthed  should be made by an 

electrical engineer  
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8. Plugs should be regularly checked to ensure that the correct fuse is used. It is common for 13 amp 

fuses to be used, mistakenly, instead of 3 or 5 amp fuses, e.g. on lamps, T.V.’s computers. The 

coloured wires should not be visible from the outside of the plug.   
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APPENDIX H  
 

Display Screen Equipment Regulations ‘User’ Criteria  

  

It will generally be appropriate to classify the person concerned as a user if most or all of the following 

criteria apply:  

1. the individual depends on the use of display screen equipment to do the job, as alternative means 

are not readily available for achieving the same results;  

2. the individual has no discretion as to use or non-use of display screen equipment  

3. the individual needs significant training and/or particular skills in the use of display screen 

equipment to do the job;  

4. the individual normally uses display screen equipment for continuous spells of an hour or more at a 

time;  

5. the individual uses display screen equipment in this way more or less daily;  

6. fast transfer of information between the user and screen is an important requirement of the job;  

7. the performance requirements of the system demand high levels of attention and concentration by 

the user, for example, where the consequence of error may be critical.  

APPENDIX I  
 

Violence to staff in St Charles Primary School Policy statement and notes of 

guidance  

  

1. Introduction  

1.1. ‘The Education Department recognises and accepts its responsibility to provide a safe and healthy 

working environment for all its employees, for pupil, students and other people who use its 

premises’. This statement prefaces the Education Department’s Health and Safety Policy. It is as 

much applicable to health and safety issues arising from violence to staff as to any other aspect of 

health and safety. However, it must be recognised that local management of schools (LMS) has now 

be implemented in all the Royal Borough schools, and responsibility for health and safety matters is 

now divided between the Local Education Authority, and the Governing Bodies of Schools. This is 

dealt with in greater detail in the Authority’s LMS Scheme.  



 

34  

1.2. This document sets out the Education Departments own policy in relation to violence to staff. It also 

gives guidance to Governing Bodies and Headteachers in relation to their responsibilities.  

2. Statement of Intent  

2.1. The Education Department considers violence towards staff to be a serious matter. For that reason 

the Department has assessed and continues to assess, the risk of violence to staff. It recommends 

that schools carry out their own local assessments of risk.  

2.2. Since the inception of the Department, there has been rigorous monitoring of a all reported 

incidents of violence. Statistics kept by the Department show that the level of actual incidence of 

acts of physical violence is low. It is accepted that there is some unreported verbal abuse and 

threatening behaviour towards staff. However, information which is available suggests that the 

number of such incidents is not large. This is relevant to an assessment of the risk and reasonable 

measures to reduce that risk. It is not relevant to the seriousness with which any individual incident 

is viewed by the Department. Violence towards staff acting in the course of their duties or arising 

out of their duties is unacceptable. It undermines the service by intimidating staff and possibly 

prevents them from carrying out their duties by creating a climate of uncertainty and potential fear.  

2.3. The remainder of this document sets out the practical ways in which the Department and schools 

can, in their respective spheres, combat violence to staff.  

3. Reporting incidents  

3.1.  Staff experiencing violence must report incidents to their line managers. Attention is drawn to the 

guidance on reporting incidents which has already been issued. In particular, it is stressed that it is 

important to report even those incidents which are not notifiable (to the Health and Safety 

Executive). A primary purpose of reporting is to establish the incidence of risk and to facilitate 

corrective measures. The Health and Safety Policy Document says: ‘A report should be submitted in 

all cases where, in the opinion of the Key Manager, action by the Royal Borough or by the 

educational establishment is necessary to prevent any recurrence of the incident.’ In cases of 

violence or threatened violence, this should be subject to the widest interpretation.  

3.2.  In encouraging staff to report incidents, Key Managers should make clear that reports made in 

good faith will not be seen as an adverse reflection on an individual’s ability to perform their duties 

satisfactorily, although it is acknowledged that they could form part of a broader requirement by 

way of staff development in dealing with such incidents.  

3.3.  All such report must be appropriately investigated by the Key Manager. In appropriate cases, the 

Education Health and Safety Officer will give assistance and advice.  

3.4.  All assaults should be subject to the most serious consideration by both parties as to whether they 

are reported to the police by the Key Manager or a duly appointed deputy. The expectation is that 

such report will normally take place but due consideration must be given to any expressed wishes 

of the member of staff concerned. Ultimately it is for the Key Manager to decide whether any 

objection to reporting should be overridden, in the interests of the institution, its staff and pupils.  

3.5.  The Local Government (Miscellaneous Provision) Act 1981 gives the Police the power to take action 

in schools as deemed necessary.  

3.6.  Both the Chairman of Governors and the Headteacher have the authority to ban any person, who is 

considered undesirable, from school premises.  
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4. Provision of legal advice  

4.1. In appropriate cases the head of the institution should send a formal warning letter to people who 

make threats, are abusive, or whose behaviour is menacing towards staff. The letter should warn 

that legal action may be taken if a breach of the law occurs. In appropriate cases the Executive 

Director of Education and Libraries may send such letters, if so requested by the institution. Such 

letter, or further correspondence, will be sent by the Director of Legal Services and will carry not 

only the threat, but also clear intention, to act as necessary.  

4.2. Senior staff in the Education Department, including the Executive Director of Education and 

Libraries and the Health and Safety Officer, will give advice on these matters. In appropriate cases 

the Executive Director may authorise the Department of Legal Services to give advice to the victim, 

particularly in those cases where the police will not prosecute. The Education Department will 

decide whether to provide legal representation for a member of staff, within the terms of a Service 

Level Agreement, for which the school will be charged for legal services.  

4.3. In all cases, the Executive Directors will take in to consideration whether the provisions of legal 

advice or representation would involve any conflict of interest with the LEA or school role in loco 

parents of any pupil. In such a matter, the Authority will not normally be able to offer direct 

assistance to the victim, although it may be possible to arrange for independent advice to be given 

in appropriate cases.  

4.4. It is recommended that schools and other education institutions should adopt and make known to 

their staff the support they will receive as victims of violent incidents. Such support could include:  

• time off from work  

• an offer of counselling (the Royal Borough has facilities with the  Westminster Pastoral 

Foundation)  

• compensation for damage to property of for injuries suffered (see also paragraph 6)  

• legal assistance (in terms of service level agreement or otherwise).  

Whatever the extent and type of support provided, the system should operate so that support is 

offered automatically; the individual should not have to request support.  

5. Preventative Strategies  

Experience has shown that in order to combat violence, the following strategies should be considered:  

5.1. Analysis of the problem (and assessment of the risk)  

5.2. This is a matter best dealt with at institutional level. The Health and Safety Officer is available to 

advise and the Department Health and Safety Committee also gives consideration to overall 

policies.  

6. Physical Aspects  

The physical environment often can affect the situation. The Education Service Advisory Committee of 

the Health and Safety Commission has made the following suggestions:  

6.1. Reception  

6.1.1. Easily identifiable and accessible reception areas which allows staff to receive visitors, direct 

them to their destinations, answer queries etc. A proper reception system should help reduce 

numbers of unauthorised visitors wandering around school premises.  
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6.2. Factors to consider are:  

6.2.1. Location -preferably close to the premise’s main gate  

6.2.2. Signs -should be clear, unambiguous and may need to be repeated at intervals  

6.3. Appearance -should have good lighting, subdued colouring, robust furniture and perhaps reading 

material if visitors may have to wait for attention  

6.4. Ease of contact -important for staff working alone in reception areas  

7. Security  

7.1. use of identity cards by staff and students  

7.2. erection of high level fencing around premises  

7.3. limiting number of entrances  

7.4. Other areas include:  

7.5. ensuring landscaping does not act as a screen for potential intruders; and avoiding potential missiles 

on school grounds eg pathways of pebbles, loose or detachable stones or paving slabs.  

7.6. Other examples  

7.6.1. Useful information and ideas on security and design improvements to reduce vulnerability to 

intruders is contained in Building Bulletin 67, Crime Prevention in Schools published by the 

Department for Education and Employment in 1987. It will be necessary for Governing Bodies 

to consider these issues.  

8. Dealing with aggression  

8.1. When angry parents or other visitors arrive at school premises, some procedures can help to diffuse 

a difficult situation and avoid violent confrontations. Examples are:  

8.1.1. avoiding confrontation in front of an audience, particularly groups of pupils. The fewer people 

involved in an incident, the easier it is for the aggressor to back down without losing face  

8.1.2. asking another, preferably senior, member of staff to help talk things through with the visitor  

8.1.3. staying calm and speaking slowly so as not to be drawn into heated argument  

8.1.4. avoiding aggressive body language such as hands on hips, wagging fingers or looking down on 

the aggressor.  

9. Home visiting  

On occasions school staff will have the need to visit pupils or parents in their homes. Where it is though 

there is a risk of violence, the home should not be visited. In any case, for those who make home visits, 

there should be:  

9.1. an itinerary of the employee’s movements left with a responsible person  

9.2. periodic reporting to base or to a responsible person  

9.3. avoidance of evening visits where possible  
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9.4. checking records beforehand to see whether the person or someone in  the household is known to 

be potentially violent  

9.5. carrying a personal alarm  

9.6. visiting in pairs in some situations  

10. Work practices  

 10.1.  Staff who work in remote positions may need alarms, or may need to work in pairs.  

11. Separating fighting pupils  

11.1.  Many violent incidents stem from attempts to separate pupils. This is a difficult area of 

responsibility and no advice can cover all possible situations, given their individual characteristics. 

However, the following general guidance is given:  

 11.2.  staff have a duty of care towards pupils in their charge  

11.3.  this duty of care is related to the position of the school in loco parents. The school, and its 

staff, are required to exercise the  same degree of care towards the pupil as a reasonable parent 

would exercise. In practice, this means a greater degree of care.  

11.4.  It follows from this that where it is reasonable to do so, staff should attempt to separate 

fighting pupils. Force may be used, but it should be no more than is reasonably required to achieve 

the objective and commensurate with the seriousness of the situation. Care should be taken to 

avoid injuring the pupil, and forceful action should be discontinued as soon as possible after the 

objective has been achieved. Unsuccessful efforts to intervene physically should not be prolonged if 

there is no rapid separation and physical action by staff should cease.  

11.5.  Before intervening, staff are entitled to and should consider their own safety. If a member 

of staff considers that he or she cannot intervene safely, then assistance and support should be 

sought. In very serious situations where there is clearly a high risk of injury eg. a knife fight, a 

member of staff should not intervene unless there is sufficient assistance and there is absolute 

confidence that no injury will accrue. In conditions of unacceptable risk the police should be called 

immediately.  

11.6.  The LEA will support, if necessary with legal assistance, any member of staff who has acted 

appropriately in separating fighting pupils or rendering assistance to pupils or other staff who are 

themselves victims of an assault.  

12. Insurance  

12.1.  The school maintains an insurance policy which provides compensation to employees who 

sustain bodily injury as a result of assault arising out of employment by the school. Other types of 

cover can be obtained on request by a school, the premiums payable out of the school’s delegated 

budget.  

12.2.  For staff employed by the Governing Body of a Voluntary Aided school, the status of the 

teacher should be made clear when making a claim.  

13. Training  

It is essential that schools, after analysing their own violence problems, should arrange for appropriate 

staff training, for example:  
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 13.1.  in techniques for preventing and avoiding violence,  

 13.2.   calming aggressive people  

13.3.  in determining when physical restraint is necessary, and in appropriate techniques of 

restraint.  

13.4.  The Education Department is able to arrange such training, to be paid for   from the 

school’s delegated budget.  

14. Monitoring the effectiveness of this policy  

The Education Department will monitor the effectiveness of this policy and will report from time to time to 

the Departmental Health and Safety Committee.   
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APPENDIX L  

Safety on Outdoor Activities  

The Management and Health and Safety Regulations 1999 require that: Every 

employee shall make a suitable and sufficient assessment of:  

a. the risks to the health and safety of his employees to which they are exposed whilst they are 

at work; and  

b. the risks to the health and safety of persons not in his employment arising out of or in 

connection with the conduct by him of his undertaking.  

The prime requirement is to avoid the risk if at all possible, for example, by not taking part in a potentially 

dangerous activity. If it is decided that such an activity should, for whatever reason, be undertaken, then a 

risk assessment must be done. As a consequence of that assessment, procedures and a safe system of work 

should be devised in order to reduce the risk to a minimum.  

It is clear that adventure activities (eg. canoeing, skiing, underwater swimming, sailing, pot-holing, 

mountaineering) involve significant risk to the participants. There is, therefore, a need to provide a written, 

safe system of work for each separate hazardous activity undertaken. This should be included, along with a 

policy statement on such undertakings, in the establishment’s Health and Safety Policy and Arrangements.  

The following instructions must be stressed, by Heads and Principals, to staff organising outdoor or 

adventure trips, and should be included in the policy statement, as being of fundamental importance to 

safety:  

• centres which are not registered with a nationally recognised body should not be used  

What factors in Risk Assessment - Safe Systems of Work must be considered when preparing for 

outdoor/adventurous activities?  

• the nature of the activities  

• the number of young people involved  

• their ages, their experience, their intelligence, their abilities, their behavioural patterns in 

relation to the activities  

• the experience, quality and status of the company used  

• the number of supervising staff  

• their experience, their qualifications  

• the local land, water, weather conditions  

• the quality of the equipment  

• the back-up, support available if things go wrong (first aid, emergency services etc)  

To assess much of this, a pre-visit is important unless the venue is already known to the school or youth 

centre.  

If it is felt there is only minimal risk then, having gone through the usual procedures, not much else is 

needed beyond taking all reasonable steps to ensure the safety of the children.  
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Prior to Departure  

Children and young people should be fully briefed by management and leader on expected standards of 

behaviours and on the possible consequences of their misbehaviour or failure to comply with instructions, 

particularly on adventurous activities.  

This should be done in the presence of parents.  

Staff who have not taken part in such activities/journeys should receive written information and instruction 

on what is required of them, from management and the leader.  

Particularly, any non-professional (eg Parents) accompanying the party should receive information and 

instruction. It must be remembered that such adults will probably not have the same experience or 

expertise as staff. They must not, therefore, be expected to undertake similar responsibilities as 

professionally trained people.  

Schedule of Preparation  

This process should begin shortly after the start of the academic year and certainly by half term. (not 

forgetting there are a million other things to do - like the National Curriculum, exams etc!)  

It is essential that you give yourself plenty of time - for CAREFUL, METHODICAL PLANNING.  

• Work out the numbers, costs, staffing  

• Get permission  

• Arrange the daily activity programme, visits, recreation  

• Organise money collection, banking, insurance advance payments  

• Make the travel arrangements  

• Write letters  

• Organise meetings  

How Does this Look on the Time Table?  

There has to be flexibility in these arrangements - but not too much.  

September/October  

• Establish the feasibility of the activities holiday and dates  

• Estimate numbers and staffing  

• Work out costs (centre, travel, extra outings, insurance etc)  

• Get permission from management  

• Make provisional booking of Activity Centre  

• Ask for full details of the organisation of the Centre and activities  

  

October/November  

• Letter to parents with details of venue, activities, costs, dates, means of transport, number of 

accompanying staff, and number of children/young people.  

• Inform them of any unsupervised activities  



 

41  

• Give deadline for return of parental consent and deposit  

January/March   

• Make the pre-visit  

• Staff meetings to plan -  Travel arrangements  

- activities programme on a daily basis  

- ‘free time’ arrangements  

- outings/visits  

• Give in service training to inexperienced staff or accompanying adults  

• Request full details of the Centre’s safety procedures, staff qualifications and experience, 

supervision, back-up services, advice on local conditions and emergency services  

• Discuss individuals in party for special needs, supervision etc  

• Risk assess the above, if necessary with the Health & Safety Officer  

• Take any action as a consequence of the assessment  

May/June  

• Compile lists of participants, home addresses and telephone contact   numbers  

• Finalise insurance details  

• Inform Centre of any special diets, medical conditions etc  

• Contact Centre to confirm all arrangements  

• Contact travel companies to confirm all arrangements/collect tickets  

• Issue clothing list  

APPENDIX K  
 

MINIBUS SAFETY  

This appendix should be read in conjunction with appendix L.  

We have seen from two recent, sad happenings that transporting children and young people by minibus can 

be an extremely risky and hazardous undertaking, especially on long journeys and on motorways. In order to 

assist you in reducing the potential for accidents, set out below is a code of practice for ensuring, as far as is 

possible  

(i) the competence of the driver  

(ii) the safe condition of the minibus  

(iii) the driver 's conduct and responsibilities.  

Driver Competence  

The driver should  
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• be at least 25 years old  

• have at least 3 full years' driving experience  

• have experience of driving abroad, if appropriate  

• have a clean licence  

• not have been refused insurance  

• have no relevant convictions  

• have an approved minibus driving permit (the Council will arrange this)  

• be in good health at the time of driving and not have consumed alcohol or drugs likely to cause 

drowsiness that day  

• have good eyesight.  

All of these must be checked.  

• Minibus road worthiness  

The following checks for safety and legal documentation should be made by the driver and the management 

of the establishment before the minibus is used•  

• MOT  

• road tax  

• insurance  

• Green card and other relevant insurances (i.e. vehicle, passenger etc), if going abroad membership 

of a motoring association (with vehicle recovery)  

• record/log book  

• brakes  

• tyres (condition and pressure)  

• steering  

• spare tyre  

• warning triangle  

• mirrors  

• functioning of lights  

• windows  

• functioning of windscreen wipers and washers  

• oil levels  

• water levels  

• fuel level  

• functioning of doors  

• seat fixings  

• provision of fire extinguisher, first aid kit  
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• provision of wheeljack/tool kit  

• functioning of any special arrangements for disabled persons  

• correct loading (no overloading of passengers or baggage)  

• correct balance and security of baggage (inside or on roof)  

• functioning of reversing sound warning, if fitted  

• safety belt sign.  

There must be documentary proof of MOT, tax, insurance, green card, other insurances, motoring 

association membership, in a pack with the driver.  

The record/log book must be kept up-to-date and with the other documents. Management should check this 

after each journey.  

Minibuses should be subject to mechanical inspections at intervals as advised after expert assessment or 

according to the manufacturer's recommendation in the case of a new vehicle.  

Safety belts should be fitted to all seats in the minibus.  

Where there is an option, minibuses, with front-facing, as opposed to longitudinal, benches should be used. 

In the interest of safety, minibuses with longitudinal benches should be converted to front-facing benches.  

Instructions to Drivers  

• There must be 2 drivers, on a long journey and at least one adult plus the driver on a short journey. 

(A long journey is open to interpretation but might be 100 miles round trip or any single  journey 

likely to take more than 2 hours.)  

• Safety belts must be worn at all times.  

• Plan long journeys to incorporate stops.  

• No drivers should be at the wheel for much more than 1'/2 hours without a break.  

• Draw off the road if feeling sleepy or unwell, immediately.  

• Telephone ahead to a prearranged number to inform of any delay.  

• Do not exceed 50 mph (a speed-restrictor might be fitted)  

• Take no undue risks - remember at all times there are children in the minibus.  

• If possible, have a mobile telephone or motoring association emergency telephone on long journeys.  

• Child safety and security must always be paramount - supervise on dismounting and boarding the 

vehicle by the side of the road.  

• Stopping on motorways - clear instructions are given in the HIGHWAY CODE. Drivers must remind 

themselves of these before motorway travel. If in doubt, advice should be sought on the best course 

of action by contacting the motorway police.  

• Make sure that any special requirements for driving abroad are in place, e.g. redirected headlights.  

• Clear instructions of behaviour expectations and what to do in enforced stops must be given to the 

passengers by management and accompanying staff.  
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It should be borne in mind by management that any member of staff having to drive the minibus on a long 

journey after working in school, must be given some time off during the day to rest. Where a journey follows 

an evening activity, consideration should be given to additional needs for alternating drivers.  

It is the responsibility and duty of management to ensure that the procedures for safety in minibus driving 

are read and understood by all drivers, that they are implemented, monitored and reviewed from time to 

time.  

It is the responsibility and duty of the driver and accompanying adults to read and put the procedures into 

practice.  

It would be good practice to have a written statement signed by the driver and accompanying adults to the 

effect that they have read and understood the procedures.  

In the event of a minibus being hired, the same procedures should be used.  

It is important that there is documentary evidence to support all claims made by the hiring company. Similar 

procedures should be adopted for coach companies where these are used on a casual basis.  

Any contracted coach company should also have their credentials checked.  

Attached is a safety checklist/tick sheet which should be used as a record that all the necessary precautions 

have been taken to ensure that the minibus is as safe as is possible.  

APPENDIX L  
 

Accidents Involving Blood  

Accidents involving blood eg cuts, nose bleeds etc, carry the danger of Hepatitis B, HIV (Aids) etc.  

If possible make patients themselves put pressure on nose or cut to stop the bleeding.  

If blood has been spilt on any work surface then carry out the following procedure, or if appropriate ask 

person involved to do this.  

1. Avoid getting blood on yourself, or on other people.  

2. Put rubber gloves on  

3. Using disposable paper towels, tissues to mop up spillage  

4. Wipe surface with bleach solution (eg 10% Domestos in water) and leave for half hour if possible.  

5. Put all contaminated material into plastic bag, put in some bleach, tie up bag, then put in bin.  

Designated areas should have the following materials:  

• Bacteria cleaning solution   

• paper towels  

• rubber gloves   

• hazard labelled plastic bags   

• bin.  
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APPENDIX M  

WATER QUALITY  

Prevention or control of Legionellosis  

Legionella is the term used for infections caused by Legionella pneumophila and other bacteria from the 

family Legionellaceae. Legionnaires’ disease is a pneumonia that principally affects those who are 

susceptible due to age, illness, immunosuppression, smoking etc and may be fatal. Legionellae can also 

cause less serious illnesses which are not fatal or permanently debilitating but which can affect all people.  

Infection is attributed to inhaling legionellae, either in those water droplets which are small enough to 

penetrate deeply into the lung, or in droplet nuclei (the particles left after the water has evaporated). 

Legionellae are widespread in natural sources of water. They may enter man-made systems or water 

services, where they can multiply under certain conditions, and if there is a means of creating and 

transmitting water droplets, people in the vicinity may be at risk. Most cases and outbreaks of legionellosis 

have been attributed to water services in buildings, cooling towers and whirlpool spas. Other sources have 

been identified in foreign outbreaks including a humidification system, industrial coolants and respiratory 

therapy equipment.  

Legislation  

The Control of Substances Hazardous to Health Regulations 1988 (COSHH) relate to the risks from hazardous 

micro-organisms, including legionella and chemicals such as biocides and chlorine. Under the Regulations, 

risk assessment and the adoption of appropriate precautions are required to be made.  

The Approved Code of Practice The prevention or control of legionellosis (including legionnaires’ disease) 

sets out further statutory requirements for dealing with the risk. It applies whenever water is stored and 

used in a way which may create a reasonably foreseeable risk of legionellosis and in particular to the 

following plant and systems whenever the Health and Safety at Work etc Act 1974 applies:  

a. water systems incorporating a cooling tower  

b. water systems incorporating an evaporative condenser  

c. hot water services, except where the volume of hot water in the system does not exceed 300 litres  

d. hot and cold water services irrespective of size in premises where     occupants are 

particularly susceptible, such as health care premises  

e. humidifiers and air washers which create a spray of water droplets and in which the water 

temperature is likely to exceed 20 degrees Centigrade  

f. spa baths and pools in which warm water is deliberately agitated and      recirculated.  

While this is not an exclusive list it identifies those systems most likely to cause infection. Other plant and 

systems containing water which is likely to exceed 20 degrees centigrade and which can release a spray or 

aerosol (a cloud of water droplets and. or particles) during operation or when being maintained may also 

present a risk.  

The Approved Code of Practice (ACOP) places responsibility on employers and others to:  

a. identify and assess sources of risk  

b. prepare a scheme for preventing or controlling the risk  
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c. implement and manage precautions  

d. keep records of the precautions implemented  

The ACOP also sets out the responsibilities of manufacturers, importers, suppliers and installers of products 

and services. It is enforces by Health and Safety Executive inspectors in factories, hospitals, laboratories, 

education establishments, docks and construction sites. In shops, offices, warehouses, hotels and catering 

establishments it is enforces by local authorities who also have responsibility for public health. Recent 

outbreaks of legionnaires’ disease in the UK have demonstrated the implications for public health.  

Duties under the ACOP are qualified by the condition that they must be ‘reasonably practicable’. This means 

that both the degree of risk and the cost and difficulty of applying control measures should be accounted for 

in determining what measures should be taken.    
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APPENDIX N  

ASBESTOS  

Asbestos is the name for a naturally occurring fibrous mineral which occurs in many parts of the world.  

These materials have not been imported into the UK for many years and legislations prohibits its installation. 

Asbestos fibre is mechanically very strong and resistant to heat and chemical attack. Because of its fibrous 

nature, it can be woven into fabrics and used as reinforcement for cement and plastics.  

Whilst all forms of asbestos are potentially hazardous, and are to be respected when in the built 

environment, ‘Crocidolite’ and ‘Amosite’ are those most commonly associated with disease in people. 

Consequently, more stringent control measures exist for these than for ‘ Chrysotile’.  

NB. The Royal Borough of Kensington and Chelsea Asbestos Policy treats all asbestos as  

‘Crocidolite/Amosite’ and thereby imposes stringent measures throughout all remedial actions taken 

whatever the nature of asbestos material.  

A Legislation Overview  

The Health and Safety at Work Act 1974 is the statue from which all asbestos based legislation is derived.  

The HSAW Act places general duties on employers and self-employed persons to ensure as far as is 

reasonably practicable, the health, safety and welfare at work of all their employees and employed persons 

other than their employees who may be affected by any of their undertakings (this may include working 

with asbestos); they must also ensure that the premises and any plant therein are safe and present no risks 

to health from substances such as asbestos.  

Asbestos Materials in Buildings  

Asbestos has been widely used within consumer goods and the built environment in the past in a variety of 

different forms. The natural characteristics of asbestos rendered it ideal for the needs of:  

• Fire insulation  

• Acoustic insulation  

• Chemical resistance  

• As a ‘binder’ for other non-asbestos materials such as  

  Insulating boards  

  Ropes, yarns, cloth  

    

  Millboard, paper and paper products  

  Asbestos cement products  

  Bitumen felts and coated metal  

  Flooring materials  

  Textured coatings and paints  

  Mastics, sealants, putties and adhesives  

  Reinforced plastics  



 

48  

  Sprayed coating and lagging  

Identification and assessment of existing asbestos - ‘The Survey’  

Different forms of asbestos will contain different types of asbestos and in different quantities. It is important 

to determine the type and amount of asbestos present in the building, the type of material in which it is 

contained, its use and its location.   

The ‘Management of the Health and Safety at Work Act 1994’ calls for an ‘assessment’ to be made of all 

hazardous material. To comply with the provisions of this Act, a systematic survey of the building should be 

carried out, an assessment made and recorded.  

This record will detail the:  

• location of the asbestos  

• its condition  

• its accessibility/vulnerability  

• the type of asbestos present (sampling and laboratory analysis will confirm the type of asbestos and 

an estimate made of percentage present in sample)  

• the remedial measures necessary  

The survey should be conducted by a specialist, someone with a knowledge of building construction and 

design, trained and experienced in techniques of sampling and recognising asbestos material in situ. It is 

essential that all observations are recorded at the time they are made and the use of photographs is very 

useful. Such detailed records should form the basis of a management programme.  

Remedial Measures on Identification The 

remedial measures available are:  

• Leave the material in place without sealing and introduce a management system  

• Leave the material in place, effectively seal (eg encapsulate or protect by mechanical means - board 

materials etc) and introduce a management system.  

• Remove and dispose of the asbestos  

Asbestos Register - Updating Records  

As assessments are now a legislative requirement under the Management of Health and Safety at Work Act 

1994, it follows that it is necessary and certainly prudent to have an accurate record of asbestos occurrences 

within a building. This calls for provision to ‘update’ records held after any removal, encapsulation etc. The 

Housing Services Department operate an ‘asbestos register’, a computerised database detailing asbestos 

locations/characteristics in properties surveyed to date. Details held on this database are accessible by the 

public.  

With regards to Education properties, many surveys of the schools in the borough were carried out by the 

Inner London Education Authority (IDEA) prior to its demise and survey documents made available to 

respective establishments. Copies of records for schools surveyed should be held by each establishment and 

asbestos locations noted by schoolkeepers.  
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Appendix O   
  

The Royal Borough of Kensington & Chelsea   

HOT WORKS PERMIT   

This Permit is valid for day of issue only. 'Once completed a copy of this permit must be on   

Display on site throughout the duration of the work (to ether with any warning sign s etc.)   

  Permit No:     Job No:   

This hot works permit is required for all operations involving flames or producing heat and/or  sparks. 

Including but not limited to brazing, cutting, welding, grinding, soldering, use of blow lamps etc.   

Location of work:   

Details of work and equipment:   

ISSUE To be completed by the site   

The above location has been inspected prior to work commencing and all necessary safety precautions have 

been taken. Permission is thereby granted for this work.   

  Name:  Signature:   

Date/Time of issue:   

Permit Expires at:   

ACCEPT ANCE To be completed by the Contractor  Contractors 

Name:   

  

Supervisor/Foreman's Name:   

  

Signature;   

  

I verify that the above location has been inspected and all necessary safety precautions taken to  

prevent fire. I have read and understood this permit and all workers involved agree to conduct the  work 

in accordance with conditions in it. I will notify the site upon completion of this work.   

HAND BACK   

The work has been satisfactorily completed, all persons and equipment have been withdrawn  From 

the area which has been left in an acceptable condition.   

The work area and adjacent areas to which heat / sparks may have spread have been inspected on  

completion of the work and an hour after operation was completed and found to be safe.  

Supervisor/Foreman's Name:   

Site Contact Name:   
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Appendix 0 continued  
 

PRECAUTIONS TO BE TAKEN DURlNG HOT WORKS   

Before commencing any hot work ensure that the area is cleared of all  combustible 

materials, if work is to take place on one side of wall / partition the  opposite side 

must also be examined to ensure no combustible materials are  present which may 

be ignited by conducted heat.   

Those combustible materials which cannot be removed should be suitably  protected 

against sparks.   

Suitable extinguishers of an appropriate type to be readily available and persons  carrying 

out work are to be familiar with their operation.   

4. The contractor is to be made aware of the fire procedures for the site.   

The area in which hot work was conducted and all adjacent areas are to be  inspected 

thoroughly one hour after the completion of hot works to ensure no  smouldering / 

hot materials remain.   

When welding, cutting or grinding the immediate working area should be suitably  screened 

using non combustible material.   

7. No hot work apparatus or equipment should ever be left unattended when alight   

Gas cylinders should be secured vertically and fitted with regulators and flashback  arrestors.   

To avoid false alarms smoke/heat detectors in the vicinity of the work may need to  be 

isolated during the period of the work.  


