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King Alfred Federation Health and Safety Policy 2016 -2017 

Statement of Intent 

The King Alfred Federation recognises that it has a moral, legal and financial responsibility to assess 

and manage the health and safety risks affecting every child and every adult who learns in, works in 

or visits our sites. 

This policy will therefore ensure that reasonable and practicable measures are in place to reduce 

both the risk of accidents and the risk of work-related ill health. It will do this: 

 Through the creation and maintenance of a safe working environment 

 Through the promotion of safe behaviour throughout the school & on school trips out of 

the premises 

 By adopting a systematic approach to the identification and control of risk 

 By clearly identifying staff or posts to monitor safety performance  

The King Alfred Federation will support quality health and safety initiatives aimed at continuous 

improvements and will ensure that health and safety management is allocated the necessary means 

and resources to adequately meet the objectives of the Health and Safety Policy.  

The Federation strives to provide the safest environment possible for all people on their premises. 

We will follow the LA polices and endeavour to minimise all health and safety risks. We believe it 

is the responsibility of all school staff to report anything they perceive as being a risk to people’s 

health and safety.  

This policy does not replace the council’s safety policy or the educations department’s safety policy 

but it is in addition to them for the benefit of teaching and support staff, pupils and visitors to the 

sites. 

 

Signed  

 

Chair of Governors  

 

Date  
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1. Designated Staff 

The Executive Headteacher has overall responsibility for the Health and Safety Policy and its 

implementation. Other responsibilities include:  

Role Status Name 

Health and Safety Manger  Executive Headteacher  Kathryn Wong  

Consulting with staff in matters 
of H & S 

Head of Schools  Nathalie Dummer 
Elizabeth Newton  

Health and Safety Manager Federation Business Manager  Vacant  

Education Visits Manager Deputy Head  Jill Wales 
Karen Cartwright 

Health and Safety Premises 
Management 

Facilities Manager David Leach  

Health and Safety 
Representative 

Teaching Assistant  

General Classroom Safety Class Teachers   

Health and safety link 
governors 

Governor  Francis Ward  

Qualified first aider at work T.A  
Facilities Manager  

Hilary Leach  
Dave Leach  

Paediatric qualified first aiders See list in school offices  
 
 
 
 

 

Designated Person for 
Administering Medicines to 
Pupils 

See list in school office   

  

2. Monitoring and Risk Assessment  

Pupils should be able to experience a wide range of activities. Health and Safety measures should 

help them to do this safely, not stop them.  

It is important that children learn to understand and manage the risks that are a normal part of live. 

Common sense should be used when assessing and managing the risks of any activity.  

Staff should be given the training they need so they can keep themselves and children safe and 

manage risks effectively. 

This policy is intended to assess and manage risks to the health and safety of children and adults in 

all aspects of school life: 

 School personnel – staff and children 

 School infrastructure 

 School equipment 

 School activities 
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 All aspects of Health and Safety Policy are formulated and monitored using risk assessment 

procedures. Any actual or potential changes to school routine should be subject to new risk 

assessment. Any actual incidents or accidents will trigger an immediate review of the appropriate 

risk assessments.  

All risk assessments are subject to an annual review.  

3. Fire Safety  

Risk assessments will highlight fire hazards and these will be acted upon by the Facilities Manager.  

It is the responsibility of the Facilities Manager to ensure that annual service of the fire fighting 

equipment takes place and to maintain the inventory of all equipment plus a diagram showing the 

location and type of fire fighting equipment.  

 The alarms are tested weekly, in rotation and recorded in the fire alarm log book.  

  
A) Fire Signs 

 
These are regularly maintained and conform to standards. 

Fire Drills 

Fire drills will be arranged by the Facilities Manager in consultation with the Head of School and 

recorded in the fire alarm log book. The purpose is to: 

 Remove everyone from the buildings as quickly as possible. 

 Assemble everyone at a safe, designated place. 

Fire drills should occur at different times of the day.  

Fire drills are arranged once termly and reported at Governors meeting by the Heads of School as 

part of safeguarding report. 

B) Fire Instructions 

Anyone discovering a fire or suspicion of a fire must act immediately. 

1. Activate the nearest fire alarm. 

2. Leave the room or area closing the door. 

3. A 999 call to be made from the nearest telephone. 

C) Evacuation  

Staff, pupils and visitors are instructed to walk quickly, but not run, to the neatest fire exit. The exit 

route is displayed in each room. 

1. Pupils should be encouraged to move silently and to listen carefully to any instructions. 

2. No-one should stop to pick up personal possessions. 

3. Doors should be closed. 



 

7 
 

4. Everyone should walk to the designated assembly point in the playgrounds as soon as 

possible. 

5. Office staff will take out staff signing in log, visitor’s log, registers. The class register will be 

called so all pupils can be accounted for. Office staff will check the adult registers to ensure 

all staff are accounted for.  

6. Any unaccounted pupils or adults will be reported immediately to Head of School or Deputy.  

7. There will be no return to building until advised by person in charge to do so. 

If total evacuation required, due to fire, bomb alert or other major incident, pupils will be lead to 

other Federation school and assembled.  

D) Reporting Fire Incidents 

All outbreaks of fire are reported to Lewisham’s Estate Management.  

4 Health and Safety Routines  

A)  Entry to the Premises and Visitors  

The Federation has an entry system on all gates. These protect staff and pupils from unwanted 

intruders.  

At the beginning and end of the day of the main gates are open to allow parents and carers to bring 

in and collect their children. 

All children and parents wait in the playground until the bell goes and then the children line up and 

are led in to the school building by their class teacher. 

The school gates into the playground are opened at 8.40 a.m. and closed at 9.00 a.m. each day. It is 
opened again at 3.25 p.m. and locked at 3.40 p.m. Monday – Thursday, and 2.30.p.m until 2.40 p.m. 
on Friday by the Facilities Manager or a member of his team. 
 
When leaving the building it is the responsibility of staff to check all doors and gates are firmly shut 
behind them. 
 
Access to the school between these times is via the main school entrance where an entry phone 
system is in operation. Office staff with ask who visitor is and what is the nature of their business 
before allowing visitor onto the property. All visitors must report to main school. A signing-in system 
is in operation and all visitors are given labels which they are required to wear. All visitors and users 
of the premises are required to observe the safeguarding rules of the school. Contractors working in 
the school must be made aware of the health and safety arrangements applicable to them and 
adhere to them. The Federation Business Manager or Facilities Manager will provide them with 
relevant information. 
 
All members of staff are responsible for ensuring there are no unauthorised visitors on site. If any 
adult working in the school has suspicions that a person may be trespassing on the school site, they 
must challenge them (“Can I help you?”) and then inform the Federation Business Manager, the 
Facilities Manager or member of the Senior Leadership Team. The Federation Business Manager, the 
Facilities Manager or member of the Senior Leadership Team will warn any intruder that they must 
leave the school site straight away. If they have any concerns that an intruder may cause harm to 
anyone on the school site, s/he will contact the police. 
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B) Traffic Management  

 
No traffic is allowed on site without the express permission of the Facilities Manager, Federation 
Business Manager or Executive Headteacher. 
They will only allow cars/vans into the playgrounds when it is not in use and a full risk assessment 
has been carried out. 
 
It is against the law to park on the zigzag lines outside the school.  
 

C)  Waste Disposal 
 
Reducing waste is the key to improving our environment. It is the requirement that all employees on 
site (and all persons undertaking the provision of any form of work for The King Alfred Federation) 
are aware of and under the duty and responsibilities contained in our policy.  
 
Staff Responsibilities  
 

 
All members of the Federation have a responsibility as part of their personal “Duty of Care” to 
adhere to the waste procedures. All staff should:- 
 

 Ensure safe handling of waste and safe practice when dealing with waste. 

 Be aware of the safe separation of waste and liaise with the Facilities Manager for the safe 
collection and safe disposal. 

 Ensure that waste bags enable easy handling. 

 Use personal protective equipment’s (gloves and apron) as necessary. 
 
Facilities Manager 
 

 Day to day requirements of these procedures in relation to the disposal and safe handling of 
non-clinical, clinical and special waste. 

 Ensure contractors comply with the relevant legislation and administer licences, certificates, 
waste transfer notes and any other formal paper work required. 
 

For more information see detailed management of hazardous procedures held my Facilities 
Manager. 
 
Non – Clinical (domestic waste)  
 
Normal waste is put in bins and emptied by cleaners on a daily basis. This is disposed of with normal 
rubbish, except in exceptional circumstances. These are materials that can be disposed of by landfill 
or incineration.  
 
Domestic waste should not be left in corridors or areas preventing safe access during school hours. 
The Facilities Manager will make provision for safe storage until collection can be organised.  
 
Furniture   
 
If appropriate, it is recommended that recyclable items should be offered to charity or if not suitable 
should be broken up and disposed of appropriately by the Facilities Manager. 
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Hazardous Waste 
 
All hazardous waste is disposed of by an approved rubbish clearance company. 
 
Medical Waste 
 
All medical waste (medicine bottles etc.) must be stored in a box and then are returned to 
parents/carers at the end of each term. 
 
Clinical Waste 
 
We have clinical waste containers in the medical rooms and nursery for swabs, dressings etc. 
Medical waste must be disposed of in the yellow waste bin and this is collected on as and when basis 
by contractions for incineration.  
 

D) Storage of Flammable Materials  
 
The Federation keeps flammable materials to a minimum. When it is necessary to have flammable 
materials on site they are stored in a secured, well-ventilated area, away from sources of ignition.  
 

E) Managing Hazardous Substances  
 
All hazardous substances used in the Federation will be monitored by the Facilities Manager. Written 
COSHH risk assessments are completed for all substances and kept with relevant COSHH data sheets. 
These are reviews annually by the Facilities Manager. Substances are kept in proper designated 
areas (locked cupboards). 
 
All relevant staff must be informed of safe use and storage of substances.  
 
All procedures, assessment and control measures are reviewed annually by the Facilities Manager. 
The Facilities Manager will check for further training or instructions if required. 
 
For more information see detailed management of hazardous substances procedures held by 
Facilities Manager. 
 

F)  Working with Outside Visitors and Speakers  
 
Before such visitors are allowed onto the premises it will be ensured that their DBS checks are 
completed and up to date, that their insurance is valid and sufficient that the relevant Risk 
Assessments have been completed.  
 
All outside visitors must have a nominated point of contact at the school (the organiser). 
 
Visitors must provide photo ID upon arrival at school. 
 
Visiting speakers will be accompanied at all times and are not left unsupervised with pupils at any 
point. In the unlikely event that the talk presentation does not meet this requirement, Visiting 
Speakers will be informed that school staff have the right and responsibility to interrupt and/or stop 
a presentation. 
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Visiting Speakers must to complete the Visiting Speaker at The King Alfred Federation Form. This 
asks them to outline the information they wish to communicate to ensure it is appropriate to the 
age and maturity of the pupils to be in attendance, does not undermine British Values or the ethos 
and values of the school, and agree to the guidelines for Visiting Speakers. 
The organiser will conduct research on the person/organisation to establish whether they have 
demonstrated extreme views/actions. 
The Federation will refuse to allow people/organisations on to the Federation premises if they have 
links to extreme groups or movements. Justification of the schools’ decision will be provided to the 
person/organisation in writing. 
 
Please see Visiting Speakers Policy for further information.  
 

G)  Working with Contractors 
 
Contractors will be given a health and safety pack by the Facilities Manager which must be read and 
signed to indicate that they have understood likely hazards. 
 
Wherever possible, contractors working on site will be from the LA list of ‘approved contractors’. 
 
The Facilities Manager will need to see and make an assessment of: 
 

 The contractor’s written safety policy including documented risk assessments and 
details of the contractor’s own arrangements for H&S management, including 
training to be provided and supervision of the work. 

 The contractor’s written method statement for work that involves significant 
hazards with details on how the work is to be done safely and without risks to 
health. 

 
For contractors employed by the LA, the above documentation will be shared with The Federation at 
the pre-commencement of work meeting. 
 
For major works a plan to ensure the H&S of staff, children and parents during the execution of such 
works will be devised by the Executive Senior Leadership, Facilities Manager, representatives of the 
contractors and LA representative (as appropriate). 
 
Whilst any contractors are on site it is the responsibility of the Facilities Manager to monitor and 
ensure that safety procedures are adhered to. He will also ensure that a ‘Hot Work Permit’ is 
completed and issued where necessary. 
 
The Facilities Manager must be satisfied that contractors follow the practices that guarantee the 
safety of the children e.g. use and storage of tools, conduct whilst on premises. 
 

H)  Emergency Plans 

See current Emergency Evacuations Business Continuity Plan. 

I) School Visits and Events 

The Federation aims to sustain and promote a broad range of off-site Educational Visits, whilst 

ensuring safe practice and competent supervision. See current Educational Visits Policy.  
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J)   Evening Use  

See current Lettings Policy 

K)  Smoking 

The Federation is a completely non-smoking environment. 

L)  Alcohol  

No alcohol is permitted to be consumed on or off the premises during the school day. 
 

M) Statutory Maintenance and Record Keeping 
 

The Federation follows the statutory requirements for the inspection and maintenance of:- 
 

 Electrical equipment 

 Fire alarm equipment 

 Fire fighting equipment 

 Fixed wiring 

 Gas equipment 

 Burglar alarm 

 PE equipment  

 Water tanks 

 Waste disposal 
 
Records are kept of all tests and services of the above equipment.   
 

N) Electrical Equipment 
 

 
All electrical appliances are tested annually by a certified person. A copy to the electrical equipment 
test inventory and results are kept by the Facilities Manager. All staff must visually check all 
electrical appliances prior to use and report immediately any defects. Any defective equipment must 
be taken out of action immediately. Privately owned applications must not be used in school. 
 

0) Working with Power Tools 
 
Only trained premises staff can use power tools 
They will -  

1. Only use correct parts/attachments. 
2. Keep trailing leads to a minimum. They will be aware of trip hazards. 
3. Check parts/attachments for damage – if present tool will not be used. 
4. Check area to be drilled is free from electrical cables, water pipes and checked against. 

asbestos register. 
5. Use goggles and mask provided. 
6. Make sure there are no entanglement hazards (hair, clothing etc). 
7. Be aware of dust. 
8. Follow guidance on Risk Assessments. 
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P) Working at Height 
 

 
A place is ‘at height’ if a person could be injured falling from it, even if it is at or below ground level. 
 
All Premises staff will be trained in working at height procedures and protocols by a suitable 
qualified trainer. 
 
The objective of all working at height policy, procedures and protocols is to reduce the risk of injury 
caused by working at height to the minimum. 
 
For more detail see the Working at Height Policy.  
 

Q)  Manual Handling 
 
The staff member responsible for the implementation of the Manual Handling Policy is the Facilities 
Manager. 
 
The main objective is to reduce the risk of injury and disablement caused by manual handling in the 
workplace to a minimum. 
 
Policy, procedures and protocols will; 
 

 Avoid, where reasonably practicable, manual handling operations which involve a risk of 
injury. 

 Make suitable and sufficient assessment of hazardous manual handling operations which 
cannot be avoided, automated or mechanised so as to avoid risk of injury. 

 Implement protective and preventative measures, including training and information 
necessary to reduce the risk of injury to the lowest practicable level. 

 Review the assessment as is necessary. 
 
For more details see the Manual Handling Policy. 
 
 

R)  Boiler and Boiler Room Procedures 
 
Access to the Boiler Rooms is by skilled or instructed persons only. 
 
Boilers are to be safety checked and serviced annually by a competent engineer. A certificate must 
be issued and kept on file in the Facilities Managers room. Work on boilers may only be carried out 
by a Registered Gas Fitter. 
 
Visual inspection of boiler dials and reading must be undertaken daily by the Facilities Manager or 
his team. Any faults must be reported to the Maintenance Company. 
 
Annual checks of timer settings must be undertaken to ensure most efficient working of boilers. 
There must not be anything stored close to boilers and no flammable materials are to be stored in 
the boiler area. Electrical intakes must be clear of storage.  
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S)  Water Management 
 
The King Alfred Federation will employ current best practice and comply with the relevant legislation 
to prevent legionella occurring in the schools hot and cold water systems.  
 
The Federation will ensure that the necessary arrangements are made to implement this policy. 
 
The member of staff with responsibility for the implementation of this policy is the Facilities 
Manager.  
 

T)  Asbestos 
 
The Federation will follow the Safe Management of Asbestos Policy in accordance with the 
guidelines set in Section 10 of LB’s Property Handbook for Schools. A copy of the Handbook is kept 
by the Facilities Manager.  
 
A copy of the survey report registers are kept by the Facilities Manager.  
 

U)  Display Screen Equipment (DSE) 
 
Under the Health and Safety (Display Screen Equipment) Regulations of 1992, the Federation is 
required to identify users of display equipment and to carry out an assessment of work stations, and, 
as far as reasonably practical, introduce measures that will eliminate or minimise possible health 
effects such as upper limb pains and discomfort, eye and eyesight effects, fatigue and stress.  
 
For more information see DSE procedures held by Facilities Manager.  
 

5)  Accident and Illness  
 
All accidents (pupils and adults) should be recorded in an Accident Book. All accidents due to be 
reported to the Central H&S unit should be completed on-line and should be reported to the Head of 
School. 
 
https://sharepoint.lewisham.gov.uk/sites/incidentReporting/default.aspx 
 
RIDDOR – Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.  
For major accidents (e.g. broken bones) a F2509 form must be completed and returned to the Health 
and Safety Executive within 10 days. More information can be found at: http:www.hse.gov.uk/riffor/ 
 

6)  First Aid 
 
The King Alfred Federation is committed to providing sufficient numbers of qualified first aid 
personnel to deal with accidents and injuries and arranging for approved training as required. 
 
The Federation will provide information and training on first aid to employees to ensure statutory 
requirements are met, operational needs are addressed and first aid support is rendered to staff and 
children.  
 
The Federation will ensure that all staff are aware of the procedures to be followed in the event of 
illness or injury and provide adequate supplies for first aid equipment and facilities.  
 

https://sharepoint.lewisham.gov.uk/sites/incidentReporting/default.aspx
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All known bumps to the head should be treated by a qualified first aider. All head bumps are treated 

with a cold compress and a “head bump letter” is given to the class teacher. The class teacher 

monitors the child and ensures that the “Head bump letter” goes home with the child at the end of 

the day. A text is sent to parents/ carers for all non-serious head bumps and a   phone call is made to 

parents in the case of a more serious head injurywhich may require treatment by a professional. All 

children are given a wristband to wear home to inform parents that they have had a bump to their 

head, in case the letter gets mislaid. 

 

7) Child Specific Medical Needs  
 

A) Personal Medicine  
 
Non-prescribed medicines 
 
The Federation will not be able to store or give medicines that have not been prescribed to a child 
(e.g. Calpol, Piriton or cough medicines). Parents must make arrangements to come into school if 
they wish their child to have these medicines. 
 
Prescribed Medicines 
 
If medicines are prescribed up to 3 times a day, the expectation is that parents/carers will give these 
medicines outside school hours. 
 
If medicines are prescribed 4 times a day, the Federation strongly encourages parents/carers to 
make arrangements to come into school to administer these medicines themselves. Parents/carers 
will definitely be required to administer the first 24 hour dose of any new prescriptions, for example 
antibiotics. 
 
If the Federation agrees to assist parents/carers to administer a medicine to their child, on a 
temporary basis, the medicine must be provided in its original container and must have been 
dispensed by a pharmacist and handed to the school office. 
 
The Federation will provide blank medicines record forms, and parents/carers must come and sign 
one of these before they leave the medicine in school. These forms must be authorised by the Head 
of School who will agree that a member of staff may administer the medicine during the school day. 
 
The only exception to this policy in the case of asthma medication and Epi –pens (see below). 
 

B) Pupils with Specific Medical Needs  
 
Any child with conditions such as Sickle Cell Anaemia, Cystic Fibrosis, heart murmurs or other 
potentially dangerous health matter will have a specific Care Plan, drawn up in consultation with 
School Nurse and other relevant adults. Records of children with such conditions (and those listed 
below) will be kept in the School Office and all staff will be made aware of relevant symptoms and 
their implications.  
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 Asthma and Anaphylactic Shock  
 
Asthma medications and Epi-pens are kept in the school office along with the parents’ consent forms 
detailing the child’s name and dosage information. Should the child/ren leave the school for any 
length of time for trips, visits or other activities the class teacher will ensure that the box is taken. 
Staff receive relevant training in the admiration of Epi-pens. 
 
Bodily Fluids 
 
Bodily fluids are mopped up and disposed of by flushing away. Bandages and plaster are disposed of 
in the yellow bags. 
 
Communicable and Communicative Diseases 
 
Procedures for dealing with are detailed in the School Office and any particular information and/or 
guidance from LBL.  
 
Diabetes 
 
All staff are made aware of the symptoms and implications of a diabetic condition and actions taken 
in accordance with the guidelines laid out in Lewisham’s Health Matters. 
 

C)  Pupils Absent of Medical Grounds  
 
Any concerns about a pupil’s attendance or absence through ill health should be reported to the 
Attendance Officer who is responsible for monitoring pupils attendance in the Federation.  
 
The Attendance and Welfare Officer should keep in regular contact with the parents of pupils who 
are absent. 
 
The name of a pupil with medical needs remains on the school roll. Where the pupil receives 
education from an alternative provider, the absence will be recorded as an approved educational 
activity in the school register. 
 
Any child with specific medical, mobility or behavioural issues will have a personal risk assessment in 
place.  
 

8) Health and Safety of Children 
 

A) Welfare of Children  
 
It is the responsibility of the class teacher to promote and safeguard the welfare of all children in 
their care at all times. Thus, no child should be left unsupervised for any reason. The only time the 
responsible teacher leaves the classroom is in the case of an emergency. If this occurs the teacher 
must ensure that another adult (e.g. support staff, Key Phase Leader, Deputy Head) is contacted to 
substitute before he/she leaves the room. Any child who leaves the room or building for an 
unauthorised reason much be reported immediately to the Key Phase Leader or member of the 
Senior Leadership Team. No child should ever be put at risk. 
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B) Clothing 
 

Children must wear appropriate shoes and clothes for school every day and should not wear 
jewellery. During P.E lessons children must wear appropriate clothes and no jewellery and hair must 
be tied back.  
 

C)  Personal Hygiene 
 
We provide soap in the toilets and children are told to wash their hands after going to the lavatory. 
We educate children to have good personal hygiene habits. When children wet themselves they are 
sent to a first aider to change clothes themselves. Children who regularly wet themselves are asked 
to bring in a spare set of clothes to change into. If children soil themselves they are sent home/the 
parent or carer is asked to come in and change them if possible.  
 

D) Sun Care 
 
Children are allowed to bring sun cream on for their personal use, but teachers are not allowed to 
put it on the children. All sun cream should be clearly labelled with the child’s name. During playtime 
children must keep their shirts/tops on. We encourage children to bring sun hats.  
 

E) Health and Safety Education  
 
As part of the curriculum we teach children about health and safety issues. Children are taught 
to use equipment safety and we have visitors who help educate children to take responsibility 
for their own safety, e.g. road safety, rail safety, cycling proficiency, drug awareness and 
citizenships schemes.  
 

F) Other Pupils on Site 
 
We cannot normally accommodate the children of staff on the Federation site for insurance reasons. 
Please see Head of School.  
 

G) Violence and Abuse Between Children  
 
Any violence and abusive incidents between children will be dealt with using the criteria and 
procedures detailed in the following policies: 
 

 Behaviour Management 

 Physical Restraint 

 Anti-Bullying 

 Safeguarding and Child Protection 

 Risk-Management for Staff 
 
 
 

H) P.E  
 
The King Alfred Federation recognises that physical education, experienced in a safe and supportive 
environment, is a unique and vital contributor to a pupil’s physical development, well-being and 
overall education. It can teach the pupils, through purposeful experiences, to understand and value 
the benefits if participation in physical activity whilst at school and throughout life. A broad and 
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balanced physical education curriculum is intended to facilitate the development of the pupil’s body 
awareness, self-confidence and enjoyment of the activity. It is intended that pupils, irrespective of 
their innate ability, will enjoy success and achieve their full potential in P.E. 
 

I) Individual Risk Assessments  
 

Individual pupils with particular disabilities of behavioural needs will have specific Risk Assessments, 
Care Plans or procedures drawn up through consultation between SENCO, parents/carers and other 
relevant adults, and with reference to school polices: 
 

 Inclusion 

 Behaviour Management 
 
Health and Safety of Staff  
 
Any member of staff with specific mobility or medical needs will have an individual risk assessment 
in place. 
 
Accessible W.C  
 
Accessible W.C ‘s are  fitted with an outside release lock to enable access in the event of an 
emergency. Accessible W.C’s have an emergency call switch which activates an alarm in the school 
office and directly outside the W.C. 
 

9) Staff and Other Adults 
 
A) Personal Safety 

 
Staff should help to ensure their personal safety and that of others by: 
 

 Not leaving personal items unlocked in classrooms, particularly bags, coats and mobile 
phones. 

 Ensuring that displays are not a hazard either in terms of being a fire risk or blocking light, 
heat or access. 

 Ensuring that, unless absolutely necessary, they do not work alone in the school buildings 
outside the normal opening hours. Staff needing to work after hours must have this agreed 
in consultation with the Facilities Manager and Head of School. Staff working alone must 
read and agree to the Federation’s Lone Working Policy.  Staff should ensure that their work 
is adequately lit and that no unnecessary risks are taken. Another person, such as a family 
member should be informed of expected leaving time and arrival home time. 

 Making themselves aware of the Federation’s policy on stress - see separate section in this 
document. 

 Reporting to their line manger if you are the victim of an assault or accident and to 
completing the appropriate forms immediately. Staff must not assume that their line 
manager had been informed just because they have discussed the incident with another 
member of staff.  
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B) Stress Management 
 
The King Alfred Federation is committed to protecting the health, safety and welfare of the 
employees and recognises that workplace stress is a health and safety issue. The Federation 
acknowledges the importance of identifying and reducing workplace stressors. 
 
The Federation places a high value on maintaining a healthy and safe working environment for all its 
employees and recognises its duty of care extends to their mental health as well as their physical 
health at work.  
 
The King Alfred Federation is committed to identifying sources of stress in the workplace and taking 
action where reasonably practicable to reduce or remove harmful pressure.  
 
It is acknowledged that excessive stress often arises outside the work environment, but that this 
may then be linked to well-being at work.  
 
The Federation seeks to raise awareness of the causes of stress and the support available. 
 
For more information please see detailed Stress Management Procedures. 
 

C)  Precautions Against Infection 
 
In the first instance, a member of the Facilities team is called and when unavailable a named First 
Aider. No other member of staff cleans up blood or other bodily fluids. When bodily fluids are 
cleaned gloves are always used. 
 
Teachers do not take out children’s earrings.  
 

D) Health and Safety Induction  
 
All staff must be familiar with Health and Safety Policy and aware of the major hazards which exist in 
the Federation. Staff will have a short induction to H&S at The King Alfred Federation when they join. 
This induction is carried out by the Facilities Manager. Staff receive further health and safety training 
as appropriate. First aiders revive training every three years. Designated staff will receive 
appropriate training in their areas of responsibility. 
 

E) Dealing with Violent and Abusive incidents 
 
If there is a violet or abusive incident on the premises, staff should immediately seek assistance. If 
possible they should ask a member of the Facilities teach to remain present. Staff should seek to 
deescalate acts of aggression or violence as detailed in the Preventing and Dealing with Violence at 
Work Procedure. 
 
All acts of aggression , violence or abuse shout be reported to the Head of School or Executive 
Headteacher. 
 
 


