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1. Introduction
This Health & Safety Handbook outlines the organisation’s commitment to providing a safe, healthy, and well-managed environment for pupils, staff, and visitors. It brings together the core principles of health and safety, fire safety, and first aid into one accessible document. The organisation aims to prevent accidents, reduce risks, and promote a culture of responsibility, professionalism, and continuous improvement. Every member of staff has a duty to follow this handbook and contribute to a safe working environment.
2. Leadership and Responsibilities
The Director or Proprietor holds overall responsibility for health and safety across the organisation. The Health & Safety Lead oversees daily compliance, risk assessments, monitoring, and incident management. The Fire Safety Lead ensures that fire prevention, evacuation procedures, and equipment checks are maintained. The First Aid Lead coordinates first aid provision, training, and medical procedures. All staff must follow the procedures set out in this handbook, report hazards immediately, and act in a way that protects the welfare of pupils and colleagues.
3. Health & Safety Standards
The organisation maintains high standards of safety through effective planning, supervision, and risk management. Staff are expected to maintain tidy workspaces, use equipment correctly, and follow safe working practices at all times. Activities must be planned with safety in mind, and pupils must be supervised appropriately. Staff must not undertake tasks for which they are not trained or authorised. Any hazards, defects, or unsafe conditions must be reported immediately so that corrective action can be taken.
4. Risk Assessment
Risk assessments are completed for all activities, environments, and equipment. These assessments identify hazards, evaluate risks, and outline control measures. Staff must familiarise themselves with relevant risk assessments and follow the measures identified. Risk assessments are reviewed regularly and updated when circumstances change, such as new equipment, changes to pupil needs, or alterations to the building layout.
5. Accident and Incident Management
All accidents, near misses, and incidents must be recorded promptly and accurately. Staff must cooperate fully with investigations and support efforts to prevent recurrence. Serious incidents are escalated to senior leadership and external agencies where required. The organisation uses incident data to identify patterns, improve practice, and strengthen safety measures.
6. Premises and Equipment Safety
The organisation ensures that buildings, grounds, and equipment are maintained to a safe standard. Regular inspections are carried out, and any defects are addressed promptly. Contractors working on site must follow safe practices and are monitored to ensure compliance. Staff must not use damaged equipment or attempt repairs themselves.
7. Fire Safety
Fire safety is a critical part of the organisation’s safeguarding responsibilities. A comprehensive fire risk assessment is completed annually and reviewed whenever significant changes occur. Fire alarms, extinguishers, emergency lighting, and signage are inspected regularly by competent professionals. Staff must familiarise themselves with evacuation routes, assembly points, and the location of fire safety equipment.
When the alarm sounds, staff must guide pupils calmly to the designated assembly point, ensuring that no one is left behind. Staff must not attempt to fight fires unless they are trained and it is safe to do so. Fire drills take place at least once per term and must be treated as real events. Outcomes of drills are reviewed to improve future responses.
8. First Aid
The organisation ensures that pupils, staff, and visitors receive prompt and effective first aid when needed. A suitable number of trained first aiders are available at all times, and first aid kits are located in accessible areas and maintained to regulatory standards. When an injury or illness occurs, staff must remain calm, assess the situation, and contact a first aider immediately. The first aider will provide care within their level of training and decide whether further medical assistance is required. Emergency services are contacted when necessary, and parents or carers are informed promptly.
All first aid incidents are recorded, including the nature of the incident, treatment provided, and any follow-up actions. Pupils with ongoing medical conditions have individual healthcare plans developed in partnership with families and professionals. Staff working with these pupils receive appropriate training to ensure safe and consistent care.
9. Supporting Pupils with Medical Needs
The organisation is committed to supporting pupils with medical conditions in a safe and consistent manner. Medication is stored securely and administered only by authorised staff following written procedures. Staff must follow healthcare plans carefully and seek guidance from the First Aid Lead when needed.
10. Staff Conduct and Safe Practice
Staff must act professionally, maintain appropriate boundaries, and model safe behaviour. They must avoid actions that could place themselves or others at risk. Staff must follow manual handling guidance, use protective equipment where required, and avoid lone working unless authorised. Staff must also ensure that pupils understand and follow safety expectations.
11. Emergency Procedures
The organisation has clear procedures for responding to emergencies, including fire, medical incidents, lockdown situations, and environmental hazards. Staff must familiarise themselves with these procedures and act calmly and decisively when required. Emergency procedures are reviewed regularly and updated in line with best practice and statutory guidance.
12. Wellbeing and Welfare
The organisation promotes the wellbeing of staff and pupils by maintaining safe environments, supportive practices, and access to appropriate resources. Staff are encouraged to raise concerns about workload, stress, or wellbeing so that support can be provided. A healthy and safe environment contributes to positive behaviour, engagement, and learning.
13. Staff Training and CPD
Health and safety training forms a core part of staff induction and ongoing professional development. All staff receive training in health and safety awareness, fire safety, first aid awareness, risk assessment, and emergency procedures. Annual refresher training ensures that staff remain competent and confident in their responsibilities. Staff with specialist roles, such as fire marshals, first aiders, or equipment leads, receive enhanced training and maintain their qualifications through regular CPD. The organisation monitors training completion and ensures that staff development aligns with statutory requirements and organisational needs.
14. Monitoring and Review
The organisation monitors health and safety performance through inspections, audits, incident reviews, and staff feedback. This handbook is reviewed annually or sooner if legislation changes or significant incidents occur. Staff are expected to contribute to the review process by sharing insights, raising concerns, and suggesting improvements.
15. Staff Acknowledgement
All staff must read, understand, and follow this Health & Safety Handbook. Staff confirm their commitment by signing the annual declaration during induction and refresher training.
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