
Leicester Islamic Academy 

Health and Safety Policy 
 
This policy was drawn up with reference to the Health and Safety at Work document  
 
Introduction 
 
Health and Safety is of prime importance to the school and we will seek to conduct our business in 
such a way as to avoid harm to our employees and all others who may be affected directly or 
indirectly by our activities.   
 
This policy outlines the responsibilities and arrangements for ensuring your Health and Safety.  It is 
therefore important that you read the policy before starting work at the Leicester Islamic Academy. 
 
Aim and objectives: 
The aim of Leicester Islamic Academy is to create a safe environment, for all pupils, staff, parents 
and the community. 

This includes: 

 The ability of each individual to protect him/her self 

 Concern and consideration for the safety of others 

 Knowledge of what to do in certain situations or seeking expert help where the necessary 
skills are not available. 

 Alertness and control 

 Cultivation of good habits 

Learning to be safe 

We believe that pupils learn best through practical experiences and active involvement in all areas 
of the curriculum. Pupils are taught to have care and consideration for themselves and others: 

 In the classroom 

 When using equipment e.g. scissors, tools, PE apparatus 

 When moving around Leicester Islamic Academy 

 When carrying out investigations e.g. a pond, pollution, soil studies 

 When on educational visits 

 Safe places to play (stranger danger etc.) 
 
 Healthy eating habits, fruit time in Leicester Islamic Academy and at break time 
 

 Wearing the right clothing for PE/games lesson 
 



We have a limited number of rules, which are for safety reasons, such as walking round the school, 
playing in sight of an adult on duty, care of property etc. 

Educational visits are carefully planned in advance, by following instructions in the education visit 
policy.  

Roles and responsibilities  
The Leicester Islamic Academy Health and Safety (H & S) committee consists of:  
Mr A. O’Doherty (Caretaker), Mrs Shakir (Head Teacher), Mrs S. Suleman (School Business 
Manager) 
 
Headteacher 

 to pursue objectives in respect of H&S policy 

 to set up arrangement to meet the H&S requirement 
 to be available to any member of staff to discuss and seek to resolve health and safety 

problems 
 to report to the Board of Governors/Trustees 
 to inform staff of any changes/hazards etc. 

 to ensure that all areas of the Leicester Islamic Academy are inspected regularly 
 to ensure that a system is established for reporting, recording and investigation of accidents 

and that all reasonable steps are taken to prevent recurrences 
 to ensure that all visitors, including maintenances contractors are informed of any hazards 

on site of which they may be unaware 

 to ensure that consideration is given to the possibilities of maintenance work affecting pupils 
and staff 

 to ensure that effective arrangements are in force to facilitate ready evacuation of the 
buildings in case of fire or emergency and that firefighting equipment is available and 
maintained  

 
Health and Safety coordinator 

 To ensure that employees are:- 
- aware of their responsibilities under the Health and Safety at Work Act 

 -familiar with the requirements of the Leicester Islamic Academy’s safety policy 
 - made aware of the hazards in their area of activity 
 - familiar with safe methods of work 
 - aware of the action to be taken in an emergency 
 - aware of the first aid facilities available 
 to ensure that safety rules and safe methods of work are observed, and that protective 

equipment is utilised where appropriate 
 to inform the head of all accidents and incidents and assist in the investigation 
 to initiate or recommend  any necessary repairs or maintenance work 
 to maintain a high standard of a safe working environment at all times 
 to participate in consultation with head and employees in promoting progression 

improvements in the safety of activities  
 
All staff 

 to co-operate with safety representatives in the fulfillment of the objectives of the Leicester 
Islamic Academy’s H&S policies and their responsibilities under the Health and Safety at 
Work Act 

 to comply with safety rules and procedures laid down in their area of activity 
 to take reasonable care to avoid injury to themselves and others by act or omission whilst at 

work 

 to use such protective clothing or equipment as may be necessary 



 to report all sickness, accidents and dangerous occurrences promptly 
 

Arrangement for ensuring Health and Safety 

Every person entering the premises will be made aware of the emergency procedures 
 
The health and safety committee of the Leicester Islamic Academy will issue, as necessary, policy 
curriculums and/or guidance notes through the Head Teacher and H&S coordinator and will be 
circulated to appropriate staff.  A full record of guidance will be kept in a file in the office.  It is the 
responsibility of members of staff to refer to these documents as the need arises. 
 
New employees will, as part of normal induction process, be given health and safety information 
relevant to their work, including fire warning procedures and first aid facilities, etc. 
 
Consultation  
 
Any employee who has a problem relating to health and safety at work must raise the matter with 
the H&S coordinator who will take appropriate action. 
Proposals for introducing new machinery, substances or processes will be subject to consultation 
with relevant employees and appropriate instruction, training and information will be provided 
where necessary. 
Certain items of plant and equipment may be subject to statutory inspections. 
 
Competency  and Training 
 
The progression of adequate training is vital to health and safety of all members of staff. The Head 
Teacher supported by staff will identify needs and secure appropriate training. 
 
The HSE states that “for a person to be competent, they need qualifications, experience, and 
qualities appropriate to their duties.”  In reality, only an assessment of the individual can 
demonstrate competence.  Competent employees are expected to act in manner that is reasonable 
depending on their levels of knowledge, skills and training. 
 
Do not operate machinery or attempt anything that you do not have the competence, skills or 
abilities to do or if you have not been trained. 
 
Visitors and Visiting staff  
 
Any employee who during the course of his or her work, as required to visit premises other than 
their normal place of work must comply with the health and safety instructions relating to those 
premises. 
Those persons inviting visitors into premises are responsible for ensuring that they are made aware 
of safety rules and procedures sufficient to ensure their safety. 
 
All visitors must sign the visitor’s book at the Leicester Islamic Academy office. 

Smoking 

It is the policy of the Governors and the Trustees that the Leicester Islamic Academy is a no-

smoking school. 

Smoking including the use of e-cigarettes, is not permitted in any area of the Leicester Islamic 

Academy by staff, parents or visitors to the school. 



 
Evacuation Procedures  

The Leicester Islamic Academy has set procedures in case of an emergency, such as a fire or bomb 

alert when the building needs to be evacuated. These drills are carried out at least twice each term. 

All staff and pupils are familiar with these procedures, and know their own exit route, place of 

assembly and roll call procedure.  The Health and Safety coordinator will test fire alarms on weekly 

bases and record it in the fire precaution. 

As soon as the fire alarm sounds all pupils and adults must stop what they are doing and walk out 

of the building through the nearest exit, to assembly point. 
 

HOW TO EXIT THE LEICESTER ISLAMIC ACADEMY 
 

Procedures for fire and other emergency evacuation are displayed prominently in all rooms.  Escape 
routes are clearly labelled.  Fire drills are held twice each term and records kept. Arrangements are 
made to monitor the condition of all fire prevention equipment regularly. This includes the visual 
inspection of fire extinguishers, and the testing of the fire alarm system. 

In case of a real fire, before leaving the office, the secretary will dial 999 for the fire brigade. The 

secretary is responsible for taking all of the registers out of school with her, and also the visitors 

"sign in" book. The secretary will unlock and open the main gates for emergency vehicles.  

The teacher in charge of the pupils at the time of the alarm should report to fire marshall and 

account for all pupils.  Staff must not go back into the building to check for children in toilets or 

other areas, but must report to the fire marshall. 

Nobody is to go back into the school. If a pupil is missing it must be reported. 

When the building is reported to be safe and the Head Teacher authorises, staff and pupils may 

return to the building. 

Staff should ensure that their pupils walk in and out of the school sensibly, and line up quietly. 

If their normal exit is blocked for any reason, then staff and pupils should use the nearest available 

exit as outlined in the evacuation procedures displayed in each classroom. 

Lunchtime Fire Procedure 
 All lunchtime supervisors on duty in the playground shall on hearing the fire alarm gather all 

pupils together away from the building and ensure no child re-enters the building 
 Lunchtime supervisors on duty in the dining area shall evacuate all pupils from the building.  
 Staff members in classrooms where pupils are engaged in lunchtime extra-curricular activities 

or eating their lunch shall evacuate all pupils from the building and ensure on the way out 
that any toilets are vacated 

 Staff members on the premises  should assist the lunchtime supervisors 

Emergency Evacuation during SATs and Optional Tests 

Prior to the exam period and at the beginning of each exam, the pupils will be informed of the 

emergency evacuation procedures which may be different to the normal evacuation procedures; 

 Pupils must remain under controlled exam conditions. 

 Pupils are evacuated leaving all exam materials on their desks 

 Pupils are evacuated to the exam assembly point at the far end of playground and must 



remain 1.5 meters apart 

 Exam invigilators and other available staff meet at the assembly point to provide assistance 
and supervision 

 On re-entry to exam room, the exam is restarted and the pupils given their full entitlement 
 Any pupil who is found to have communicated with another may be disbarred from this 

session 
 A full copy of the exam evacuation procedure will be in the exam room during every 

examination 

Bomb Alerts  

In the event of bomb alert the Head Teacher or the school secretary must: 

 Ring the fire alarm to activate the evacuation of the premises of all adults and pupils (see 
fire drill procedure) 

 Phone 999 for the fire brigade and police 
 Check that the evacuation procedure has been followed 

 Remain at the front of the Leicester Islamic Academy to meet the fire brigade/police and 
direct them to the incident 
 

 All pupils and adults must remain outside 
 Only when the all clear has been given will pupils and adults be allowed to re-enter the 

premises 

If the alert is a practice, then the fire brigade must be informed before the evacuation of the 

premises takes place. 
 
Car Parking 
 
Car parking is a concern at the Leicester Islamic Academy as it is a hazard for those who use the 
school. It is also a hazard for neighbours who live within the vicinity of the Leicester Islamic 
Academy. Drivers parking cars at the Leicester Islamic Academy, near it or dropping or collecting 
pupils at the Leicester Islamic Academy should at all times have consideration for the safety of 
pedestrians, other road users and the immediate community. In particular, the road markings near 
the Leicester Islamic Academy should be observed at all times. 

Visitors parking at the Leicester Islamic Academy should leave a note of their car registration 

number with the school office in case the car has to be moved etc. 

At no time should the Leicester Islamic Academy entrance be obstructed. 

The school will talk to all pupils and send out regular letters to parents emphasising the following: 

 Care of our neighbours 

 Not parking on yellow lines 
 Dropping pupils off in the grounds in the morning by driving through the Leicester Islamic 

Academy, keeping the traffic flow moving, and not stopping to get out of the car 

 Trips - coach times should be arranged on or before 8.30am or after 9.20am 

The policy is enforced by personal contact with any adult who continually parks in an obstructive 

way (by Head Teacher or caretaker). All comments by parents or neighbours will be followed up. 
 
Manual Handling 
 



Manual handling operations means any transporting or supporting of a load (including the lifting, 
putting down, pushing, pulling, carrying or moving thereof) by hand or by bodily force. 
 
Make proper use of equipment provided for your safety.  Inform your employer if you identify any 
hazardous handling activities.  Ensure that any lifting activities you get involved in do not put others 
at risk. 
 
 Pupils moving equipment 

In the normal day to day running of the Leicester Islamic Academy, there are certain situations 

where pupils will need to move equipment or items of furniture. For example: 
 Chairs and tables - chairs should be moved one at a time, and pupils must be shown how to 

carry them correctly. They may carry single chairs on their own (depending on size of chair). 
If a large number of chairs are needed then the Caretaker will deal with them. Tables need 
one child at each end, a child must not attempt to lift a table on his or her own. 

 Sports equipment - when using large apparatus, pupils must be trained in how to move, lift 
and set out each piece of apparatus. This includes how to lift correctly, and how many pupils 
are needed for moving each piece of equipment (this should include how to bend), for 
example netball posts - one child at each end. 

 Small items of equipment can be moved by the pupils when instructed. 
 Always make sure when any item of equipment or furniture is being moved from one room 

to another, that there is another child available to open and close doors. 

Pupils must always be supervised when moving any equipment or item of furniture. Some items 

they will need to move may be heavy or awkward to handle. Pupils need to be shown how to lift 

and carry safely. This needs reinforcing on regular occasions. 

Items Pupils Should Not Move 

 Computers - monitors can easily fall off trolleys, or wires get caught 
 Paper cutters - sharp blade 

 Heavy boxes 

Security of the Premises  

A designated member of staff, under the direction of the Head Teacher, is responsible for ensuring 
that the building provides a safe and healthy environment for the pupils. The caretaker and external 
cleaners under the direction of the Head Teacher maintain a clean and tidy building and grounds. 
Any minor repairs or maintenance are completed by the caretaker or through the use of contractors 
engaged by the Head Teacher in consultation with the Governors/Trustees.  Any 
equipment/hazardous substance are kept locked away from the pupils. All equipment is to British 
Standards and is maintained regularly. The Head Teacher, the Business Manager and the Caretaker 
are the designated key holders and are responsible for the security of the building. 

Keys are also issued to one of the cleaning staff and they are responsible for leaving the building 

secure if they are the last to leave the premises.  No person should be in the premises during the 

school holidays except by permission of the Head Teacher and Caretaker.   

 

Class teacher 

It is the responsibility of the class teacher to make sure that their classroom is secure, windows 

closed and equipment switched off before leaving the premises.  It is also their responsibility to 

complete a risk assessment of their classroom and immediate corridors/surroundings at least once a 

term, and inform the Caretaker of any hazards, etc. 



Caretaker  

It is the responsibility of the caretaker to check weekly that: 
 All locks and catches are in working order 
 The emergency lighting is working 
 The fire alarm has no faults 
 The security system is working properly  
 Before leaving the premises, to check:- 
- All the windows are closed 
- The doors are locked and secure 
- The security alarm is set if he is the last person to leave 

 Head Teacher 

It is the responsibility of the Head Teacher, if the last person to leave, to perform the above 
functions in the absence of the Caretaker. 

In addition, the Head Teacher is responsible for the security of the premises during the school day. 
All visitors are required to report to the school office and sign the visitor's book. Any parent or 
visitor is welcome to the Leicester Islamic Academy but is asked to report to the office first. The 
Head Teacher will update staff on any changes to the policy. 
 
Control of Hazardous Substances in Leicester Islamic Academy 

All substances including cleaning materials, which may be hazardous, are kept in a locked store, 

either in the cleaner’s cupboard or the caretaker’s room. 

At the Leicester Islamic Academy, during Science experiments, the class teacher is responsible for 

the inventory and storage of hazardous materials.  

Employees have a responsibility to comply with all safety instructions when handling hazardous 

substances. 

Screen Equipment and Computer Workstations 

Under the Health and Safety (Display Screen Equipment) Regulations 1992.  The Leicester Islamic 

Academy has a duty of care to staff and pupils.  The following standards should apply in Leicester 

Islamic Academy: 

The VDU Screen must be: 
 easily readable with a stable and clear image 
 free from glare, reflections and flicker 
 capable of swivel and tilt movements, enabling comfortable head position and good posture 
 The screen should be at eye level, they should not have to look down. 

The Workstation must allow comfortable and easy use of the equipment. 

The Keyboard must: 

 be separate from the screen and capable of tilting 
 be positioned to enable support for the wrists and hands 
 have a matt surface and clearly legible symbols 

The Desk must 

 have a surface of low-reflectance 
 permit flexible arrangement of the equipment and comfortable work-position 



The Chair  

Chairs should be of a height that a workers arm is flat on the surface from elbow to wrist and 

feet are flat on the floor or a surface such as a small stool 

Software must 

 be suitable for the tasks required 
 be adaptable to the level of knowledge and needs of the user 
 display easily understandable information 

 
ELECTRICAL EQUIPMENT 

All electrical equipment used on site must have a PAT certificate.  The Leicester Islamic Academy 
will endeavour to arrange for testing on an annual basis. Records of the annual PAT testing and 
report will be kept by the Caretaker. 

New equipment does not require a PAT certificate until the warrenty has expired.  All new 
equipment purchased by departments must be recorded and on the department list for the test.  
This list should be available on request. 

Equipment which is found to be faulty or has frayed wires must not be used.  Any piece of 
equipment with a red failed sticker cannot be used until it has been repaired. 

Members of staff are reminded that equipment from home has not been PAT tested and cannot be 
used in Leicester Islamic Academy. 

Members of staff should carry out a visual check before plugging in any appliance. 

RISK ASSESSMENT 

Risk assessment is a way of measuring the hazards posed to staff, pupils and visitors to the 
Leicester Islamic Academy.   

In determining whether a hazard poses a high, medium or low risk the assessor will need to take 
into account a number of factors: 

 The nature of the activity being undertaken.  Some activities are inherently more hazardous 
than others. 

 The nature of the people undertaking the activity.  An activity perfectly safe for an adult 
might be unacceptably hazardous for a young pupil. 

 The worst result that the hazard could cause.  Is it a broken toe, someone suffering long 
term illness, or even someone killed? 

 The frequency with which the hazard is likely to cause harm.  How often does the activity 
take place?  How close do people get to it?  How likely is it that something will go wrong? 

 The number of people who could be affected by the hazard.  A loose floor tile in a storage 
cupboard might be considered a fairly low risk;  a loose tile on a busy corridor , would be 
high risk. 

The Caretaker and the Business Manager will issue risk assessment forms for the class teachers to 
carry out a risk assessment for their classrooms and corridors outside their classrooms on a termly 
basis.  These comnpleted forms, once actioned,  will be  kept in a file with the Business Manager. 

Step One – Identify Risk 

Each area of the Leicester Islamic Academy needs to be assessed individually,    This is to be 
carried out by the main user of the area, ie  Hall would be assessed by PE coordinator.  Appendix  1 
is the form to be filled in.  This will give an indication of the level of risk and control measures in 
place.   One copy of the form should be kept in the room and a second copy to be handed to the 
Caretaker/Business Manager. 



Step Two – Is the Risk adequately controlled? 

The assessor will need to identify what precautions have already been put in place to protect staff, 
pupils and visitors against the identified risks.  The Health and Safety at Work Act 1974 requires 
employers to do whatever is reasonably practicable to keep the workplace safe and healthy. 

The objective is to achieve continuous reduction in the level of risk by improving existing 
precautionary measures. 

All staff have a duty: 

 to co-operate with safety representatives in the fulfillment of the objectives of the Leicester 
Islamic Academy’s H&S policies and their responsibilities under the Health and Safety at 
Work Act 

 to comply with safety rules and procedures laid down in their area of activity 
 to take reasonable care to avoid injury to themselves and others by act or omission whilst at 

work 

 to use such protective clothing or equipment if required 
 to report all dangerous occurrences promptly 

 
Step Three – Hazards without control measures 
 
Where hazards have been identified and risks assessed but no control measures have been 
established, the following questions need to be addressed: 
 

 Can the hazard be eliminated altogether? 
 If not, what control measures can be put in place to reduce the risk to a minimum? 
 Can the hazard be controlled at source? 
 Can the work be adapted to suit the physical capabilities of the pupils? 
 Can the use of technology reduce the risk? 
 Can steps be taken to protect the whole place from the hazard? 
 If all else fails, can personal protective equipment reduce the risk to individuals? 

 
Summary 

 Evaluate risks and control measures – check that existing control measures are adequate to 
control the risks.  If not, new control measures must be introduced. 

 Ensure all findings are recorded.  The identification of hazards and people at risk, the 
assessment of that risk and the introduction of control measures must all be properly 
documented. 

 Review assessments – assessment must be reviewed annually and whenever there is a 
significant change in the working environment. 

 
Following new legislation a Fire Risk Assessment has to be kept separately. 
 
USE OF LADDERS 
 
The following is according to advice from the Health and Safety Executive 
 

 Before climbing the ladder, check that the ladder itself is in good working order, should any 
concerns be raised, do not climb the ladder 

 Any ladder higher than a 2 rung step ladder cannot be used without another person to 
supervise. 

 Before climbing the ladder ask yourself: ‘Am I fit to work at height?’ before moving on to 
assess the ladder 



 Make sure your belt buckle (or navel) stays within the stiles (vertical sides) to prevent 
toppling 

 When not climbing keep both feet on the same rung throughout and always have three 
‘points of contact’ with the ladder 

 Do not carry anything heavier than 22lb 

 Only work on a stepladder for 15 to 30 minutes at a time 
 
 
Trainees and work experience 

 
All trainees and work experience students will be informed by the Head Teacher as to who 
is in charge of them whilst they are on site. This will normally be the member of staff whose 
classroom they are working in. If the student is working in more than one class, than it will 
be a member of the SLT. In the absence of that person the student(s) will refer to the Head 
Teacher 
 
Any person who comes into Leicester Islamic Academy as a trainee or work experience placement 
must follow the Leicester Islamic Academy’s induction policy and be made aware of all H&S issues 
relevant to the area they are working in. 
 
Slips, trips and falls 
 
Slips trips and falls are an unfortunate occurrence of day to day life and often seen as humorous 
events, but this is far from the truth.  By taking a few simple precautions, you can significantly 
reduce the risks; 

 Make sure you know what to do with spillages 
 Make sure that leaks are reported as soon as identified 
 Play your part in cleaning regimes and schedules 
 Keep work area tidy 
 Choose appropriate footwear for tasks you are undertaking or area in which you are working 
 Check that floor surfaces are in good condition and report defects. 

 
Stress 
 
If you think you are suffering from stress talk to your line manager in the first instance then to your 
GP.   

 Try to avoid eating on the run or avoiding meals altogether. 
 Taking care of yourself physically will enable you to deal with stress related problems more 

efficiently. 

 A balanced diet, moderate exercise and adequate sleep will all help 
 Do not be embarrassed to seek professional help 

 
Violence and Aggression 
 
The Leicester Islamic Academy operates a zero tolerance policy.   

 If you are the victim of violence or aggression, report it to your line manager immediately 
 Do not respond to violence or aggression with violence or aggression.  You will only make 

matters worse.  By maintaining a calm but assertive approach, you will remain in control. 
 If you are responsible to banking cash, bank frequently and always vary your route or travel 

time to the bank  

 If you are to meet a parent who you know has aggressive tendencies always ensure you are 
accompanied. 



Contractors on Site 
 
FOR ANY WORK THAT THE LEICESTER ISLAMIC ACADEMY WISHES TO BE CARRIED OUT 
BY A CONTRACTOR, A RISK ASSESSMENT MUST FIRST BE DONE BY A MEMBER OF THE 
H&S COMMITTEE. 
 
All contractors are expected to report their arrival and departure to the Head teacher or office staff 
before commencing work.   If they are working in an unsafe manner they are requested to stop work 
by the Head teacher 
 

Vehicles on the School Site – Before commencing work, Contractors and Sub-Contractors 
must discuss with the Head teacher, the movement and times when vehicles will be allowed 
on to the school site (This includes buses and deliveries to the school). 
 

 Contractors have to follow and therefore must be made aware of the Leicester Islamic 
Academy’s rules. 

 Contractors are encouraged to telephone and make appropriate arrangements prior to 
visiting the Leicester Islamic Academy. They must contact either the Head teacher or 
Caretaker.  The Leicester Islamic Academy expects to be informed of the number of workers 
who will be on site. 

 Contractors will work under close supervision of the Caretaker or office staff so as not to 
endanger the health and safety of pupils or staff at the Leicester Islamic Academy. 

 Contractors are obliged to wear necessary protective equipment for the job in hand.  It is 
assumed the contractor has their own safety equipment.   If such equipment is not available 
then they will not be allowed to work. 

 Any equipment that contractors bring into Leicester Islamic Academy must have been tested 
for safety and be stored in a safe place away from corridors, classrooms, or any areas used 
by staff or pupils.   

 No repairs or maintenance can be carried out in areas which pupils or staff are occupying, 
this includes cloakroom and toilet areas, except when pupils and staff are not in the 
building. 

 If contractors are working near the pupils' play areas, then all equipment and machinery 
must be cleared away during play time, and the contractors must leave the area 

 Contractors need to be advised of the Asbestos Plan. 

 The Leicester Islamic Academy must keep a record of any accidents or near misses. 

All work will be monitored by the Caretaker and any concerns reported to the Head teacher, and 

the contractor concerned. 

Guidance for Contractors on Site 
All Contractors on site should ensure they have been given a clearance note by the 
caretaker; the area is safe to work.  The Leicester Islamic Academy has an asbestos 
plan which will be shown to any contractor before any work is carried out.  Areas 
containing asbestos have been marked with a sign.   
We have been recommended by the Health and Safety Inspector to ask you to refrain from: 
•  Smoking in the building or in the grounds as we are a no-smoking school 
•  Talking to the pupils (our pupils are asked not to talk to strangers) 
•  Moving vehicles when pupils are at play 
•  Working on or near the playgrounds when the pupils are at play 
•  Leaving equipment around 
•  Playing music during school hours if you have any problems, please see the Head teacher or the    
   Caretaker 



Reporting Hazards  

All staff are responsible for reporting hazards.  It is then the Head teacher’s responsibility to 
follow up this report.  The health and safety committee      monitor the action taken to remedy 
hazards.  

Electrical Safety  

All staff are expected to visually check equipment before use and report damage and remove 
from the area with a notice saying “Fault Do Not Use”   

Equipment  

It is the responsibility of all staff to ensure that equipment is in good working order and is 
stored safely.  Any faulty equipment should be withdrawn from use and reported to the Head 
teacher, with a note saying Faulty Do Not Use.   The following points about equipment should 
be noted:  

            Staple Guns   -           These are not to be used by children and must always be 
    stored in a drawer when not in use. 
      
            Ladders          -          Several pairs of ladders are kept in school. These are  

checked during a health and safety inspection. Teachers and   
helpers are advised to use ladders and not chairs 
when displaying work.  

Health and Hygiene 

First Aid  
It is the duty of all staff to care for others, especially pupils, to the best of their capability.  
In an emergency, First Aid support and advice can be obtained from staff who have received 
training.  
 
Staff trained as follows:-  

Paediatric First Aid: 

Mrs T Mohamed (Early Years)    Mrs S Adam (Early Years) 

Mrs N K Khan (LIA Gems)     Mrs S Gulamnabi (LIA Gems) 

Mrs A Ismail (Early Years)     Miss A Qureshi (Early Years) 

Mrs F Sacranie (Key Stage 1)    Mrs H Patel (Key Stage 1 / 2) 

Mrs R Abraham (Key Stage 2)    Mrs T Jakhura (Key Stage 2) 

Mrs A Adam (Key Stage 2)     Mrs R Razaq (Key Stage 2) 

      



Medicines  

It is the school policy not to administer medicine except in the case of chronic illness after 
discussion with parents. A medical care plan is then drawn up in conjunction with the schools 
medical officer.  In general only inhalers are kept in school.  Children who go home with a 
medical complaint or as a result of an accident are recorded in a book in the office.  

Hygiene  

It is the responsibility of the Head teacher to monitor the cleanliness of the building.  This is 
part of the weekly visual inspection.  

All staff are responsible for encouraging good hygiene habits in the children. Particular 
emphasis is placed on hand washing.  

Outdoor Visits  

These are considered a vital part of our work.  Any outdoor visit is carefully researched and 
preliminary visit made by the teacher. APPROPRIATE RISK ASSESSMENT FORMS MUST 
BE COMPLETED. It is the duty of the teacher to ensure all helpers are fully briefed about the 
visit and the expectations for behaviour. Parental consent for the visit is always sought.   

Use of Private Cars to Transport Pupils  

Permitted only with Head teacher’s consent members of staff must ensure that before they 
take pupils in their cars on any school business, e.g. sports activities, they are properly insured 
to do this and have correct booster seats. 

Security  

All staff and pupils are encouraged to be aware of strangers on the premises.  If a visitor is 
unknown identification should be requested.   

Visitors are requested to enter only by the front door.  Outside doors at the school are closed 
once children have left the premises.  

Push pads and keypads on doors prevent entry.   

Staff who remain in school late are advised to ensure that their classroom doors are locked.  

Any act of violence or abuse towards a member of staff must be reported to the Head teacher, 
who will take the appropriate action.   

Children’s Safety – Children must not be left unsupervised in the classroom. In an 
emergency, please send a child to the Office to bring an adult to the classroom, rather than 
leaving the children without an adult in the room. The school cannot accept responsibility for 
pupils before 8.15am. The staff are expected to be in school from this time. 
 

 



The Premises Officer will be responsible for: 

 Checking all fire doors are free from obstructions and slip/trip hazards. 
 Checking all escape routes are clear. 
 Checking all fire doors can be opened quickly and easily. 
 Checking all fire resisting doors close properly. 
 Checking no fire resisting doors are wedged or propped open. 
 General housekeeping standards are adequate. 
 Building generally tidy. 
 Rubbish and waste materials are not being allowed to accumulate. 
 There is no storage, especially combustible materials, in unsuitable locations 

(corridors). 
 Waste containers stored externally in a secure compound. 

Cleaning  
Internal  
 The cleaning staff work under the supervision of the Caretaker and the Business 

Manager whom any defects should be reported.  
 It is important to note that if you are working in school after 6:00 pm certain areas of 

the floor may be wet. Staff should take extra care at these times. “Caution – Wet Floor” 
signs will be used to notify major areas that are wet.  

 
External  
 The external areas of the school are cleaned by the Caretaker. Litter is cleared and litter 

bins emptied each day. A section of each playground is swept each day.  
 Drains and gullies should be inspected and cleared each half term by the Caretaker.  

Lettings  

All persons using the school building receive information which includes information about the 
location of the first aid box and the telephone. They also have a contact number for the 
caretaker. 

Security in Action  

 

Management Practice  

   Records are kept of acts of vandalism, theft  
   Any damage is quickly repaired  
   Incidents are reported to the police as appropriate  
   A budget for essential security items is requested as necessary  
   All staff are asked to be alert to suspicious activities.  

General Building Security  

   The boundary of the school is clearly defined  
   The school has an intruder alarm  
   The alarm system is set only by the Caretaker and the key holders  
   The alarm system is regularly maintained. 



The key holders for the school are controlled.  Currently these are the Head teacher, the 
Caretaker and the Business Manager.    

    Access to the building during school hours is restricted by the use of push pads        
   and padlocks on doors and courtyard gates.      

   Visitors are asked to use the front door  
   Staff are encouraged to challenge strangers and ask for identification  

 

Security Outside of School Hours  

 

   Parents are encouraged to report any suspicious activities to the police  
  The school has external lighting  
   Hirers of the school are advised to take account of security  

 

Equipment/Money  

 

 Computer equipment is kept in classrooms.  It is security marked and records are kept 
of serial numbers.  

 Cash holdings are kept to a minimum  
 Cash is counted with the front door locked.  Money is not left unattended  
 The Business Manager varies the timing of bank visits 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Health and Safety Policy Check  

                                                                                                          
                                     Please answer            Yes/No   to the following questions: 

 

1. Have you got a copy of the Schools Health and Safety Policy?  
 
 

2. Do you know how to report an accident?  
 

 

3. Do you know where the accident book is kept?      

 

4. Do you know what the fire drill is?         

   

5. Have you been made aware of any workplace hazards?  

   

6. Do you know who to report to about any faulty equipment or anything which may 
cause injury?   

 

7. Do you understand your responsibility towards health and safety?  

   

 
8. Are you aware of the safety policy regarding doors?  

   

   

 

 

Name:  

 

   

Signature:                                                       Date: 

   

   

   

 

 

 

 

                 



 

 

Members of the Health and Safety/Buildings and Premises Committee  

   

                Mrs N Shakir                     Head teacher  

                Mrs T Mohamed              Nursery Manager 

      Mr O’Doherty                    Premises Manager 

      Mrs S Suleman                  School Business Manager                     

 
Lone working policy 
 
Policy Statement 
Where the conditions of service delivery or its associated tasks require staff to work alone, both 
the individual staff member and management have a duty to assess and reduce the risks which 
lone working presents. 
 
This policy should be read in conjunction with the main Safer Working Practice Policy and the 
relevant Health and Safety policies. 
 
Purpose 
This policy is designed to alert staff to the risks presented by lone working, to identify the 
responsibilities each person has in this situation, and to describe procedures which will 
minimise such risks.  It is not intended to raise anxiety unnecessarily, but to give staff a 
framework for managing potentially risky situations. 
 
Context 
The school accepts that there are times outside of school hours when a member of staff will be 
on the premises alone.  The school has a commitment to the provision of appropriate support 
for staff a clear understanding of responsibilities the priority placed on the safety of the 
individual over property a commitment to providing appropriate training for staff. 
 
LINKED POLICIES AND DOCUMENTS 
 
This Plan will contribute to the review and revision of related Leicester Islamic Academy 
policies; 
 

 Leicester Islamic Academy Improvement Plan 
 CPD 
 Buildings Plan 
 SEN policy 
 Equal Opportunities policy 

 Curriculum policy 
 Literacy policy 
 EA action plan 

 
This Plan has links to the following documents; 
 

 Fire Drill book 
 Risk Assessment 



 Fire Risk Assessment 
 PAT test records 
 Check lists for: 

 
 
1. Daily fire exit check 
2. Fire call point check 
3. Emergency lighting check 
4. fire extinguisher check 
5. Accident/illness records 
6. Fire extinguisher training records 
7. Appointed persons first aid training records 
8. Water testing records 
9. Asbestos plan and review 
10. Shower check records 

Monitoring the policy 

 
A yearly review of all procedures and risk assessment will be carried out by staff and amended 
as necessary. On-going monitoring will be under taken by all staff, teaching and non-teaching, 
e.g. Inset days and induction. 

The head will monitor the implementations of the H&S policy and advise the H&S committee of 
any issues arising from the monitoring. 

The policy will be reviewed annually by the trustees and the H&S committee. 
This policy was reviewed and updated 
 
Signature of Health & Safety Coordinator _________________       Dated _______  
 
Signature of Head teacher  ________________________     Dated _______ 
 
Signature of Trustee/Governor ________________________       Dated ________ 
 
 
 
This document last reviewed   JULY 2015 
 
 
 

 

 

 

 

 


