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STATEMENT AND PURPOSE OF POLICY 
 
In accordance with the Health and Safety at Work Act 1974, the aim of the policy is to 
provide a safe and healthy working and learning environment for staff, pupils and 
visitors.  This will be achieved by implementing the health and safety objectives 
detailed within this policy. 
 
Ysgol Bryn Clwyd and Ysgol Gellifor attaches great importance to the health, safety 
and welfare at work of all its employees, pupils and visitors, and aims to be vigilant 
and aware of possible risks, and address them as soon as possible.  We also encourage 
everyone to keep themselves and one another safe and share any concerns they may 
have with members of the Senior Leadership Team. 
 
RESPONSIBILITIES 
 
Local Authority 
Ysgol Bryn Clwyd and Ysgol Gellifor are schools where the employer is the Local 
Authority (LA).  Whilst the LA is responsible as the employer to ensure compliance 
with health and safety legislation, the Headteacher and Governors have management 
responsibilities to ensure the health, safety and welfare of employees, pupils, visitors 
and contractors. 
 
Headteacher / Senior Leadership Team 

 The Headteacher has responsibility for the implementation of the Health and 
Safety policy.  As well as all day to day Health and Safety matters within the 
school.  In the absence of the Headteacher the Assistant Headteacher and/or 
Senior Leadership Team will take on this role. 

 Liaise with Governors and the Local Authority with any concerns or issues. 

 Make the Health and Safety policy available for all staff and visitors to school, as 
well as making them aware of all safe working practices. 

 To undertake Risk Assessments as and when required and review regularly. 

 To ensure that staff, pupils and visitors comply with agreed procedures, and act 
upon any referrals made. 

 Ensure regular fire and lockdown drills take place (once per term), including a 
variety of situations e.g. lunchtime, blocked exits, and keep a record of these. 

 Ensure any completed incident/accident forms are handed to Office Manager to 
be completed online, via the local authority link. 

 Ensure adequate staff are first aid trained.  
 
 
 
Governing Body 



 

 Ensure that all reasonable steps have been taken to reduce the possibility of 
accident or injury to staff, pupils and visitors.   

 Establish a Health and Safety Committee, which will meet on a termly basis. 
 
Premises, Health and Safety Committee 
The committee made up of representatives from the Governing Body and Senior 
Leadership Team, there are currently 8 members of the committee (including the 
Headteacher, Deputy Headteacher and Governors), they ensure they arrange Health 
and Safety walks around the school. 

 To regularly review the safety and security of the school building, the walks are 
conducted regularly.  Establishing systems within school whereby Health and 
safety standards can be monitored. 

 To ensure the high profile of Health and Safety in relation to financial planning, 
personnel decisions and in-service training. 

 
Site Manager 

 Monitor the safety and physical condition of all areas of the school including 
playgrounds and outbuildings (including the gym), ensuring it is in a condition 
which is safe and without risks to Health and Safety. 

 Where repairs are necessary care is taken to ensure that only competent 
persons are used to carry out such repairs. 

 Good housekeeping of the school site (internal and externally). 

 Keeping storage areas tidy and ensuring that any COSHH materials are stored in 
a suitable, locked, safe area. 

 Arranging for the maintenance and servicing of the fire-fighting equipment and 
fire alarm systems, premises security systems and water testing, and keeping a 
record of these. 

 Ensuring that all contractors on site are aware of the emergency evacuation 
procedures and have sight of the school health and safety policy as appropriate 
to their work, and where appropriate the schools asbestos register. 

 Informing all contractors of any known hazards, which might affect them whilst 
at work. 

 Ensure that the local Authority completes the yearly portable appliance testing 
(PAT), and where necessary any actions highlighted are taken. 

 
Staff 

 Ensure effective supervision of pupils and maintain an awareness of emergency 
procedures in respect to fire, first aid, accident reporting etc, carrying them our 
as necessary. 

 Ensure that pupils are well supervised during outside play and the area is safe. 

 Take care of the health and safety of themselves and their colleagues and any 
child under their charge. 



 

 Set an example by personally following safe working practises. 

 Report to the Site Manager any hazards seen, and when and where possible 
isolate the hazard or clearly sign post. 

 Report any incidents/accidents on the relevant Local Authority form, and hand 
to Senior Leadership Team. 

 
Contractors 

 Signing at the school office via the electronic system prior to completing work 
and to also sign out when leaving. 

 Notify the site manager of any hazards arising from their activities, which may 
affect occupants of the school, and where necessary ensure that barriers are in 
place to protect members of the school community. 

 View and adhere where necessary to the health and safety policy and the 
schools asbestos register. 

 
Pupils 

 Follow all Health and Safety rules within the school, in particular the 
instructions given by staff. 

 
Parents 

 Ensure their children attend school in good health. 

 Contact school promptly to explain absences. 

 Work together with school to maintain high standards of behaviour. 

 Accept responsibility for the conduct of their children at all times. 

 Keep the school informed about changes in address, contact numbers and email 
addresses. 

 Adhere to school Health and Safety precautions and procedures. 
 
Visitors 

 Sign into the schools electronic system when entering the school premises. 

 Follow advice from staff in the event of fire or lockdown. 

 Report any incidents or concerns to a member of the Senior Leadership Team. 
 
MONITORING HEALTH AND SAFETY  
 
Risk Assessments   
Risk Assessments must be completed whenever there is the possibility that a hazard 
or danger might be encountered as part of a school activity.  A list of risk assessments 
and pro-forma are kept in the school office.  These are reviewed annually or when 
necessary.  Staff should inform a member of the Senior Leadership Team if they notice 
a potential risk. 
 



 

Reporting of Incidents/Accidents 
All serious accidents that occur on the site should be recorded on a Local Authority 
recommended accident form and the details forwarded immediately or as soon as is 
possible via the Denbighshire link.  All minor accidents should be reported in the 
accident book, and where necessary, parents/guardians should be notified of the 
accident.  If the accident is serious, senior management should be informed 
immediately and action taken to ensure the location of the site is still safe to use or 
ensure the area is made safe (e.g. cordoned off) until safe to use again.  If necessary 
the Headteacher should contact the Local Authorities Health and Safety Officer for 
advice and support. 
**Appendix Incident/Accident reporting form 
 
ARRANGEMENTS FOR HEALTH AND SAFETY WITHIN PARTICULAR AREAS. 
 
Curriculum (including physical education& food technology)  
Food Technology – All persons engaged in the preparation of food must exercise a 
level of personal hygiene conductive to this type of environment.  When undertaking 
food technology suitable controls should be in place to reduce risk to an acceptable 
level, appropriate food hygiene standards must be observed, and clean as you go 
practices should be adopted.   
Physical Education – Before any activity the teacher in charge should carry out a check 
of safety precautions: 
Remove dangerous obstructions. 
Check the floor space is clear of obstructions. 
Ensure appropriate footwear is used. 
Check all equipment is secure. 
Teaching staff should also wear appropriate clothing. 
Be aware of any medical issues, particular if teaching a different class. 
Design Technology/Science – Pupils should only use tools under supervision by a 
competent person, and areas must be kept as clean and tidy as possible. 
 
Cleaning Arrangements 
The Site Manager has responsibility for the cleaning of the school and the cleaners,   
and any problems with cleaning should initially be directed to him.  The whole school 
is cleaned at least once during the school day, in order to minimise disruption ‘deep 
cleaning’ will take place during school holidays.  However, any spillages etc. should be 
dealt with as a matter of urgency by any member of staff to ensure the reduction of 
accidents. 
 
New and Expectant Mothers   
Colleagues are asked to inform the Headteacher so that a risk assessment can be 
completed to protect the mother and the unborn child.  They will also be given a copy 



 

of the current Denbighshire Parental policy, this information is also available at 
www.denbighshire.gov.uk. 
 
Play and PE Equipment   
The Site Manager co-ordinates the annual inspection of PE equipment, and any 
significant findings are either actioned either by repair or disposal.  Careful 
consideration should always be given to the use of apparatus or play equipment, with 
staff being particularly alert to the use of equipment with children with disabilities or 
behavioural needs, and it may be necessary for additional support to be given where 
there are concerns, and/or Risk Assessments to be produced. 
 
First Aid  
Ysgol Bryn Clwyd and Ysgol Gellifor have trained designated First Aiders who are 
known to staff, they will co-ordinate the requisitioning of supplies, ensuring that all 
first aid stations (including travel ones) are fully supplied, and there are sufficient first 
aid recording sheets.  The Headteacher arranges and organises relevant First Aid 
training. 
** Appendix First Aid Procedure 
 
Disclosure and Disbarring Service (DBS)   
All employees and volunteers who work directly with children must be hold a current, 
valid DBS and the original should be brought into school for inspection.  Copies are 
made and retained in staff files. 
 
Abusive Adults 
It is important that meetings with any adults whom it is suspected may turn abusive, is 
conducted with another member of staff present whenever possible.  If this is not 
possible it is advisable to use a room that can be easily monitored and with members 
of staff within easy reach. 
Should a parent/adult become abusive, they should be asked to leave the premises in 
a calm non-threatening way.  It may be appropriate for staff to alert the police should 
they refuse to leave or if their behaviour is causing concern in any way. 
If any incident has occurred, an incident/accident form needs to be completed, there 
is also a Parent/Adult code of conduct booklet that is sent out annually to all parents 
but can also be sent individually when incidents occur, this could ultimately lead to the 
adult no longer being allowed on school premises.  Any incidents should be reported 
immediately to the Headteacher. 
All staff involved in incidents of this type should be offered support. 
A separate Parent/Carer Code of Conduct is also available. 
Pupil Supervision   

http://www.denbighshire.gov.uk/


 

Senior Leaders are available at the start of the school day to monitor pupils arriving at 
the school entrance.  The Class teachers also welcome pupils going into the classroom 
as well as releasing pupils from the class doors at the end of the day 
At break time there will be several members of staff on duty.  Lunchtime supervision is 
managed by both lunchtime supervisors and teaching assistants.  For off site visits 
advice can be given by the Educational Visits Co-ordinator as to the pupil / staff ratios. 
 
Pupils in possession of / use of Offensive Weapons 
If it comes to the attention of the school, that a pupil maybe in possession of an 
offensive weapon, staff will report the incident to SLT who will then speak to the 
pupil to ascertain if they do have a weapon.  This will initially be by questioning but 
may have to include a search for the item - it is important that there are always at 
least 2 adults in attendance when a search takes place.  It is also vitally important to 
assess the situation and proceed only if it is safe to do so, taking into consideration all 
factors involved.  Parents should be contacted, and statements taken from all 
involved.  The incident should be reported to the Local Authority (DCC) and the 
Police. Other agencies may potentially need to be informed, such as Social Services 
and Youth Justice Service. 
 
If a pupil has a weapon and is brandishing or using it in an aggressive manner, Police 
and parents are to be contacted immediately; it may even be necessary to enforce 
the school lockdown procedure, dependent on the risk to others.  The matter should 
also be reported to the Local Authority, Social Services and Youth Justice Service. 
 
All incidents of this nature may result in an exclusion either fixed term or permanent. 
Advice should be sought from the Welsh Government Exclusion guidelines. 
 
Managing Healthcare Needs  
Ysgol Bryn Clwyd and Ysgol Gellifor have adopted and follows the Local Authority 
Managing Healthcare Needs Policy.  The main points of which are: 

 Where necessary an Individual Healthcare Plan (IHP) should be raised for those 
pupils who specific medical conditions. 

 Pupils with asthma should always have immediate access to their inhalers, e.g. 
kept in class, taken on school visits etc. 

 Annual pupil details forms are sent to all pupils so that an up to date record can 
be kept of any medical conditions, allergies etc.  Parents are also encouraged to 
inform school as soon as possible of any new allergies. 

 Where pupils have been prescribed medicines from the doctor that need to be 
administered in school, parents/carers will need to complete the relevant 
paperwork.  The medication will be stored in the school office.  When 
administering medication at the school office, it is important that 2 staff 
members are present and that the correct form is completed and initialled. 



 

A separate Managing Healthcare Needs Policy is also available. 
 
Intimate Care and Toileting   
Ysgol Bryn Clwyd and Ysgol Gellifor have adopted and follows the Local Authority 
Intimate Care and Toileting Policy.  The main points of which are: 

 Children and young people should not be excluded from normal activities solely 
because of incontinence, neither should they be sent home to change, or be 
required to wait for their parents or carers to attend to them at school (either 
is likely to be a direct contravention of the Equality Act 2010).  The aim should 
always be to return children and young people to the classroom as quickly as 
possible.  However, in some circumstances schools may be required to contact 
parents/carers to come in to school to collect their child if there is an infection 
control risk (for example no facilities to shower a child that has badly soiled 
themselves).  

 Pupils with a healthcare need will be supported by our managing healthcare 
needs policy and the development of an individual healthcare plan.  

 In some cases pupils may require intimate care, if this is not covered through a 
pupil’s individual healthcare plan, an intimate care plan will be developed. 

 The school liaises closely with the School Nurse for Reception to Year 6 pupils 
and Health Visitors for pupils in the Nursery class. 

 We recognise that some children and young people may experience difficulties 
with toileting due to a disability or medical need, or they may not have 
achieved the developmental milestone of continence.  In such cases we will 
work with parents/carers, pupils and healthcare professionals.  

 We understand that toileting accidents sometimes occur, and will have a 
procedure in place to safeguard staff and pupils.  

A separate Intimate Care and Toileting Policy is also available. 
 
Cleaning Up of Bodily Fluids (urine, faeces, vomit and blood)  
All bodily fluids will be cleaned up as quickly as possible after spillage.  Appropriate 
disposable aprons and gloves are provided.  Once the spillage has been completely 
cleaned, gloves and apron should be removed and suitably disposed of in the bag with 
any used paper towels and anti-bacterial wipes.  A disposal bin is situated in the site 
managers room for disposal.  The site manager should also be made aware of the 
incident to ensure a thorough clean of the area as well. 
 
Off Site Visits   
Off-site educational visits are an important part of school life, with pupils benefiting 
enormously from the opportunity to experience day visits as well as residentials.  
However, it is important that these visits are prepared well in advance, and where 
necessary risk assessments are completed, and parents and staff are involved. 



 

Ysgol Bryn Clwyd and Ysgol Gellifor has a trained designated Educational Visits Co-
ordinator who is known to staff.  He will help support the planning process of a school 
visit and will give advice where needed.  All residential visits will need approval from 
the Headteacher and Local Authority.  The Co-ordinator will complete all necessary 
paperwork via EVOLVE the online system in place. 
A separate Educational Visits Policy is also available. 
 
 
Electrical Equipment – PAT 
Portable Appliance Testing (PAT) is carried out annually by the local authority.  The 
Site Manager will liaise with those carrying out the testing and where necessary any 
actions highlighted will be addressed.  Any concerns between visits should be brought 
to the attention of the Site Manager and if necessary the equipment should be 
removed from use.  Any concerns regarding school electrical equipment, should be 
reported directly to the site manager, who will inform the Headteacher. 
 
Visitors to School  
All visitors to school are required to sign in via the electronic system when entering 
the school premises. They should follow all guidelines and safety procedures within 
the school, including evacuation in the event of fire, reporting of accidents or 
incidents, and any safeguarding concerns they may have. 
 
Students and Volunteers on Placement 
Ysgol Bryn Clwyd and Ysgol Gellifor supports students in developing and practicing 
their skills to fulfil their learning outcomes, this includes teaching students, child 
development students as well as High School work placements.  The Headteacher will 
arrange and organise all placements.  They initially meet with students/volunteers 
prior to placement for an induction, which will include all procedures as well as issuing 
a booklet including all relevant information.  Students under the age of 18 will be 
supervised closely, as they are classed as Young Workers. 
A separate Student/Volunteer Code of Conduct is also available. 
 
Moving and Manual Handling 
All members of staff should be aware of manual handling activities involved in their 
day-to-day activities, i.e. reorganisation of classroom furniture, carrying of books etc.  
They should be reminded about correct posture when lifting and carrying, and should 
alert Senior Leaders if they feel that an action they are involved with is having an 
effect on their physical health and well-being.  Pupils should also be shown how to 
move PE equipment safely; however, they should not be required to move heavy 
objects and should only move objects with appropriate supervision. 
 
Working at Height  



 

Working at height should be avoided whenever possible.  However, if this cannot be 
avoided, the task should be well planned, suitably risk assessed, is carried out by 
competent staff and carried out in a manner which is, so far as is reasonably 
practicably, safe. 
 
Manual Handling of Pupils 

 Any pupils who Ysgol Bryn Clwyd and Ysgol Gellifor with a physical disability will 
have an Individual Healthcare Plan.  Within this will be guidance regarding any 
additional physical support needed and any equipment required to do this.  
Training will be given to staff who support and are known to the pupil. 

 Physical intervention of a pupil should only be used when all other options have 
been unsuccessful or the situation is of such a nature that immediate action 
needs to be taken, and then should only be undertaken by staff who are Timian 
trained. 

A separate Reasonable Force & Restrictive Physical Intervention Policy is available. 
 
Fire 
During the academic year there will be at least three fire drills, one per term.  A fire 
evacuation plan is on display in each room, showing the nearest possible exit and 
procedures to follow.  Fire exits are visible on walls in every room around the school. 
The main priority for all adults involved is to ensure the safety of the pupils, and to 
vacate the building as quickly as possible. 
** Appendix Fire Procedure 
 
Lettings  
All persons hiring the facilities are made aware of, and should comply responsibly with 
the school’s health and safety policy.  Forms will be completed prior to use of the 
premises, and a copy of the appropriate indemnity insurance will be brought into 
school to be copied and kept on file.  For long term use this will be updated on an 
annual basis.  Any incidents should be reported to the site manager as soon as 
possible. 
A separate Lettings Policy is also available. 
 
Severe Weather  
In the case of severe weather prior to 9:00am the Headteacher and Senior Leadership 
Team will decide whether the school can open.  Procedures will be followed to inform 
the Local Authority who will then arrange to announce this on the Denbighshire 
website and announce on local radio.  School will arrange to also announce this on the 
schools website, Twitter page, and email parents via Parentpay. 
If the weather deteriorates during the day, the Headteacher will decide if parents will 
be allowed to collect their children.  However, pupils will not be allowed to leave with 
other adults or children without permission of their parents. 



 

The Headteacher and Senior Leadership Team will ensure that there will be sufficient 
numbers of staff in school to enable to answer any queries and/or to enable adequate 
supervision.  However, at the same time bearing in mind the individual circumstances 
or all staff, e.g. the location and accessibility of their homes. 
 
Emergency Lockdown  
During the academic year there will be at least three lockdown drills, one per term.  A 
lockdown procedure is on display in each room, explaining the process should such an 
event occur.  The main priority for all adults involved is to ensure the safety of the 
pupils, remain calm and follow instructions given. 
** Appendix Emergency Lockdown Procedure 
 
Smoking  
To comply with the law, smoking is not permitted within the buildings or on the 
premises of Ysgol Bryn Clwyd and Ysgol Gellifor. 
 
COSHH (Control of Substances Hazardous to Health) inc. cleaning materials –  
At Ysgol Bryn Clwyd and Ysgol Gellifor we are alert to the need to limit the use of any 
hazardous substance and use alternative substances where possible.  When this is not 
possible these products should be kept locked away at all times when not in use, and 
always stored in suitable containers, the contents and hazards clearly labelled.   A file 
is kept in the Site Manager’s office of COSHH data sheets, which includes all cleaning 
materials. 
 
Uniform (jewellery, hairstyles and headwear) 
The Governing Body of Ysgol Bryn Clwyd and Ysgol Gellifor require that all pupils wear 
school uniform.  We consider, any serious reason why pupils require clothes that 
differ from school uniform, either for religious or physical reasons. 
On Health and Safety grounds, we request that pupils do not wear jewellery in school.  
The exception being small studs for pierced ears and watches.  If parents wish their 
child to wear jewellery with a religious significance, we ask that they speak to the 
Headteacher or member of the Senior Leadership Team. 
As a school, we advise that long hair is tied back for practical purposes as well as 
helping eliminate the transfer of headlice 
Pupils can wear appropriate headwear for the season (e.g. caps, woollen hats) 
outside of the school buildings. However we do not allow headwear to be worn 
during class time or inside the school building, except for religious or medical reasons. 
A separate School Uniform Policy is also available. 
 
Child Protection/Safeguarding   
The Headteacher is the named person responsible for child protection and 
safeguarding within the school, with the Assistant Headteacher being the second 



 

named in the absence of the Headteacher.  The Chair of Governors is also the Link 
Governor. 
Any concerns regarding pupils within the school should be recorded via Myconcern 
and communicated with a member of the Senior Leadership Team as soon as possible.  
As a school we work closely with Social Services, and handle all cases with sensitivity, 
whilst also placing paramount importance on the interests and well-being of the child. 
A separate Child Protection/Safeguarding Policy is also available. 
 
School Security  
While it is difficult to make the school site totally secure, we do all we can to ensure 
that the school is a safe environment for all who work or learn there.  The Site 
Manager is responsible for the ‘hands-on’ security of the school, for example 
unlocking and securing the school site and buildings during the week and pre-arranged 
out of hours use.   
All visitors including contractors must enter the building by the main entrance and sign 
in using the electronic system.  Any other person found on the premises should 
initially be challenged and asked to show their identification, and if necessary be asked 
to leave if there is no valid reason for their presence.  Staff should not attempt to evict 
anyone by force, and the police should be called to deal with such situations. 
 
Parking  
Only staff, parents and visitors are allowed to park within the school car park.  Anyone 
parking outside of school should park safely and legally, helping keep our pupils, 
parents/carers and visitors safe by driving slowly in the streets by the school and to be 
aware that children and adults maybe crossing the road.  We encourage where 
possible walking to school as part of our healthy schools initiative, as well as helping 
reduce congestion.  
 
Illness and Accidents in School 
All parents are asked to complete an information form giving details of how they can 
be contacted if their child is ill or has an accident.  Minor accidents are dealt with by 
staff, if necessary parents/carers will be telephoned to inform them of the accident or 
informed by the class teacher when the child is collected. 
It is our policy to inform parents of any injury to the head no matter how minor. This 
will either be by telephone or note.  If in our opinion a child is so ill or has an accident 
that needs further treatment, or that he or she needs to go home then we will do our 
utmost to contact parents, and ask the child to be collected. 
Any accidents or incidents of a serious nature, staff will telephone for the emergency 
services whilst also trying to contact parents/carers. 
We also ask Parents/carers not to send pupils to school if they have vomiting, 
diarrhoea, conjunctivitis or other contagious diseases, and return when fully 
recovered. 



 

** Appendix First Aid Procedure 
 
Stress Management  
Ysgol Bryn Clwyd and Ysgol Gellifor acknowledge that there are many factors both 
work related and personal that may contribute to staff ill health including stress. The 
following arrangements are in place to help support staff health issues. 

 Staff are advised initially that it is their responsibility to inform a member of the 
Senior Leadership Team of any health issues, and where appropriate discussions 
can take place on how to support the member of staff. 

 The Local Authority has also made available to all members of staff, a free of 
charge service via Care First.  All staff have received a booklet regarding the 
services they offer as well as information being available in the staff room, the 
support can be accessed via telephone or online and is completely confidential.  
Further information can also be found at www.denbighshire.gov.uk under 
Workplace Wellbeing. 

 
Sun Protection 
Parents should provide sun hats and suitable protective clothing on sunny days, that 
they wear whilst outside.  They should also apply sun cream prior to school, however 
named tubes or bottles may be brought into school for pupils to further apply cream 
on hot days.  Staff cannot apply sun cream, however will support younger pupils with 
accessing the cream.  Reminders will be sent home about supplying suitable clothing 
and sun protection.  Staff will also educate pupils about sun safety and the benefits of 
drinking plenty of water, as well as acting as good role models by practising sun safety. 
Shade is also available around the school premises, and on extremely hot days pupils 
will be encouraged to stay indoors.  Classroom windows will be opened to provide a 
through breeze, and where possible blinds can be drawn.  All pupils have access to 
water regularly throughout the day. 
 
Heating/Ventilation 
All workplaces will be provided with adequate heating and ventilation, as far as is 
reasonably possible, in accordance with current regulations. 
 
Asbestos  
The school site plan is made available to any contractors on site. 
No school staff or contractors are to interfere with asbestos, and any issues should be 
reported immediately to the Senior Leadership Team and Site Manager, who will 
report the issue to the Local Authority Building Services helpdesk. 
 
Uncollected Pupils 
Any pupils that have not been collected at the end of the school day, will remain in the 
care of the school until they are collected.  The school will not release a pupil into the 

http://www.denbighshire.gov.uk/


 

care of another adult unless they have verbal permission from the parent/carer, 
neither will pupils go home alone unless they are in Year 5 and 6 and permission has 
been given.  Staff will record the date and time of when permission was given 
In the event of a child not being collected, the following steps will be taken. 

 After 15 minutes telephone contact will be made via the contact details on the 
pupil form (we do request more than 1 contact telephone number, and all 
should be tried in order).   

 If no contact has been made emails will be sent via ParentPay and text 
messages sent via the school mobile.   

 In the event that no contact is made after 45 minutes; where possible, a 
member of staff will drive to the home address to see if contact can be made.  
In the event that still no contact is made, Social Services will be informed and 
advice requested. 

 
Missing Pupil 
At Ysgol Bryn Clwyd and Ysgol Gellifor we have security systems in place to reduce the 
risk of pupils from leaving the premises, with all entrances and exits secured with lock 
access.  However, in the event of a child going missing a member of the Senior 
Leadership Team should be informed with immediate effect.  The premises will be 
searched and if still not found the Police will be informed.  The school will also contact 
the parents of the pupil.  When the pupil is found, the Headteacher will meet with the 
pupil and possibly the parents and Police Liaison, to reiterate the dangers of leaving 
the premises without permission.  The Headteacher and Senior Leadership Team will 
also review the incident and identify any actions that may need addressing with 
regards to how the child managed to go missing.  This will be addressed accordingly. 
 
Threatening Calls Including Bomb Threat 
Please note that at no point shall any individual place themselves in any danger. 
Every threatening call or message should be treated as a serious threat until proved 
otherwise.  As soon as the nature of the phone call becomes apparent, the person 
receiving the call should remain calm, log the date and time of the call, and if possible 
complete a Threatening Telephone Call Information Sheet (**Appendix) and report to 
the Headteacher.  In the event of a bomb threat, attempts should be made to keep 
the caller talking, by asking them to repeat the message, where the bomb is located 
etc.  If possible attempt to record the conversation, or put onto speaker phone so 
other members of staff can make notes and alert the Headteacher or member of the 
Senior Leadership Team.  The Police should be contacted immediately, if possible 
during the phone call who will support and give advice.  If a telephone number 
appears on the screen a note should be made, if not after the phone call try 1471 to 
see if a number has been noted.  Decisions should be made as to whether to evacuate 
or lockdown the school, depending on the information received.  
** Threatening Telephone Call Information Sheet 



 

 
Gas Leak 
Please note that at no point shall any individual place themselves in any danger. 
Inform a member of the Senior Leadership Team, gas suppliers and Local Authority 
immediately, isolate the area and the gas supply at the meter.  Extinguish all naked 
flames (ovens, grills etc), do not switch any electrical equipment ON or OFF, including 
lights.  Do not use any telephones in the area, open doors and windows leading to 
fresh air in the affected area.  Evacuate the immediate area by word of mouth – do 
not use the fire alarm.   
 
Loss of Electrical Power 
Please note that at no point shall any individual place themselves in any danger. 
Inform a member of the Senior Leadership Team, electricity suppliers and Local 
Authority immediately.  If possible try to ascertain the cause and whether it is a 
localised problem only affecting the building or part of the building.  Should a power 
cut occur during daylight the building can continue to be occupied. 
 
Loss of Water 
Please note that at no point shall any individual place themselves in any danger. 
Inform a member of the Senior Leadership Team, Welsh Water (Dwr Cymru) and Local 
Authority immediately.  If possible try to ascertain the cause and whether it is a 
localised problem only affecting the building or part of the building.  If reconnection of 
water cannot be restored it should be considered whether the school can remain 
open, this decision will be made by the Headteacher.  This includes looking at 
alternatives to handwash/toileting and lunch provision, for the short term. 
 
Event of Flooding 
Please note that at no point shall any individual place themselves in any danger. 
Inform a member of the Senior Leadership Team, Welsh Water (Dwr Cymru) and Local 
Authority immediately.  Turn off the main stop tap if necessary, often the most likely 
source of flooding will be surface water at doorways, obstruction of guttering from the 
roof etc.  Do not touch any electrical equipment, light switches or sockets in areas 
affected by flooding.  
 
HEALTH AND SAFETY MONITORING PROCEDURES 
 
It is the responsibility of all members of our school community to raise awareness of 
any hazards that might pose a threat to the health, safety or well-being of themselves, 
another adult or child.  Any hazards/risks should be noted on the ‘Health and Safety 
Notification Form’ (**Appendix) and given to a member of the Senior Leadership 
Team immediately.  They will then communicate with the site manager an effective 
way to either remove or reduce the risk. 



 

 
The Premises, Health and Safety Governors Committee, will undertake a regular 
health and safety audit to monitor the safety and physical condition of all areas of the 
school including playgrounds and outbuildings (including the gym), ensuring it is in a 
condition which is safe and without risks to Health and Safety. 
When undertaking the audit, a Location Checklist and Problem Identifier (**Appendix) 
will be completed.  From this a plan of action will be produced to eliminate or reduce 
the risks, and discuss any costs involved. 
 
Health and Safety will be monitored by the following procedure timescales: 
 
Procedure Time Person Responsible 

Health & Safety Audit Termly Premises, Health & Safety 
Governors Committee 

Fire Drill Termly Headteacher / Caretaker 
Lockdown Drill Termly Headteacher / Assistant 

First Aid  Checked half termly First Aiders 
PE Equipment Check Annually Local Authority 

Fire Equipment Check Annually Local Authority 

Electrical Equipment 
Check (PAT) 

Annually Local Authority 

Risk Assessments Yearly or when required Headteacher / SLT 
Review Policy Bi-Annually Headteacher and 

Premises, Health & Safety 
Governors Committee 

 
** Appendix Health and Safety Notification Form 
** Appendix Location Checklist and Problem Identifier 
 
CONCLUSION 
It is the responsibility of everyone to ensure these arrangements are adhered to 
effectively.  By working collectively, there is a much greater likelihood of achieving 
healthy and safe environment.  The school will continue to improve the management 
of health and safety for staff, pupils and visitors. 
  



 

APPENDICIES 
 
** Appendix Lockdown Procedure 
 

Ysgol Bryn Clwyd and Ysgol Gellifor. – LOCKDOWN PROCEDURE 
 
Introduction 
The ‘lockdown’ procedure is a sensible proportionate response to any external or 
internal incident that has the potential to pose a threat to the safety of staff, pupils 
and visitors in or outside of the school.  The procedure should aim to minimise 
disruption to the learning environment whilst ensuring the safety of individuals. 
 
Reasons to Activate Lockdown Procedure 
A lockdown procedure may be activated in response to a number of situations, some 
of the more typical situations may be: 

 A reported incident / civil disturbance in the local community, with the 
potential to pose a risk to staff and pupils in the school. 

 Terrorist action, threat or warning of terrorist action. 

 An intruder on the school site, with the potential to pose a risk to staff and 
pupils. 

 A warning being received regarding a local area risk e.g. air pollution (smoke 
plume, gas cloud etc.), a major fire in the vicinity of the school, the close 
proximity of a dangerous animal roaming loose. 

 
Lockdown Procedure 
In the event of a lockdown the following procedures should apply: 
Partial Lockdown  
This is a precautionary measure that puts the school in a state of readiness whilst 
retaining a degree of normality.  It may be the result of a reported incident / civil 
disturbance in the local community with the potential to pose a risk to staff and pupils 
in the school, or as a result of a warning being received regarding a particular risk e.g. 
air pollution. 

 A partial lockdown will be communicated to all staff by the Senior Leadership 
Team repeatedly blowing whistles, this process may be repeated several times. 

 A member of the Senior Leadership Team will also, where possible, access the 
school gym to ensure that any staff, pupils or visitors there are safe and either 
remain in the gym, or return to the main building.  It is advisable that the Senior 
Leader takes a mobile phone with them, if possible. 

 All outside activity must cease immediately, with all pupils and staff returning to 
the school building. 

 All staff and pupils currently in the building are to remain where they are. 

 External doors and windows are to be closed and secured. 



 

 Entry into the school building will be at the discretion of the Headteacher and 
Senior Leadership Team. 

 Free movement within the school building is permitted unless other instructions 
are given. 

 All situations are different, once all staff and pupils are safely inside, Senior 
Leadership Team will conduct an ongoing dynamic risk assessment. 

 If necessary, advice from emergency services will be sought and acted upon. 

 The local authority education department will be notified. 

 Staff will be informed of the all clear by a member of the Senior Leadership 
Team. 

 
Full Lockdown – 
This signifies an immediate threat to the school that may also be an escalation from a 
partial lockdown. 

 A full lockdown will be communicated to all staff by the Senior Leadership Team 
repeatedly blowing whistles, this process may be repeated several times. 

 A member of the Senior Leadership Team will also where possible access the 
school gym to ensure that any staff, pupils visitors there are safe and either 
remain in the gym or return to the main building.  It is advisable that the Senior 
Leader takes a mobile phone with them, if possible. 

 All outside activity must cease immediately, with all pupils and staff returning to 
the school building and going directly to their classrooms. 

 All staff and pupils currently in the building are to remain where they are. 

 External doors and windows are to be closed and secured, blinds should be 
drawn, and pupils asked to sit quietly.  It may be necessary for pupils and staff 
to be out of sight e.g. under desk. 

 Staff should check that all pupils are present, any pupils missing should be 
reported to designated staff (e.g. office staff, site manager) whose role will be  
checking all pupils are present and accounted for, as well as ensuring there are 
no pupils out of class (including toilets).  Any pupils or adults outside of a 
classroom will be supported in getting back to class or safe place.  This could be 
the closest classroom. 

 As all situations are different, once all staff and pupils are safely inside, the 
Senior Leadership Team will conduct an ongoing dynamic risk assessment. 

 If required, the emergency services and local authority education department 
will be contacted by a designated member of staff. 

 Entry into the school building will be at the discretion of the Headteacher and 
Senior Leadership Team. 

 Staff and pupils remain in lockdown until advised otherwise by the Senior 
Leadership Team or emergency services. 



 

 The Senior Leadership Team will arrange to have the fire alarm sounded if a 
general evacuation is required at any point during the lockdown.  It will need to 
be considered the risk of sending everybody outside to the fire assembly points. 

 During lockdown, staff will keep lines of communication open but not make 
unnecessary calls. 

 
Communication 
A lockdown procedure is on display in each room, explaining the process should such 
an event occurs, as shown below 
 

LOCKDOWN PROCEDURE 
 
In the event of the Lockdown Signal Alert – repeated blowing of whistles, stay 
indoors in the room/classroom that you are in.  If you are outside make your way to 
the nearest classroom. 
 
If you are with children it is important to:  

 Remain calm 

 Reassure 

 Ask children to be quiet and to follow your instructions 

 Do not run or shout 

 Do not leave your classroom for any reason until you are told to do so by a 
Senior Leader 

 When in the classroom place an obstruction in front of the classroom door 
and stand by the door 

 
The Senior Leadership Team will be monitoring the corridors, and any child or adult 
outside of the classroom will be supported in getting back to class. 
 
Staff will be informed of the all clear by a member of the Senior Leadership Team. 
 

 
Practice drills take place every term, this allows staff and pupils to become familiar 
with the procedure and reduce the risk of unnecessary alarm.  Times are taken and 
comments are noted in the lockdown log book held in the school office. 
 
Parental Information 
A statement regarding lockdown procedures is within the school prospectus which is 
available from either the school website, or from the school office. 
The Senior Leadership Team are happy to discuss any questions or concerns parents or 
carers may have about the procedure. Their aim should be to reassure them that the 



 

school understands their concern for their children’s welfare, and that everything that 
can possibly be done to ensure their safety will be done. 
During partial or full lockdown, it may be necessary to issue notices via the school 
website and Twitter page stating “The school is in a full lockdown situation.  During 
this period, the switchboard and entrances will be un-manned, external doors secured 
and nobody other than emergency services will be allowed in or out”. 
 
Advice and Support 
When full lockdown has occurred the Headteacher or a member of the Senior 
Leadership Team should contact Denbighshire County Councils Communications team 
for advice and support at comsgroup@denbighshire.gov.uk. 
 

  

mailto:comsgroup@denbighshire.gov.uk


 

** Appendix First Aid Procedure 
 

Ysgol Bryn Clwyd and Ysgol Gellifor – FIRST AID PROCEDURE 
 
Introduction 
First Aid is an important element of health and safety, facilitating first initial treatment 
for: 

 Injuries that may occur in the workplace 

 Acute personal sickness that may impact on staff members, students or others 
whilst on school premises. 

First Aid is the immediate, initial attention to a person suffering an injury or illness, 
and it aims to prevent the occurrence of further dangerous incidents, preservation of 
life, stabilisation of the person’s condition, promotion of recovery and comfort of the 
person.  First Aiders are any trained person providing first aid. 
 
At Ysgol Bryn Clwyd and Ysgol Gellifor we ensure that any persons (staff, pupils, 
visitors etc) have reasonable access to first aid assistance, should an injury or illness 
occur.  
 
Ysgol Bryn Clwyd and Ysgol Gellifor have a trained designated First Aid Co-ordinator 
who is known to staff, they will co-ordinate appropriate staff first aid training. The 
requisitioning of supplies, ensuring that all first aid stations (including travel ones) are 
fully supplied, and there are sufficient first aid recording sheets are the responsibility 
of the first aiders.  The Headteacher also monitors and oversees the process. 
 
First Aid Training 
The Headteacher will ensure that appropriate numbers of school staff are trained in 
first aid, as well as designate a member of staff to co-ordinate first aid training and 
supplies. 
 
First Aid Staff and Equipment 
There are several first aid stations around the schools which are clearly sign posted.  
There will be fully stocked first aid boxes, including disposable aprons, gloves and 
sanitiser (safety goggles and masks can also be obtained when necessary from the 
school office).  Spillage kits are also available from each first aid station for the 
clearing of bodily fluids (e.g. blood). 
Staff are reminded that they should wash their hand thoroughly after administering 
first aid; even when wearing gloves, and also use the provided anti-bacterial sanitiser. 
 
 
 
First Aid Procedures 



 

In the event of an accident resulting in injury: 

 The closest member of staff present will assess the seriousness of the injury 
and seek the assistance of a qualified first aider, who will; if appropriate, 
provide the required first aid treatment. 

 The first aider, if called will assess the injury and decide if further assistance is 
needed from a colleague or emergency services.  They will remain at the scene 
until help arrives. 

 The first aider will also decide whether the injured person should be moved or 
placed in a recovery position. 

  If the first aider judges that a pupil is too unwell to remain in school, parents 
will be contacted and asked to collect their child.  Upon arrival they will be 
informed of the next steps recommended by the first aider. 

 If emergency services are called, parents will also be contacted immediately.  In 
the event that contact cannot be made, a member of the Senior Leadership 
Team will accompany the child to hospital and remain with them until the 
parents or family member can be contacted and arrive at the hospital. 

 Incidents/accidents will be recorded, minor in the accident book, others should 
be recorded on the ‘Accident/Incident Reporting Form’ (**appendices) as soon 
as possible, and then logged via the Denbighshire Intranet system. 

Emergency services should always be considered on the following occasions: 

 In the event of serious injury. 

 In the event of a significant head injury. 

 In the event of a period of unconsciousness. 

 In the event of a serious asthma attack or allergic reaction. 

 Whenever the first aider is unsure of the severity of the injuries. 
 
Managing Healthcare Needs  
Ysgol Bryn Clwyd and Ysgol Gellifor have adopted and follows the Local Authority 
Managing Healthcare Needs Policy.  The main points of which are: 

 Where necessary an Individual Healthcare Plan (IHP) should be created for 
pupils with specific medical conditions. 

 Pupils with asthma should always have immediate access to their inhalers, e.g. 
kept in class, taken on school visits etc. 

 Annual pupil details forms are sent to all pupils so an update record can be kept 
of any medical conditions, allergies etc. 

 Where pupils have been prescribed medicines from the doctor that need to be 
administered in school, parents/carers will need to complete the relevant 
paperwork, the medication will be stored in the school office.  When 
administering medication at the school office, it is important that 2 staff 
members are present and that the relevant form is completed and initialled. 

A separate Managing Healthcare Needs Policy is also available. 
 



 

Communication 
In the event of an accident involving a child, where appropriate, it is our policy to 
always notify parents/carers of the accident if it: 

 Is considered to be serious (or more than a minor) injury. 

 Requires first aid treatment (other than a minor injury). 

 Injury to the head (other than a minor bump). 

 Requires attendance at hospital. 

 Our procedure for notifying parents/carers for minor injuries, will be via the 
accident slip, and parents spoken to at the end of the day.   

 Where necessary we will use the contact telephone numbers on the pupil 
details form and leave a message should parents not be contactable, other 
emergency contacts may also so be tried if felt necessary. 

 In the event that a pupil should be collected from school and parents or 
emergency contacts cannot be contacted or a message left, office staff will 
continue to attempt to make contact.   In the interim, the pupil will remain 
under close supervision until contact can be made and the pupil is collected. 

 If emergency services are called, parents will also be contacted immediately.  In 
the event that contact cannot be made, a member of the Senior Leadership 
Team will accompany the child to hospital and remain with them until the 
parents or family member can be contacted and arrive at the hospital. 

 
Off Site Visits 
Staff should liaise with the Educational Visits Co-ordinator prior to any visits, to seek 
advice regarding any safety concerns and whether Risk Assessments are required.  
However, it is important that staff ensure they always have the following: 

 A mobile phone. 

 A portable first aid kit (available from the school office) 

 Information about any specific medical needs of pupils on the visit. 

 Any individual medication that maybe require during the visit (inhalers, epi-pen 
etc). 

The majority of school staff have completed online first aid essentials. 
  



 

** Appendix Fire Procedure 
 

Ysgol Bryn Clwyd and Ysgol Gellifor – FIRE PROCEDURE 
 
Introduction 
At Ysgol Bryn Clwyd and Ysgol Gellifor our aim is to minimise the risks to pupils, staff 
and visitors, which may arise from fire.  This will be achieved by ensuring that 
precautions are taken to avoid fires occurring and by ensuring that procedures for 
minimising the effects of a fire and evacuating the premises are in place. 
 
Fire Safety Management 

 Ensure that staff, pupils and visitors are aware of and comply with the fire drill 
procedures, which are on display in each room. 

 Headteacher and Senior Leadership Team to organise termly fire practices, 
record times and to act on any concerns raised. 

 Site Manager to arrange for the testing, maintenance and servicing of the fire-
fighting equipment and fire alarm systems, to report any faults should they 
occur, and ensure they are addressed accordingly. 

 Site Manager to ensure that the Local Authority completes the annual portable 
appliance testing (PAT), and where necessary any actions highlighted are 
addressed. 

 All staff have a duty to ensure that fire exits are clear of obstructions. 

 Headteacher, Senior Leadership Team and Site Manager monitor the waste bin 
compound area, to ensure a clear safe area that is free of any items that could 
either cause or accelerate a fire. 

 To comply with the law, smoking is not permitted within the buildings or on the 
premises of Ysgol Bryn Clwyd and Ysgol Gellifor. 

 
Tests and Checks 
The school will carry out or organise the following tests/checks on the systems, and 
report any concerns. 
 
System Frequency Method of test Member of Staff 

who Checks 
Visual Check of Fire 
Alarm Panel 

Daily Visual check of panel for 
fault indications 

Site Manager 

Corridors, Escape 
Routes and Fire Exit 
Doors 

Daily Check areas are all free 
from obstruction. 

All Staff 

Sounding Fire Alarm Weekly Test the sound of alarm 
via control panel.  This 
test is recorded 

Site Manager 



 

Internal Automatic 
Door Holders 
Connected to the Fire 
Alarm  

Weekly with 
the Fire 
Alarm 

Confirm that the 
automatic doors release 
and close with the 
operation of the fire 
alarm 

Site Manager 

External Fire Doors Weekly Check that the doors are 
closing fully and are 
opening freely. 

Site Manager 

Emergency Lighting Monthly Operation of the test 
switch or circuit breaker 
to check emergency light 
illuminates. 
This test is recorded 

Site Manager 

Visual Check of Fire 
Extinguishers, Hose 
Reels, Fire Blankets 
etc. 

Monthly Check the seals are 
intact, and equipment 
hasn’t been removed or 
tampered with. 

Site Manager 

Fire Drill Termly Practice fire drill to take 
place, occasional: block 
an exit, lunchtime drill.  
This practice is recorded 

Headteacher/Site 
manager 

Check of Fire 
Extinguishers, Hose 
Reels, Fire Blankets 
etc. 

Annually Annual inspection and 
maintenance. 

Local Authority 

 
Communication 
During the school year there will be a minimum of at least three fire drills – one per 
term.  Fire procedure notices are on display in all rooms, including a basic plan of the 
school highlighting the nearest exit route. 
 

FIRE PROCEDURE 
NAME OF ROOM 

 
In the event of the fire alarm being sounded – continuous siren, please follow and 
adhere to the following procedure: 
  

 Do not panic, leave the room quickly and quietly 

 Do not collect personal belongings 

 Do not shout or run 

 The last person to leave the room should close the door 



 

 Leave the room and make your way to the nearest exit – RELEVANT EXIT 
NOTED HERE 

 If the route or exit is blocked, make your way to the nearest available exit 

 Once outside, walk quietly to your assembly point on the playground 

 Check all pupils are present – inform the Headteacher or a Senior Leader 
immediately if a pupil is missing 

 DO NOT go back into the building for any reason until you are told to do so by 
a member of the Senior Leadership Team or Fire Officer 

 
A basic map of the school can be displayed alongside the procedure, highlighting the 

nearest exit and route. 
 

 
Fire Procedures and Drills 
On discovering a fire raise the attention of others by sounding the fire alarm – 
breaking the glass on the red fire box.  Follow evacuation procedure and inform a 
senior leader of the location of the fire, and give them as much information as 
possible. 
 

Staff Member Procedure 
All Staff  Evacuate own area according to the fire procedure. 

 Only use fire-fighting equipment if necessary to make your 
escape.  No person should put themselves or other at risk. 

 Report any missing pupil, staff member or visitor to a Senior 
Leader as soon as possible. 

Headteacher & 
Senior Leaders 

 Liaise with person who sounded fire alarm, getting location 
and as much information as possible. 

 Check with staff that all staff, pupils and visitors are 
accounted for. 

 With office staff, check corridors, classrooms and toilets 
when leaving the building. 

 Ensure all doors are closed on exit. 

 Consider moving pupils and staff to the hall if the weather is 
bad and may be a length of time before returning to the 
main building.  Only consider this if it is safe to do so, and 
not putting everyone at further risk. 

Office Staff  Call 999 ask for Fire Service stating fire at Ysgol Bryn Clwyd 
and Ysgol Gellifor – if the alarm has sounded without a 
member of staff activating, you maybe asked to check to 
panel for location and then check the location. Only do this 
if it is felt safe to check. 

 Collect registers and issue to teachers at assembly point. 



 

 Check corridors, rooms and toilets when leaving the 
building. 

 Check fire control panel for location of fire 

 Office Manager or other delegated person, to meet fire 
service at school gate and liaise location and circumstance 
of fire, if known. 

Cook and 
Kitchen Staff 

 Stop any cooking activities and make safe all equipment. 

 Take appropriate steps to confine any other danger. 

 Evacuate the kitchen area, including any other members of 
staff, pupils and visitors. 

 Close all doors on exit to confine the fire. 

 Make way to assembly area, and make Headteacher or 
Senior Leader aware of presence. 

Pupils  Follow instructions in a quiet orderly manner. 

 If out of class follow instructions of staff member to leave 
the premises and join class, ensure the teacher knows you 
are present. 

ALL  The main priority is for all adults involved to ensure the 
safety of everyone and to vacate the building as quickly as 
possible. 

 Do not return to the building until the all clear has been 
given by either the Headteacher or Fire Service. 

 DO NOT assume the fire service will automatically arrive, 
due to the number of false alarms, all sounding of alarms 
should be followed by a 999 call. 

 All persons who require physical assistance to evacuate the 
building, should have a written Personal Evacuation Plan.  
Staff should endeavour to evacuate them in the event of an 
emergency (without putting themselves at risk) and not rely 
on the fire service. 

 
In the event of a fire practice the alarm company should be informed, so they are 
aware why the alarm has sounded.   
 
During lunchtime mid-day supervisors should support pupils to either leave the 
premises or ensure they do not enter the building and join their class group at the 
assembly area. 
 
Letting of School Premises 
Any person hiring the school premises (usually the hall) are shown the location of the 
fire alarm buttons, extinguishers and escape routes.  Emphasis should be made on 
their responsibility to evacuate the premises as well as contact the fire service and 



 

communicate with them on arrival.  They should always inform the school if there has 
been a fire or a false alarm. 
 
Advice and Support 
When an actual fire has occurred the Headteacher or a member of the Senior 
Leadership Team should contact Denbighshire County Councils Communications team 
for advice and support at comsgroup@denbighshire.gov.uk. 
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** Appendix Emergency Plan 
 

Ysgol Bryn Clwyd and Ysgol Gellifor. – EMERGENCY PLAN 
 
Definition 
A Major Emergency is any event (happening with or without warning) causing or 
threatening harm, injury, death, damage to property or environment or disruption to 
the community which, because of the scale of its effects, cannot be dealt with by 
school using its own resources. 
 
Possible Types of Major Emergency 
There are a number of emergency situations that can occur both on and outside of 
school.  The following are examples of possible situations: 

 A serious incident/accident involving pupils and staff on or off the premises. 

 A violent intrusion onto the premises. 

 The school building becoming unsafe due to fire, flood vandalism or structural 
damage. 

 The release of hazardous substances. 

 Severe weather. 

 Epidemic such as meningitis. 

 The death of a member of the school community through sudden death, 
accident, terminal illness or self-harm.  Occurring within or outside of school 
time. 

 Disappearance of a member of the school community. 

 Civil disturbances and terrorism. 
 
The above incidents may occur: 

 On the school site during school hours. 

 Whilst pupils are taking part in activities away from the school site. 

 On school premises as part of after school activities. 

 Within the local community involving pupils/staff from school. 
 
Critical Incident Team 
If school does experience an emergency situation that severely disrupts its normal 
procedures, it is advisable that the school has an organised response.  A Critical 
Incident Team should be identified at school, at Ysgol Bryn Clwyd and Ysgol Gellifor 
our Critical Incident Team includes:  
Headteacher and Assistant Headteachers. (**Appendix – Critical Incident Team)   
 
 
 



 

Response To Major Emergency 

Initial Action  
Immediately inform the Headteacher or nominated emergency contact.  If neither is 
available to respond (they may be involved in the incident) a member of the Senior 
Leadership Team should follow the instructions below. 

 Assess the situation and establish a basic overview of the incident. 

 Take immediate action to safeguard pupils, staff and visitors. 

 Attend to any casualties and organise first aid, if appropriate. 

 If appropriate, dial 999 for emergency services and provide them with an 
overview of the situation.  If in any doubt, dial 999. 

Emergency services notify each other of incidents but do consider speaking directly to 
each organisation required.  This will ensure that each service has the information 
they need to respond appropriately. 

 Notify Critical Incident Team and start the Incident Response Form 
(**Appendix). 

 Inform the Local Authority who will initiate the Local Authority Critical Incident 
Response. 

 Notify Staff. 

 Where possible, avoid closing the school and try to maintain normal routines. 
As with all incidents, the health, safety and well-being of staff, pupils and visitors 
must always be a priority. 
(**Appendix – Emergency Contact Telephone Numbers) 
 
Gathering The Facts  
It is often the case when a major incident occurs, that there will be differing stories, 
which naturally compete and conflict with one another.  The closer that these can be 
brought together, the easier it will be to manage the incident.  Therefore, it is also 
recommended that an ongoing clear concise log is kept throughout the situation, to 
assist with any forward planning, review and debriefing after the event, to ensure the 
facts remain clear. (**Appendix – Incident Response Form) 
 
Taking Action 
An appropriate room(s) should be set up as the central for all activity, this should be 
the Headteacher office if possible.  If it is not possible to access the school site the 
Local Authority should be able to allocate a suitable premises to meet with the 
Critical Incident Team (**Appendix).  
Tasks should be delegated which could include: 

 Collating staff, Governor and pupil details – files are kept in the school office or 
can be accessed via SIMS. 

 Discuss and decide when and how to inform parents.  Possibly using the 
schools website, Twitter page, or by letter.  It maybe necessary to set up an 



 

area to meet with parents, either individual in a small room as a group when a 
larger space would be required. 

 Answer telephone.  It may be necessary to have a scripted response to be used 
“Thank you for your concern.  We are unable to comment, please contact 
Denbighshire’s Press Office on 01824 706000.”  It may be necessary to repeat 
this more than once.  The Local Authority will also offer support and guidance 
when dealing with the media.  It should be considered to use the main line to 
receive calls and mobile phones to make outgoing calls to ensure that the 
telephone lines are kept as free as possible.   

 If necessary ensure the building is safe and secure. 

 Liaise with the Local Authority site services (buildings maintenance) if necessary. 

 Liaise with Alarm Company (security and fire), utility services (gas, electricity, 

water) if necessary. 

 Contact Senior Education Social Worker as well as the Education Welfare team. 

 Make contact with Education Psychology Service, for advice on how to support 

those effected by the incident. 

 

Further help advice and support can be found on the Denbighshire website, where a 

critical information pack can be found. 

www.denbighshire.gov.uk/en/jobs-and-employees/school-employees/critical-

incidents.aspx 

  

http://www.denbighshire.gov.uk/en/jobs-and-employees/school-employees/critical-incidents.aspx
http://www.denbighshire.gov.uk/en/jobs-and-employees/school-employees/critical-incidents.aspx


 

** Appendix for Workstation Set-up Diagram 
 

 
 
 
12 Point Display Screen Equipment Set Up Plan 

1 Backrest Adjust the chair back height to give support to the small of your 
back.  Adjust the chair back angle for comfort and support, this 
should be fairly upright when typing. 

2 Seat Height Adjust the seat height so that your elbows are approximately level 
with the desk.  Your wrists should be in a relaxed neutral position.  
Ensure armrests do not prevent you getting close enough to the 
desks/keyboard or obstruct your elbows whilst typing. 

3 Footrest If your feet do not touch the floor, use a footrest to support them 
and ensure that there is no undue pressure on the bottom and 
thighs – your thighs should be approximately horizontal. 

4 Keyboard The keyboard should be a comfortable distance from and parallel 
with the from edge of the desk, depending on typing style.  There 
should be space in front of the keyboard to rest your hands/arms 
when not typing. 



 

5 Mouse Create enough space so that the mouse, and mouse mat if used, 
can be moved close enough to prevent over-stretching.  There 
should be room in front of the mouse so that your hand/forearm is 
not obstructed when using it. 

6 Monitor Adjust the viewing distance and screen height to suit but ensure a 
slightly downward viewing angle to the screen.  As a rough guide, 
eyes should be level with the top of the computer casing and the 
screen should be at approximately arm’s length. 

7 Screen 
lighting 

It should be possible to avoid glare and reflections by adjusting the 
screen tilt.  The correct viewing position is with the screen at right 
angles to the line of sight – it should not be necessary to work with 
the screen angled down in order to avoid reflections.  Use blinds if 
available. 

8 User position Do not work at odd angles if it can be avoided – your body position 
should be squared up to the desk.  Therefore, if you are interacting 
with the computer the screen should be directly in front of you.  If 
you are copy typing, place the copy directly in front of you. 

9 Documents If working from hard copy, use a document holder whenever 
possible.  Ideally you should position documents at the same 
viewing distance as the screen.  If it is not possible to use a 
document holder consider placing the document between the 
screen the screen and keyboard. 

10 Equipment 
position 

Think about the positioning of other equipment, especially any 
items that are frequently used.  You should not have to stretch 
excessively for the telephone or regularly used reference 
materials.  Printers, however, should not be positioned close to 
users (e.g. on the users’ desk) 

11 Breaks Organise your work so that you take regular short breaks away 
from the screen e.g. collecting documents from the printer, filing 
etc.  When not engaged in sustained keyboard work, change your 
workstation set up so that through the day you adopt a variety or 
working positions. 

12 Reporting 
problems 

If you experience any problems whilst using your workstation or 
have any health and safety related concerns you should inform a 
member of the Senior Leadership Team in the first instance.  
Always seek medical advice about health concerns. 

 
  



 

**Appendix Health and Safety Notification Form 
 

Ysgol Bryn Clwyd and Ysgol Gellifor HEALTH AND SAFETY NOTIFICATION FORM 
 
Please complete this form if you have become aware of an issue that might pose a 
threat to the health or well-being of adults or pupils within the school.  When 
complete please hand to a member of the Senior Leadership Team immediately. 
Location of hazard  

Details of hazard 
 
 
 

 

Who could be at risk?  
 

The nature of injury that might occur. 
 
 

 

Name and Signature of Reportee. 
 
 

 

Date.  
OUTCOME OF INVESTIGATION 

 
 
 
 
 
 
 

Name and Signature of Headteacher. 
 
  

 

Date.  

 
  



 

**Appendix Location Checklist & Problem Identifier 
Ysgol Bryn Clwyd and Ysgol Gellifor HEALTH & SAFETY TOUR RECORD 

Location Checklist      DATE: 
CORRIDORS/AREAS OFFICES TOILETS CLASSROOMS 

Main Corridor (BC)  Main Office (BC)  Disabled Toilet 
(BC) 

 Infants (G)  

Staff room (BC)  Main office (G)  F Phase (BC)  Juniors (G)  

Breakfast club (BC)    Juniors boys (BC)  Infants (BC)  

Junior cloakroom 
(BC) 

   Juniors girls (BC)  Juniors (BC)  

Reception Area    Boys (G)  Library (BC)  

F. Phase Cloakroom 
(BC) 

   Girls (G)    

F Phase Cloakroom 
(G) 

   Downstairs staff 
(G) 

   

Stairs (G)    Staff Ladies (BC)    

Cwtch Area (BC)    Staff Gents (BC)    

Staff room (G)    Upstairs staff (G)    

OTHER ROOMS MAIN DINING AREA BOILER HOUSES OUTSIDE 

Storage (BC)  Hall (G)  Gellifor  Car Park (BC)  

Well-being room 
(G) 

 School Kitchen 
(G) 

 Bryn Clwyd  Front Entrance 
(BC) 

 

Storage (G)  Hall (BC)  Pwllheli  Entrance (G)  

Caretakers Room 
(BC) 

 School kitchen 
(BC) 

 Harlech  Front Playground 
(BC) 

 

Caretakers room 
(G) 

   Porthaethwy  Back field (BC)  

Balcony (BC)    Conwy  Field (G)  

Little Acorns (BC)    Dolgellau  Playground (G)  

Cylch gellifor    Llangollen  Infants (G)  

    Llanberis  Infants (BC)  

      Forest School (G)  

      Juniors (G)  

OUTSIDE CONT BOILER HOUSES Sheds OTHER 

Boiler house (G)  BC  PE (G)    

Car park (BC)  G  Infant (G)    

Juniors (BC)    Junior G)    

Breakfast club (BC)    Infant (BC)    

Little Acorns (BC)    PE (BC)    

        

        

        

Please mark with a tick (√) if area satisfactory or cross (x) if not.  Those areas that are 
unsatisfactory a brief outline should be completed overleaf. 
 
Signed :       Position:     

SAFETY TOUR RECORD (conti) 



 

 
Problem Identifier 
 

Location Identified Problem Action Required Action to  
Be taken by 

Actioned 
Date 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
Any Other Comments: 
 
 
 
Signed: 
 
Position:        Date: 
 
Examples of Hazzard Identifications 
 



 

This is simply a list of the things to look at as you go around the facility.  Not all items 
will be relevant, visible or accessible.  The task of the team is to assess the condition of 
what they can see. 
 
Building and Grounds 

 Signs of settling, cracks, holes 

 No holes in the roof, secure flashings 

 Drain pipes and gutters look sound 

 Asbestos content, areas still look intact and secure 

 Indoor temperature and temperature control 

 Lighting is working and is adequate 

 Cleanliness, no graffiti 

 No excessive waste materials 

 Condition of floors 

 Condition of car park and grounds are well maintained 

 Risk of falling objects from shelves etc. 

 Doors and windows fully open and fully close, and are in good repair 

 No signs of any electrical damage or excessive wear, abrasion, heat damage 

 No blocked or obstructed fire doors 

 Sinks have running water, free from leaks or blockages 

 Toilets have running water, free from leaks or blockages. 
 
General Housekeeping 

 Door and walk ways clear of obstructions 

 No excessive litter lying around, litter bins available 

 All items put away in correct place, no temporary stores that have now become 
semi-permanent 

 General cleanliness 

 Windows reasonably clean 

 Furniture is suitable and safe 

 No trip hazards 
 
Please note this is not a full and comprehensive list, other items can be noted and 
acted upon. 
 
 
  



 

**Appendix Incident/Accident reporting form 

Accident / Incident Reporting 
Representation of the intranet report form 

 
The electronic All form sets mandatory fields, these fields are indicated on this representative form by an Please ensure 
that the required information is provided and that this record is entered onto the intranet accident / incident system as 
soon as possible. 
 
* Person Reporting (completing the form) 
*First Name *Surname  Employee No: 

*Job Title E-mail  *Tel No: 

*Building Name or number *Street  *Town 

*County Postcode  *Service, Department, School 

 
* Injured person, witness details or asset damage 

*First Name *Surname 

*Gender *Date of Birth or age 

*House Number or name *Street 

*Town *Postcode *County 

*Tel: *Line Manager 

* Incident category 

Injury Asset Damage Vehicle 
 Fatality  Fire  Road Number 

 Major Injury  Flooding  Reg No: 

 Minor Injury  Vandalism  3rd Part Reg No: 

 Non Injury  Other ..  Police Ref: 

* Cause 
 Animal  Fall  Property damage 

 Assault Verbal  Falling objects  Slip, trip, fall 

 Assault Physical  Faint / seizure  Sports injury 

 Bullying  Fire / explosion  Strike against 

 Challenging Behaviour  Hand tools  Trap pinch or entanglement 

 Chemical / substance  Hot material / equipment  Transport / vehicle 

 Contact with moving machinery  Illness  Thrown object 

 Environment: dust, noise, fume  Loss or theft or property  Ejected object (eg from machinery) 

 Electricity  Manual handling  Work equipment or machinery 

 Equipment for lifting  Needle stick injury  N / A 

 Lifting equipment  Playground injury  Other -  

* Injury / Asset 
 Abrasion  Contusion  Laceration  Skull fracture 

 Amputation  Crush / impact  Loss of consciousness  Soft tissue injury 

 Asphyxiation  Dislocation  Loss of sight  Spinal fracture / injury 

 Bite (human)  Eye injury  Near drowning  Sprain 

 Bite (animal)  Fracture  Nose bleed  Swelling 

 Bump / lump  Hernia  Penetrating wound  Whiplash 

 Burn (chemical)  Incised wound  Puncture / stab wound  N / A 

 Burn (hot or cold)  Ingestion of substance  Scald  Other - 

 Concussion   Inhalation of substance  Scratch   

* Body Part 
 Abdomen  Eye  Leg above knee  Toes 

 Ankle  Face  Leg below knee  Upper arm 

 Arm  Feet  Mouth  Wrist  

 Back and spine  Fingers  Neck  Whole body 

 Buttocks  Hands  Nose  N / A 

 Chest  Head  Pelvis  Other - 

 Elbow  Knee  Shoulder  

 
If there is more than one person involved in the incident or more than one witness, include the personal details for 
each.  This is a selectable facility on the electronic intranet form. 

* Describe What Happened 



 

 
 
 
 
 
 
 
 

 

* Treatment Given 
 None  First Aid  Taken to hospital by 

ambulance 
 Taken to hospital by other 

person (eg colleague, 
teacher) 

 

* Details of treatments given and by whom 

 
 
 
 
 
 
 
 

 

Name of First Aider / colleague / teacher  

 

* Incident Details 

*Date of incident * Time 

* Location Address 

* Property number or name 

* street 
* town 
County 

Post Code 

* Telephone Number 

 
* Managers Action – Manager’s recommended actions 

 Review and update risk assessment  Referral to occupational health 

 Training review  Communicate any actions taken with staff 

 
* Managers Actions / Comments 

 
 
 
 
 
 

 

 Parent / Carer notified  Managers actions carried out 

 
 

Electronic Reference  

 
 
Managers Signature ____________________________________ 
 
Injured Persons Signature _______________________________ 

**Appendix Incident Response Form 



 

 
Ysgol Bryn Clwyd and Ysgol Gellifor INCIDENT RESPONSE FORM 

Information about an incident may come from a number of sources (e.g. member of 
staff, pupil, parent/guardian, member of the public, the emergency services, the local 
authority). Whoever receives the alert should ask for, and record, as much 
information as possible on this form 
 
It is important to offer reassurance and support, and be aware that all those involved 
in the incident (both directly and indirectly) may be suffering from shock or may 
panic. 
Find out what has happened. Obtain as clear a picture as you can. 
Discuss with the informant what action needs to be taken and by whom. 
 

Name of person reporting  
and role (staff, parent etc) 

 

Date and time of reporting  

Contact details of person 
reporting (inc phone 
number) 

 

Date and time of incident  

Exact location of incident 
 

 

Details of incident 
 
 
 

 

Where is the person 
reporting now and where are 
they going? 

 

 
Persons affected by incident 

Names Injuries, if any Where are they? Where are they 
being taken to? 

 
 

   

 
 

   

 
 

   

 
What arrangements are in place for people not directly involved in the incident? 

 



 

 
 
 

 

What advice have the emergency services given? 
 
 
 
 

 

Who has been informed? 
 Headteacher  Chair of Governors  Critical Incident Team 

 Governors  School Staff  Pupils 
 Parents/Carers  Police  Fire Service 

 Ambulance Service  Local Authority  Health & Safety 
Executive 

 Media  DCC Comsgroup   
 

Does anyone else need to be informed? 

 
 
 

 

Are any other actions required? 
 
 
 
 

 
It is important that alongside this Incident Response Form a chronological log is also 
kept.  It should: 

 Include dates, times and initials/names of staff completing. 

 Clear, intelligible, accurate and include factual information 

 Plain Concise language should be used. 

 If a mistake is made, do not try to overwrite or use correction fluid.  Cross out 
with a single line and start again. 

 Do not remove any pages. 
  



 

**Appendix Threatening Telephone Call Information Questionnaire 
 
Ysgol Bryn Clwyd and Ysgol Gellifor THREATENING TELEPHONE CALL INFORMATION 

QUESTIONAIRE 
 

 Remain calm and talk to the caller 

 Note the caller’s number if displayed on your phone. 

 If the threat has been sent via email or social media see appropriate section 
below. 

 If you are able to, record the call. 

 Write down the exact wording of the threat. 
 

When, where, what, how, who, why, time. 
 

Date  Time  

 

Telephone Number Call 
Received on 

 Length of Call  

 
About the caller 

Male / Female Nationality  Age  
 
Threat Language 
Well-spoken Irrational Taped Foul Incoherent 

 
Caller’s Voice 

Calm Crying Clearing 
Throat 

Angry Nasal 

Slurred Excited Stutter Disguised Slow 
Lisp Rapid Deep Familiar Laughter 

Hoarse Accent & type Other 

 
If the voice sounded familiar who did it 
sound like? 

 

 
Background Sounds 
Street noises House noises Animal noises Crockery Motor 

Clear Voice Static PA system Booth 
Music Factory 

machinery 
Office 
Machinery 

Other . . . 

 
 



 

Additional Comments 
 
 
 
 
 
 

 
In the case of a bomb threat ask the following questions: 

Where exactly is the bomb right now?  
When is it going to explode?  

What does it look like?  
What does the bomb contain?  

How will it be detonated?   
Did you place the bomb?  If not you who 
did 

 

What is your name?  

What is your address?  

What is your telephone number?  
Do you represent a group or are you 
acting alone? 

 

Why have you placed the bomb?  

 
Actions to be taken on receipt of a bomb threat sent via email or Social Media 

 

 DO NOT reply to, forward or delete the message. 

 If sent via email note the address. 

 If sent via Social Media what application has been used and what is the 
username/ID? 

 Dial 999 and follow police guidance. 

 Preserve all web log files for your organisation to help Police investigations. 

 Contact Denbighshire Communications team for advice and support at 
comsgroup@denbighshire.gov.uk  

 
Signature 
 

 

Full Name  

Role within the School  
  

mailto:comsgroup@denbighshire.gov.uk


 

 
**Appendix Emergency Contact Telephone Numbers 
 
EMERGENCY CONTACT NUMBERS 
 
Below are the current Emergency Contact Numbers, as of December 2023 
 
ROLE TELEPHONE NUMBER 

Ben Lindquist 
Headteacher 

07983144075 

Bethan Atkinson 
Chair of Governors 

07709302574 

Denbighshire County Council 01824 706000 (08:30-17:00) 
0300 123 30 67 (out of hours) 

Denbighshire County Council 
Critical Incidents 

01824 708064 
07000 770 152 

Denbighshire County Council 
Weather Closures 

01824 706000 (08:30-17:00) 
0300 123 30 68 (out of hours) 
Password - STORM 

Denbighshire Communications 
Team 

comsgroup@denbighshire.gov.uk 

Wayne Wheatley (Senior Education 
Welfare Officer) 

01824 708169 

Education Welfare Officer Team 01824 708064 

Sioned Davies (School Nurse) 03000 856159 

School Nurses Team 03000 850024 
Social Services 01824 712800 

Police Liaison (PC Llinos) 07989162056 
CAMHS 03000 850024 

Snowdonia Fire Protection 01286 650 235 

ADT Alarm Company 0344 8001 999 
Gas 0800 111 999 

Electricity 0800 316 3105 
Water (Dwr Cymru) 0800 052 0130 

Floodline 0345 988 1188 
  

 


