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AIM

The aim of the SIAL Health and Safety Code of Practice is to ensure that the school provides, promotes, and
maintains a safe, secure, and healthy environment for all members of its community — pupils, staff,
parents/carers, visitors, and contractors.

SIAL is committed to fostering a culture of safety awareness, shared responsibility, and continuous
improvement, ensuring that all activities, both within and beyond the school, are conducted in ways that
prevent injury, promote wellbeing, and protect all users of the premises.

OBJECTIVES

e Providing and maintaining a safe, secure, and healthy environment for all members of the school
community, in accordance with current UK Health and Safety legislation and the EYFS Statutory
Framework.

e Promoting the safety, welfare, and wellbeing of pupils, staff, parents/carers, and visitors through
clear procedures, supervision, and regular risk assessment.

e Embedding good safety practice and fostering alertness, self-control, and consideration for others.
Every individual will understand how to protect themselves and others, including what to do in an
emergency and the basics of first aid.

e Teaching sensible safety habits across the whole curriculum. Safety is addressed within subjects
such as:

o Science (safe handling of materials and equipment)
o PE (safe movement and use of apparatus)
o PSHE and RSE (road safety, online safety, personal wellbeing).
External agencies such as the Fire Brigade are regularly invited to support this learning.

e Encouraging healthy lifestyles and beneficial habits through good hygiene routines, physical
activity, balanced nutrition, and emotional wellbeing education.

e Ensuring pupils develop care and consideration for themselves and others:

o inthe classroom

o when using tools or equipment (e.g. scissors, technology, PE apparatus)
o when moving around the school environment

o when carrying out investigations and outdoor learning

o when on educational visits or residential trips.

e Conducting and reviewing risk assessments for all activities, visits, and areas of the school to ensure
hazards are identified and managed effectively.

e Providing ongoing staff training in health, safety, first aid, and safeguarding procedures to maintain
high standards and confident practice.

e Monitoring and reviewing health and safety arrangements regularly to ensure continuous
improvement and compliance with legislation.

LEGISLATION

This policy is based on the advice from the Department for Education (DfE) on Health and safety:
responsibilities and duties for schools and draws upon the following key legislation and statutory guidance:

e Health and Safety at Work etc. Act 1974

e Management of Health and Safety at Work Regulations 1999

e Control of Substances Hazardous to Health (COSHH) Regulations 2002

e Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013

¢ Health and Safety (Display Screen Equipment) Regulations 1992

e Gas Safety (Installation and Use) Regulations 1998

e Regulatory Reform (Fire Safety) Order 2005 and Fire Safety Act 2021

e Work at Height Regulations 2005

e Provision and Use of Work Equipment Regulations (PUWER) 1998

e Electricity at Work Regulations 1989

e Documento di Valutazione dei Rischi — Art. 17, 28 e 29 (D.Lgs. 81/2008)
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https://www.hse.gov.uk/legislation/hswa.htm
https://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.hse.gov.uk/cleaning/topics/coshh.htm
https://www.hse.gov.uk/riddor/
https://www.legislation.gov.uk/uksi/1992/2792
https://www.legislation.gov.uk/uksi/1998/2451/contents
https://www.legislation.gov.uk/uksi/2005/1541/contents
https://www.gov.uk/government/publications/fire-safety-act-2021
https://www.legislation.gov.uk/uksi/2005/735/contents
https://www.hse.gov.uk/work-equipment-machinery/puwer.htm
https://www.hse.gov.uk/pubns/books/hsr25.htm

The school also follows national guidance from the UK Health Security Agency (UKHSA) (formerly
Public Health England) and the Department for Education when responding to infection control issues,
communicable diseases, and public health matters.
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ROLES AND RESPONSIBILITIES

Board of governors

The Governing Board holds overall responsibility for the strategic oversight of health and safety within the school.
It ensures that:

There is an effective Health and Safety Policy in place, implemented, and regularly reviewed.
Appropriate resources are allocated to ensure statutory compliance and safe working conditions.
Health and safety responsibilities are clearly defined and delegated to competent individuals, including
the Headteacher.

Health and safety performance is monitored and reviewed through regular reports from the
Headteacher.

All statutory requirements, including those under the Health and Safety at Work etc. Act 1974, the EYFS
Statutory Framework, and Keeping Children Safe in Education (KCSIE), are met.

Headteacher

The Headteacher has day-to-day operational responsibility for health and safety throughout the school. This
includes:

Implementing the school’s Health and Safety Policy and associated procedures.

Ensuring adequate staffing levels and appropriate supervision of pupils, particularly in EYFS settings.
Ensuring the school premises, equipment, and grounds are safe, secure, and regularly inspected.
Ensuring all required risk assessments are completed, reviewed, and acted upon (including for
curriculum activities, educational visits, and premises safety).

Providing appropriate and up-to-date training, guidance, and information to all staff.

Monitoring contractor and cleaning arrangements to ensure safe working practices, appropriate
training, and the use of PPE where necessary.

Ensuring fire and evacuation procedures are in place, communicated, and practiced regularly.
Reporting significant health and safety matters, including accidents and RIDDOR incidents, to the
Governing Board.

Ensuring health and safety responsibilities are clearly delegated in their absence to a competent senior
member of staff.

Promoting a culture of continuous improvement, where health, safety, and safeguarding are integral to
the daily life of the school.

General School Assistant
The General School Assistant supports the Headteacher in the day-to-day management and implementation of
health and safety arrangements across the school.
They are responsible, so far as is reasonably practicable, for ensuring that effective arrangements are in place

for:

The safety and security of pupils, staff, visitors, and the premises (including fire safety and daily checks).
The management of emergencies, including assisting with evacuations and ensuring procedures are
followed.

Their duties also include:

Identifying and reporting maintenance requirements promptly, ensuring faults or hazards are dealt with
in a timely manner.

Monitoring health and safety standards throughout the site and reporting any concerns or incidents
immediately to the Headteacher.

Maintaining records of routine safety checks (e.g. fire alarm tests, emergency lighting, playground and
equipment inspections).

Liaising with contractors and visitors, ensuring safe working practices and compliance with the school’s
health and safety procedures.
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Staff

All school staff share a duty of care to act with reasonable care and attention to ensure the safety, wellbeing,
and welfare of pupils at all times.

Staff will:

e  Take reasonable care of their own health and safety, and that of others who may be affected by their
actions or omissions at work.

e Co-operate fully with the school on all matters relating to health, safety, and welfare.

e  Work in accordance with training, risk assessments, and instructions provided by the school.

e  Report promptly to the appropriate person (e.g. the Headteacher or General School Assistant) any
situation that represents a serious or immediate danger, or any hazard, near miss, or defective
equipment, so that remedial action can be taken.

e  Model safe and hygienic practice for pupils at all times and actively promote positive attitudes
toward health, safety, and wellbeing.

e Understand and follow emergency and evacuation procedures, and feel confident in implementing
them when required.

e  Support safeguarding and first aid arrangements, ensuring that any accident, incident, or concern is
recorded and reported in line with school procedures.
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Pupils and parents/carers

Pupils and parents/carers are responsible for following the school’s health and safety advice, on-site and
off-site, and for reporting any health and safety incidents to a member of staff.

Contractors

Contractors will agree health and safety practices with the Headteacher before starting work. Before work
begins the contractor will provide evidence that they have completed an adequate risk assessment of all
their planned work.

GENERAL HEALTH AND SAFETY ARRANGEMENTS

The school ensures that robust health and safety arrangements are in place at all times to protect pupils, staff,
parents/carers, and visitors.
The premises and equipment are inspected annually by a competent person or engineer, and routine checks
are conducted throughout the year by the General School Assistant and Headteacher.
Findings and recommendations from inspections or risk assessments are reviewed and, where necessary,
appropriate actions are taken promptly to prevent or control identified risks.
SIAL has clear, established emergency procedures for incidents such as fire and evacuation.
e Fire drills are carried out at least once each term.
e All staff and pupils are familiar with evacuation routines, exit routes, assembly points, and roll-call
procedures.
e Fire safety systems, alarms, and equipment are tested and maintained in line with statutory
requirements.
To maintain a safe environment, SIAL promotes a small number of simple school rules designed to protect
everyone. These include:
e Walking (not running) in the school building.
e Playing only in designated areas within sight of an adult.
e Taking care of personal and school property.
These rules are consistently reinforced in classrooms, during assemblies, and through the school’s PSHE
curriculum to help pupils understand and take responsibility for their own safety and that of others.

SECURITY OF THE PREMISES

The Headteacher is responsible for ensuring that the building provides safe and healthy surroundings for
the children and that basic repairs and maintenance are undertaken.

New staff will be trained in Health and Safety as part of their induction. A refresh on Health and Safety
procedure is provided annually to all member of staff. All staff and pupils will be made aware of any new
health and safety procedures.

The main door of the building must be closed at all times. The School’s designated key holders are the
Headteacher, Deputy Headteacher, Administrators, Chef, one board member, and the KS2 Coordinator.
Children enter and leave school by the main door.

The General School Assistant and cleaners maintain clean and tidy buildings and grounds. Any
equipment/hazardous substance is locked away. All equipment is to British Standards and is maintained
regularly.

Class Teacher
It is the responsibility of the class teacher to make sure his/her classroom is secure, the windows closed
and equipment and lights switched off before they leave the premises.

General School Assistant
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The General School Assistant checks at the end of each day that all windows are closed and that the
doors are locked and secure.

The Administrator or other member of staff on duty performs the above functions in the absence of the
General School Assistant.
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Visitors on site

Any parent or visitor is welcome in school but must report to the school Office. They will be asked to sign
the visitors’ book and be given a visitor's badge to wear during their visit. At the end of their visit they
must again report to the school office, return the badge and sign the visitors’ book with the time of
departure.

FIRE

Emergency exits, assembly points, and fire instructions are clearly identified with safety signage throughout the
premises.
A formal fire risk assessment is carried out and reviewed annually by a competent person, with findings
recorded and acted upon.
Fire Drills and Alarm Testing
e Emergency evacuations are practised at least once each term, ensuring all staff and pupils are familiar
with the routine.
e The fire alarm is a loud continuous bell; it is tested weekly, and results are recorded in the fire safety
log.
e Any faults or maintenance issues are reported immediately to the Headteacher or General School
Assistant.
Training and Awareness
e New staff receive fire safety training as part of their induction.
e All staff complete an annual refresher on fire procedures and emergency evacuation.
e All staff and pupils are informed of any changes to fire safety arrangements or identified risks.
In the Event of a Fire
e The alarm must be raised immediately by the person who discovers the fire, and emergency services
contacted without delay.
e Evacuation begins immediately via the nearest safe exit.
e Fire extinguishers may be used only by trained staff who are confident they can do so safely, without
putting themselves or others at risk.
e Staff and pupils will proceed to the assembly point (Marsh & Parsons Office, to the left of the building).
e The office staff will take registers and check the signing-in/out board to account for all pupils, staff, and
visitors.
e Everyone must remain outside until the emergency services confirm it is safe to re-enter.
Additional Arrangements
e Personal Emergency Evacuation Plans (PEEPs) are prepared and maintained for any pupil, staff
member, or visitor with mobility difficulties or additional needs.
e Fire risk assessments give particular attention to those requiring assistance to evacuate safely.

ELECTRICAL SAFETY

The Headteacher is responsible for ensuring systems comply with the scope of the Electricity at Work
Regulations 1989 and will keep records of all electrical installations and equipment, electrical checks and
the electrical testing equipment operated by the school.

All electrical control panels and switch rooms will be kept secure and display electrical hazard signs.

Users of electrical equipment should visually check for defects before use. If a defect is noticed, the
Headteacher must be notified. The Headteacher is responsible for making sure action is taken.

The fixed wiring at the school will be examined on a 5-yearly basis in line with the IEE Regulations by a
competent company.

All portable electrical appliances are PAT tested annually by a competent company.
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GAS SAFETY

Installation, maintenance and repair of gas appliances and fittings are carried out by a competent Gas Safe
registered engineer.

Gas pipework, appliances and flues are regularly maintained. Boilers are examined yearly by a competent
company.

All rooms with gas appliances are checked to ensure that they have adequate ventilation.
CHILDREN’S HEALTH AND SAFETY

Parents and carers are asked to provide the following information about their child and to notify the school
promptly of any changes (see Appendices 2—-4):

¢ Name and contact details of the child’s GP

e Relevant medical information about the child’s health

e Details of allergies and dietary requirements

e Emergency contact information and arrangements for arrival and collection

lliness and Exclusion
If a child becomes unwell or shows symptoms of a contagious condition while at school:

e Parents/carers will be contacted immediately.

e The child will be cared for in the school office or another quiet, supervised space away from others until

collected.

e Children should not return to school until they are well enough to participate in all normal activities.
The school follows the UK Health Security Agency (UKHSA) guidance on infection control and recommended
exclusion periods, summarised in Appendix 6: Recommended Absence Periods for Preventing the Spread of
Infection.

Where a child returns to school while still receiving medication (such as antibiotics), the school’s Administration
of Medication During School Hours procedure must be followed.

Parents and carers must inform the school immediately of any infectious illness or condition their child
contracts.

Children with a confirmed infectious disease must not return until cleared by a doctor or until the exclusion
period has passed.

When necessary, the school will notify all parents and carers by email if there are infectious or contagious
ilinesses present in the school community.

For gastrointestinal illnesses, such as diarrhoea or vomiting, children must remain at home for at least 24 hours
after symptoms have fully cleared, as these conditions are highly infectious.

Existing Injuries

Parents and carers are asked to inform the school of any visible injuries sustained at home (e.g. cuts, bruises,
bumps), so that:

e Staff can monitor the child carefully during the day; and

e There is no confusion about how or when the injury occurred.

If a child attends school with an unexplained injury that has not been reported, the class teacher will complete
a record form and inform the school office. The office will contact the parents/carers to discuss the injury and
confirm that the school is aware of it.

Parents/carers (or the person collecting the child) will be asked to sign the injury record sheet at the end of the
day.

First Aid and Accident Management

Children are taught to take care of themselves and others, but minor accidents may occasionally occur.

e All minor incidents can be managed by staff using the school’s First Aid Code of Practice.

e A number of staff are qualified First Aiders, and First Aid kits are located on every floor and in all key

areas.

e All accidents and injuries are recorded in the Accident Book, and parents are informed as appropriate.
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THE ADMINISTRATION OF MEDICATION DURING SCHOOL HOURS

In accordance with government and DfE guidance (Supporting Pupils with Medical Conditions in School, 2017,
updated 2024), the following procedures apply to the administration of medication at SIAL:
General Principles
e Prescription medicines may be administered in school only when it is essential that the medication is
given during school hours.
e Medication will be administered by a qualified First Aider or trained member of staff only when a
parent/carer has completed and signed the school’s Medication Consent Form (see Appendix 1).
e All medication must be supplied in its original, labelled container showing the child’s name, medication
name, dosage, and timing of administration.
Non-Prescription Medicines
e Non-prescribed medication will not normally be administered by school staff.
e In exceptional cases (e.g. residential visits), a mild analgesic such as paracetamol may be administered
with prior written consent from parents/carers.
Topical Creams and Lotions
e No creams or lotions (e.g. Arnica, Witch Hazel) will be applied by staff.
e Minor cuts or grazes will be cleaned with water or antiseptic wipes.
e Plasters may be used where there is no known allergy — staff will always check before applying. If an
allergy is known, a non-allergenic dressing will be used instead.
Emergency and Long-Term Medication
e Emergency medication such as EpiPens, inhalers, or insulin is kept in a secure but accessible location in
the school office, accompanied by a letter from parents/carers detailing when and how it should be used.
e These medications must accompany pupils to PE lessons, off-site activities, and trips.
e For pupils with chronic or long-term conditions (e.g. asthma, diabetes, epilepsy), parents/carers must
provide:
o A written request authorising staff to administer the medication if needed.
o A clear individual healthcare plan (IHP) or written instructions detailing the condition,
medication, dosage, and likely emergency procedures.
o Up-to-date emergency contact information.
Routine Medication
e Where a child must take medicine during the school day (e.g. lunchtime doses), parents/carers should:
o Complete the school’s Medication Consent Form.
o Supply the medicine in its original labelled container with clear dosage instructions.
o Hand the medication directly to the school office at the start of the day.
e Where possible, children should self-administer medication under adult supervision.
e Medication must never be kept in pupils’ bags.
Storage and Record Keeping
¢ All medicines are kept in a secure, designated area within the school office.
e Each administration is recorded in the Medication Log, including the date, time, dose, and signature of
the administering staff member.
e Every effort is made to administer medicines at the correct time, though exact timings cannot always be
guaranteed.
e Staff participation in administering medication is voluntary and not part of their contractual duties.
Allergies and Confidentiality
e Alist of children’s allergies and medical needs is displayed discreetly in each classroom, near the teacher’s
desk, for staff reference.
e Lists are folded or covered to maintain confidentiality and are updated termly.
e Supply teachers are made aware of the location of allergy and medical information at the start of each
assignment.
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INFECTION PREVENTION AND CONTROL

Handwashing
¢ Wash hands thoroughly with liquid soap and warm running water.
¢ Always wash hands:
o After using the toilet
o Before eating or handling food
o After outdoor play or handling animals
o After coughing, sneezing, or blowing noses
e Cover all cuts and abrasions with waterproof dressings.
¢ Hand sanitiser may be used when running water is unavailable, but regular handwashing is strongly
encouraged.

Coughing and Sneezing
e Cover mouth and nose with a tissue or elbow when coughing or sneezing (“Catch it, Bin it, Kill it”).
e Dispose of tissues in lidded bins and wash hands immediately.
e Spitting is discouraged and addressed through behaviour expectations.

Personal Protective Equipment (PPE)
e Wear disposable, non-powdered vinyl or latex-free gloves and plastic aprons where there is a risk of
contact with blood or body fluids (e.g. nappy or pad changing).
e Wear goggles or face protection if there is a risk of splashing to the face.
e Use appropriate PPE when handling cleaning chemicals, following manufacturer’s safety instructions
and data sheets.

Cleaning the Environment
e Clean the environment, including toys, play equipment, and frequently touched surfaces, regularly and
thoroughly using approved cleaning products.
e Soft toys or play materials that cannot be easily cleaned should be avoided in EYFS areas or washed
frequently.

Cleaning of Blood and Body Fluid Spillages
e Clean up all spillages of blood, faeces, saliva, vomit, or other body fluids immediately, using PPE.
e Use a combined detergent and disinfectant (effective against bacteria and viruses) in accordance with
manufacturer’s instructions.
e Never use mops for cleaning such spillages — use disposable paper towels instead.
e Dispose of contaminated materials as clinical waste (see below).
e Spillage kits are available in designated areas for immediate use.

Clinical Waste
e Segregate domestic and clinical waste in line with local authority and waste contractor policies.
e Used nappies/pads, gloves, aprons, and soiled dressings must be placed in clinical waste bags within
foot-operated bins.
e Clinical waste must be removed by a registered waste contractor and stored in a secure, designated
area while awaiting collection.
e Bags must be replaced when two-thirds full.

Pupils Vulnerable to Infection
Certain medical conditions make pupils more vulnerable to infections that are typically mild in others.
The school will:
e Maintain an up-to-date list of pupils with known medical vulnerabilities.
e Inform parents/carers promptly if their child has been exposed to illnesses such as chickenpox, measles,
or slapped cheek (parvovirus B19).
e Seek medical advice and support families regarding additional immunisations (e.g. pneumococcal,

influenza) as recommended by healthcare professionals.
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Exclusion Periods for Infectious Diseases

The school follows the UKHSA recommended exclusion periods for infectious diseases, summarised in Appendix
6.

During outbreaks, epidemics, or pandemics, the school will follow the latest guidance from the UKHSA, DfE, and
local Health Protection Team regarding infection control and operational measures.

ARRIVAL AND COLLECTION PROCEDURES

All parents/carers are asked to provide information about their children's arrival and collection
arrangement and to notify of any changes that occur.

When children arrive in the morning, between 8:00am and 8:30am, one member of staff stands at the
entrance to welcome the children and ensure that they enter safely and go to their classroom.

At home time classes are dismissed one at a time. Children line up in the corridor at the entrance. The
teacher stands at the door and dismisses one child at a time.

Children can be dismissed ONLY if their parent/carer sees them. The teacher stands in front of the door
and looks for the parent/carer of the first child and only when he/she sees the parent or adult responsible
for collecting the child can the child be dismissed. If the parent/carer of a child is not visible, the child is
sent to the back of the line. For EY classes two members of staff are needed for more security.

The school will not permit any child to be collected by anyone other than those nominated by their
parents/carers.

If a child is to be collected by someone other than the authorised adult, the name of that person must be
communicated to the school office by email in advance. If this person is not known by the school then
they will be asked to verify their identity through recognised means of photo identification (passport,
driving license etc.).

Y6 children will be allowed to leave school on their own IF AND ONLY IF the school receives written
permission from their parents / primary carers.

PLAY TIME SUPERVISION

Morning breaks and lunch time breaks are held in the hall and in the outdoor patio area.
In order to minimise accidents:
e onlythree classes play in the hall and outdoor patio area at the same time
e two teachers must be supervising; if both the hall and the patio are used at the same time, one
teacher must be in the hall and one in the patio area
e the hall must be clear of superfluous equipment (tables, chairs, etc.)
e toys and other equipment for playing must be ready when children arrive; the door leading to
the storage under the stage must NOT be opened when children are playing
e ensure all equipment is safe and nothing is cracked or broken. Cracked or broken items must be
removed immediately. A general check of all equipment must be done at least once a term.

ISSUES RELATING IN PARTICULAR TO EYFS and KS1

e  Children go to the toilet on their own (having asked permission).

e Only 2 children may go at one time.

e In the event of an accident one child would return to the class to ask for help. The teaching
assistants would in any case be keeping an eye on proceedings. We feel it is important for the
children to go on their own to develop their independence skills.

e Inthe event of an accident when a child is away from the classroom (e.g. playtime) he/she would
tell the adult on duty.

e Inthe event of an accident children are reassured and clean clothes provided.
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e In order to secure rapid communication with the school office, EYFS and Extra-hours Club are
provided with walkie-talkie to call the school office in case of emergencies.

LUNCHES AND SNACKS

School meals are prepared according to good dietary principles, and considering the nutritional needs and
any allergies and intolerances of each individual child, as per our Allergies Awareness Code of Practice. All
parents/carers are asked to complete an Allergies and Special Dietary Requirements Form (see Appendix
3).

Fruit is provided for the children during the mid-morning break and water is always available. Children sit
down and are not allowed to play or run around while eating. The member of staff on duty also ensures
that no child is allowed to eat while walking up the stairs.

Children may bring a snack for the period between the end of the school day and the start of their
extended-hours or after-school clubs. Healthy break-time snacks are encouraged. Crisps, chocolates and
sweets are not allowed and no nuts of any kind are to be brought to school. If a child brings a snack to
school that is clearly unhealthy (i.e. sweets, chocolate, crisps etc.) then the supervising teacher will
temporarily confiscate the snack and will return it when the child is collected at the end of the day.

PHYSICAL EDUCATION AND SAFETY

SIAL always has the safety of the children in mind. There is a risk element to Physical Education of which
the school is aware.

General points to be considered when teaching P.E.:

o The teacher must be dressed appropriately, with jewellery removed. The correct footwear is
essential to ensure quick and safe movement when necessary.

o The teacher must be aware of what the children are doing throughout the session and must not
leave them on their own.

e Onthe day of P.E. lessons children must come to school into their sports kit and trainers for safety
and hygiene reasons. They must wear trainers or other suitable footwear for outside activities.
Baggy clothing is not permissible. With the exception of a small pair of stud earrings, for children
with pierced ears, and a discrete chain and symbol worn for religious reasons, children are not
permitted to wear any form of jewellery to ensure their safety at all times. If the items jewellery
described above are worn, they should be removed for P.E. lessons or, in the case of the studs,
covered with appropriate tape for the duration of the lesson.

e If a child constantly forgets to wear his/her sports kit, a letter must be sent to the parents/carers,
reminding them that P.E. is part of the school curriculum and it is therefore necessary that their
child comes to school into his/her sport kit.

Gymnastic Safety

e Large pieces of gymnastic apparatus must be moved only when there is a member of staff present.
All equipment must be checked by a member of staff and returned to its proper place at the end
of the lesson.

e The teacher must consider if the environment is safe and whether dangerous situations can arise.
Is the floor wet or slippery? Is the area clear of superfluous equipment (tables, chairs, filing
cabinets)? Are the mats in the right places? Are all the fixing points and bolts in the right places?

e The children must participate in sufficient warm-up activities before the lesson begins, to avoid
injury. The teacher must be able to see the whole class (important during apparatus work).

e |s the apparatus suitable for the age of the children? The teacher must know how many children
are safe on each piece of apparatus and must group the children accordingly.
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e |f only one person at a time can go on the apparatus, make sure the next child does not start until
the first is off the apparatus and mats.

e Discourage the children from touching each other (especially giving support), unless the specific
task you have given them requires it, e.g. partner work.

Games Safety
Ensure all equipment is safe and nothing is cracked or broken. All equipment must be checked again and

put away at the end of the lesson.
If playing in the school team against another school, the children must follow the school code of behaviour
for representing the school. At the match, teachers must ensure that all the children can be seen.

Dance Safety
Although dance is less dangerous than other physical activities, teachers must be aware of certain hazards.

The teacher must make sure there is nothing in the hall on which children could harm themselves.
EQUIPMENT AND USE OF HAZARDOUS SUBSTANCES IN SCHOOL

All potentially hazardous substances are kept in a locked store, in their original containers, with clear
labelling and product information. Control of substances hazardous to health (COSHH) risk assessments
are completed and circulated to all employees who work with hazardous substances. Staff will also be
provided with protective equipment, where necessary. Any hazardous products are disposed of in
accordance with specific disposal procedures.

All electrical equipment classed as temporary is subject to regular PAT testing (Portable Appliance Testing).

All equipment must be stored safely and returned to its correct storage place after use. Craft knife blades
must be retracted before they are put away.

Hardboard must be used to protect surfaces when using tools. An adult must always supervise children
who are using tools. The correct procedures and techniques need to be shown to the children beforehand.

ICT Equipment
e |CT lessons are delivered in an appropriate classrooms using laptops

e Inthe event that laptops must be taken to another classroom, this must be done at the beginning
of the lesson and must be returned to the correct storage place after use. A small group of children
(maximum four) can be appointed to be in charge to move the laptops, but a maximum of two
laptops at a time must be carried

e Laptops must be charged before the beginning of the lesson, so that there is no need of cables
connected to plugs in the classroom

e Laptops must be located only on the children's desks

e The door to each classroom and any other additional fire exits must be kept clear at all times; do
not allow them to be blocked by equipment or pupils’ bags

e See also Appendix 5 ‘How to work safely with ICT’

Musical Equipment
o The location of the lesson, and the volume of sound produced, must be taken into consideration
when planning a music lesson. Avoiding the potential to distract other classes is of utmost
importance.
e Class music lessons Individual music lessons are delivered in an appropriate area.
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e All musical instruments, stereo systems, recording or electrical equipment must be returned to
the correct storage place after use.

MANUAL HANDLING

It is up to individuals to determine whether they are fit to lift or move equipment and furniture. If an
individual feel that to lift an item could result in injury or exacerbate an existing condition, they will ask
for assistance.

Staff and pupils are expected to use the following basic manual handling procedure:
e Plan the lift and assess the load. If it is awkward or heavy, use a mechanical aid, such as a trolley,
or ask another person to help
e Take the more direct route that is clear from obstruction and is as flat as possible
e Ensure the area where you plan to offload the load is clear

When lifting, bend your knees and keep your back straight, feet apart and angled out. Ensure the load is
held close to the body and firmly. Lift smoothly and slowly and avoid twisting, stretching and reaching
where practicable.

CHILDREN MOVING EQUIPMENT

In the normal day-to-day running of the school, there are times when children might need to move
equipment or items or furniture - perhaps chairs, sports equipment, laptops or other small pieces of
equipment.

Children must always be supervised when moving any equipment or piece of furniture. Some items could
be heavy or awkward to handle. Children are shown how to lift and carry safely and reminded of this each
time.

P.E. and Sports Equipment

When using large apparatus, children must be shown how to bend before lifting and moving apparatus.
Gym mats will need at least two children per mat. Children are shown how to pick them up and put
them down, so that they do not trap their fingers or feet.

The supervising adult allocates the appropriate number of children to lift heavy items.

Furniture

e chairs must be moved one at a time, and children are taught how to carry them correctly. Pupils may
carry a single chair on their own.
e When a large number of chairs need to be moved, the General School Assistant will supervise the
process.
e Tables should always be lifted by two children, one at each end. No child should attempt to lift a table
alone.
e Small, lightweight items of equipment (e.g. tape players, CD players, PE trolleys) may be moved by
children under direct adult supervision.
e When moving any item of furniture or equipment between rooms, the supervising adult must nominate
one child to open and close doors safely.
Items Children Must Not Move
Children must not attempt to move the following items under any circumstances:
e Desktop computers (non-laptop) — cables can catch and monitors may fall.
Televisions and overhead projectors.
e The piano —although on castors, it can tip and trap fingers or feet.
e Cookers or heavy electrical appliances —too heavy and awkward to handle safely.
e Paper cutters or guillotines — contain dangerously sharp blades.
Display Safety

e Children must not stand on chairs or tables to remove displays.
SIAL — Health and Safety Code of Practice 15



e They must not remove staples, pins, or tacks from noticeboards or display boards.
e These tasks must be completed by staff or under direct adult supervision.

SIAL — Health and Safety Code of Practice
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WORKING AT HEIGHT

Work at height should be avoided where possible. Where work at height cannot be avoided, work must
be properly planned, supervised and carried out by competent people with the skills, knowledge and
experience to do the work and work equipment or other measures must be used to prevent falls.

In addition:
O The school retains ladders for working at height
Pupils are prohibited from using ladders
Staff will wear appropriate footwear and clothing when using ladders
Contractors are expected to provide their own ladders for working at height
Before using a ladder, staff are expected to conduct a visual inspection to ensure its safety
Access to high levels, such as roofs, is only permitted by trained persons

Ooo0Oo0aogano

LONE WORKING

Lone working may include:
e Late working
e Weekend working
e Site manager duties
e Site cleaning duties
e Working in a single occupancy office

Potentially dangerous activities, such as those where there is a risk of falling from height, will not be
undertaken when working alone. If there are any doubts about the task to be performed, then the task

will be postponed until other staff members are available.

If lone working is to be undertaken, a colleague, friend or family member will be informed about where
the member of staff is and when they are likely to return.

The lone worker will ensure that they are medically fit to work alone.

HOT WORKS

The Headteacher is the responsible person for ensuring that no hot work is undertaken without prior
agreement and a hot work permit issued. This applies equally to the school’s staff and outside
constructors. Constructor must also provide a copy of their public liability insurance certificate before
commencement of any hot work. The responsible person will liaise with contractors regarding the details
of any hot works and permission to proceed.

Hot work will only be authorised where a safer method of work is not available.

Hot work should only be carried out by trained personnel.

Before work starts the area must be cleared of combustible material which is not part of the work process.
Any combustible material that cannot be removed should be protected by non-combustible material.

Suitable fire extinguishers must be provided and a watch kept for fire break out whilst work is in progress

When welding, cutting, grinding or similar activities are taking place the work area must be suitably
screened with non-combustible material. Care must be taken where sparks / hot particles are generated.
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Gas cylinders should be secured in a vertical position and fitted with a regulator and flashback arrestor.
A risk assessment will be completed for all hot works.
ASBESTOS

It is the school policy that no employee or other person for whom the school is responsible should, so far
as is reasonably practicable, be exposed to asbestos (except in the case of an approved asbestos surveyor
or licensed removal contractor).

The last asbestos survey of the school’s premises was carried out in 2016. There is no asbestos currently
known to be present in the school’s premises.

Where asbestos exists or is suspected within the school’s premises:

e An asbestos risk assessment will be conducted by specialist surveyors to identify asbestos
containing materials in OB. This will be kept in the Head’ office.

e An asbestos register will be maintained for each property showing the location, type and
condition of the asbestos. The Headteacher will be responsible for the up keep of the register.

e Details of the asbestos register will be made available to all visiting contractors (as required).

e Where any work is likely to involve contact with asbestos containing materials, the
Headteacher will appoint an HSE licensed contractor to undertake the works.

e Where an employee / contractor / pupil believe they have discovered asbestos they should
contact the Headteacher immediately so that appropriate action can be taken.

OFF-SITE VISITS

In accordance with LEA safety regulations, educational visits are planned in advance, with staff making a
prior inspection of the venue, if possible. Risk assessments are prepared in advance and consent forms
and details of the visit are sent to parents. Children must wear appropriate clothing for the activity
planned. The correct adult to child ratio is always observed, and the class teacher always takes a first-aid
kit, mobile phone and list of emergency telephone numbers.

All teachers know that the safety of children when travelling off site is of paramount importance and
follow the procedures laid out in the Educational Visit Code of Practice.

SMOKING POLICY

SIAL is a no-smoking school. Smoking is not permitted in any area of the school by staff, children, parents
or visitors to the school.

DRUGS AND ALCOHOL - see separate code of practice
NEW AND EXPECTANT MOTHERS

The school aims to ensure that suitable arrangements are in place to protect the health, safety and
welfare of employees who give written notification to the Headteacher that they are pregnant, have
given birth within the last six months or are breastfeeding. The Headteacher will undertake / arrange for
a specific Risk Assessment for the employee. It must be carried out with the specific employee and take
account of any medical advice that has been provided by her doctor. The Risk Assessment should be
reviewed on a regular basis as the employee's condition changes.

The individual assessed should:
e inform their doctor of the nature of their work
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o follow any arrangements implemented for their protection at work
e notactinamanner that could adversely affect their own health and safety, or that of their child
o keep the Headteacher informed of any concerns or difficulties they may have

OCCUPATIONAL STRESS

We are committed to promoting high levels of health and wellbeing and recognise the importance of
identifying and reducing workplace stressors.

Systems are in place within the school for responding to individual concerns and monitoring staff
workloads. The Headteacher, Deputy Headteacher and Key Stage Co-ordinators will:

e Give constructive feedback to people

e Consult with staff during periods of change

e Ensure staff have been trained to enable them to do their job

e Monitor workloads and working hours

Where issues of stress are identified, the school will:
e Raise awareness of support mechanisms available
e Putan action plan in place to address any issues identified
e Forreturn to work instances, monitor any phased return and allow the individual to provide
feedback
e Records relating to any identified stress issues will be retained by the Headteacher and
treated as confidential.

Employees should report any issues of concern to the Headteacher in the first instance and should co-
operate with any remedial issues that are put into place.

TRAFFIC POLICY

Our Travel Plan is designed to minimise traffic disruption at delivery and collection times. We are aware
that it is important to consider the needs and routines of all those who live and work in the vicinity of the
school. This is in line with the recommendations of RBK&C planning department.
e Families are encouraged to walk, cycle or scoot if at all possible.
o |If requested, for those who are obliged to drive to school and do not wish to park, we can operate
a warden assisted drop off system. Parents using this facility must enter Norland Square and
continue their journey as detailed in SIAL Travel Plan.
e Where possible parents are encouraged to join ‘car runs’ to minimise the number of car drop offs.
e Drivers wishing to come into school with their children are requested to park at the pay and
display bays available on both Norland Square and Addison Avenue, at either side of the school’s
block so that they will not add to congestion in Holland Park Avenue.
e For collection in the afternoon, parents are requested to be considerate and park away from the
school if possible.

Car parking
Car parking is a concern at SIAL, as it can be a hazard for those who use the school and for those who live

or work within the vicinity of the school. Drivers parking cars in the roads outside or near the school, while
dropping off or collecting children, should show consideration for the safety of pedestrians, other road
users and the immediate community.

The road markings near the school must be observed at all times.

Cycling
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Children who have been given written permission by their parents to cycle to and from school on their
own must have a cycling proficiency award and wear adequate safety equipment.

ANIMALS IN SCHOOL

Dogs or other pets are not allowed on the school premises, except with permission from the SLT, when a
small animal/pet might be brought to school as part of a demonstration or curriculum resource etc.

Should a dog chance to enter the premises and foul an area of the school grounds, the area must be
cleared up immediately, as there is a possibility the children could pick up serious infections, e.g.
toxocariasis.

Parents with dogs must keep them outside the school premises, clear of the exit gate, so that children are
not frightened.

CONTRACTOR ON SITE

e Contractors must telephone the school Office and make appropriate arrangements before
commencing work.

e When they arrive, all contractors must report to the school office and the Administrator will be
notified of their arrival. They will be requested to sign the visitors’ book and be given a visitor’s
badge to wear during their visit. At the end of their visit they must again report to the school
office, return the badge and sign the visitors’ book with the time of departure.

e Contractors work under the close supervision of the Headteacher, so that there is no danger to
the health and safety of children or adults in school.

e When not in use, any equipment that contractors bring into school must be stored in a safe place.

e No repairs or maintenance can be carried out in areas that children or adults are occupying; this
includes cloakroom and toilet areas.

e No work must be in progress in the playgrounds during break times and lunchtime.

NB: The guidance below is communicated to contractors.

Guidance for Contractors on site
SIAL complies with the recommendations of the Health and Safety Inspector (Kensington and Chelsea
Local Authority) and requests you to refrain from the following practices:
e Smoking in the building or in the grounds, as SIAL is a no-smoking school
e Talking to the children (who have been taught not to talk to strangers)
e Moving vehicles while children are at play
e Working on or near the playgrounds while the children are at play
e Leaving equipment lying around or unattended
e Playing music during school hours
If you have any problems, please see the Headteacher.

Other code of practice referred to in this document are:
e Educational Visits
e  Critical Incident

Fire

First Aid

Accessibility plan

e Drugs and Alcohol
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Further Information

Reporting Accidents, Injuries, and Dangerous Occurrences
Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, certain work-
related accidents, illnesses, and dangerous incidents must be reported to the Health and Safety Executive (HSE).
Reports can be made online at:

www.hse.gov.uk/riddor
For advice, contact the HSE Incident Contact Centre:
R, Telephone: 0345 300 9923 (local rate)

Email enquiries: riddor@hse.gov.uk

Key Health and Safety Publications and Resources
The following resources provide additional information and guidance relevant to schools and early years
settings:
HSE Guidance
e Managing for Health and Safety (HSG65)
e Health and Safety: Advice for Schools (Department for Education, updated 2018)
e The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 — Guidance
for Employers
e Five Steps to Risk Assessment (HSE)
e Managing Health and Safety for Contractors (HSE)
Department for Education (DfE)
e Health and Safety: Responsibilities and Duties for Schools (DfE, updated regularly)
e Supporting Pupils at School with Medical Conditions (DfE, 2017)
Science and Practical Subjects
e Be Safe! Health and Safety in School Science and Technology for Teachers of 3—12 Year Olds (Association
for Science Education, 2019 edition)
Professional Associations
e  NASUWT Health and Safety Representatives” Handbook (updated annually)
Legal and Reference Materials
e Health and Safety Law: What You Need to Know (HSE, updated 2017)
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SIAL school

Bilingual English/Italian

Medicine request form

| authorise to administer medicine as detailed below.

Date

Pupil

Name of medicine

Time medicine must be given

Quantity

Reason

| understand that all personal data provided will be processed in accordance with the school’s Privacy and
Data Protection Policies.

Date

Name in full

Signed
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SIAL school APPENDIX 2

Bilingual English/Italian

YOUR CHILD’S HEALTH

(0 Y1 o 3R (V10 =10 1 V<

Doctor's Name:

Doctor's Address:

Doctor's tel. no.:

Does your child suffer from: Diabetes, Epilepsy, Asthma, allergies of any kind, or any other medical
conditions?

ves [ ] No [ ]

If YES, please specify:

Is your child on any medication?

Yes [ ] No ]

If YES, please specify:

Are your child's immunisations up to date?
Yes [ ] No ]

Does your child have any disabilities?

ves [ ] No [ ]

If YES, please specify:

Do you give us permission to seek any necessary emergency medical advice or treatment, if any of the
contacts you have provided are unreachable?

ves [ ] No [ ]

| understand that all personal data provided will be processed in accordance with the school’s Privacy
and Data Protection Policies.

NAME IN FULL .cooiiiiiiiiiiiic et

SIGNATURE ...ttt DATE ....cceeevuien.

SIAL — Health and Safety Code of Practice 23



SIAL school

Bilingual English/Italian

ALLERGIES AND FOOD REQUIREMENTS

(0o Y1 o 3R (V11 s =1 0 1 1<

Does your child have any allergies?

YES D NO D

If YES, please specify:

If YES, please provide a doctor certificate or any other relevant medical document

Please provide any details that could be relevant:

- Howsevere is the allergy? Please use the scale provided below from 0=mild to 10=severe

Mild 1 2 3 4 5 6 7 8 9 10 Severe

- How many allergy reactions did he/she have so far?

- How often does it happen?

- When was the last time it happened?

- Any other suspected allergies?
- Other

Does your child have special dietary needs, i.e. for medical, religious or other reasons?

ves [ ] NoO [ ]

If YES, please specify:

Please indicate any food your child cannot eat

Do you want your child to be provided with a vegetarian menu?

ves [ ] N []

| understand that all personal data provided will be processed in accordance with the school’s Privacy
and Data Protection Policies.

NAME IN FULL .cvviiiiiiiii e

SIGNATURE ...ttt DATE ....cocvvvinen.
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APPENDIX 4

SIAL school

Bilingual English/Italian

EMERGENCY CONTACT
and

ARRIVAL and COLLECTION ARRANGEMENT

(0o 11 R U1 LI T=1 0 4 TR

EMERGENCY CONTACT

We need details of at least two persons other than parents/carers we can contact in case of an
emergency.

Contact1

Full name:

Telephone number:

Relation to the child:

Contact 2

Full name:

Telephone number:

Relation to the child:

Change of address or telephone number should be notified to the school IMMEDIATELY.

Who will bring/collect your child from school?

| understand that it is my responsibility to inform any emergency contact and person authorised to
collect my child on my behalf of any disclosure of their personal data to the school and of how it will be
used by the school in accordance with its Privacy and Data Protection Policies.

NAME IN FULL .cooiiiiiiiiiiic et

SIGNATURE ..ot DATE ...ooviiiiriiiiien,
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APPENDIX 5

ICT Safety and Use of Electronic Equipment

The school recognises the benefits of ICT for teaching and learning and is committed to ensuring that all
computers and associated devices are used safely and responsibly.

General Safety

All'ICT equipment and electrical installations must be installed and maintained by a qualified electrician,
in accordance with the Electricity at Work Regulations 1989 and BS 7671 wiring standards.

All electrical equipment, including computers, monitors, printers, and projectors, must be checked
annually (PAT tested) by a competent person.

Trailing cables must be avoided or securely covered to prevent tripping hazards.

Seating and workstations must be appropriate to the size and age of pupils, supporting correct posture
and comfort.

Staff must ensure that monitor height and keyboard position promote good ergonomics and reduce
strain.

Working Safely with ICT Equipment

Ensure all fire exits and access routes remain clear at all times.

Avoid reflected light or glare on monitor screens.

Ensure adequate lighting, ventilation, and room temperature in ICT areas.

Pupils should have sufficient desk space to use notes or books safely alongside devices.
Food and drink are not permitted near electrical equipment.

Laptops and tablets must be placed on stable, flat surfaces and carried safely under supervision when
moved between classrooms.

Use of Projectors and Interactive Whiteboards

To prevent eye injury and electrical hazards:

Pupils and staff must never look directly into a projector beam.
Staff should avoid standing facing the projector beam when addressing the class.
The use of laser pointers or styluses is encouraged to minimise the need to enter the beam area.

Where possible, projectors should be ceiling-mounted or ultra-short-throw to reduce exposure to light
beams and prevent tripping over cables.

All installations must follow a risk assessment under the Health and Safety at Work Act 1974, Section 6.

Risk Assessment and Maintenance

All new ICT and projection equipment installations must undergo an appropriate risk assessment before
use.

The Headteacher (or nominated ICT lead) ensures regular review of ICT safety arrangements.

Information on the safe operation of all ICT and projection equipment must be provided by suppliers
and followed by staff.
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APPENDIX 6

This list of recommended absence periods is taken from non-statutory guidance published by the UK Health Security
Agency (UKHSA): Health protection in education and childcare settings (updated 2024).

It summarises the standard exclusion periods for common infectious diseases to help prevent the spread of infection
within schools and early years settings.

For each infection orillness, the UKHSA guidance also provides additional information on symptoms, transmission, and
control measures.

Infection or complaint Recommended period to be kept away from school or nursery

Athlete’s foot None. Treatment is recommended but exclusion is not required.

Campylobacter Until 48 hours after symptoms have stopped.

Cases of chickenpox are generally infectious from 2 days before
the rash appears to 5 days after the onset of rash. Although the
usual exclusion period is 5 days, all lesions should be crusted over
before children return to nursery or school.

A person with shingles is infectious to those who have not had
chickenpox and should be excluded from school if the rash is
weeping and cannot be covered or until the rash is dry and
crusted over.

Chicken pox (shingles)

Cold sores None.

Rubella (German measles) 5 days from appearance of the rash.

Hand, foot and mouth Children are safe to return to school or nursery as soon as they are

feeling better, there is no need to stay off until the blisters have all

healed.

Impetigo Until lesions are crusted and healed, or 48 hours after starting
antibiotic treatment.

Measles Cases are infectious from 4 days before onset of rash to 4 days
after so it is important to ensure cases are excluded from school
during this period.

Ringworm Exclusion not needed once treatment has started.

Scabies The infected child or staff member should be excluded until after

Scarlet fever
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the first treatment has been carried out.

Children can return to school 24 hours after commencing
appropriate antibiotic treatment. If no antibiotics have been
administered the person will be infectious for 2 to 3 weeks. If
there is an outbreak of scarlet fever at the school or nursery, the
health protection team will assist with letters and factsheet to
send to parents or carers and staff.
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Slapped cheek syndrome,
Parvovirus B19, Fifth’s disease

Bacillary Dysentery (Shigella)

Diarrhoea and/or vomiting
(Gastroenteritis)

Cryptosporidiosis

E. coli (verocytotoxigenic or VTEC)

Food poisoning

Salmonella

Typhoid and Paratyphoid fever

Flu (influenza)

Tuberculosis (TB)

Whooping cough (pertussis)
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None (not infectious by the time the rash has developed).

Microbiological clearance is required for some types of shigella
species prior to the child or food handler returning to school.

Children and adults with diarrhoea or vomiting should be excluded
until 48 hours after symptoms have stopped and they are well
enough to return. If medication is prescribed, ensure that the full
course is completed and there is no further diarrhoea or vomiting
for 48 hours after the course is completed.

For some gastrointestinal infections, longer periods of exclusion
from school are required and there may be a need to obtain
microbiological clearance. For these groups, your local health
protection team, school health advisor or environmental health
officer will advise.

If a child has been diagnosed with cryptosporidium, they should
NOT go swimming for 2 weeks following the last episode of
diarrhoea.

Until 48 hours after symptoms have stopped.

The standard exclusion period is until 48 hours after symptoms
have resolved. However, some people pose a greater risk to others
and may be excluded until they have a negative stool sample (for
example, pre-school infants, food handlers, and care staff working
with vulnerable people). The health protection team will advise in
these instances.

Until 48 hours from the last episode of vomiting and diarrhoea
and they are well enough to return. Some infections may require
longer periods (local health protection team will advise).

Until 48 hours after symptoms have stopped.

Seek advice from environmental health officers or the local health
protection team.

Until recovered.

Pupils and staff with infectious TB can return to school after 2
weeks of treatment if well enough to do so and as long as they
have responded to anti-TB therapy. Pupils and staff with non-
pulmonary TB do not require exclusion and can return to school as
soon as they are well enough.

A child or staff member should not return to school until they
have had 48 hours of appropriate treatment with antibiotics and
they feel well enough to do so or 21 days from onset of illness if
no antibiotic treatment.
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Conjunctivitis

Giardia

Glandular fever

Head lice

Hepatitis A

Hepatitis B

Hepatitis C

Meningococcal meningitis/
septicaemia

Meningitis

Meningitis viral

MRSA (meticillin resistant
Staphylococcus aureus)

Mumps

Threadworm

Rotavirus

SIAL — Health and Safety Code of Practice

None.

Until 48 hours after symptoms have stopped.

None (can return once they feel well).

None.

Exclude cases from school while unwell or until 7 days after the
onset of jaundice (or onset of symptoms if no jaundice, or if under
5, or where hygiene is poor. There is no need to exclude well,
older children with good hygiene who will have been much more
infectious prior to diagnosis.

Acute cases of hepatitis B will be too ill to attend school and their
doctors will advise when they can return. Do not exclude chronic
cases of hepatitis B or restrict their activities. Similarly, do not
exclude staff with chronic hepatitis B infection. Contact your local
health protection team for more advice if required.

None.

If the child has been treated and has recovered, they can return to
school.

Once the child has been treated (if necessary) and has recovered,
they can return to school. No exclusion is needed.

None.

None.

5 days after onset of swelling (if well).

None.

Until 48 hours after symptoms have subsided.
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