
 

 

1 Health & Safety Policy 
 

1.1 Introduction 
 

The English Language Private School provides a safe and healthy environment for students and 

staff. We believe that each individual is unique, have a preferred learning style and is capable of 

achieving his/her goals. 

ELPS believes that ensuring the health and safety of staff, pupils and visitors is essential to the 

success of the school. We are committed to: 

1. Preventing accidents and work related ill health. 

2. Compliance with statutory requirements as a minimum. 

3. Assessing and controlling risks from curriculum and non-curriculum work activities. 

4. Providing a safe and healthy working and learning environment. 

5. Ensuring safe working methods and providing safe working equipment. 

6. Providing effective information, instruction and training. 

7. Monitoring and reviewing our systems and prevention measures to ensure they are 
effective. 

8. Setting targets and objectives to develop a culture of continuous improvement. 

9. Ensuring adequate welfare facilities exist throughout the school. 

10. Ensuring adequate resources are made available for health and safety issues, as far as is 
reasonably practicable. 

 

1.2 Duties and Responsibilities 
 

THE SCHOOL HEALTH AND SAFETY CO-ORDINATOR 

The Health and Safety Coordinator is responsible for: 

1. Coordinating and managing the risk assessment process for the school. 

2. Coordinating the termly general workplace monitoring inspections and performance monitoring 
process. 

3. Making provision for the inspection and maintenance of work equipment throughout the school. 

4. Keeping records of all health and safety activities. 

5. Advising the Principal of situations or activities which are potentially hazardous to the health and 
safety of staff, pupils and visitors. 



6. Ensuring that staff are adequately instructed in safety and welfare matters in connection with 
their specific work place and the school generally. 

7. Carrying out any other functions devolved to him/her by the Principal or Governing Body. 

8. Unsafe conditions being reported and dealt with to agreed timescales 
 

TEACHING / NON-TEACHING STAFF HOLDING POSTS/POSITIONS OF SPECIAL 

RESPONSIBILITY 

This includes Vice Principal, Head of Sections, Heads of Departments and Administration staff. 

They must: 

1. Apply the school’s Health and Safety Policy to their own department or area of work and be 
directly responsible to the Principal for the application of the health and safety procedures and 
arrangements. 

2. Carry out regular health and safety risk assessments of the activities for which they are 
responsible and submit reports to the Principal or the School Health and Safety Coordinator. 

3. Ensure that all staff under their management are familiar with the health and safety procedures 
for their area of work. 

4. Resolve health, safety and welfare problems that members of staff refer to them, or refer to the 
Principal in case of any problems to which they cannot achieve a satisfactory solution within the 
resources available to them. 

5. Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture 
and activities are safe and record these inspections where required. 

6. Ensure all accidents are investigated appropriately. 

 

SPECIAL OBLIGATIONS OF CLASS TEACHERS 

Class teachers are expected to: 

1. Exercise effective supervision of their pupils and to know the procedures with respect to 
fire, first aid and other emergencies, and to carry them out. 

2. Follow the health and safety procedures applicable to their area of work. 

3. Give clear oral and written health and safety instructions and warnings to pupils as often 
as necessary. 

4. Ensure the use of personal protective equipment and guards where necessary. 

5. Make recommendations to their Principal or Head of Department on health and safety 
equipment and on additions or necessary improvements to plant, tools, equipment or 
machinery. 

6. Integrate all relevant aspects of safety into the teaching process and, where necessary, 
give special lessons on health and safety in line with KHDA requirements for safety 
education. 

7. Ensure that personal items of equipment (electrical or mechanical) or proprietary, 



substances are not brought into the school without prior authorization. 

8. Report all accidents, defects and dangerous occurrences to their Principal or Head of 
Department. 

 

OBLIGATIONS OF ALL EMPLOYEES 

1. Apart from any specific responsibilities which may have been delegated to them, all 
employees must: 

2. Act in the course of their employment with due care for the health, safety and welfare of 
themselves, other employees and other persons. 

3. Observe all instructions on health and safety issued by the School or any other person 
delegated to be responsible for a relevant aspect of health and safety. 

4. Act in accordance with any specific Health and Safety training received. 

5. Report all accidents and near misses in accordance with current procedure. 
 

TEMPORARY STAFF, CONTRACTORS AND VISITORS 

Temporary staff, contractors and visitors will be required to conform to all health and safety 

requirements whilst on the School’s premises. They will either be accompanied by a responsible 

permanent employee at all times or, in the case of frequent visitors, will be issued with the 

relevant rules, procedures and specific hazard information. 

1.3 Child Protection Policy 
 

There are three main elements to our child protection policy; 

1. Alertness, awareness, attention, and early detection of signs of physical and emotional 
sickness, illness, abuse, discomfort, and anti-social behavior. 

2. Prevention through the creation of a positive school atmosphere and the teaching, and 
pastoral support offered to pupils. 

3. Protection by following agreed procedures, ensuring staff are trained and supported to 
respond appropriately and sensitively to child safety and protection concerns. 

We recognize that for our pupils’ good health, high self-esteem, confidence, supportive friends, 
and clear lines of communication with a trusted adult help to leading a healthy and happy life 
and prevent abuse. Our school will therefore:- 

1. Establish and maintain an environment where pupils feel safe and secure and are 
encouraged to talk, and are listened to. 

2. Ensure that pupils know that there are adults within the school who they can approach if 
they are worried or are in difficulty. 



3. Include in the curriculum activities and opportunities to equip pupils with the skills they 
need to stay safe from illnesses and abuse. 

4. Include in the curriculum material which will help pupils develop realistic attitudes to the 
responsibilities of adult life. 

Ensure that wherever possible every effort will be made to establish effective working 

relationships with parents and colleagues from partner agencies. 

1.4 Coordinated School Health Programs 
 

1.4.1 Health Education 
 

 A planned, sequential Curriculum that addresses the physical, mental, emotional and 
social dimensions of health. 

 The curriculum is designed to motivate and assist the students to maintain and improve 
their health, prevent disease, and reduce health related risk behaviours. 

 It allows students to develop and demonstrate health-related knowledge, attitudes skills 
and practices. 

 

1.4.2 Physical Education 
 

 A planned, sequential curriculum that provides cognitive content and learning 
experiences in a variety of activity areas such as basic movement skills, Physical fitness, 
rhythms, outdoor games, team plays, dual and individual sports,  tumbling and 
gymnastics. 

 Quality physical education should promote optimum physical, mental, emotional, and 
social development, through a variety of planned physical activities. 

 Ensure that Qualified, trained teachers are supervising physical activities. 
 

1.4.3 Health Services 

 Services provided for students to appraise, protect, and promote health. 

 These services are designed to ensure access or referral to primary healthcare services or 
both, foster appropriate use of primary health care, prevent and control communicable 
disease and other health problems, provide emergency care for illness or injury, promote 
and provide optimum sanitary 

 Conditions for a safe school facility and school environment, and provide educational and 
counselling opportunities for promoting and maintaining individual, family, and 
community health. 

 Qualified professionals such as physicians, nurses, dentists, health educators, and other 
allied health personnel provide these services. 



 

1.4.4 Nutrition Services 

 

 Access to a variety of nutritious and appealing meals that accommodate the health and 
nutrition needs of all students. 

 The school nutrition services offer students a learning laboratory for classroom nutrition 
and health education, and serve as a resource for linkages with nutrition-related 
community services. 

 Qualified child nutrition professionals provide these services. 
 

1.4.5 Counselling & Psychological Services 

 

 To improve students’ mental, emotional and social health. 

 These services include individual and group assessments, interventions, and referrals. 

 Organizational assessment and consultation skills of counsellors and psychologists 
contribute not only to the health of students but also to the health of school 
environment. 

 Professionals such as certified school counsellors, psychologists, and social workers 
provide these services. 

 

1.4.6 Healthy School Environment 

 

 The physical and aesthetic surroundings and the psychosocial climate and culture of the 
school. 

 Factors that influence the physical environment include the school building and the area 
surrounding it, any biological and chemical agents that are detrimental to health, and 
physical conditions such as temperature, noise, and lighting. 

 The psychological environment includes the physical, emotional, and social conditions 
that affect the well-being of students and staff. 

 

1.4.7 Health Promotion of Staff 

 

 Opportunities for school staff to improve their health status through activities such as 
health assessments, health education and health-related fitness activities. 

 These opportunities encourage school staff to pursue a healthy lifestyle that contributes 
to their improved health status, improved morale, and a greater personal commitment 
to the school’s overall coordinated health program. 



 This personal commitment often transfers in to greater commitment to the ductility, 
decreased absenteeism and reduced health insurance costs. 

 

1.4.8 Immunization 

 

School provides vaccine for all children from Year 1 to Year 11 due for immunization in 
collaboration with DHA. 
 
Mandatory health education topics 
 

1. Childhood Obesity 
2. Hands Hygiene & Respiratory Etiquette 
3. Healthy Diet & Nutrition 
4. Personal Hygiene 
5. Smoking 
6. Drug abuse 
7. Puberty Changes 
8. Importance of Immunization 
9. Importance of Physical Exercise 
10. Management of Asthma 
11. Management Diabetes 
12. Head lice prevention 
13. Depressions 
14. First aid 
15. Dental Hygiene 

 

1.5 Communicable Disease & Infection Control 
 

1.5.1 School Policy 
 

Certain communicable diseases are designated as “notifiable diseases”, health measures can be 
taken to prevent large outbreaks. 
 
Because of the danger to student and employee health, school boards are required by law to 
safeguard the health of any student or employee who has contacted or been exposed to a 
communicable disease 
 

1.5.2 School Responsibility 

 
School has policies/procedures for: 
 



 Providing orientation, In-service education and resource materials for regarding 
management of communicable diseases 

 Education of parents to keep children home when they are infected. 

 School nurse should send the student home in case of suspected infection. 
 

1.5.3 Student’s Responsibility 

 

 Remain home when ill. 

 Avoid close contacts. 

 Practice good habits of hand hygiene. 

 Dress appropriately for the weather. 
 

1.6 School Health/DHA Standard 
 

School doctor and school nurse are the only entitled persons in the school authorized to deal 
with the case from communicable diseases. 
 
Meningococcal meningitis notification should be extremely urgent. 
 

1.6.1 Notifiable Conditions List 
 

Reportable immediately by telephone on the day of recognition or strong 
 

 Chickenpox  

 Diphtheria 

 Hepatitis (viral or bacterial) 

 Meningococcal disease 

 Outbreaks (Food borne, waterborne) 

 Hand feet and mouth disease 

 Tuberculosis 

 Scarlet fever 

 Worm Infestation 

 Scabies 
 

1.7 Child Protection Protocol 
 

1.7.1 Student Privacy & Rights 

 



Student should be treated with respect, consideration, and dignity. The student has the right to 
privacy and confidentiality. Student or his/her guardian should be provided with information 
concerning the evaluation and treatment options. 
 
Student should be given the opportunity to participate in decisions involving their healthcare 
when such participation is not contraindicated. Student has the right to refuse any treatment or 
diagnostic procedures if he/she advised of the medical consequences of that refusal. 
 

1.7.2 Bullying 
 

We are committed to providing a caring, friendly and safe environment for all students so they 
can enjoy their involvement with ELPS in a relaxed and secure atmosphere. Bullying of any kind 
is unacceptable within ELPS. If bullying does occur, all students should know that incidents will 
be dealt with promptly and effectively. 
 

1.7.3 Neglect 
 

The persistent or severe neglect of a child which results in impairment of health or development. 
 

1.7.4 Physical Abuse 
 

Actual or likely physical injury to a child, or failure to prevent  physical injury or suffering. 
 

1.7.5 Sexual Abuse 
 

Actual or likely exploitation of a child by involvement in sexual activities without informed 
consent or understanding, or that violate social taboos or family roles. 
 

1.7.6 Emotion 
 

Actual or likely severe adverse effects on the emotional and behaviour development of a child by 
persistent or severe emotional ill-treatment, in- appropriacy, or rejection. 
 

1.7.6.1 Roles and Responsibilities 

 
Decision Making: 
 
Class Teachers 
 
Class teachers are usually the first person encounter with the abuse in these cases teacher should 
concerns and liaise with the designated child protection staff. 
 



Responsibilities of School Staff: 
 

 All school staff has a responsibility to identify and report suspected abuse. 

 Staff is expected to provide a safe and caring environment in which they should be 
aware of signs and symptoms of abuse. 

 All school staff is expected to keep clear, dated, factual and confidential records of 
child protection. 

 Particular attention will be paid to the attendance and development of any child who 
has been identified as at risk. 

 If a pupil who has been identified as at risk changes school, the Principal will inform 
the Child Protection Officer and consider the transfer of student. 

 

1.8 School Procedures 
 

Any member of staff concerned about a child must inform a Designated Teacher immediately. 
The member of staff must record information regarding the concerns. 
 

1.9 First Aid training for teachers 
 

All the departments must have one person first aid trained to deal with emergency. 
 

1.10 Fire Drill 
 

The school will conduct fire drills twice in an academic session. The following has to be ensured by the 

Administration before conducting the drill: 

 

 All staff members must be trained on use of the fire extinguishers and emergency alarms. 

 Fire extinguishers and alarms must be appropriately placed throughout the school and must be 
checked once a term to make sure they are up to date and up to code. Faulty or expired items 
must be replaced ASAP. 

 All maps and signs must be in their proper places in classrooms and corridors. Teachers are 
responsible for checking that this is done. 

 The School Emergency Response Team (SERT) will contact Emergency Services and arrange for 
appropriate external response (ambulance, fire department, bus drivers, parents etc). 

 The SERT Team along with the designated team will check that all students and staff  have reached 
the assembly point safely and decide if any external assistance is needed. They will make sure that 
all checked signs are in place and will leave after all the students and teachers have evacuated the 
premises. 

 The SERT/ Principal will inform students and staff when and if it is safe to return to the classrooms. 

 If evacuation from school premises is necessary, SERT designated officials will coordinate with the 



SERT and communicate the necessary instructions to the staff, students, and bus drivers and / or 
parents. 

 The assembly point must be clearly marked with large, visible signs and made known to all staff 
and students. (Marked on the School Evacuation plan) 

1.10.1 INSTRUCTIONS FOR TEACHERS 
  

All teachers are to receive a copy of the Emergency Action Plan at the start of term. They are to 

familiarize themselves with the Plan and are encouraged to re-read it regularly so that they are prepared 

to act appropriately in the event of a drill or an emergency.  

 All teachers are expected to be familiar with the use of fire extinguishers. 

 All teachers will be expected to act according to instructions in the event of a drill or an emergency 
and should have copies of the Plan to assist them. 

 All teachers are to make sure they have they have a complete list of students of their class.  

 If a fire is sighted while evacuating, teachers must evaluate its severity and proceed accordingly. 
A small ‘spot’ fire or a larger fire that is blocking the evacuation route may be put out if an 
extinguisher is at hand. In all other circumstances evacuation of students MUST take priority. 

 If there is heavy smoke impairing visibility, instruct students to hold hands and keep in sight of 
the person in front of them. The group must stay within sight of the teacher. 

 If the class teacher is not with her class at the time of evacuation, she should proceed directly to 
the Assembly Point and make contact with her class there. They should not attempt to go to their 
classroom.  

 Assistant teacher or shadow teachers must stay with their class they are in and accompany them 
to the Assembly Point. 

 If more than one teacher is with the class at the time of evacuation, one teacher will lead the line 
of students along the evacuation route while the other teacher follows at the end of the line. This 
will help make sure the group stays together. 

  

Evacuation Procedures: The students have been informed about the procedure to follow during the fire 

drill; however, some may panic and need to be guided. Remain calm and assure students that they will 

be safe. 

  

1. Teachers need to make sure they have the plastic folder with students’ details along with two 
cards 1 Red and 1 Green. 

 

2. Teachers should make sure the windows are closed and electrical switches (lights, fans, A/c and 
any electronic appliances or devices used are switched off. 

 

3. The teachers need to do a head-count to make sure all students have lined up and left their 
belongings behind. 

 



4. If a student has not returned from the bathroom / nurse’s office, the teachers should mark a (*) 
next to their names. They may locate them at the assembly point. 

 

5. The teachers need to lead the class along the evacuation route. They should not stop or detour! 

 

6. Teachers need to check the bathroom adjacent to the class. Any students inside must accompany 
the teachers and NOT go back to their own classes. They will rejoin their classes at the Assembly 
Point. 

 

7. When the teachers reach the Assembly Point they need to find the designated spot and make 
sure their students are lined up. At this point, any students who were missing from class (ie: in 
the bathroom/ nurse’s office / SEN room) will rejoin the class. If any students are missing, the 
teacher needs to hold up the red card. If all students are present, the teacher needs to hold up 
the green card. 

 

 
IMPORTANT: FS2– Year 4: Assistant Teachers to collect students from the Clinic/SEN department and 

take them to the assembly point. 

Year 4 to Year 13: Students in clinic/washrooms/SEN office join the rest of the class at muster point. 

  

8. The SERT will assist the teachers if a student is missing and inform them what needs to be done 
next (ie, when and if it is safe to return to the classroom or if students are to be evacuated from 
the school premises.) 

 

9. If evacuation from the school premises is required, the teachers will be directed to the 
appropriate location. 

  

  

1.10.2 INSTRUCTIONS FOR STUDENTS 

  

Class teachers must give clear instructions to students in their class on what to do when an emergency 

alarm goes off or an alternate emergency evacuation warning is received. These instructions are to be 

delivered on the first (1st) day of each term and again on the first (1st) day after the midterm break. 

 Electricity and Windows: When the classroom needs to be evacuated, the teacher is responsible for 

making sure the windows are closed and all electrical switches (for lights, fans, A/C, and any electrical 

appliances or devices being used are switched off. 

Locations and Routes: Students should be made aware of the location of the nearest fire extinguisher to 

their classroom. They should be reminded that teachers are responsible for using the fire extinguishers if 

necessary. Students should also be made aware of the evacuation route from their classroom to the 

assembly point. 



Special-needs students: Each class teacher must make sure that special-needs students receive the help 

they need to evacuate safely and calmly. Shadow teachers must remain with their student during the 

entire evacuation. Other students may be asked to help and should be thoroughly briefed on their 

responsibilities. 

Evacuation Procedures: When evacuating, students should know to follow the necessary procedures. It 

is the teacher’s responsibility to make sure that they do, however, they should be made aware of the 

procedure beforehand and make every attempt to follow it of their own accord. 

1. All belongings should be left behind. NOTHING should be taken along. 

 

2. If any student is assigned a duty, they should carry out their duty as quickly as possible and join 
their class mates.  

 

3. Students need to hear instructions so they need to stay as quiet and calm as possible. 

 

4. Students should not push or run when the evacuation is taking place. They should walk in a brisk 
and orderly fashion. 

 

5. If the student is in the bathroom and hears the alert, they should NOT return to their classroom, 
instead they should join the class nearest to the bathroom; the teacher will add the student to 
his/her list and take them along. The student will rejoin his/her class at the Assembly Point. 

 

6. If a student is in the nurse’s office when they hear an alert, they should NOT return to their 
classroom! The nurse will take them to Assembly Point or give them instructions on what to do. 

  

 

1.11 Lockdown Policy 
 

On rare occasions, if there is a threat to the school from external sources, it may be necessary to seal off 

the school so that it cannot be entered from the outside.  This is called a ‘lock-down’. The school will 

conduct a “lockdown” once every academic year. 

1.11.1 School Lockdown Procedure 

 

 Siren will sound continuously. 

 Staff in classrooms to secure doors and windows (draw curtains) and calm pupils. 

 Admin staff to secure main door and window (draw curtains). 

 Any student or staff who is outdoors but within the campus should go to the nearest classroom 
immediately. 

 Any student who is in the playground should go to the nearest classroom or library. 

 NO ONE SHOULD MOVE ABOUT IN THE SCHOOL. 



 Any student in corridors, toilets etc should be directed by staff to the nearest classroom. 

 Teachers in the Staff room should stay in the staff room only. 

 Staff should record names of all pupils in their room. 

 Security will lock the building gates. 

 If the school is under attack, everyone is required to stay in their rooms and wait for the 
authorities to evacuate the area. Under NO circumstances anyone is to leave their room or keep 
doors/windows open. 

 In case of any serious threat, the SERT will then call the police and inform them accordingly. 

 Everyone is to stay in their rooms until further notice. 
 

1.11.2 School  Emergency Response Team 
 

The School Emergency Response Team (SERT) is responsible for activating and implementing the 

emergency plan in case of natural disasters and school emergencies. 

MEMBERS 

SERT team consists of the following members: 

 
1. Mr. Atif 
      Vice Principal 

 Head of team 

 Designate roles and responsibilities 

 Lead staff and students 

 Give all clear sign 

 Inform Principal 

2. Mr. Sharjil 
3. Mr. Bajwa 
4. Mr. Maqsood 
5. Ms. Isra 

 Incident Controller 

 Communicate with emergency services 

 Contact relevant authorities 

 Control mains  

 Check that all persons have left 

6. Dr.Qurat-ul-ain Faisal 

(School Doctor) 

 
7. Dhanya Manoj 

(School Nurse)           

 Incident controller  

 Provides immediate care 

 Inform parents/call ambulance 

       
8. Mr. Moatasim 
9. Ms. Aisha 
10. Ms. Iram 
11. Ms. Zareen 

 Assist Head of team 

 Blocking Exits not in used 

 Work as fire warden 

 Ensure the efficient escape of their section 

 Lead  staff and students of their sections 

 Direct people within their designated areas to the 
Assembly Point  

 Follow All clear decision to re-enter the building 



 Make sure no one from their sections enters the 
building 

 

1. The fire alarm may only be switched off on the instructions of the Principal. 

2.  The all-clear signal to re-enter the building will be given by head of team. 

Important Telephone Numbers 

 

PLACES EMERGENCY  NUMBERS 

Ambulance 998/999 

Fire 997 

Police 999 

Police Helicopter 282 1111 

Rashid Hospital 04 3371323 

Well care Hospital Garhoud 04 2827788 

Poison Control Center 800 424 

School Doctor  052-9589457 

School Nurse (Ms Dhanya Manoj) 056-6371385 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 


