
KC High Health and Safety Policy

Purpose
KC High School is fully committed to a safe and healthy school. The purpose of the Health & Safety Policy
to provide all members of our school community with guidelines for ensuring the health and safety of
everyone in the school community, and for sharing good practice at an international
standard.

Philosophy
KC High School envisions a safe, healthy, and happy school, where all members of the school community
are knowledgeable about healthy practices and everyone cares about their own health and the health and
safety of others. KC High School does its utmost to ensure the health and safety of its entire school
community, including students, staff, parents, visitors, contractors, and others by complying with health and
safety legislation, and adhering to international standards.

Section 1: General Principles
To achieve our vision:

1. The Board of Trustees, the Director, and the Head of School demonstrate commitment to
continuous improvement in health and safety.

2. The Board of Trustees, the Director, and the Head of School demonstrate continuous commitment
to complying with all relevant health and safety legislation and with international standards.

3. All members of our school community take individual responsibility for health and safety.
4. A Health and Safety Committee (H&SC) is established and its members are assigned tasks for

ensuring the health and safety of our entire school community.
5. The names of the members of the Health and Safety Committee are prominently displayed.
6. The Health and Safety Committee includes (minimally) the Head of School,

the Operations Manager, the School Nurse, and at least one teacher and one parent.
7. Routine risk assessments are practiced and documented.
8. All staff are informed of, understand, and accept their responsibility for eliminating or minimizing the

potential for harm to people at our school, including students, teachers, parents, contractors, other
staff and visitors.
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9. The staff is consulted on, and given the opportunity to participate in, health and safety
management.

10. Other employee representatives, such as representatives of the Security, Housekeeping,
Maintenance, or Cafeteria staff, are consulted regarding health and safety management.

11. The school has an effective and regular method for identifying hazards. Significant hazards are then
controlled by:

a. Elimination
b. Substitution
c. Engineering
d. Administration
e. Personal Protective Equipment

12. The Board of Trustees, the Director, and the Head of School are committed to creating and
maintaining a safe school environment. This includes providing facilities for the health and wellness
of staff and students.

13. There are plans and procedures for managing emergencies or disasters.
14. The school’s administration monitors transportation to and from school, away from school, and in

and around the school’s car park.
15. There are policies and procedures for Field Trips, whether near or far, and those policies are

reviewed and updated.
16. There is appropriate Health & Safety training and supervision for staff and students.
17. There are effective procedures for the hiring and monitoring of contractors and being accountable

for their safety and for the safety of students around them.
18. Injuries, or incidents that might have caused injuries, are accurately recorded, reported and

investigated.
19. Injured employees are guaranteed a safe and timely return to work.

Section 2: A Safe and Healthy School
This section of the Health and Safety Policy refers to the school, its community and campuses,
in the here and now. It addresses the day-to-day concerns of creating and maintaining a safe
and healthy school.
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1. The school is committed to recruiting and retaining at least one School Nurse, who is proactive in
setting the school's health and safety procedures and will be a member of the Health and Safety
Committee.

2. The school is committed to recruiting and retaining at least one School Counselor, who helps
students achieve a healthy mindset.

3. The school is committed to recruiting and retaining at least one School Inclusive Educator, who is
specially trained to help students with learning difficulties and/or physical or emotional disorders.

4. Accurate medical records are kept of all students, including their vaccination records.
5. Teachers and other staff members are informed of particular medical concerns, such as students

with allergies, diabetes, epilepsy, etc.
6. There are regular risk-assessment walkthroughs of the campus by the assigned subcommittee of

the Health and Safety Committee; the walk-throughs are documented together with any hazards
that are identified.

7. Every classroom has a functional first-aid kit.
8. The Science Laboratories are maintained by a qualified lab technician, who has experience and

expertise in handling chemicals, heating instruments, biological agents, etc.
9. The school leaders, teachers, and parents diligently pursue a positive and healthy school

environment that is relatively free from stress, strife, conflict and negative conditions that give rise to
psychological and emotional distress.

10. Wellness, health and safety are taught in the school curriculum. This includes Internet safety,
puberty, anti-bullying, tobacco, gender sensitivity, drug, and alcohol awareness, etc.

11. The school leaders emphasize Physical Education and ensure that students have frequent and
active Physical Education lessons.

12. There are frequent breaks, and teachers are not allowed to occupy students during break times.
13. Students are not punished or penalized for addressing their health concerns, including social and

emotional health, even if it requires missing lessons.
14. All members of the school community are encouraged to stay home when they are sick.
15. Frequent hand-washing is both encouraged and taught to students from the age of two.
16. In case of an outbreak of illness, such as influenza, head lice, or the common cold, the school's

administration communicates honestly with parents and prioritizes health and safety over other
concerns.

17. Students are taught how to prevent the spread of germs, such as washing before meals or when
they return from the playground, or sneezing into their arms instead of their hands, and adults
model these behaviours.

18. The school playground is monitored by responsible adults whenever children are playing.
19. Students and teachers are taught the ergonomics of using computers and modern technologies,

and the ICT staff is trained to help students and teachers avoid the repetitive stress injuries of
frequent computer use.
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20. The use of tobacco, alcohol, or recreational drugs (such as marijuana) is strictly forbidden on
campus, and appropriate disciplinary measures are set and enforced to maintain this rule.

21. Students, teachers, and staff are encouraged to eat healthy snacks and a healthy lunch, and the
excessive consumption of sweets, snacks, and processed foods is discouraged.

Section 3: Field Trips and Transportation
KC High School wants children to experience a wide range of activities, including field trips off campus.
Health and safety measures are meant to minimize the risks in activities, not to prevent activities.

1. Managing risk is an important part of life, and children must learn to assess and manage risk as part
of their activities.

2. Common sense is important in assessing and managing the risks of any activity breaks
3. Health and safety procedures must be proportionate to the risks of an activity.
4. Staff are trained so they can keep themselves and children safe and manage risks effectively.
5. In case of an accident or serious injury, staff are trained to make sure themselves and others are

safe before rushing to the aid of the victim.
6. The driveway, car park, gates and entrances are continuously monitored by responsible adults, and

offenders who drive fast or ignore child safety are banned from entering the premises.
7. On every school bus there are at least two adults, including a male driver and a lady attendant.
8. School bus rules and regulations are in compliance with the local laws and ordinances.
9. School bus policy is published and available to all.
10. Field trips are an important means of learning for all students. Field trips will thus be an integral part

of the school’s curriculum.
11. Every field trip has a staff member in charge, usually a Coordinator or teacher.
12. For any trip outside the school, the route should be clearly established and mapped before the trip.
13. Field trips must be organized with advanced planning:

a. one week for trips within Chennai
b. one month for trips within India
c. four months for overseas trips

14. All students are expected to participate in such field trips unless there are extenuating
circumstances.

15. Field trips will be announced sufficiently ahead of time, if not already scheduled at the beginning of
the school year.

16. All students must obtain signed parental consent forms prior to embarking on a field trip.
17. Communication with parents is of utmost importance on Field Trips. Students and teachers should

keep up-to-date contact information.
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18. The safest and the most convenient mode of transportation is arranged, depending upon the
location.

19. All students are expected to obey predetermined rules of conduct during a field trip. Neither the
School nor its staff members will be held responsible for accidents or unexpected events that may
result from the students disobeying instructions.

20. Parents are expected to allow the school staff to administer medical attention as required in the
case of an emergency, if the parents cannot be contacted beforehand.

21. During school trips, a student is not allowed to leave the group for any reason (such as visiting
family or friends). With sufficient advance notice, the trip leader can grant permission to a student to
be released for a short time to a parent in exceptional circumstances.

Section 4: Emergency Preparedness
This section addresses the preparedness of KC High School to manage emergencies. An emergency is an
unplanned event that threatens the safety of any members of our school community and requires a
significant and coordinated response. Emergencies can be natural or man-made. A few examples of
emergencies are:

● a typhoon, tsunami, cyclone or tropical storm
● severe flooding from any source
● an earthquake or tsunami
● a death or serious accident
● a fire
● the spillage of chemical or hazardous waste
● a terrorist attack
● a building collapse
● an outbreak of disease

This list is not complete and there are many other types of emergencies.
We use guidance from the United Nations Institute for Disaster Risk Reduction and we gratefully
acknowledge their good advice and online publications, in particular:

Guidance Notes for School Emergency and Disaster Preparedness

Our emergency preparedness plan outlines the four stages of managing emergencies:

1. Prevention
2. Preparedness
3. Response
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4. Recovery

Prevention
● There is an established Emergency Preparedness Committee
● Risk Assessment is thorough and continuous
● Science Labs are licensed and regularly checked
● School medical records are up-to-date
● Building structure is certified and maintained
● School security structures (such as gates and walls) are sturdy
● Fireproofing and fire alarm system are established and maintained

Preparedness

● Emergency evacuation plans are in place
● Every classroom has a highly visible evacuation plan posted on its wall
● Disaster management team is in clearly identified
● Phone trees and communication systems are widely known
● Fire safety system is in place with appropriate staff training
● Fire drills and/or evacuation plans are periodically practiced and updated
● Communication channels with local authorities are clear and easy

Response

● Disaster Management team has line of command
● Community involvement in policy
● Priorities are set for closing or evacuating school
● Communication channels with parents are open
● Decision-making processes by local authorities are clear

Recovery

● Established school counselors and/or school psychologists
● Network of local counseling professionals
● Fiduciary commitment from the School Board for continuation of school
● Financial planning for emergencies
● Insurance policies are reviewed and updated
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Section 5: Communication and Review
This section addresses the need for continuous updates, reviews, and renewals in the Health
and Safety Policy.

1. There is ongoing review and updating of the Health and Safety Committee, the health and safety
policies, and the compliance with our own policies and relevant legislation,standards, and
international codes of practice.

2. Staff and student training are continuously refreshed and kept up-to-date.
3. At the beginning of an academic year, the Head of School appoints or re-appoints new members to

the Health and Safety Committee.
4. The Health & Safety Policy is published and prominently displayed.

Committee members

KC teachers:
● Vijana (Chairperson)
● Namritha A
● Angel Roshika Alice
● Sangita Chakraborty
● Priyadarshini R
● Roshan Thomas
● Pramila S

Implementation team:
● Sonny Deenadayalan
● Vijay Praveen
● Shanmuganathan
● Vijaya Ramachandran

Parents members:

● Sonia Pudota
● Sheba Mohandas
● Neha Baid
● Ruby Srivathsan
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● Dr Manoj Khatri
● Dr Ravi Shankar
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Licensed by Mick Purcell and KC High School under the terms of the Creative Commons Attribution
Noncommercial Share-Alike License.

You are free to:
Share  — copy and redistribute the material in any medium
or format
Adapt  — remix, transform, and build upon the material
The licensor cannot revoke these freedoms as long as you
follow the license terms:

Attribution  — You must give   appropriate credit ,
provide a link to the license, and
indicate if changes were made  . You may do so in any reasonable manner, but not in
any way that suggests the licensor endorses you or your use.
NonCommercial  — You may not use the material for   commercial purposes 
ShareAlike  — If you remix, transform, or build upon the material, you must distribute
your contributions under the same license  as the original.
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Appendix A: KC High Policy for the
Prevention of Sexual Harassment

The latest version of the policy can be
found here.

1. Purpose

This policy is part of a plan to create and maintain a safe and healthy
school and workplace. KC High absolutely rejects any form of sexual
harassment. KC High endeavours to create a safe and healthy learning environment for its students and a
safe and healthy work environment for its employees. Therefore, we must take proactive and educational
measures to create a safe and healthy environment, and we must describe the steps that will be taken if
sexual harassment occurs. This policy is also designed to be in compliance with the Sexual Harassment of
Women at Workplace (Prevention, Prohibition and Redressal) Act 2013, and other laws of India and
international standards.1

2. Committees
2.1. KC High maintains both an Internal Complaints Committee (ICC) and a Discipline

Committee (DC) to implement the procedures of this policy.
2.2. The Internal Complaints Committee is five persons, from within the school community,

including a chairwoman and a majority of women.
2.3. The Internal Complaints Committee is selected by the school administration with input from

the teachers.
2.4. The Discipline Committee, selected by the school administration, has four persons, and the

chairperson is the Head of School.

1 "Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act 2013." National
Portal of India. Government of India, 24 Apr. 2013. Web. 26 Feb. 2017.
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2.5. The Discipline Committee includes at least one teacher who is selected by the teachers
and/or generally reputed to be fair and impartial.

2.6. The main purpose of the Internal Complaints Committee is to investigate complaints of
sexual harassment and issue an evidence-based report, including a recommendation, to the
Discipline Committee.

2.7. The main purpose of the Discipline Committee is to consider evidence and take actions as
required to ensure discipline at the school. These actions might include disciplinary actions
against employees at the school.

2.8. The names of the members of both the Internal Complaints Committee and the Discipline
Committee must be prominently displayed and well-known throughout the school
community.

2.9. The members of the Internal Complaints Committee must rotate: each member should serve
a term of two years only, and a member can serve only two  consecutive terms.

2.10. The members of the Discipline Committee must rotate; each member serves a term of two
years only, not to be selected for consecutive terms, except for the Chairperson, who is
always the Head of School.

3. Definitions
Sexual harassment, as defined in Indian Law, is an offence whereby a woman is subjected to a hostile
work environment because of acts such as:

3.1. inappropriate physical contact
3.2. advances involving unwelcome and explicit sexual overtures.
3.3. a demand or request for sexual favours.
3.4. making sexually coloured remarks.
3.5. persistently making lewd jokes or offhand remarks that are unwelcome.
3.6. forcibly showing pornography.
3.7. any other unwelcome physical, verbal or nonverbal conduct of a sexual nature.
3.8. a violation of trust within a relationship of authority, such as an employer offering preferential

treatment to an employee for sexual favours, or threatening retaliation for the refusal of
sexual favours.

Furthermore, KC High recognizes that
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3.9. any person, whether woman, child, man, or transgender, deserves protection from sexual
harassment, and has a right to file a complaint if subjected to sexual harassment.

3.10. we must reject other forms of harassment, such as harassment based on race, religion,
colour, caste, sexual orientation, or disability, and any person has a right to file a complaint if
subjected to any such form of harassment.

3.11. sexual harassment, and other forms of harassment, can also occur in a digital format
through electronic communication, and that every person has a right to protection from
digital harassment.

3.12. sexual harassment can be committed by anyone, including people in management, a
supervisor from another area, a co-worker, a teacher, or a visitor who is not an employee,
such as a parent or a vendor

3.13. sexual harassment can be committed against a person of the same sex

4. Procedure:

If any person at KC High is victim of sexual harassment, or another form of harassment, that aggrieved
person has a right to:

4.1. tell the perpetrator to stop, without fear of retribution.
4.2. file a complaint with the ICC by directly informing the chairwoman, or any other member of

the committee.
4.3. confidentiality in making the complaint.
4.4. an impartial investigation of the complaint by the ICC to be completed within 15 working

days of the complaint.
4.5. a copy of the written recommendation from the ICC to the DC.
4.6. a final decision by the DC within a further 10 working days (within 25 working days of the

original complaint)

5. Duties of the Internal Complaints Committee (ICC)
Once informed of a complaint, the ICC must:

5.1. Listen respectfully and take seriously any complaint that it receives
5.2. Carry out an impartial investigation after it receives a complaint, including the gathering of

evidence.
5.3. Maintain confidentiality to the best of its ability.
5.4. Issue a brief report, including a recommendation, to the DC within 15 working days.
5.5. Agree to the Recommendation by consensus if possible; otherwise by majority decision.
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Furthermore,
5.6. If any member of the committee does not agree with the report, she or he has a right to

submit a dissenting opinion to the DC, to be attached to the main report.

6. Duties of the Discipline Committee  (DC)

After a report of an incident of sexual harassment, the DC must:

6.1. Not interfere with the investigation by the ICC.
6.2. Provide logistical support for the investigation, if required.
6.3. Receive the report of the ICC respectfully and take seriously its recommendation.
6.4. Receive and take seriously the dissenting opinions, if any.
6.5. Weigh all the evidence and make an impartial decision.
6.6. Take actions, as appropriate, against the persons who have violated policy.
6.7. Respond to both the ICC and the plaintiff within 10 working days of receiving the report.

7. Possible Actions

7.1. If the incident is forgivable, the aggrieved person(s) and the accused person(s) can be
guided to a settlement, through apologies, arbitration, or mediation, that ensures the
aggrieved person can continue to work in a safe and healthy environment free of
harassment. Ideally, such a resolution does not disrupt the careers of any individual nor
does it disrupt the daily teaching and learning at the school.

7.2. The accused person might be instructed to make an apology, and warned that the offensive
behaviour must never recur.

7.3. The accused person might be reprimanded and told to refrain from using particular spaces
at particular times.

7.4. The accused person might be reprimanded formally (with a written file) and warned that if
the behaviour recurs, the accused person will be terminated.

7.5. The accused person might be suspended with a loss of pay.
7.6. The accused person might be reassigned to a role which reduces interactions with the

aggrieved person.
7.7. There might be other actions that are determined appropriate by the Internal Complaints

Committee or the Discipline Committee.
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7.8. The accused person might be terminated immediately.

8. Rights of the Accused

8.1. The accused person (or persons) has a right to an impartial investigation based on
evidence.

8.2. If the Internal Complaints Committee determines that the accusation was trivial and false, or
malicious and fabricated, the ICC has the right to recommend actions against the
complainant.

8.3. If the Discipline Committee, after impartially receiving the report of the ICC, determines that
the accusation was trivial and false, or malicious and fabricated, the DC has the right to take
actions against the complainant.

9. Committee Members

As of June 1, 2021:
Internal Complaints Committee (ICC):

● Malini Kejriwal (Chairperson)
● Meera Sampath Kumar
● Paloma Lucinda
● K. Meganathan
● Megha Goel

As of June 1, 2021:
Discipline Committee (DC):

● Mick Purcell (Chairperson)
● Sindu Suneel
● Radha Sethuraman
● Sonny Deenadayalan
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Appendix B: SNAKE SAFETY POLICY

KC High is a community of human beings, and the safety of our
learners, and of our entire community, is our top priority. As a
community of human beings committed to developing a connection
with nature and culture, we must interact safely and responsibly with
the natural environment.

Snakes play an important role in maintaining the natural
environment. Along with other reptiles, they make up a significant
proportion of the middle-order predators that keep natural
ecosystems working. Without them, the numbers of prey species
would increase to unnatural levels and the predators that eat snakes
would struggle to find food.

Snakes usually prefer to retreat when encountered but, if they feel threatened, they can become
defensive. Most snake bites are received by people who try to capture or kill a snake.2

PURPOSE OF THE POLICY
The purpose of this policy is to set out the policies and procedures in relation to the incidence of
personnel at KC High discovering a snake in the school environment. The policy covers all
procedures to be followed in the event of a snake discovery.

Preventative measures
The KC High community acknowledges that snakes and other living creatures inhabit or traverse
the school campus and that interaction is inevitable. Fully aware of the danger posed by unsafe
interaction with snakes, many attempts are made to discourage them from the school environs.

These include:

2 https://environment.des.qld.gov.au/wildlife/animals/living-with/snakes
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● Regular cleaning-up of rubbish and garbage.

● Removal of unused and unwanted materials.

● Maintaining grass levels.

● Keeping exit doors closed, when not used.

● Maintaining ground cover plants from growing-over.

● Controlling rodent populations.

Course of Action when snake is seen
If a snake is seen in or around the building or grounds by staff, students, and other personnel they
are to the following:

● Assume it to be venomous.

● Immediately alert a teacher or a responsible adult and tell any nearby people to stay well
away from the snake while someone alerts Security.

● Security should immediately inspect the site of the snake sighting from a safe distance. If
the snake is not visible anymore don’t try to flush it out. No adult or child should try to kill or
catch the snake. Snakes can move quickly and it is paramount to ensure your safety and
the safety of nearby children. Treat the snake as venomous until it is identified by an expert
on snake identification.

● After a quick assessment is made, Security and the informed adult is to ensure all children
are kept safely away.

● If the snake is on the grounds, the area will be out of bounds until Security or a responsible
adult has inspected the area to ensure the snake has moved away.

● If the snake is in a classroom or enclosed area, call:
○ Tamil Nadu Forest Department (Velachery) on 044-22200335 to organize a snake

catcher.

Issued on:  Nov 9,2017 Edited on 04.03.2020, 05.02.2021                                                   15



● Snakes usually prefer to retreat when encountered but, if they feel threatened, they can
become defensive. Most snake bites are received by people who try to capture or kill a
snake.

● If you encounter a snake, don't panic. Back away to a safe distance and allow the snake to
move away. Snakes often want to escape when disturbed.

● When left alone, snakes present little or no danger to people.

● Never interfere with snakes. They will defend themselves. A high proportion of snakebites
have resulted from people trying to handle, interfere with or kill snakes.

First-aid for snake bites
Assume ALL snakes are venomous, and take the following action:

● Inform the nurse at the Wellness Room immediately. The nurse will calm the patient, lie
them down and immobilise the bite area.

● Have a member of staff call;
○ Chettinad Hospital Ambulance on 105757 or 98414 05000 or
○ Apollo Hospital Ambulance on 1066 or
○ Emergency Ambulance on 108 or 102 to seek medical assistance.
○ Depending on the advice from the hospital and the nurse, we might put the

victim in a car to be rushed to the hospital.

● Do not wash the wound. Venom left on the skin will help doctors identify the snake and
administer the appropriate antivenin.

● Do not attempt to catch the snake. All too often, the snake will bite again if an attempt is
made to catch it.

● Take a photo of the snake using a mobile phone, so it can be identified by the Hospital
Staff. If taking a photo is not possible, get a description of the snake (colour, pattern, length
etc).
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Implementation
● Children will be taught the course of action in case of a snake sighting as part of the Health

& Safety Curriculum.

● Areas of the school in which there is a snake sighting will be out of bounds to students until
inspected by Security or an adult to ensure the snake has left the area.

● Children will wear shoes and socks at all times at school.

● New staff will be inducted in the Snake Safety policy.

● This policy will be published in the school to ensure the community members are well
informed.

● This policy will be reviewed at the beginning of each school year by the Health & Safety
Committee.
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