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Statement of intent 

Three Counties Academy Trust (TCAT) is committed to providing a safe and healthy environment for pupils, staff, visitors and contractors across 

all of our schools. TCAT recognises that the use, handling and disposal of sharps, including needles and other medical or laboratory instruments 

capable of causing injury, presents a potential risk of harm and infection if not properly managed. This policy sets out TCAT’s commitment to 

ensuring that all sharps are used, stored and disposed of safely and in accordance with relevant legislation, including the Health and Safety at 

Work etc. Act 1974 and associated health and safety guidance. 

TCAT will take all reasonably practicable steps to prevent sharps-related injuries by ensuring appropriate risk assessments are undertaken, 

suitable control measures are implemented, and staff receive appropriate training and guidance. Where pupils require the use of sharps for 

medical purposes, such as the administration of insulin, TCAT will ensure that clear procedures are in place to support their safe use and disposal. 

All staff have a responsibility to follow the procedures outlined in this policy and to report any misuse of or unattended sharps immediately. 

Through effective management, training and monitoring, TCAT aims to minimise risk and ensure that sharps are handled safely and responsibly 

at all times across our schools. 

NB. Where the term “parent” or “parents” is used this includes those who act as carers or have parental responsibility. 
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1. Legal framework 

This policy has due regard to all relevant legislation and statutory guidance and good practice including, but not limited to, the following:  

• Health and Safety at Work etc. Act 1974 

• Management of Health and Safety at Work Regulations 1999 

• Control of Substances Hazardous to Health Regulations (COSHH) 2002 (as amended) 

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

• Environmental Protection Act 1990 

• Hazardous Waste (England and Wales) Regulations 2005 

• The Health and Safety (Sharp Instruments in Healthcare) Regulations 2013 

• Department for Education guidance on ‘Supporting Pupils at School with Medical Conditions’ 

• UK Health Security Agency guidance on infection prevention and control in educational settings 

• Health and Safety Executive (HSE) guidance on the safe handling and disposal of sharps and prevention of needlestick injuries 

 

Where legislation has been passed or updated during the shelf life of this policy, we will always apply the latest version available irrespective of 

the version quoted here. 

This policy operates in conjunction with the following policies and documents: 

• Behaviour Policy 

• Bodily Fluids Risk Assessment 

• Health and Safety Policy (HS1) 

• First Aid Policy (HS2) 

• Intimate Care Policy (SD4) 

• Child Protection and Safeguarding Policy and Procedures (SG1) 

• Supporting Pupils with Medical Conditions Policy (SG4) 
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Central TCAT policies have the policy number identified, e.g. “SG1”. Where no policy number is identified this indicates the policy is a school 

specific policy available from an individual TCAT school’s website. 

2. Roles and responsibilities 

The Trust Board and where delegated, Local Governing Bodies are responsible for: 

• Ensure that TCAT has an appropriate policy and procedures in place for the safe handling, use and disposal of sharps across all TCAT 

schools and settings 

• Provide strategic oversight of health and safety arrangements relating to sharps management, ensuring compliance with relevant 

legislation and guidance 

• Ensure adequate resources are made available to implement this policy effectively, including appropriate equipment, training and safe 

disposal arrangements 

• Seek assurance that suitable risk assessments and control measures are in place in schools where sharps may be used or encountered 

• Ensure that appropriate systems are in place for the reporting, investigation and monitoring of sharps-related incidents 

• Review the effectiveness of the policy and ensure that it is updated in line with changes in legislation, guidance or operational practice 

The Executive Headteacher/CEO working with the CFO is responsible for:  

• Ensure that the Sharps Policy is implemented consistently across all schools and that appropriate procedures are in place for the safe 

handling, storage and disposal of sharps 

• Ensure that Headteachers/Heads of School understand their responsibilities and are supported in implementing safe working practices 

relating to sharps 

• Ensure that appropriate training, guidance and resources are available to staff who may encounter or handle sharps as part of their role 

• Oversee arrangements for risk assessment, incident reporting and investigation relating to sharps across the Trust 

• Ensure that suitable clinical waste disposal arrangements are in place and that schools comply with relevant health and safety 

requirements 

• Monitor compliance with the policy and report significant risks, incidents or areas of concern to the Trust Board where appropriate 
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Headteachers/Heads of School are responsible for:  

• Ensure the Sharps Policy is implemented effectively within their school and that staff are aware of and follow the procedures for the safe 
handling and disposal of sharps 

• Ensure that appropriate training, guidance and resources are available to their staff who may encounter or handle sharps as part of their 

role 

• Ensure that appropriate risk assessments are undertaken where sharps may be used or encountered, including where pupils require the 
use of sharps for medical purposes 

• Ensure that suitable equipment, including approved sharps containers and protective equipment where required, is available and used 
appropriately 

• Ensure that all sharps-related misuse, unattended sharps or injuries are reported promptly and managed in accordance with the Trust’s 
health and safety and incident reporting procedures 

• Monitor practice within their school to ensure that sharps are handled and disposed of safely and that any concerns are addressed 
promptly 

• Oversee arrangements for risk assessment, incident reporting and investigation relating to sharps across their school 

DSLs will: 

• Be informed of any incidents involving sharps where there is a potential safeguarding concern, including where a sharp instrument is 
brought onto site in circumstances that may indicate risk to pupils or staff 

• Work with the Headteacher/Head of School and relevant staff where a sharps-related incident raises concerns about pupil welfare, 
behaviour, substance misuse or self-harm 

• Ensure that any safeguarding concerns arising from the discovery or misuse of sharps are managed in line with TCAT’s Child Protection 
and Safeguarding Policy and Procedures and Keeping Children Safe in Education 

• Liaise with external agencies where appropriate if a sharps-related incident forms part of a wider safeguarding concern 

SENCO’s will: 

• Work with their Headteacher/Head of School, medical professionals and relevant staff to ensure that appropriate arrangements are in 
place for pupils with special educational needs or disabilities who require the use of sharps as part of their medical care (e.g. insulin 
administration for diabetes) 



11 

 

• Contribute to the development and review of individual healthcare plans or risk assessments where a pupil’s medical condition requires 
the use of sharps in school 

• Ensure that staff supporting pupils with additional needs are aware of and understand the procedures for the safe use, handling and 
disposal of sharps where this forms part of a pupil’s care 

• Support effective communication with parents, carers and relevant health professionals to ensure that pupils requiring the use of sharps 
can access education safely and appropriately 

• Work with the safeguarding and pastoral teams where the use or possession of sharps by a pupil may indicate wider welfare or support 
needs 

The Trust Estate Manager, supported by Site Staff will: 

• Ensure that appropriate arrangements are in place across TCAT sites for the safe storage, handling and disposal of sharps, including the 
provision and maintenance of approved sharps containers where required 

• Ensure that suitable procedures are in place for the safe management and disposal of sharps discovered on school premises, including 
the use of appropriate equipment and personal protective equipment where necessary 

• Ensure that sharps containers are collected, stored and disposed of through authorised clinical waste disposal services in accordance 
with relevant legislation and TCAT procedures 

• Support schools in maintaining safe environments by responding appropriately to reports of discarded sharps on school grounds and 
ensuring they are removed and disposed of safely 

• Ensure that site staff are aware of and follow safe procedures when dealing with sharps and that they receive appropriate information and 
training where this may form part of their duties 

• Report any sharps-related incidents, hazards or concerns to the Headteacher/Head of School or the CFO in line with health and safety 
reporting procedures 

All staff are responsible for:  

• Follow the procedures outlined in this policy and any related guidance regarding the safe handling, use and disposal of sharps 

• Not handle sharps unless they have been authorised and trained to do so as part of their role 

• Report immediately to the Headteacher/Head of School, First Aid Lead or available Site Staff if a sharp is discovered on school premises 

• Ensure that sharps used as part of a pupil’s medical care are disposed of safely in approved sharps containers where this forms part of 
their duties 

• Take reasonable care for their own health and safety and that of others when working in environments where sharps may be present 
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• Report any sharps-related incidents, including injuries or near misses, in accordance with the TCAT’s health and safety and incident 
reporting procedures 

Parents will: 

• Inform the school where their child has a medical condition that requires the use of sharps (e.g. insulin injections) and provide relevant 
medical information to support safe arrangements in school 

• Work with TCAT and the school to ensure that appropriate individual healthcare plans and risk assessments are in place where the use 
of sharps is required 

• Provide necessary medical equipment and supplies, including sharps where appropriate, ensuring they are clearly labelled and suitable 
for use in school 

• Ensure that pupils who are able to self-administer medication involving sharps understand the importance of safe use and disposal in 
accordance with school procedures 

• Support the school in ensuring that used sharps are disposed of appropriately and that any relevant medical advice from healthcare 
professionals is shared with the school 

• Inform the school of any changes to their child’s medical needs or treatment that may affect the use of sharps during the school day 

Pupils will: 

• Follow instructions provided by staff regarding the safe use and disposal of sharps where this forms part of their medical care 

• Use sharps only where this has been agreed as part of an individual healthcare plan or medical arrangement within school 

• Dispose of used sharps safely in the designated sharps container where they are able and authorised to do so 

• Not handle or touch any sharp object found on school premises and report it immediately to a member of staff 

• Take reasonable care to ensure that their actions do not place themselves or others at risk where sharps are used as part of their medical 
needs 

• Inform a member of staff immediately if a sharp is lost, damaged or if an injury occurs 

3. Definition 

For the purposes of this policy, sharps are defined as any object or instrument that is capable of puncturing or cutting the skin and which may 

therefore present a risk of injury or infection if not handled and disposed of safely. In a school setting, sharps may arise from medical needs, 

educational activities, site maintenance or items brought onto school premises. 
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Sharps that may reasonably be encountered within a school environment include, but are not limited to: 

• Medical needles used for the administration of medication (e.g. insulin injections) 

• Lancets used for blood glucose monitoring 

• Pre-filled injection pens or devices used for medical treatment 

• Used or discarded needles discovered on school premises 

• Syringes and associated injection equipment 

• EpiPen trainers or medical devices containing needles where applicable 

• Broken glass, including laboratory glassware or glass from damaged fixtures 

• Laboratory needles or dissecting equipment used in science lessons 

• Scalpels or similar instruments used in educational settings where applicable 

• Craft knives or safety knives used in design and technology activities 

• Razor blades or similar sharp tools used in site maintenance or cleaning activities 

• Sharp fragments of metal, plastic or other materials capable of causing puncture wounds 

 

Any object capable of causing a puncture or laceration injury should be treated as a sharp and managed in accordance with the procedures set 

out in this policy. 

4. Safe storage and use 

TCAT recognises that the safe storage and use of sharps is essential in reducing the risk of injury, infection or accidental exposure to blood-
borne viruses. Sharps should only be present in schools where their use is necessary, for example to support pupils with specific medical 
conditions or as part of approved educational activities. Wherever possible, the use of sharps should be minimised, and appropriate risk 
assessments should be undertaken. 

Sharps must only be used by individuals who are authorised and competent to do so. In most cases within a school setting this will relate to pupils 
who require sharps as part of their medical care, or staff supervising educational activities where sharp instruments are required. Staff must 
ensure that pupils who are permitted to use sharps do so in accordance with agreed individual healthcare plans or risk assessments and under 
appropriate supervision where required. 



14 

 

All sharps must be stored securely when not in use. Where sharps are used for medical purposes, they should be kept in a clearly labelled 
container or medical kit and stored in a safe location that prevents unauthorised access. Where pupils require regular access to sharps for self-
administration of medication, appropriate arrangements should be agreed within their individual healthcare plan to ensure safe access while 
maintaining safety for others. 

Sharps should never be left unattended in classrooms, medical rooms or other areas accessible to pupils or visitors. Used sharps must never be 
passed directly from one person to another and must not be recapped, bent or otherwise manipulated after use. Immediately following use, 
sharps must be disposed of in an approved sharps container. 

Staff must remain vigilant to the potential presence of sharps within the school environment. If a sharp object is discovered on school premises, 
it must not be handled unless the individual is trained and authorised to do so. Instead, the matter should be reported immediately to site staff or 
the appropriate member of the school leadership team so that it can be safely removed and disposed of in accordance with TCAT’s procedures. 

Through appropriate supervision, secure storage and clear procedures for use, TCAT aims to minimise risks associated with sharps and ensure 
the safety of pupils, staff and visitors at all times. 

5. Sharps containers and retrieval kits 

Appropriate equipment must be available within each TCAT school to support the safe containment, handling and disposal of sharps. This 

includes the provision of approved sharps containers for the disposal of used sharps and the availability of retrieval equipment for the safe 

collection of discarded sharps discovered on school premises. 

Sharps Containers 

Sharps containers must be used for the disposal of any sharp instrument that has been used for medical purposes, or which otherwise presents 

a risk of injury or contamination. Containers must be compliant with recognised safety standards for clinical sharps disposal and must be suitable 

for the type of sharps being used. 

Sharps containers must: 

• Be rigid, puncture-resistant and leak-proof 

• Have a secure lid and clearly marked fill line 
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• Be clearly labelled and easily identifiable as a sharps container 

• Be located in areas where sharps are used, such as medical or first aid rooms 

• Be positioned safely to prevent accidental contact or unauthorised access by pupils 

 

Used sharps must be placed directly into a sharps container immediately after use. Sharps must never be left unattended, placed in general 

waste bins or disposed of in any container that is not specifically designed for sharps. 

Sharps containers must not be filled beyond the recommended fill line. Once a container reaches this level it must be sealed in accordance with 

the manufacturer’s instructions and removed for disposal with an authorised clinical waste contractor. 

Where sharps are used as part of a pupil’s medical care, suitable sharps containers must be provided within the designated medical area and 

arrangements for their safe use and disposal must be outlined within the pupil’s individual healthcare plan. 

Sharps Retrieval Kits 

TCAT schools will also have access to appropriate equipment for the safe retrieval of sharps that may be discovered on school premises, such 

as discarded needles or other sharp objects. Retrieval kits should normally be held by site staff or other designated personnel and should only 

be used by individuals who have received appropriate instruction. 

A sharps retrieval kit should typically include: 

• Protective gloves suitable for handling contaminated materials 

• Long-handled litter pickers or forceps to allow sharps to be handled without direct contact 

• A suitable sharps container for immediate disposal 

• Additional protective equipment where required (e.g. disposable apron) 

 

If a sharp object is discovered on school grounds, staff must not attempt to handle it unless they are authorised and have access to appropriate 

retrieval equipment. Instead, the matter must be reported immediately to site staff or another designated responsible person. 
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When retrieving a sharp object, staff must use the retrieval tool to pick up the item and place it directly into the sharps container without handling 

it by hand. Once the sharp has been safely contained, the container must be secured and stored safely until it can be collected and disposed of 

through the approved clinical waste disposal process. 

Through the provision of appropriate containers and retrieval equipment, TCAT seeks to ensure that sharps can be managed safely and effectively 

across all school sites. 

6. Location 

The location of this equipment should be carefully considered to ensure it is readily accessible to authorised staff while preventing unauthorised 

access by pupils or visitors. 

Sharps Containers 

Sharps containers should be located in areas where sharps are most likely to be used or required for medical purposes. Within a school setting 

this will typically include: 

• The school medical room or first aid room 

• Areas where pupils with identified medical needs may administer medication involving sharps, where this forms part of an agreed individual 

healthcare plan 

• Designated staff work areas where sharps may occasionally be required for medical or educational purposes 

 

Sharps containers must be stored securely, positioned to prevent accidental contact and placed out of reach of pupils wherever possible. 

Containers must not be located in general classroom areas unless there is a clear and assessed need for their presence. 

The location of sharps containers should be known to relevant staff, including first aiders and staff responsible for supporting pupils with medical 

needs. Headteachers/Heads of School should ensure that the locations are clearly identified and communicated as part of their school’s health 

and safety arrangements. 
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Sharps Retrieval Kits 

Sharps retrieval kits should normally be stored in a secure location as designated by the Trust Estate Manager that is accessible to authorised 

personnel responsible for site management and safety.  

Retrieval kits must not be stored in locations where pupils can easily access them. Only authorised and appropriately instructed staff should 

access and use retrieval equipment. 

TCAT schools should ensure that their site staff, senior leaders and other relevant staff are aware of the location of retrieval kits and the 

procedures to follow if a sharp object is discovered on their school’s premises. Clear internal reporting arrangements should be in place to ensure 

that discarded sharps are dealt with promptly and safely. 

7. Safe disposal 

The Trust Estate Manager is responsible for ensuring that appropriate arrangements are in place across all TCAT sites for the safe collection, 
storage and disposal of sharps in accordance with relevant health and safety and clinical waste regulations. 

All sharps must be disposed of immediately after use in an approved sharps container. Under no circumstances should sharps be placed in 
general waste bins, recycling containers or any other form of waste disposal. Sharps must not be handled directly by hand, bent, broken or 
recapped prior to disposal. 

Sharps containers must be clearly labelled and used only for the disposal of sharps. Containers must not be filled beyond the manufacturer’s 
recommended fill line. Once a container reaches this level, it must be sealed in accordance with the manufacturer’s instructions and stored safely 
until collection. 

The Trust Estate Manager will ensure that arrangements are in place with an authorised clinical waste disposal contractor for the safe removal 
and disposal of sealed sharps containers. This will include ensuring that collections take place at appropriate intervals and that all waste is 
handled and disposed of in accordance with relevant environmental and health and safety legislation. 

Where sharps containers are sealed and awaiting collection, they must be stored in a secure location that prevents unauthorised access and 
minimises the risk of accidental contact. Site staff must notify the Trust Estate Manager when containers are ready for collection or replacement. 
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Records of sharps waste collections should be maintained as required to demonstrate compliance with relevant waste management and health 
and safety requirements. 

8. Training 

TCAT recognises that appropriate training and awareness are essential to ensure that sharps are handled, used and disposed of safely within 

our school environments. Training will be proportionate to the roles and responsibilities of staff and the likelihood that they may encounter sharps 

as part of their duties. 

The CFO and Trust Estate Manager will ensure that suitable arrangements are in place across TCAT to provide information, instruction and 

training relating to the safe management of sharps where this is required. 

Training should ensure that relevant staff understand: 

• What constitutes a sharp and the potential risks associated with sharps injuries 

• The procedures for the safe handling and disposal of sharps 

• The correct use of sharps containers and retrieval equipment 

• The actions to take if a sharp object is discovered on school premises 

• The procedures for reporting sharps-related incidents, injuries or near misses 

 

Specific training or instruction may be provided to staff whose roles are more likely to involve contact with sharps. This may include: 

 

• First aid leads and staff supporting pupils with medical needs involving sharps 

• Site staff responsible for retrieving discarded sharps from school premises 

• Staff responsible for the storage or oversight of sharps containers 

 

All other staff should receive appropriate awareness through health and safety briefings or induction so that they understand the basic procedures 

to follow if a sharp object is encountered. 

Headteachers/Heads of School should ensure that relevant staff are aware of this policy and that training needs are reviewed periodically or 

following any sharps-related incident. 
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9. Preventative measures 

TCAT is committed to reducing the risk of sharps-related injuries through the implementation of appropriate preventative measures. The presence 

and use of sharps within our school environments will be minimised wherever possible and managed through clear procedures, appropriate 

equipment and staff awareness. 

Our schools must ensure that sharps are only present where there is a legitimate need, such as to support a pupil’s medical condition or for 

approved educational activities. Where sharps are required, suitable risk assessments and individual healthcare plans must be in place to ensure 

that risks are identified and managed appropriately. 

TCAT staff must remain vigilant to the potential presence of sharps on school premises, particularly in external areas such as playgrounds, car 

parks, hedgerows or public access points. Where a sharp object is discovered, staff must follow the procedures outlined in this policy to ensure 

that it is managed safely. 

The following preventative measures should be observed across all TCAT schools: 

• Sharps must only be used where necessary and by authorised individuals 

• Approved sharps containers must always be used for the disposal of sharps 

• Sharps containers must be located and stored safely to prevent unauthorised access 

• Sharps must be disposed of immediately after use and never left unattended 

• Staff must report the presence of any discarded sharps on school premises immediately 

 

Staff and pupils must not: 

• Attempt to pick up or handle a sharp object with bare hands 

• Place sharps in general waste bins or recycling containers 

• Attempt to recap, bend, break or manipulate needles after use 

• Pass sharps directly from one person to another 

• Leave sharps unattended in classrooms, medical areas or other accessible locations 

• Attempt to dispose of sharps without using an approved sharps container 

• Attempt to retrieve discarded sharps unless authorised and equipped with the appropriate retrieval equipment 
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By following these preventative measures, TCAT aims to minimise the likelihood of sharps-related incidents and ensure a safe environment for 

pupils, staff and visitors. 

10. Sharps inflicted injury procedure 

A sharps injury, including a puncture wound from a needle or other sharp object, presents a potential risk of infection and must be treated 

seriously. Any sharps-related injury involving staff, pupils or visitors must be responded to promptly and in accordance with the TCAT’s health 

and safety and incident reporting procedures. 

If a sharps injury occurs, the following steps must be taken immediately: 

1. Encourage the wound to bleed gently, but do not suck the wound 

2. Wash the affected area thoroughly with soap and running water 

3. Dry the wound and cover it with a clean waterproof dressing 

4. Seek medical advice as soon as possible, particularly where the sharp may have been contaminated. This may include contacting NHS 

111, attending a GP surgery, or attending an accident and emergency department where advised 

5. Inform the Headteacher/Head of School or a senior member of staff immediately 

 

Where the injury involves a member of staff, the incident must be reported in accordance with the TCAT’s health and safety reporting procedures. 

The incident should be recorded and investigated where appropriate to identify any further control measures that may be required. 

Where the injury involves a pupil, parents or carers must be informed as soon as practicable and appropriate medical advice sought. 

The sharp object involved in the injury should not be handled unless it can be safely contained using appropriate retrieval equipment. Where 

possible, it should be placed in an approved sharps container for safe disposal. 

The Headteacher/Head of School must ensure that the incident is recorded and, where appropriate, reported in accordance with the TCAT’s 

incident reporting procedures and relevant statutory reporting requirements. Advice should be sought from the Trust Estate Manager where 

required. 
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Support should be provided to any individual affected by a sharps injury and appropriate follow-up actions should be taken where medical 

professionals recommend further monitoring or treatment. 

Consideration will be given to visits outside of ‘office hours’ or in remote or secluded locations. If little or no information is given during the 

assessment prior to a home visit, the visit should not be made alone.  

11. Risk assessment 

TCAT recognises the importance of identifying and managing risks associated with the presence and use of sharps within school environments. 

Appropriate risk assessments must therefore be undertaken where there is a foreseeable risk that sharps may be used or encountered. 

Risk assessments should consider situations where sharps may be required for legitimate purposes, such as supporting pupils with medical 

conditions, or where sharps may be encountered unexpectedly on school premises. The purpose of the assessment is to ensure that suitable 

control measures are in place to minimise the risk of injury, infection or accidental exposure. 

Risk assessments should be undertaken by the Headteacher/Head of School or a delegated competent person and should take account of: 

• The circumstances in which sharps may be used or encountered within the school 

• The individuals who may be required to use, handle or dispose of sharps 

• The availability and location of appropriate sharps containers and retrieval equipment 

• The arrangements for safe storage, use and disposal of sharps 

• The training or instruction required for relevant staff 

• The procedures to follow in the event of a sharps-related incident or injury 

 

Where a pupil requires the use of sharps as part of their medical care, the risks should be addressed within the pupil’s individual healthcare plan 

and any associated risk assessment. 

Risk assessments should be reviewed periodically and updated where there are changes to circumstances, following a sharps-related incident, 

or where new risks are identified. 
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Monitoring and review 

This policy will be reviewed in line with the published schedule at the front of this document and at any point material changes require it by the 

Executive Headteacher/CEO in collaboration with the Board appointed Trustee, the Trust Board and Executive and Senior Leadership. 

Any changes made to the policy will be amended by the Executive Headteacher/CEO and will be communicated to Executive Leaders, the TCAT 

Central Team and to Headteachers/Heads of School, who, in turn, will alert school-based staff.  

The next scheduled review date for this policy is 19th March 2029.  

 

 

Signed by: 

 

Executive Headteacher/CEO Date: 

 

 

Board appointed Trustee Date: 

 


