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 Mission 

To maximise the potential of our children through partnership 

Within a challenging and supportive Christian community 
  

Vision 

A centre of educational excellence preparing children in a 

Christian environment for life’s opportunities 

Preparatory School & Nursery 
  

IAPS Co-Educational Day School : Ages 3-11 

A Catholic Foundation Welcoming Families of All 

Faiths 



HEALTH AND SAFETY POLICY 

 

Aims 

 

  

The Board of Directors believes that maintaining high standards of health and safety is equally as important as 

achieving other performance standards within the school. A healthy and safe environment is pursuant to a happy and 

successful school community. 

 

The Board of Directors is committed to pursuing progressive improvements in health and safety performance, with 

legal requirements defining the minimum level of achievement. 

 

The Board of Directors is committed to ensuring that all members of staff can contribute to the development of the 

Health and Safety Policy and its procedures. The Board of Directors will ensure that there is effective communication 

on all health and safety matters. 

 

This policy applies to all everyone in the school; children, staff, parents, volunteers, visitors and contractors.  

 

This policy is available for parents on the school website and a hard copy is available upon request from the school 

office.  

 

 

 

 

i) The Board of Directors of Mylnhurst Preparatory School and Nursery is totally committed to providing and 

maintaining a safe and healthy environment for the entire school community so far as is reasonably practicable. 

The Directors will endeavour to take all reasonable steps to minimise the risk of injury and ill health to both 

the pupils and the staff within the school and on off-site visits. The Directors also recognise their duty of care 

to contractors and to the general public whilst on the school premises. 

 

ii) Mylnhurst Preparatory School and Nursery will comply with the provisions of the Health and Safety at Work 

Act 1974 and all subsequent regulations including the Guidance Health and Safety: Responsibilities and 

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

and Safety: responsibilities and duties for school, 2013 (updated November 2018). 

 

iii) This policy has been informed by the Department of Education advice for schools, Health and safety: 

responsibilities and duties for schools 2013 (updated November 2018). 

 

iv) This policy is to be read in conjunction with the following policies & documents; 

 

 First Aid Policy 

 Fire Policy  

 Safeguarding Policy 

 Lone Worker Policy 

 The Staff Handbook 

 Educational Visits policy 

 Risk Assessment Policy 

 The COSHH File 

 Missing Child Policy 

 Staff Code of Conduct 

 Whistle Blowing Policy 

 

 



Organisation and responsibilities 

 

The overall responsibility for health and safety in the school resides jointly with the Chair of the Board of Directors 

and the Headteacher. 

 

All Employees have a duty to look after their own and others’ health & safety. 

 

All employees and school staff have a duty under common law to take care of pupils in the same way that a prudent 

parent would.  

 

Health and Safety matters are the first item on the agenda at weekly staff meetings, and at the monthly Board of 

Directors meetings. 

 

There is a Health and Safety Committee which meets every half term.  

 

Assessing & Managing Risks (Employer and Employees) 

 

Health and safety law requires the employer to assess the risks to the health and safety of staff and others 

affected by their activities. The terms risk assessment and risk management are used to describe the process 

of thinking about the risks of any activity and the steps taken to counter them. Sensible management of risk 

does not mean that a separate written risk assessment is required for every activity. Mylnhurst has a separate 

policy for risk assessment.  
  

As an employer Mylnhurst Preparatory School and Nursery utilises a Risk Control System to plan and monitor all 

aspects of health and safety within the school and is as follows: 

 

• Assess the risks to staff and others affected by school activities in order to identify the health and safety 

measures that are necessary and, in certain circumstances, keep a record of the significant findings of that 

assessment. 

• Introduce measures to manage those risks (risk assessment). 

• Tell their employees about the risks and measures to be taken to manage the risks. 

• Ensure that adequate training is given to employees on health and safety matters. 

• Review the school Health & Safety Policy on an annual basis. 

• Review individual roles & responsibilities. 

 

Employees  

 

The law requires employees to: 

 

• take reasonable care of their own health and safety and that of others who may be 

affected by what they do at work; 

• co-operate with their employers on health and safety matters; 

• do their work in accordance with training and instructions; and 

• inform the employer of any work situation representing a serious and immediate danger, so that remedial 

action can be taken. 

 

In addition, teachers and other staff have a common law duty to act as any prudent parent would do when in charge of 

pupils. 

 

Employees should follow any reasonable health and safety procedures put in place. However, if they feel that the 

procedure is inappropriate they should discuss this with their employer and request that it is reviewed. The 

Headteacher will work with the employer to ensure that the procedures are proportionate, effective and appropriate. 

 

 



Training 

 

The Board of Directors is committed to ensuring that all members of staff are adequately trained in all aspects of 

health and safety relevant to their roles. The School will fund attendance on authorised health and safety courses such 

as safeguarding & first aid. Staff whose work involves a greater element of risk will be given further tailored training 

such as competence in the completion of risk assessments and minibus training for example. Staff are trained to use 

equipment as necessary and appropriate to their role. 

 

The Headteacher will attend health and safety training courses as necessary to ensure that he is aware of all legislative 

changes and safety developments. 

 

The Headteacher will assess the training requirements of all members of staff through the Risk Assessment process 

and will make all necessary arrangements. Records of attendance on courses are kept, together with the dates of 

follow-up training for areas that require regular updating such as First Aid and Food Handling. 

 

Fire 

 

Mylnhurst Preparatory School and Nursery has a separate Fire Safety Policy. This Policy is reviewed annually by the 

Board of Directors in consultation with the Head Teacher. The policy details procedures for evacuation, testing of 

alarms and other equipment and the fire safety record/ log.   

 

Trips, outings and off site visits 

 

Mylnhurst Preparatory School and Nursery has a separate policy for Educational Visits. This policy contains details of 

the procedures to be followed and the risk assessments to be undertaken. This Policy is reviewed annually. 

 

Parental consent is obtained for the all of off-site activities annually. 

 

All trips, outings and off site visits are coordinated by the school’s educational Visits Coordinator (Miss Kirsty 

Holland) 

 

First Aid and the Administration of Medicines 

 

Mylnhurst Preparatory School and Nursery has a separate First Aid including the Administration of Medicines Policy 

and is reviewed annually. This policy details the reporting of injuries and accidents RIDDOR, (2013). 

 

Health & Safety Concerns 

 
If you have any concerns in relation to the health and safety of your working environment or any working practices 

you should normally follow the procedure below; 

 

i) You should make your concerns known to the Headteacher.  The Headteacher will discuss your concerns and 

try to resolve the matter quickly.  In order to do this the Headteacher may request, in appropriate 

circumstances, that you set out your concerns in writing.  Any decision or action proposed by him/her will 

where appropriate be set out in writing and given to you; 

 

    ii) In the event that the Headteacher reaches a decision which is not satisfactory to you, then you may take your 

concerns or complaint to the Board of Directors.  They will require you to provide them with a copy of any 

written complaint which you provided to the Headteacher.  In every case the Chair will arrange a meeting in 

order to discuss the issues fully with you. The Board will fully consider the concerns brought before them and 

will attempt to resolve the matter.  You will be given a written note of the Board’s decision of any proposed 

action; and the decision will be final. 

 

 



The School will make every effort to deal consistently with such disclosures in a fair, objective and discreet manner.  

Any employee who has concerns about health and safety within the workplace will not be punished or victimised for 

their disclosures of confidential information in good faith.  Any victimisation or harassment of the employee by any 

other employee, supervisor or manager for having raised legitimate concerns will constitute an act of gross misconduct 

for which the appropriate penalty will be summary dismissal. 

  

Practice 

 

Good safety practices are implemented throughout the School as far as is reasonably practicable. 

These include: 

 

i) Provision of adequate information, instruction, training and supervision for employees including temporary 

employees and contractors. 

ii) Safe use, storage, handling and transport of articles and substances. 

iii) Regular maintenance of plant and machinery on site. 

iv) Provision of safe machinery that is regularly maintained, including the maintenance of plant and systems of 

work. 

v) Provision of a safe and healthy place of work, including access to and departure from the premises. 

vii) Adequate facilities and arrangements for the welfare of employees at work. 

vii) Consideration of the safety of pupils, parents, contractors and any others accessing the premises 

including those who hire or undertake leisure activities. 

viii) Lone Worker Policy. 

 

Staff involvement and communication 

 

The Board of Directors is committed to ensuring that all members of staff can contribute to the successful formulation 

of Health and Safety Policy and procedures.  

 

The Health and Safety Committee (HSC), made up of representatives from the Board of Directors and various 

departments within the School will meet at least once every half term.  

 

In addition: 

 

i) It is the responsibility of all members of staff to be aware of the School’s Health and Safety Policy and any 

other related policies and procedures all of which can be found on the School’s website and in the curriculum 

room upon request. 

ii) Staff should contact the Headteacher if they have any suggestions for safety improvements. 

 

The Board of Directors requires all members of staff to co-operate in complying with the health and safety procedures 

within the School. These include: 

 

i) Complying with all safety instructions issued by us and taking reasonable care for the health and safety of 

themselves and of any person who might be affected by their acts or omissions at work. 

ii) Exercising effective supervision over all those for whom they are responsible, including pupils. 

iii) Ensuring that activities are carried out in accordance with training and instructions. 

iv) Wearing protective clothing and using protective devices as they are specified by the School’s Risk 

Assessments. 

v) Ensuring that any equipment or tools used are appropriate to that use and meet accepted safety standards. 

vi) Informing the Headteacher when any hazard, potential hazard, or faulty equipment is identified. 

vii) Informing the Headteacher by any reasonable means, and promptly of any ‘near miss’ occurrences. 

viii) Informing the Headteacher of any shortcomings in our arrangements for health and safety. 

ix) Co-operating in any investigation and report on all accidents or incidents that may cause or lead to injury. 

 

 

 



The Health and Safety Committee. 

 

The Health and Safety Committee (HSC) will act as a consultative and advisory forum whose aim is to promote 

health, safety, welfare and environmental issues within Mylnhurst Preparatory School and Nursery (the School) and 

Mylnhurst Sports Education and Leisure (MSEL). 

 

Terms of Reference 

 

i. To ensure that the School and MSEL comply with all relevant health and safety and environmental legislation.  For 

these purposes the School assists MSEL and Mylnhurst Merlins Limited in compliance. 

ii. To keep under review the School, MSEL’s and Mylnhurst Merlins Limited’s legal obligations with regard to health, 

safety and environmental statutory requirements and to identify through regular monitoring and bring to the attention 

of  the Board of Directors areas where this basic standard is not being achieved. 

iii. To promote co-operation between the School, its employees and pupils and MSEL and its hirers on all matters 

relating to their health, safety, welfare and environmental concerns. 

iv. To advise on matters relating to the health and safety of staff, pupils, contractors and members of the public 

entering the precincts of the School or involved in School, MSEL and Mylnhurst Merlins Limited’s activities. 

v. To ensure appropriate measures are in place to audit the implementation and effectiveness of health, safety and 

environmental matters in the School, MSEL and Mylnhurst Merlins Limited. 

vi. To act as a consultative forum for the consideration and discussion of draft health, safety and environmental 

policies and procedures. 

vii. To receive, consider and make recommendations on reports submitted by external advisors on health, safety and 

environmental matters. 

viii. To submit copies of all minutes, reports and recommendations to the Board of Directors and Head Teacher. 

 

Membership 

 

The HSC will comprise: 

 

Anne Raftery (Chairman) Director 

Tom Newton SLT with responsibility for compliance  

Louise Hunt EYFS Deputy 

Heather Swift Operations Manager – MSEL 

Mr Richard Jacklin Site Manager 

 

The Committee may request other members as it considers appropriate to attend who have relevant accountability. 

 

External advisors advising the School, MSEL and Mylnhurst Merlins Limited on health and safety issues may be 

invited to attend meetings of the committee. 

 

Frequency of Meetings 

The Committee will meet once every half term.  Any member of the committee or the Board of Directors may request 

an additional meeting if it is considered necessary. 

 

Quorum Rules 

Quorum is 3 members.  If fewer than 3 members are present then any actions agreed shall be subject to the ratification 

of a quorate meeting 

 

Expense Authority 

 

The Health and Safety Committee has the authority to commit to emergency expenditure but in other instances, 

recommendations are to be made to the Headteacher and/or the Board of Directors. 

 

i)The HSC will coordinate the completion of Risk Assessments for all areas within the School. 



ii) The HSC will ensure that all Risk Assessments are reviewed annually. 

iii) As part of the Risk Assessment process, the HSC will ensure that all hazards within the area being assessed are 

identified. The risk will be assessed and appropriate risk control measures will be implemented. 

iv) All Risk Assessments will be recorded and held in the risk assessment file within the curriculum room. Any 

member of staff may access these files. 

v) The Headteacher will maintain a rolling Action Plan, which will record all actions arising from assessments. Any 

major or significant items highlighted are discussed at the monthly meetings of the Board of Directors. 

vi) The Headteacher, Operations Manager and Site Manager will walk round the site and buildings each term and 

identify any issues.  These will be assessed on a high, medium and low risk basis and will be dealt with accordingly 

and in line with budgets. 

 

Monitoring and Review 

A comprehensive review of this Policy will be carried out annually by the Board of Directors, in consultation with the 

Headteacher. The policy will also be monitored to ensure that it complies with statutory requirements and any changes 

in practices, that are made, are accurately reflected.  

 

The Board of Directors will monitor performance by:  

 

i) Ensuring that Risk Assessments are reviewed annually. 

ii) Ensuring that all site inspection reports undertaken by either the Headteacher or qualified professional safety   

inspectors are reviewed annually and that any recommendations are acted upon. This includes PAT testing, 

fire alarm maintenance, extinguisher testing, electrical certification and environmental health. 

iii) Reviewing the School Accident Books for all serious accidents. 

iv) Reviewing any matters relating to Safeguarding Children. 

v) Reviewing any matters relating to trips, outings or off-site visits. 

vi) Reviewing feedback from members of staff. 

 

Audit 

 

Periodically, an independent Health and Safety consultant will be asked to undertake a review of the School’s Health 

and Safety Policy and procedures. 

 

Miscellaneous 

 

We reserve the right to make changes to this policy as and when it becomes necessary to do so, either because of a 

change in legislation or where it becomes necessary in order to improve the efficiency of the business or the working 

environment. 

 

This policy does not form part of your employment contract, however, contravention of this policy may be treated as a 

disciplinary matter. 

 

 

 

 
 

 

 

 

 

 
 


