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Health & Safety Policy 2023 
 
 
 

PART 1: STATEMENT OF INTENT 

 
1 The Governing Council of St John's School recognises that it has a legal duty under the 

Health and Safety at Work Act 1974 to ensure, so far as is reasonably practicable, the health, 
safety and welfare of all School employees and pupils, as well as contractors, visitors and 
members of the public who use the School premises from time to time. 

 
2 The Governing Council accepts these duties and promotes standards of health, safety and 

welfare to comply fully with the terms and requirements of the above Act, Regulations made 
under that Act and Approved Codes of Practice.  It is considered by the Governing Council 
that Health and Safety is a responsibility at least equal in importance to that of any other 
function of the School. 

 
3 Governing Council delegates the day-to-day running of the School to the Head and the Senior 

Leadership Team; they are responsible for ensuring that risks are managed effectively and 
that further policies and procedures are in place to address key risks. 

 
4 The Head and the Senior Leadership Team, on behalf of the Governing Council, will take 

steps as reasonably practicable to: 
4.1. Maintain safe and healthy working areas and systems of work, and to protect all 

employees, pupils and others (including the public) insofar as they come into contact 
with foreseeable work hazards; 

4.2. Provide and maintain a safe and healthy environment for all employees and pupils 
with adequate facilities and arrangements for their welfare; 

4.3. Provide all employees and pupils with the information, instruction, training and 
supervision that they require to work safely and efficiently;  

4.4. Ensure, via line management structure, that suitable and sufficient risk assessments 
are produced and kept up to date for areas of the School and activities which present 
a risk to pupils, employees and visitors; 

4.5. Develop safety awareness amongst all employees and pupils and, as a result of this, 
create individual responsibility for health and safety at all levels; 

4.6. Provide a safe environment for all visitors to the School's premises, bearing in mind 
that such visitors may not necessarily be attuned to certain aspects of the School's 
environment; 

4.7. Effectively manage the activity of all outside contractors when on the School's 
premises.  This may be achieved via routine supervision and management of 
contractors, and will include requests for copies of contractors' health and safety 
policies at the tender stage; 

4.8. Encourage full and effective two-way consultation on health and safety matters by 
utilising the management structure, Staff Information and Consultation Group and the 
Health and Safety Committee; 

4.9. Ensure that this Policy is used as a practical working document and that its contents 
are publicised fully; 

4.10. Regularly review the details of this Policy and keep it in line with changes to current 
legislation. 

 
5. The Head must appoint a competent person, with the necessary skills, knowledge and 

experience to give sensible advice and to ensure health and safety duties are met. 
 
6. The School will produce and maintain a written risk assessment of areas of risk to the health 

and safety of its employees whilst they are at work. 
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7. The School is conscious of the external environment that may be affected by its activities and 
will pay full regard to its obligations and duty of care in relation to waste management and 
removal. 

 
8. Reference is made here to the requirements under The Regulatory Reform (Fire Safety) 

Order 2005 regarding fire provisions and ensuring that staff and pupils are aware of the 
School's health and safety policies and practices.   

 
 
 
 
 
SIGNED BY THE CHAIR OF     SIGNED BY THE HEAD 
GOVERNING COUNCIL      

         
 
 
 
DATE  21 June 2023                             DATE             21 June 2023 
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This policy refers to several other School policies and procedures, which are all available on Microsoft Teams 
in the Staff Group/Policies channel. 
 

 

PART 2: MANAGEMENT STRUCTURE AND DUTIES 

 
2.1 Governing Council 
The Governing Council accepts full responsibility for health and safety within the School and ensuring that the 
Head meets their responsibilities under it.  It shall monitor the effectiveness of the implementation of this 
Policy and shall revise it where necessary.  The Council shall ensure that any changes in this Policy will be 
drawn to the attention of all employees. The nominated Governor for health and safety is Sandra Phillips. 
 
2.2 The Head 
The Head is responsible to the Council, has overall responsibility for the safe functioning of all School 
activities, and shall: 

a) monitor the effectiveness of this policy as regards to teaching and support staff functions and shall 
report back to the Council via the Risk Management and Compliance Committee; 

b) consult with the School’s HR and Compliance Director, in her capacity as ‘competent person’ and 
Chair of the School's Health, Safety and Security Committee, concerning all aspects of health and 
safety; 

c) ensure that sufficient funding is allocated for health and safety (for example in respect of training, 
personal protective equipment); 

d) ensure a positive health and safety culture is maintained with the co-operation of all staff at all 
levels in adhering to this policy; 

e) ensure that safe systems of work are established for high-risk activities; 
f) be responsible for ensuring that all Housemasters/Housemistresses’ and Heads of Department, 

both teaching and support staff, fully understand their responsibilities and are given both the time 
and the encouragement to pursue them; 

g) take steps to ensure that any changes in curriculum as well as changes in systems of work are 
considered in relation to health and safety. 

 
The Head may delegate these responsibilities on a day-to-day basis to the HR and Compliance Director. 
 
2.3 HR and Compliance Director 
The School’s HR and Compliance Director is the School’s ‘competent person’, Chair of the School’s Health 
and Safety Committee and shall: 

a) establish, monitor and review arrangements to meet satisfactory health and safety standards;  
b) check control measures in the School have been implemented correctly and remain appropriate 

and effective; monitor the effectiveness of this policy and report back to the Head as appropriate; 
c) recommend changes to the Health and Safety Policy in accordance with changes in legislation 

and safe working practices; 

https://stjohnsstjsch00l.sharepoint.com/:f:/s/StaffGroup/Emrmf-S5LY1LivvAmaRMhb4B5poBqdDwWZm8gV3MS_aVrw?e=hjXVsi
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d) co-ordinate the risk assessment process summarised in section 3.3 of this policy and ensure 
suitable and sufficient risk assessments are completed by the relevant Heads of Department; 

e) liaise with the Estates Director to ensure that he fulfils the following responsibilities: 

• management of the health and safety of the School estate, fabric of buildings and 
arrangements for maintenance of premises (covered in section 3.20 onwards);  

• regular site inspections to monitor maintenance standards; 

• ensuring that all third party maintenance contractors engaged to monitor certain aspects of 
the School’s health and safety functions are kept up to date; 

• the selection of outside maintenance contractors and the monitoring of all maintenance 
activities on the School premises, and in this context liaising fully with School’s professional 
consultants; 

• the role of the School’s Fire Safety Manager as detailed in the Fire Safety Policy and 
Evacuation Procedures; 

f) liaise with the Deputy Heads regarding health and safety matters pertaining to academic areas;  
g) ensure that all accidents, incidents, near misses as well as damage to School property are 

recorded and responded to accordingly and monitored, reporting trends to the H&S Committee. 
h) report to the Health and Safety Executive where necessary; 
i) ensure Heads of Support Departments are given the necessary training, instruction, responsibility 

and encouragement to carry out the health and safety functions that they have been given; 
j) be responsible for liaising with outside bodies who may from time to time use the facilities of the 

School, and ensure that appropriate action is taken so the necessary bodies have sufficient 
knowledge of School procedures and the School itself is appropriately indemnified; 

k) delegate some of the listed responsibilities to the Estates Director and support staff Heads of 
Department as deemed appropriate; 

l) liaise with the HR and IT Departments regarding display screen equipment and workstation 
assessments; and 

m) ensure that a copy of the Health and Safety Law poster is displayed in an easily accessible 
location. 

 
2.4 Deputy Heads 
On a day-to-day basis the Head’s responsibilities regarding Senior House Staff and teaching staff will be 
devolved to the Deputy Heads who will: 

a) liaise with the HR and Compliance Director on the School's Health and Safety Policy and 
disseminate relevant health and safety information via line management structures; 

b) have overall responsibility for ensuring Senior House Staff and Academic Heads of Department 
produce suitable and significant risk assessments as outlined in section 3.3 below; 

c) in conjunction with the Estates Director, arrange fire practices at the agreed frequency;  
d) liaise with the HR and Compliance Director concerning all accidents, incidents, near misses and 

damage to School property. 
 
2.5 Heads of Department 
Heads of Department will be responsible to the Head in respect of academic departments and to the HR and 
Compliance Director in respect of non-teaching departments.  They shall manage risks within their department 
including writing and reviewing appropriate risk assessments including CoSHH assessments. In addition, 
Heads of Department will: 

a) ensure that the department is run according to the standards laid out in this Policy, to include 
minimum legal standards and other appropriate standards that may be set by the School; 

b) assume responsibility for ensuring that staff within their Department have appropriate training 
according to the needs of their work.  Heads of Department will undertake a training needs 
analysis to identify the competency requirements of specific job roles in terms of health and 
safety, and will also ensure that appropriate training is delivered and training records held 
centrally by the HR and Compliance Director.  The training needs analysis is reviewed on an 
annual basis or on the introduction of new regulatory requirements.  Line managers conducting 
the appraisal process should/will consider health and safety performance and address areas of 
concern with employees; 

c) be responsible for ensuring that staff for whom they have line-management responsibility co-
operate fully with the School’s fire and emergency evacuation procedures; 

d) ensure that health and safety is a standing agenda item for departmental meetings; 
e) report to the HR and Compliance Director any accidents, incidents, near misses or damage for 

appropriate investigation; 
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f) complete health and safety checklists as and when required by the Compliance Department; 
g) notify the HR and Compliance Director of any new hazardous substances purchased by the 

department, which may require special handling in accordance with CoSHH Regulations; 
h) additionally, Teaching Heads of Department will ensure that teachers understand the practical 

aspects of this Policy and the various legal requirements that apply within their areas of 
responsibility, as well as making staff aware of the importance of adhering to safety instructions, 
and: 

• ensure adequate supervision of pupils both inside the School, during normal teaching 
activities, and on external trips; 

• notify the Head of any matters within their area of work which may be beyond their 
competence to deal with. 

 
2.6 Senior House Staff / Boarding Staff 
Apart from the normal supervisory role, Senior House Staff will have very specific duties, as follows: 

a) ensure that all fire doors are kept closed at night, such checks being undertaken by themselves 
and not delegated to pupils; 

b) ensure that all means of escape in case of fire are kept clear and remain unobstructed at all 
times; 

c) ensure that all pupils and residential House staff are familiar with the School's fire and 
emergency evacuation procedures; 

d) notify the Estates Director if there are any problems with the location and allocation of fire 
extinguishers; 

e) monitor boarding accommodation regarding permitted appliances and correct use of electrical 
and electronic equipment. 

 
2.7 Technicians 
Technicians working within Art, Design & Engineering and Science Laboratories will be responsible to their 
Head of Department as appropriate for the following: 

a) close supervision of pupils undertaking practical activities when instructed; 
b) ensuring technician rooms or workshop are locked when no staff are present; 
c) isolating gas supplies to laboratories at the end of each working day; 
d) security of all toxic and flammable substances which may be used within the department; 
e) ensuring that all stores are kept securely locked when not being supervised; 
f) ensuring that all experiments and services are rendered safe, so far as it is safe to do so, on 

hearing the fire alarm; 
g) ensuring that a sufficient number of the relevant fire extinguishers are available within, or close 

to, the prep rooms and laboratories, workshops; 
h) arranging the safe disposal of toxic substances; 
i) ensuring tools, equipment and machinery are regularly inspected and maintained as required 

(unless a specialist contractor is appointed); 
j) reporting breakages, damage or malfunction of tools, equipment and machinery to the Head of 

Department; 
k) regular inspections of safety equipment; 
l) undertake training regarding the safe use of equipment or disposal of hazardous waste. 

 
Further detail can be found in departmental H&S Handbooks. 

 
2.8 Employees (All Staff) 
All staff have responsibility for the following: 

a) co-operating with management in health and safety matters; 
b) taking reasonable care for their own safety and giving thought as to how it may affect themselves 

and others who might be affected by their acts and omissions; 
c) reporting to the HR and Compliance Director or their Line Manager any serious immediate danger 

they become aware of, defects or hazards in any plant, materials or current work systems and 
notifying them of any assistance they require in discharging their health and safety obligations.  
The School’s ‘Every’ helpdesk system should be used to notify the Compliance Department of 
any potential hazards and the Evolve system to log near-misses; 

d) complying with all health and safety procedures and all statutory requirements, including the use 
of safety equipment and clothing, where required, and reporting all defects in such equipment 
immediately; 
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f) reporting any accidents, incidents, near-misses and damage to their Line Manager; 
g) undertake Health and Safety training sessions and online training modules in a timely manner; 
h) undertake necessary training under the COSHH Regulations; 
i) Use work equipment that is provided safely and in accordance with the manufacturer's 

recommendations; 
j) correctly use personal protective equipment that is issued to them and whenever required to do 

so. 
 
2.9 Pupils 
The Head will ensure that Pupils are reminded regularly of the following expectations: 

a) exercise personal responsibility for the health and safety of themselves and others; 
b) observe standards of dress consistent with safety and/or hygiene, as detailed within the Pupil 

Handbook, uniform and dress code; 
c) observe all the health and safety rules of the School and, in particular, the instructions of staff 

given in an emergency; 
d) use and not wilfully misuse, neglect or interfere with things provided for their health and safety. 

All pupils and parents will be made aware of the contents of this section of the policy through the Pupil and 
Parent handbooks. 
 
2.10 Visitors 
Staff who are responsible for bringing in visitors to the site will ensure that: 

a) where applicable their visitors will be required to wear an identification badge that is supplied by 
the receptionist; 

b) visitors will be accompanied at all times by a responsible employee; 
c) should a fire/emergency occur or the fire alarm activated whilst visitors are on School premises 

the person who is accompanying the visitors will take him/her to the fire assembly point or ensure 
that the relevant emergency procedure (e.g., lockdown) is followed; 

d) should an incident/accident occur involving a visitor this will be reported to the Health Centre, an 
accident form completed and an investigation undertaken as soon as possible by the Compliance 
Department. 

Where applicable adequate consideration must be given to visitors, contractors and members of the public in 
risk assessments, including the provision of suitable and sufficient control measures. 
 

PART 3: ARRANGEMENTS AND PRACTICAL CONTROL MEASURES 

 
The following procedures and arrangements have been established within the School to minimise health and 
safety risks to an acceptable level. These are published internally to staff. 
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References: Health and Safety at Work etc. Act 1974 
Health and Safety Executive (HSE) Guidance 
Electricity at Work Regulations 1989 
Control of Asbestos Regulations 2012 
Control of Noise at Work Regulations 2005 
Control of Substances Hazardous to Health Regulations 2002 (and 2004) 
Health and Safety (Display Screen Equipment) Regulations 1992 (and 2002) 
Ionising Radiations Regulations 2017 (and 2019) 
Management of Health and Safety at Work Regulations 1999 
The Workplace (Health, Safety and Welfare) Regulations 1992 
Manual Handling Regulations 1992 (and 2002) 
Personal Protective Equipment at Work (Amendment) Regulations 2022 
Provision and Use of Work Equipment Regulations 1998 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 
(RIDDOR) 
The Workplace (Health, Safety and Welfare) Regulations 1992 
DfE Guidance: Health and safety: responsibilities and duties for schools (April 2022) 

 
 
Other School policies: Animals on site (I18) 
(available here)  Asbestos Management Plan and Policy (L8) 

Catering and Food Hygiene (B8a) 
CCTV Policy (L9) 
Control of Contractors Policy (L47 8B) 
Educational Visits Policy (14D) 
Electrical Safety Policy (L10)  
Fire Safety Policy (12a) 
Fire Safety Evacuation Procedures (12b) 
Legionella Control Policy (L37) 
Lettings Policy (I7) 
Lone Working Policy (L40) 
Management of Work Related Stress (18a L38) 
Medical and First Aid Policy and Procedures (13a 13b) 
Risk Management Policy (16a) 
Site Security Policy (L48 8b) 
Staff Conduct Policy (7e) 
Staff Wellbeing Policy (L22) 
 

https://www.hse.gov.uk/riddor/
https://www.hse.gov.uk/riddor/
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
https://teams.microsoft.com/l/channel/19%3a5ad13b136c9e4842b54c0f7ef52a6c60%40thread.tacv2/Policies?groupId=e34f333c-4410-478f-9e26-d2b85a208894&tenantId=47213185-9ef2-4ffd-bc1a-4f80cf1cf4aa

