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Policy Statement 

Stratford Preparatory School attaches the utmost importance to the safety, health and welfare of its 

staff, pupils and visitors. The school will comply with the provisions of the Health and Safety at Work etc 

Act 1974, and all subsequent regulations. 

This policy covers both the Main School and the EYFS. 

This policy is intended to act as a guide requiring all employees and pupils to act in a reasonable and 

responsible manner. It sets out the duties and responsibilities of all employees and pupils and requires 

the implementation of appropriate controls to methods of work so that they are as safe as is reasonably 

practicable. 

The school’s employees and pupils can be involved in a wide range of activities. Whilst everyone must 

observe the contents and requirements of this policy, a Health and Safety Policy alone will not ensure 

the environment in which we work will be safe. Tre can be no substitute for common sense. There must 

be a constant awareness of the things we do and the ways in which they could affect the health and 

safety of the community of our school. 

Appropriate training and information will be provided so that all staff and pupils will perform their 

activities in a safe manner. 

All employees will be informed of their responsibilities under the Health and Safety Policy at induction, 

and any updates are circulated to all members of the school community. 

We aim to provide, so far as it is reasonably practicable, for our employees when working on the 

premises or elsewhere: 
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• Instruction, training and supervision to allow our employees to work safely without risk to their 

health 

• Premises and places of work that are well maintained, have safe access and egress for all and 

are without risk to health 

• Vehicles that are well maintained, safe and without risk to health 

• Safe systems and methods of work that are without risk to health 

• Machinery and equipment that is safe and without risk to health 

• Articles and substances for use at work that are safe when properly used, stored, handled ans 

transported 

• Suitable safety clothing and equipment when required by regulation, approved code of practice 

or when considered necessary by the Headmaster 

• Any other suitable protection, where appropriate, where staff might be at risk 

• For the safety of visiting contractors, members of the public and authorised visitors 

• For arrangements to involve all members of the school community in understanding this Health 

and Safety policy 

• For our responsibility towards the environment and ensuring that our activities do not adversely 

affect it 

Aims 

The aims of this policy are: 

• To provide and maintain a safe, secure and healthy working environment for all employees, 

pupils, parents and visitors 

• To ensure that all staff exhibit visible leadership that promotes safety and occupational health 

• To outline the health and safety roles and responsibilities for the different people throughout the 

school and for any other persons with authorised access to the school’s premises 

• To ensure training is provided to employees to give them the skills, knowledge and resources 

required to maintain a healthy and safe working environment 

This policy should be read in conjunction with 

• Fire Policy 

• First Aid Policy 

• Supporting medical conditions in school policy 

• Staff Handbook 

• Educational visits policy 

• Risk Assessment policy 

• Accessibility Plan 

 

 

Organisation and Responsibilities 

The Proprietor (Principal) has the ultimate responsibility for Health and Safety in school. The 

Headmaster reviews this policy annually, and works with the Health and Safety co-ordinator to monitor 

effective working procedures of the school, including reviewing the reports of incidents, accidents, near 

misses and any concerns raised by a member of the school. 
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The Headmaster is responsible to the Principal for the safe functioning of all school activities. 

The Headmaster takes full responsibility for the safe running of the school and all associated 

Health and Safety matters to do with the Coronavirus (Covid-19), following all government 

guidance in full. 

 

Roles and Responsibilities: 

Headmaster: 

• To create a culture in which Health and Safety is embedded across all school activities 

• To set up arrangements to cover all health and safety legal requirements 

• To monitor the effectiveness of the arrangements 

• To ensure that staff, pupils and contractors comply with the school’s policies and procedures 

• To ensure that an effective Health and Safety management system has been implemented to 

adequately control the school’s risks and to ensure legal compliance 

• To ensure that the necessary arrangements are made for the effective investigation of 

accidents, incidents and near misses, and for the communication of any lessons that are 

learned throughout the school 

• To ensure the provision of resources as necessary to enable the Health and Safety Policy to be 

implemented effectively and performance to be measured and reviewed 

• To ensure that all staff are competent by providing relevant training and ensuring that records 

of training are maintained 

• To ensure the provision of adequate information, instruction, training and supervision for all 

staff, contractors, visitors and pupils 

• To ensure provision of safe (and regularly maintained) machinery and equipment and safe 

systems of work 

• To provide a safe and healthy place of work, including access to and from the premises and 

adequate facilities and arrangements for the welfare of employees at work 

• To consider at all times the safety of pupils, parents, contractors, staff and any other visitors 

accessing the premises including those who hire or undertake leisure activities 

• To undertake or delegate any vehicle inspections such as the school minibus 

• To measure performance to improve the school’s approach to health and safety management 

• Hold all appropriate records (statutory or otherwise) 

• Laisse with staff who lead school trips, ensuring the school’s policy of Educational Visits is 

adhered to 

• Ensure that there is safe storage, handling, usage and transportation of chemicals or any other 

hazardous materials within the school premises 

• Ensuring that trips are properly planned and risk assessed wit due regard to the health and 

safety of pupils and staff 

• Ensure all procedures and policies are in place for educational visits and activities 

• Ensure all school risk assessments are up to date and accessible 

• Ensure that relevant Personal Protective Equipment (PPE) is worn as identified in risk 

assessments 

• Ensuring that a system is established and maintained for reporting, recording or investigation 

accidents, and that all reasonable steps are taken to prevent recurrences 
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• Ensuring that all visitors, including contractors, are made aware of any hazards on site of which 

they may be unaware 

• Ensuring that a suitable fire risk assessment is prepared and maintained to comply with the 

Regulatory Reform (Fire Safety) Order 2005 

• Ensuring that effective arrangements are in place to evacuate the buildings in case of fire or 

other emergencies, that evacuation drills are undertaken regularly and that fire fighting 

equipment is available and maintained 

• Ensuring that a suitable plan is in place to deal with emergencies, which could occur both 

during and out of school hours. This will include arrangements to deal with the immediate 

emergency, and for contacting staff and parents as necessary 

• Ensuring that suitable records are kept of Employee Health and Safety training, accidents, 

safety inspections, fire equipment tests, machinery and equipment safety tests and inspections, 

and any statutory testing linked to health and safety requirements 

• Making arrangements for the cover of staff with key safety responsibilities 

 

Health and Safety Co-ordinator 

• To ensure that all pupils and members of staff are aware of and comply with this policy 

• Bring to the attention of the Headmaster and the Principal all health and safety issues of 

immediate importance 

• Consult with employees at all levels weekly on health and safety issues 

• In conjunction with the Headmaster, ensure that safe systems of work are in place for all 

activities 

• Collate accident and incident investigation with the Headmaster, and where necessary ensure 

that appropriate investigations have been undertaken and given to those who require such 

information, and assist in any accident or incident investigation as required 

• Advise the Headmaster on maintenance requirements 

• Monitor health and safety within the school, raising concerns with the Headmaster 

• Report weekly at staff meeting on Health and Safety issues 

 

School Manager: 

• Building security 

• The safety and physical condition of all areas of the school including playgrounds and 

outbuildings 

• Arranging for the maintenance and servicing of fire fighting equipment and fire alarm systems 

• Ensuring that all contractors on site are aware of the emergency evacuation procedures and 

have sight of the school Health and Safety Policy as appropriate to their work 

• Prevention of unsupervised access by pupils to potentially dangerous areas 

• Registration and control of contractors, and informing all contractors of any known hazards 

which might affect them at work 

• Testing arrangements, maintenance and records, including fire, electrical, gas, equipment, 

legionella, asbestos etc 

• Good standards of housekeeping, including cleaning, drains, gutters etc 
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All Staff 

• Taking care of the health and safety of themselves and their colleagues and for any child under 

their charge 

• Keeping up-to-date with current safety procedures 

• To oversee the control of hazards within their area, including the preparation of risk 

assessments annually 

• To ensure that the school is secure by checking all doors are kept shut and to control who 

enters the school premises 

• Bring to the attention of the Headmaster all health and safety issues of immediate importance 

• To follow all safe working practices to enable them to undertake their responsibilities under this 

policy 

• To know and apply the emergency procedures in respect of fire and First Aid 

• To use and not wilfully misuse, neglect or interfere with, things provided for their safety and/or 

the safety of others 

• To cooperate with other employees in promoting improved safety measures in school 

• To attend necessary health and safety training as required 

 

Teachers are responsible for maintaining up to date risk assessments for areas under their control. 

There are specific risk assessment requirements for sports activities, outdoor lessons and educational 

trips and visits. 

 

Art 

• Glue guns only to be used by the teacher 

 

Science: 

• Be specifically responsible for safety within the laboratory and any preparation or storage areas 

• To ensure safe practice is conducted during all practical demonstrations and lessons using 

current guidance for best practice 

• To ensure all staff and pupils using the laboratory and storage areas receive appropriate safety 

induction training 

• Ensure safe storage of all chemicals 

• Ensure that the Science lab is locked and inaccessible to pupils between lessons 

 

First Aid Officer: 

• Maintaining the accident book 

• Escorting pupils to hospital as required (and informing their parents) 

• Checking that all first aid boxes and eye wash stations are replenished 
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• Maintain records of staff First Aid training 

 

Pupils: 

• To behave in such a manner that they create no unnecessary risk to themselves or others 

• To refrain from violence towards themselves and all other members of the school community 

• To follow the instructions of the teaching staff or other responsible adults 

• To use and not wilfully misuse, neglect or interfere with, things provided for their safety, and/or 

the safety of others 

 

Contractors: 

The following arrangements shall be employed when all external contractors are engaged on site. All 

contractors shall: 

• Adopt safe systems of work that meet the requirements of the Health and Safety at Work etc 

Act 1974, and all legislation enacted under that Act, and conform to any local health and safety 

rules, procedures and policies for the areas in which they are engaged to work 

• Notify the school of any hazards arising from their activities which may affect the occupants of 

the school 

• Report to the school office on arrival 

• Liaising with the school manager so that major work takes place out of school hours and during 

the school holidays 

• Raise the necessary permits to work before starting. Examples of work which require a permit 

to work include: 

o Work on mains electrical wiring, mains incomers and distribution boards 

o Removal of asbestos or work where asbestos materials are known or suspected to be 

in place 

o Major excavations 

o Access to roofs and roof voids 

o Sterilising of water systems with chemicals 

o Access by anyone to confined spaces such as voids, sumps and drains 

 

Catering: 

Kitchen and cooking facilities carry significant risks to school premises and high standards of 

organisation and control are required to minimise them.  The School Chef is responsible for: 

• The safety of the kitchen areas and of keeping the school informed of any hazards which could 

affect the safety of people and premises 

• Ensuring that employees are competent in working safety in the kitchen with particular regard 

to the following: 

o Hygiene- maintaining suitable standards of hygiene in the kitchen areas including 

storage and refrigeration  
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o Fire- being aware of the arrangements for fire prevention and evacuation and for 

extinguishing fires in the kitchen 

o Training- providing suitable practical training to ensure that staff are able to deal with 

kitchen fires by using available kitchen fire fighting equipment 

 

Asbestos 

The headmaster is responsible for ensuring that arrangements are in place for managing asbestos in 

accordance with the procedures and guidance of Stratford District Council and Warwickshire County 

Council.  

Staff should be briefed on the hazards of asbestos, the location of any asbestos in the school and the 

action to take if they have disturbed it. 

Arrangements will be in place to ensure that any asbestos in the premises is not disturbed by the work 

of contractors. 

The School Manager will identify the location of any intended work to ensure that there is no asbestos 

in the location of the work by examining the asbestos register. 

Contractors will be briefed in the action they should take if they discover material which they suspect 

could be asbestos. 

 

Hirers, Contractors and others using or working in the school 

When the school’s premises are used for purposes not under the direction of the Headmaster then the 

principal person in charge of the activities or use will have responsibility for safe practices. 

The headmaster will seek to ensure that hirers, contractors and others who us the school premises 

conduct themselves and carry out their operations in such a manner that all statutory and the school’s 

safety requirements are met at all times. 

When the premises are hired to persons outside the employ of the school, it will be a condition for all 

hirers that they are familiar with this policy, and comply with all safety directives of the school. They will 

jot, unless with prior consent from the school: 

• Introduce equipment for use on the school premises 

• Alter fixed installations 

• Remove fire and safety notices or equipment 

• Take any action that may create hazards for persons using the premises or the staff or pupils of 

the school. 

 

 

Visitors: 

Visitors must report to the school office were a signing-in system is in operation. Regular visitors and 

other users of the premises are required to observe the safety rules of the school. Contractors working 
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in the school premises will be made aware of the health and safety arrangements in place by the 

School Manager. 

Visitors must wear a suitable badge when on the premises. 

 

Provision of First Aid 

See Policies on First Aid and Supporting medical conditions in school 

All staff at Stratford Preparatory School are first aid trained. The senior First Aiders are Mrs Singleton 

(Main School) and Mrs Davis (EYFS building). The designated person responsible for checking and 

maintaining the contents of the First Aid boxes is Mrs Singleton. 

 

Accident Recording 

All accidents, dangerous occurrences or near misses must be reported to the Headmaster and the 

details recorded in the accident book/incident log. 

The Headmaster will investigate all accidents, dangerous occurrences or near misses from the details 

recorded in the accident book. The Headmaster has the authority to involve all those he considers 

necessary in the investigation of incidents. The Headmaster will report any reportable incidents to the 

appropriate authority (eg under RIDDOR regulations; to the Health and Safety Executive). Serious 

accidents/near misses will be reported to the Principal immediately. 

Minor accidents are recorded on accident forms which are signed by parents and the Headmaster. 

These comprise cases where there are no issues of liability and there have been no failures of 

premises, procedures or equipment. These records are retained for at least 3 years. 

 

Fire and emergency arrangements 

It is the duty of all members of staff to be aware of the fire and emergency procedures, for ensuring that 

all escape routes are kept clear and to report any defective equipment, damage to extinguishers and 

any other equipment.  

The school fire warden is Lisa Quinn, School Manager, and she is responsible for a formal check of the 

premises’ fire equipment on a weekly basis. This will include doors, fire signage and alarm systems, 

and assessing their suitability and any repairs or improvements required. 

 

Fire fighting and precautions 

All fire fighting equipment is inspected and serviced annually. An inventory of all equipment plus a 

diagram showing its location is kept up to date. 

Fire alarms are tested weekly and recorded in the fire alarm log book by the School Manager.  
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Fire drills (both announced and unannounced) are arranged termly. The purpose of fire drills is to 

evacuate everyone to a place of safety as quickly as possible where they will be checked against the 

attendance registers.  

In the case of any disability or special educational need, a fire PEEP (personal escape plan) will be 

written. 

 

Responsibilities in the event of a fire evacuation: 

• Calling the Emergency Services: Mrs Angela Laver (School Secretary) 

• Ensuring the Main School is cleared: Ms Lisa Quinn (School Manager) 

• Ensuring the EYFS building is cleared: Mrs Louise Maher (Head of EYFS) 

• Taking charge of the Assembly Area: Mr Tim Horton (Headmaster) 

 

Repairs and Maintenance 

All damage, signs of ear and defects in the premises should be written in Maintenance Book which is 

kept in the school office. 

 

School Premises Plans 

A copy of the school premises plans is kept in the school office to be available for use by the fire 

brigade. 

 

Electrical Equipment 

All portable electrical equipment is tested every year. 

A copy of the inventory of the electrical equipment tested, including the results, is kept in the Principal’s 

office. All staff must visually check all electrical appliances before use and report any defects in the 

Maintenance Book. All defective equipment must be taken out of use immediately and reported to the 

office. Privately owned appliances must typically not be used on the school’s premises (unless their use 

has been approved and/or they have been tested under the PAT test). 

 

Machinery and Plant 

All machinery and plant will be of suitable safety specifications and comply with safety standards. 

Certain pieces of equipment and plant must be inspected and/or tested as part of a statutory safety 

regime. These include for example lifts, boilers, extraction equipment for the control of hazardous 

substances, pressure systems etc.  

At Stratford Preparatory School, the boilers are maintained as necessary and serviced annually. 

 

Furniture and Equipment 
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All staff must ensure that equipment and furniture is regularly checked to ensure that it is functional and 

safe. All discovered defects must be reported in the Maintenance Book which is kept in the school 

office.  

 

Control of Substances (COSHH) 

All substances, chemicals etc purchased and used within the school, including the science laboratory, 

preparation and storage rooms, are stored, handled and disposed of in accordance with the COSHH 

guidance contained in the relevant sections of the CLEAPSS Manuals. Risk Assessments, and if 

necessary hazard data sheets must be provided for all hazardous substances and suitable records 

kept. 

Substances will be used in accordance with the guidance given in “Be Safe” from the Health and Safety 

Executive; in the CLEAPSS booklet LP5 “Safe use of Household and other chemicals”, and in 

accordance with the manufacturer’s instructions and advice on the label. 

Any substance which it is proposed to use for a purpose not covered in either of the above texts should 

be the subject of further advice (from CLEAPSS) and to the consent of the Headmaster. Any substance 

not identified will be disposed of. 

 

Cleaning Arrangements 

The school’s premises are cleaned by an externally contracted company. The cleaning of the school 

premises is of paramount importance because it is the first line of defence against communicable 

diseases. Due to cleaning specifications, certain permitted chemicals are used on the school premises. 

These chemicals will always be locked in a secure and labelled area and will not be used in the vicinity 

of pupils. All staff will be appropriately trained in the use of cleaning equipment and chemicals and will 

be expected to wear the appropriate PPE at all times. 

Any problem relating to the cleaning should be reported to the School Manager. 

The cleaning contractors agree with school a cleaning specification, which includes: 

• The Health and Safety policy of the contractor 

• Risk assessments of the arrangements for the cleaning tasks 

• Arrangements for supervision and control of their employees 

• Arrangements for training their employees in working safely and particularly the safe handling 

of hazardous substances 

• COSHH arrangements for the use and storage of cleaning materials 

• Arrangements for maintaining, testing and inspecting electrical equipment such as vacuum 

cleaners which require regular inspections to ensure electrical leads have not been damaged 

• Use and storage of PPE 

• Training in responding to emergencies such as fire and accidents particularly when they occur 

out of hours when they may be alone in the building 
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Risk Assessment 

The Management of Health and Safety at Work Regulations 1999 require all employers to carry out risk 

assessments for the risks to their employees and others who can be affected by their activities. 

Risk Assessments are used to identify potential sources of harm so that they can be minimised or 

avoided to reduce the risks of injury and ill health. 

Stratford Preparatory School has a Risk Assessment Policy which contains more details. 

 

Drugs, Alcohol and Smoking 

It is a strict policy of the school that the working environment shall be free from the influence of drugs or 

alcohol. Contravention of these rules is a very serious matter and the school will take disciplinary 

action. In addition, possession of or dealing in illegal drugs on school premises will, without exception, 

be reported to the police. 

We promote a no smoking policy. Smoking is not permitted anywhere within Stratford Preparatory 

School. 

 

Educational Trips and Visits 

It is important that suitable arrangements are made for all offsite visits by pupils. The school’s 

Educational Visits Coordinator (EVC) is the Headmaster. Please see the school’s Educational Visits 

Policy for further details. 

 

Working at height 

Working at height should only be undertaken if necessary and appropriate. Maintenance staff must 

comply with statutory requirements. Training will be offered on the employment of safe practices. The 

erection of portable scaffolding must only be undertaken by appropriately trained staff. There is a 

wheeled stand-on step available; chairs should not be stood on. 

 

Manual handling 

Where reasonably practicable, all staff should avoid hazardous manual handling operations. If 

necessary, the task must be manageable in accordance with the Manual Handling regulations. Training 

will be offered on the employment of safe practices. 

 

The “Kiss and Drop” system 

The school encourages a “kiss and drop” system in the mornings, to enforce the safety of the children 

when arriving at school. We work closely with the Local Community Police Officer to promote safety in 

our community, and regularly liaise with our neighbours on Bull Street and around the school. 
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Emergencies 

Please refer to our Emergencies Procedure Policy. 

 

Display Screen Equipment (DSE) 

In accordance with the Health and safety (Display Screen Equipment) Regulations 1992, the school will 

take all reasonable precautions to ensure the health and safety of all users of Display Screen 

Equipment. 

 

Disability at school 

The school recognises its obligations towards its employees, pupils and the wider community to ensure 

that people with disabilities are afforded equal opportunities. We take seriously our obligations under 

the Equality Act 2010, and are particularly mindful of the “Protected Characteristics” defined in that Act.  

We therefore ensure where possible that reasonable adjustments are recorded into Risk Assessments 

as appropriate. Please see our Equality, Diversity and Inclusion Policy for further details. 

 

General and Occupational Health 

The school tries to promote a healthy lifestyle for all pupils and staff. All staff are First Aid trained, and 

the school encourages healthy eating. 

The school also provides a mentor for staff to have an alternative support network to their line manager 

and encourages employees to seek counselling or coaching regarding any problems whether at home 

or at work. 

 

Conclusion 

It is the responsibility of everyone to make these arrangements work. By achieving this collective 

responsibility there is much greater likelihood of achieving an accident-free environment and 

progressively improving the management of health, safety and well-being for all. 

 

 

 

 

 

 


