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1.0  INTRODUCTION 

1.1  This Policy on Health and Safety at Work has been produced to help all employees understand the various 
duties and re     v bhuok0sponsibilities held by the company and themselves under the Health and Safety at 
Work etc Act 1974, its subsidiary regulations including the Management of Health and Safety at Work 
Regulations 1999, and how the company intends to meet these requirements. 

1.2  The Policy is also designed to demonstrate to others, i.e. clients, subcontractors, enforcing authorities etc., 
how the company intends to manage and control Health and Safety issues throughout its undertakings. 

1.3  The Policy is also designed to establish safeguards against all identified hazards and thereby reduce risk of an 
incident occurring. We have and will continue to identify, assess and implement suitable protection and / or 
preventative measures. The Policy will be reviewed on an annual basis or whenever significant changes in 
legislation occur. Any amendments will be brought to the attention of all. 

1.4  The Policy shall be implemented in all areas of company activity. Any queries concerning the operation or 
interpretation of any part of the Policy should be directed to the Health and Safety Committee. 

 
2.0  COMPANY POLICY FOR HEALTH, SAFETY AND WELFARE 

It is the Policy of Hunter Hall School to provide, maintain and ensure safe working practices in all our operations, 
systems of work and working environments, for the protection of each child, parent, employee, contractor and others 
who may be affected, so far as is reasonably practicable. 

• To achieve this level of control, all management and supervisory employees are directly responsible for the ongoing 
identification of workplace hazards and risks in the areas under their control. They are responsible for the rectification 
or minimisation of hazards and risks and for the implementation of procedures to achieve the pro-active management 
of Health and Safety in the workplace. 

• Management must ensure that appropriate Health and Safety considerations are always given priority during 
planning and the day-to-day supervision of work. 

• Responsibilities for the implementation of our Health and Safety Policy rest with the Board of Governors and Head 
Teacher/Bursar, however the objectives within will only be achieved through the co-operation and involvement of our 
employees and all other persons who use the premises. Employees will be required to comply with all our safety rules 
as a condition of employment. Contractors and visitors will be made aware of our company's safety policy and best 
endeavours will be used to ensure standards that are compatible with our policy are maintained. 

• The Board of Governors, Head Teacher and Bursar of Hunter Hall School give their full support to the implementation 
of this Policy. 
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3.0  ARRANGEMENTS FOR HEALTH AND SAFETY 

3.1  The Head Teacher, Bursar and Board of Governors of Hunter Hall School implement the following 
arrangements for Health and Safety: 

- Assigns the Health and Safety Committee to advise on all matters of Health and Safety; 

- Arranges for the Health and Safety Committee to inspect and provide a written report on Health and Safety 
matters for all school locations  on a regular basis; 

- Continues to ensure that all employees are provided with appropriate Health and Safety training  

 

4.0  GENERAL RESPONSIBILITIES 

4.1  Introduction 

4.1.1  Responsibility for implementation of the Health and Safety Policy throughout Hunter Hall School is held with 
the Head Teacher, Bursar and Board of Governors. 

4.1.2  Responsibility for day-to-day application of the policy is delegated, through the appropriate employee, to 
every member of the SLT and staff team and their specific responsibilities are detailed within this Policy. 

 

4.2  The Head Teacher, Bursar, SLT and Board of Governors,  

4.2.1  The Head Teacher, Bursar, SLT , Board of Governors, and staff are, at all times, responsible for implementation 
of company Health and Safety Policy. Every person shall: 

- Actively promote a positive Health and Safety culture throughout their areas of responsibility; 

- Understand the company Policy for Health and Safety; 

- Ensure that the Policy is implemented and that any delegated duties are properly undertaken; 

- Ensure that employees are provided with appropriate induction and ongoing Health and Safety training and 
that they are aware of their responsibilities; 

- Ensure that the identification of hazards and the assessment of risks are undertaken, appropriately 
documented and the preventative and precautionary measures actioned; 

- Ensure that communication, coordination and cooperation occur between employees and others, with 
respect to the management of Health and Safety within the workplace; 

- Set a personal example; 

- Take appropriate action where employees, or others, fail to meet satisfactory Health and Safety standards; 

- Ensure that regular Health and Safety inspection of all areas under their control is carried out and that 
workplace health and safety is actively managed and controlled on an on-going basis; 

- Ensure that all accidents, dangerous occurrences and near miss incidents are investigated and reported as 
soon as possible. 

 

4.2.2  In an emergency, any member of staff is authorised to stop any activity, work method or circumstance which 
is considered so unsafe as to constitute an immediate danger to any individuals, and where appropriate, to 
evacuate the area. The circumstances shall be reported immediately to the Head Teacher/Bursar. The activity 
shall not be resumed until investigated and any necessary remedial action implemented. See Appendix for a 
list of employees with specific responsibilities. 
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4.3  Every Employee 

4.3.1  Every employee has a duty while at work: 

- to take reasonable care for the Health and Safety of themselves and of other persons, who may be affected 
by their acts or omissions at work; 

- to co-operate with their employer to enable any duty or requirement imposed on them or any other person 
to be performed or complied with; 

- to report any defects in vehicles, plant, tools etc. to the Head Teacher/Bursar immediately; 

- not to indulge in horseplay; 

- to comply with instructions issued; 

- not to interfere with or misuse anything intentionally or recklessly which is provided in the interests of Health, 
Safety and Welfare; 

- to use and maintain in good condition and report any defect in personal protective equipment; 

- to keep all workplaces neat and tidy, and reduce the risk of accidents / incidents; 

- to report any dangerous occurrence, which does not result in injury, e.g. a near miss, to the Head 
Teacher/Bursar; 

- to report all work-related accidents or illnesses to the Head Teacher/Bursar; 

- to be aware of first aid facilities, and ensure all accidents are recorded in the accident book provided; 

- to know the nearest phone point for use in an emergency, be aware of the location of fire points and make 
sure all safety / emergency equipment is freely accessible at all times; 

- to know the nearest emergency exit and make sure all exits are unhindered at all times; 

- to know the assigned emergency assembly point; 

- to be vigilant at all times to vehicles on and off school premises; school, parents and personal vehicles. 

 

4.3.2  If any individual is of the opinion that any plant, machinery, equipment, tool, means of access or work method 
with which they are involved is unsafe, they shall report the matter immediately to the Head Teacher/Bursar. 

 

4.3.3 Legal Requirements 

Section 7 of the Health and Safety at Work etc Act 1974 states: 

It shall be the duty of every employee while at work:- 

a) to take reasonable care for the health and safety of themselves and of other persons who maybe affected 
by their acts or omissions at work; 

and 

b) as regards any duty or requirement imposed on their employer or any other person by or under any other 
relevant statutory provisions, to co-operate as far as is necessary, to enable that duty or requirement to be 
performed or complied with. 
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Section 8 of the Health and Safety at Work etc Act 1974 states: 

No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, 
safety or welfare in pursuance of any of the relevant statutory provisions. 

Regulation 14 of The Management of Health and Safety at Work Regulations 1999 requires employees to 
bring to the attention of their employer:- 

a) any situation that the employee considers to be a serious and imminent danger; 

and 

b) any other perceived shortcoming in the employer’s Health and Safety arrangements. 

 

5.0  THE MANAGEMENT OF HEALTH AND SAFETY AT WORK 

5.1  General 

5.1.1  To help staff manage and control Health and Safety issues in the areas under their control, a number of 
procedures have been developed. These procedures cover: 

- Accidents / First Aid; 

- Fire Safety; 

- Training; 

- Visitors / Contractors; 

- Hazards; 

- Premises and Housekeeping; 

- Electrical Equipment; 

- Machinery and Plant; 

- Dangerous Substances; 

- Manual Handling; 

- Personal Protective Equipment; 

- Risk Assessments; 

- Vehicles at Work; 

-Critical Incidents; 

-Trips and visits; 

-Risk Assessments 

-Supervision 

-Environmental Awareness 

-Equal Opportunities and dignity at work 

-Lone working 

-Working at height 
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-Maternity Policy 

 

5.2  Accidents / First Aid 

5.2.1  First Aid kits are provided in all Classrooms and other areas of the school such as pavilion, minibus, playground 
entrances 

5.2.2  There are nominated persons to deliver it. See Appendix for a list of trained First Aid employees. 

5.2.3  All injury accidents, however minor, are recorded in the accident books located in all first aid boxes.  All 
accidents, near misses and incidents of work-related ill-health are investigated in order to identify root causes 
and prevent a recurrence. The Health and Safety Committee is responsible for reporting incidents which fall 
within the reporting requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations (RIDDOR). 

 

 

5.3  Fire Safety 

5.3.1  Fire extinguishers are provided in all areas of the school including: classrooms, corridors, kitchen areas etc 

5.3.2  The location of extinguishing devices is signed throughout the School.  All extinguishers are clearly labelled 
and inspected annually. Every employee should be aware of their nearest device for each different 
requirement. 

5.3.3  All escape routes are clearly labelled and in good order. All exits are unhindered to allow clear egress, therefore 
each employee is asked to be attentive towards such matters and remain aware of their nearest escape route. 

5.3.2  A Fire Risk Assessment is undertaken in accordance with the Regulatory Reform (Fire Safety) Order 2005. The 
Fire Risk Assessment is designed to evaluate the current protection measures in place, determine shortfalls 
and recommend remedial action as necessary. The Fire Risk Assessment is available on the School Intranet 
and in the main office. 

 

5.4  Training 

5.4.1  Employees receive all the training necessary to ensure that they are able to do their jobs safely. Certain 
specialised jobs have received specific training either on the job (via supplier training or in-house) or external 
training companies. All training records are kept on the centralised training database. Selected Governors and 
staff have received specialised Health and Safety training. 

 

5.5  Visitors and Contractors 

5.5.1  Hunter Hall School has its own rules covering behaviour and induction for visitors and contractors. These rules 
are kept at each individual site and are available on request. All visitors and contractors are inducted on arrival 
in the site rules. 

 

5.6  Hazards 

5.6.1  The use of hazardous and dangerous substances is kept to a minimum and where their use cannot be 
eliminated, suitable controls are implemented. 

5.6.2  Suitable vehicles and equipment are provided as appropriate for each job and are properly maintained with 
suitable safety devices installed, where applicable. 
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5.6.3  Safety and health is ensured to all employees in connection with the use, handling, storage and transport of 
articles. 

5.6.4  Information, which is available from hazard sheets, supplied with substances bought, plus manufacturer’s 
guidance is brought to the attention of workers likely to be affected by the hazards. Hazard information sheets 
are available for view. Regular risk assessment is undertaken with hazards identified and dealt with. Records 
of risk assessment are available for view. 

 

5.7  Premises and Housekeeping 

5.7.1  Good housekeeping is a top priority at and is clearly visible at Hunter Hall School.  All employees are asked to 
be vigilant towards keeping doorways and fire exits unobstructed and keeping extremely tidy workplaces. 

5.7.2  The workplace is maintained in a safe condition, including safe access and egress. Adequate facilities and 
arrangements for welfare at work are provided. 

 

5.8  Electrical Equipment 

5.8.1  Before purchase all electrical equipment will be checked for suitability for its intended use; in accordance with 
'The Electricity at Work Regulations 1989’ & BS7671. Each piece of equipment is given a unique serial number 
and a register maintained to aid traceability. Electrical PAT testing is undertaken periodically. 

 

5.9  Machinery and Plant 

5.9.1  All items of Machinery and Plant must be in good order, all guards and cover plates etc. are in position and 
the item of plant is correct for the job and complies with the Supply of Machinery (Safety) Regulations and the 
Provision and Use of Work Equipment Regulations. Operators are trained and authorised. Safe working load 
must be known and not exceeded; racking is able to take the loads handled. Plant is subject to regular thorough 
examination and test. All pieces of machinery in operation at all Hunter Hall School are 'CE' approved. 

5.9.2  Routine inspection, maintenance and cleaning take place when required during which time all machinery 
involved is completely closed down. Maintenance records exist for all machinery. 

 

5.10  Dangerous Substances 

5.10.1  Relevant information such as, hazard sheets, manufacturers guidance, COSHH sheets and Health and Safety 
guidance are brought to the attention of workers likely to be affected by the hazards.  

 

5.11  Manual Handling 

5.11.1  The need for manual handling is minimal. Any reported injury relating to manual handling operations will be 
recorded and investigated by the appointed Governor and/or Head Teacher/Bursar, and the appropriate 
action taken. 

 

5.12  Personal Protective Equipment 

5.12.1  Hunter Hall School will make available personal protective equipment as to control or minimise personal 
exposure so far as is reasonably practicable. The type of equipment is selected with regard to the risks of each 
work activity, the level of protection required and the needs of the individuals. 
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5.13  Risk Assessments 

5.13.1  Risk assessments are undertaken in order to review the Health and Safety of our activities and premises and 
implementing safe systems of work as a result. All Risk Assessments are available on the school Intranet  

 

5.14  Vehicles at Work 

5.14.1  Hunter Hall School has rules covering vehicle movement. These rules are notified to teachers, parents and 
others and are available on request.   All drivers are required to comply with the school’s rules. 

5.14.2 School vehicles are maintained as required by the manufacturer.  Any employee using a school vehicle must 
report all defects to the Head Teacher/Bursar. 

5.14.3  Vehicle on-site and off-site risk assessments are reviewed annually 

 

5.15      Critical Incidents 

5.15.1  Hunter Hall School has a policy for any critical incident that may take place including a critical incident that 
may happen off site - during a school trip for example. There is always the possibility that an incident might occur 
which would seriously disrupt the smooth running of the School. It is impossible to foresee every incident that might 
occur but there must be a framework in place to ensure that the school community knows what should be done and 
who holds key responsibilities. 
 
5.15.2  Decision making responsibilities 

Fundamental to the handling of the incident is the assembly of an Incident Management Team (IMT) with 
clearly defined roles.  In the event of a disaster the Incident Management Team will be convened to lead the 
reaction to the incident. 

 
5.16 Trips and Visits 
 
5.16.1  Hunter Hall School acknowledges that pupils can derive much educational benefit from taking part in visits with 
the School. Social skills developed through problem solving, decision-making, teamwork and residential experiences 
at home and abroad can enhance the development of personal and social skills. Knowledge and experience gained 
beyond the classroom can consolidate and extend the taught curriculum within it.  
 
The School is committed to establishing a framework within which our children can benefit from a wide range of such 
opportunities organised for their benefit in a safe, healthy and secure environment. Complete Risk Assessments are 
an integral part of any educational visit. Due regard is given to the DFE guidance ‘Health & Safety of Pupils on 
Educational Visits’.  
 
When organising a trip of any kind staff must follow the procedures outlined in this policy.  
It is hoped that a critical incidence will never be an occurrence but with thought of due diligence this document 
should be read in conjunction with the Critical Incident Policy 
 
Approval must be sought from the Head teacher for all trips. The Head teacher acts as the EVC (the Educational Visits 
Co-ordinator) 
 
5.17 Risk Assessments 
 
5.17.1 Hunter Hall School takes an active approach to managing risk in order to significantly reduce the likelihood of 
children/staff being harmed through negligence or lack of foresight and proper planning. 
 
Hunter Hall risk assessments are carried out systematically and are the duty of the person/persons concerned with 
the activity. 
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5.17.2 Types of Risk Assessments 
There are two types of risk assessments at Hunter Hall :  
 
Generic on-site risk assessments are carried out for main school areas. 
The EYFS on site risk assessment is reviewed by GG (EYFS manager)  
Other risk assessments include forest area, trim track and pre- school climbing frame, kiln, wildlife area and site 
security 
 
Risk assessment for school trips which are carried out as and when a trip takes place - the member of staff 
concerned in taking the trip and must complete a risk assessment to be approved by the Head teacher and Bursar 
(please refer to trips and visits policy and the responsibility of the group leader) 

 

 
5.18 Supervision 
 
5.18.1 Supervision is linked to the management of behaviour and is intended to ensure that all pupils are safe and 
that school is ran in an orderly and controlled manner, ensuring that emergencies can be dealt with promptly whilst 
ensuring adequate staffing is available. Hunter Hall has a duty of care towards its pupils including those activities 
taking place off site (see trips and visits policy) 
 
5.19 Environmental Awareness 
 
5.19.2  Hunter Hall School is a professionally managed school and acknowledges that there is potential for some 
impact on the environment if certain operations are not controlled.  We are committed to protecting human health 
and the environment by understanding the environmental aspects and minimising the impacts from our activities.  
We will sustain a program of continual improvement in our environmental performance.   
 
5:20 Equal Opportunities and dignity at work 
 

5:20.1		Hunter Hall School is an equal opportunity employer and is fully committed to a policy of treating all of its 
employees and job applicants equally. Hunter Hall School will avoid unlawful discrimination in all aspects of 
employment including recruitment and selection, promotion, transfer, opportunities for training, pay and benefits, 
other terms of employment, discipline and selection for redundancy and dismissal. 

 
5.21 Lone working 
 
5 21.1  This policy sets out the School’s provisions on lone working. The School discourages lone working and will avoid 
the need for employees to work alone where reasonably practicable.  Where lone working is necessary, whether on a 
regular or occasional basis, the School will take all reasonable steps to ensure the health, safety and welfare of 
employees working alone.   
 
The School will also ensure that a formal health and safety risk assessment is carried out to identify the hazards and 
risks of lone working and to devise and implement safe working arrangements so that the risks are eliminated or 
adequately controlled, thus enabling lone workers to carry out their work in a safe environment.   
 
5.22  Working at height 
 
5.22.1 This Safe System of Work (SSoW) is provided in accordance with The Working at Height Regulations. It will 
contain instances where you have to work at height.  
This Safe System of Work (SSoW) is provided in accordance with the Manual Handling Regulations. It will contain 
instances where you have to employ manual handling techniques.  
 
5.23 Maternity Policy 
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5.23.1  The School has a duty to take care of the health and safety of all employees. We are also required to carry 
out a risk assessment which may include assessing the workplace risks to women who are pregnant, have recently 
given birth or are breastfeeding where the work is of a kind which could involve a risk of harm or danger to their 
health and safety or the health and safety of their baby and the risk arises from either processes, working conditions 
or physical, chemical or biological agents in the workplace. 
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Appendix 

Employees with Specific Responsibilities: 
Board of Governors:  Providing resources for adequate Health and Safety of all employees.  
 
H&S Committee: Providing resources for adequate Health and Safety of all employees. Overseeing emergency 

procedures. Hazard identification and risk assessment. Introducing and maintaining control 
measures. Maintaining COSHH requirements. Arranging the daily implementation of safe 
working practices, including contractors. Fire prevention measures. Monitoring and review of 
Health and Safety management systems. RIDDOR reporting. 

 
Head Teacher: Overall responsibility for Health and Safety. To ensure all Health and Safety requirements are 

met for Hunter Hall School. Support the Health and Safety Committee to promote the 
objectives of the Health and Safety Policy. 

 
Bursar: Responsible for Health and Safety of the administration and school support teams and the 

non-classroom environment. Support the Head Teacher to promote the objectives of the 
Health and Safety Policy. 

 
 
First Aid Trained Employees: 

Staff at Hunter Hall are first aid trained and training is updated at least every 3 years. Our outdoor education leader M Spooner is 
trained at a higher level due to the nature of activities undertaken outside of school 

 

Appointed Employees: 

Designated first aiders – M Spooner and E Tarrant (in MS absence) for advice and support 
Health and safety officer (Bursar – D White) for monitoring and reporting, school training 
School office administrator  - for parent liaison and resource managing and reordering, school training records and medical records 
All qualified first aiders – for day to day administration of playground falls, classroom first aid pouches etc 
Head teacher – for liaison and co-ordination and ensuring policy is put into practice 
Deputy head teacher – staff sickness records 
Health and safety committee – for overseeing the above  
EYFS – all staff are paediatric trained under the direction of Mrs Georgina Griffiths 
 
Bursar – D White – Health and Safety management in Schools (IOSH) 
 

Fire Warden: 

Bursar – D White – completed fire warden course 

In addition all staff have fire training periodically as part of in service training 

 

Critical Incident team (IMT) 

Role Personnel Deputy 
Incident Manager Head teacher Deputy Head 

Welfare representative 
(staff/Parents) 

Foundation Stage Manager/Co-
ordinator of Lower School 

Bursar 

Welfare representative 
(pupils) 

Deputy Head Foundation stage manager 

Media Liaison Chair of Governors 
External Marketing Manager  

School Office Administrator 
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Works and Safety Bursar 
Estates Committee Com 
Health and Safety Com 

 

Legal, Insurance, Financial Bursar  

Secretary School Office Administrator  

 

EVC (Educational Visits Co-ordinator)  D Vinsome 


