
 
 

 
 
 
 
 

 
Applies to: 

• All staff (teaching and non‐teaching), the directors and volunteers working in the School. 
• Pupils, Parents, Guardians and Caregivers 
• Visitors and Contractors 

 
Availability 

 
This policy is made available in the following ways: 

• The School’s website www.radnor‐sevenoaks.org; 
• Via Teams, All Staff Shared Documents, Compliance, Policies; 
• On request a copy may be obtained from the School’s Office. 

 
Monitoring and Review: 

• This policy will be subject to continuous monitoring, refinement and audit by the Head. 
• The Board of Directors undertake a formal annual review of this policy. 
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1. Introduction 
1.1. This policy has been reviewed for alignment with key UK health and safety requirements relevant 

to schools, including the Health and Safety at Work etc. Act 1974, the Management of Health and 
Safety at Work Regulations 1999, RIDDOR 2013, COSHH requirements, the Regulatory Reform (Fire 
Safety) Order 2005, and Department for Education guidance on health and safety responsibilities 
and duties for schools. 

1.2. Under the Health and Safety at Work etc. Act 1974: 
• the employer, Radnor House Sevenoaks (the School), is responsible for health and safety, 

although tasks may be delegated to staff; and 
• employees must take reasonable care of their own health and safety and that of others. Staff 

and others also have a common law duty of care towards pupils, similar to that of a prudent 
parent. 

1.3. The Board of Directors has delegated the day-to-day running of the School, including health and 
safety for pupils and staff, to the Head and the Director of Finance and Operations. They are 
responsible for ensuring that risks are managed effectively and that the Health and Safety 
Committee is in place. The Committee is chaired by the Health and Safety Officer. 

1.4. The Finance and Operations Director is the School’s competent person for health and safety. They 
provide day-to-day advice, support compliance with relevant legislation and guidance, and help 
ensure this policy and related procedures are followed.  Where a health and safety task is 
delegated, they will ensure that the person understands the task and has the information, training, 
supervision and resources needed. 

 
 
2. General Statement of Health and Safety Policy 

2.1. The School will, so far as is reasonably practicable, provide a safe and healthy environment for 
staff, pupils, visitors, contractors and others affected by the School’s activities. 

2.2. The School aims to prevent accidents, injury and ill health by identifying risks and managing them 
appropriately. 

2.3. Staff, pupils and relevant visitors must follow this policy and related safety procedures, and must 
take reasonable care for their own safety and the safety of others. 

2.4. The Health and Safety Executive (HSE) enforce health and safety law for independent schools. The 
HSE would normally take action against the proprietor but may also take action against an 
employee where appropriate, for example if they ignore the School’s policy or the Finance and 
Operations Directors’ instructions. 

2.5. The School maintains practical arrangements for safe working, emergency evacuation, accident 
reporting, pupil safety education, staff training and safe handling of equipment and substances. 

2.6. The School supports pupil welfare, health and safety through arrangements for: 
• safeguarding, safer recruitment, child protection and staff training; 
• behaviour, anti-bullying, harassment and discrimination procedures; 
• safe supervision, attendance monitoring and support for pupils with additional needs; 
• fire safety, first aid, accident response and emergency arrangements; 
• accessibility of the premises, curriculum and admissions arrangements; 
• teaching pupils how to recognise and respond to risks, including online, personal safety and 

environmental risks; and 
• listening to the views of pupils, parents and carers, staff, Directors and others. 

2.7. The School uses policies, audits and risk assessments to identify hazards, manage risks and reduce 
them so far as is reasonably practicable. 

 
3. Responsibilities of the Board of Directors: 

3.1. The Board of Directors, acting through the Head and the Finance and Operations Director, is 
responsible for ensuring that this policy is implemented. The Board will: 
• review this policy regularly and monitor how effectively it is working; 
• ensure emergency evacuation procedures are in place, practised at least once a term, recorded 

and reviewed; 



• ensure staff, parents and relevant visitors are made aware of key health and safety risks and 
procedures; 

• ensure staff have access to relevant health and safety policies, procedures, guidance and 
information; 

• ensure visitor arrival and departure is recorded through the InVentry system; 
• ensure accident reporting arrangements are in place and brought to staff attention where 

needed; 
• ensure regular safety inspections are carried out; 
• ensure unsafe furniture, fittings or equipment are removed, repaired or replaced; 
• ensure building defects are addressed promptly and interim controls are used where needed; 
• monitor, through the Finance and Operations Director, the activities of contractors, hirers and 

other organisations present on site, so far as reasonably practicable; 
• make clear who has specific health and safety responsibilities; 
• ensure risks are identified and suitable controls are put in place; 
• ensure that staff are recruited and appointed in accordance with the School’s safer recruitment 

procedures, Keeping Children Safe in Education, Working Together to Safeguard Children 2024, 
and relevant local safeguarding partnership arrangements; 

• provide employees with information, instruction, safe working practices, supervision and 
training to ensure they are competent to carry out their tasks; 

• minimise cases of injury and work related ill health and to investigate accidents and incidents 
that might have resulted in harm to employees; 

• seek support from and consult with employees on matters concerning their Health and Safety; 
• provide safe equipment, safe play areas, safe access and egress and maintain them in good 

order; 
• have a clear understanding on actions to take in the event of any emergencies; 
• train all staff in the particular Health and Safety issues that affect pupils; 
• ensure that activities undertaken by the School both on and away from School site are risk 

assessed and safely managed; 
• adopt and maintain an effective policy, organisation and arrangements for the provision of 

Health and Safety throughout the School; 
• comply with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

(RIDDOR); 
• hold regular meetings that include Health and Safety as a fixed agenda item; 
• ensure duty rotas take into consideration both regulatory and best practice staffing ratios for 

the age range of the School community (EYFS ‐Year 13); and 
• ensure specific controls and procedures are in place for the safety of the pupils in our care from 

the point of arrival to the point at which they depart. 

 
4. 4 Duties of the Chair of the Health and Safety Committee 

4.1. The Health and Safety Committee is chaired by the Health and Safety Officer. The Chair is 
responsible for coordinating the Committee’s work, helping to monitor health and safety 
arrangements, and ensuring that staff are appropriately represented. 

 
 
5. 5 Duties of the Director of Finance and Operations 

5.1. The Finance and Operations Director is the main point of contact for day-to-day health and safety 
matters. This includes: 
• reviewing and developing this policy; 
• keeping up to date with relevant health and safety advice and legislation; 
• investigating health and safety concerns and taking appropriate action, including stopping 

unsafe work where necessary; 
• ensuring regular safety inspections are carried out and that issues are followed up; 



• making recommendations on resources, information, instruction and staff training needs; 
• ensuring staff and relevant others understand this policy and their responsibilities; 
• chairing the Health and Safety Committee and helping to monitor procedures, risk assessments, 

emergency plans and accident records; 
• organising fire drills, keeping records and ensuring fire instructions are displayed; 
• ensuring fire safety policies, procedures, audits and inspections are completed and followed up; 
• supporting staff to involve pupils appropriately in health and safety matters; 
• ensuring regular visitors follow the School’s safety rules; 
• ensuring visitors are given relevant health and safety information as part of their induction; and 
• ensuring the procedures set out in this policy are in place. 

5.2. The Finance and Operations Director is also responsible for ensuring that key health and safety 
information is displayed, kept up to date and shared with relevant staff. 

5.3. The Finance and Operations Director must ensure that risks to young or vulnerable people, 
including apprentices and young workers, are considered. 

5.4. For this purpose: 
• a young person is anyone under 18; and 
• a child is anyone who has not yet reached the official minimum school leaving age. 

5.5. Young people employed by the School must be protected from risks linked to inexperience, lack of 
awareness or lack of maturity.  The Finance and Operations Director will consider: 
• the layout of the workplace; 
• any physical, biological or chemical hazards; 
• how work equipment will be used; 
• how work and processes are organised; 
• the training needed; and 
• risks from specific substances, processes or work activities. 

 
6. Responsibilities and Duties of All Staff 

6.1. All staff must take reasonable care for their own health and safety and the health and safety of 
others who may be affected by their work. Staff must also cooperate with the School so that health 
and safety requirements can be met. 

6.2. Staff who are responsible for pupils must act with appropriate care and supervision. They must 
understand and follow the health and safety requirements that apply to their role. 

6.3. All staff must help maintain a safe environment for pupils, staff, volunteers and visitors. They must: 
• supervise pupils and others for whom they are responsible; 
• follow safe working practices and set a good example; 
• identify hazards and take steps to reduce the risk of harm; 
• use equipment and tools safely and only for their intended purpose; 
• provide clear instructions, signs or warnings where needed; 
• use and provide protective clothing or safety equipment where required; 
• avoid lone working in hazardous situations where possible; 
• respond promptly to health and safety concerns and take action where appropriate; 
• raise and discuss health and safety concerns promptly; 
• investigate accidents, incidents and near misses where harm occurred or could have occurred, 

and take appropriate corrective action; 
• complete or attend health and safety training where required; 
• refer matters outside their authority to the Finance and Operations Director. 

 
6.4. All employees must, so far as is reasonably practicable: 

• Take reasonable care for their own health and safety and that of others who may be affected 
by their acts or omissions at work; 

• Co-operate with the Board, the Finance and Operations Director and other relevant persons in 
meeting statutory health and safety requirements, and not interfere with or misuse anything 
provided for health, safety or welfare; 



• Ensure that tools and equipment are in good condition and report any defects to the Estates 
Team at estates@radnor-sevenoaks.org ; 

• use the correct equipment, tools, protective equipment and safety devices for the task; 
• keep work areas, vehicles and shared spaces tidy and safe; 
• report accidents, near misses and hazards to the Health & Safety Officer immediately; 
• be familiar with this policy and with arrangements for fire, first aid and other emergencies; 
• make sure health and safety rules and procedures are followed effectively; 
• identify hazards and complete risk assessments where required for their area of work; 
• take part in health and safety training when required; 
• tell their line manager if they cannot safely carry out a task, for example due to illness or 

incapacity; 
• only carry out tasks they are trained and competent to do safely, and seek advice if unsure; 
• wear clothing and footwear suitable for safe working; 
• maintain good housekeeping and cleanliness; 
• know and follow emergency procedures, including fire and first aid procedures; 
• ensure tools, plant, machinery and equipment are safe, properly guarded and used only by 

authorised people; 
• use, store and label hazardous substances correctly and in line with risk assessments; 
• report defects in premises, plant, equipment or facilities and take action to prevent risk where 

possible; 
• report all accidents and near misses immediately using the correct procedure; 
• promote high standards of health and safety and suggest improvements; and 
• use safety equipment properly, do not misuse or interfere with it, and cooperate with others 

on health and safety matters; 
• act with appropriate care when supervising pupils. 

 
 
7. Staff with Specific Health and Safety Responsibilities 

7.1. Staff with specific health and safety responsibilities must: 
• apply this policy in their area of work and report health and safety matters to the Finance and 

Operations Director; 
• follow advice and instructions; 
• put safe working procedures in place where needed; 
• resolve health and safety concerns where possible and refer unresolved matters to the Finance 

and Operations Director; 
• carry out regular safety checks in their area and report issues where needed; 
• provide information, instruction, training and supervision so staff and pupils can work safely; 
• request safety equipment, repairs or improvements where plant, tools, equipment or 

machinery may be unsafe to estates@radnor-sevenoaks.org. 



8. Standard Working Practices 
8.1. Standard working practices include: 

• ensuring staff receive health and safety training relevant to pupils and their role; 
• ensuring employees and volunteers have access to this policy before starting work or voluntary 

support; 
• arranging audits, fire risk assessments and safety inspections where needed; 
• keeping suitable records of pupil attendance, including late registration where applicable; 
• using regular checks to confirm that health and safety arrangements remain effective; 
• ensuring access to competent advice and current health and safety guidance; 
• arranging training for staff who help carry out health and safety procedures; 
• ensuring external visits and outings have suitable controls, emergency contact details and 

medical information; 
• putting controls in place to reduce the risk of pupils accessing medicines, food or drinks to which 

they are allergic. 
 
 
9. Risk Assessment 

9.1. Risk assessment means identifying hazards, deciding who may be harmed, and putting suitable 
controls in place. 

9.2. The Finance and Operations Director will ensure that written risk assessments are completed for 
premises, work activities and School-sponsored activities, whether on or off site. Risk assessments 
must be reviewed when circumstances change and at agreed intervals. 

9.3. High-risk assessments should be reviewed at least termly. Other activity assessments should 
normally be reviewed annually. 

9.4. Risk assessments must record key hazards, control measures and any further action needed. 
9.5. The Director of Finance and Operations will report significant risk assessment findings to the Head 

and/or Board of Directors so that actions can be prioritised and resources allocated where needed. 
9.6. Staff involved in risk assessment will receive appropriate training and guidance. 
9.7. Fire risk assessments are managed through the School’s fire safety arrangements and overseen by 

the Finance and Operations Director. 
 

 
10. Pupils 

10.1. Pupils are expected, according to their age and understanding, to: 
• take reasonable care for their own safety and the safety of others; 
• wear safe and suitable clothing and footwear for school activities; 
• follow the School’s safety rules and staff instructions, especially in an emergency; and 
• use safety equipment properly and not misuse or interfere with it. 

 
 
11. Behaviour of Any Person on the School Premises 

11.1. The School has a written behaviour policy for everyone on site. It also sets out what the 
School may do if a person causes nuisance or disturbance and access to the premises needs to be 
restricted. 

11.2. A person who has been banned from the School premises is trespassing if they enter 
without permission. 

 
 
12. Theft or Other Criminal Acts 

12.1. The Head will investigate theft involving pupils. Serious theft from the School site will be 
reported to the police and recorded. Any physical violence against a teacher must be reported to 
the Head immediately. 

 
 
 



13. Arrangements for the Comfort and Well-Being of Pupils and Staff 
13.1. The following arrangements are in place to support the comfort, welfare and wellbeing of 

pupils and staff while on the School premises. The School aims to provide a safe, suitable and well-
maintained environment for learning, teaching and supervision. 
• The premises are kept warm in cold weather using safe, adjustable heating systems. 
• Windows are designed to be safe and to provide suitable natural light. 
• Where possible, doors have safe vision panels fitted 
• Floors are checked regularly to reduce the risk of slips, trips, obstructions or damage. 
• Our hot water supply is maintained at a temperature to prevent accidental scalding. 
• Potentially harmful items are stored securely in a lockable room or cabinet. 
• The building has suitable ventilation. 
• Fresh drinking water is available, and drinking water taps are clearly identified. 
• We have a disabled toilet designed for disabled people. 

 
 
14. Recording and Reporting Accidents 

14.1. The Finance and Operations Director ensures that the School complies with RIDDOR. 
Reportable incidents must be notified to the Health and Safety Executive in line with current HSE 
reporting requirements. Reportable categories include: 
• deaths; 
• specified injuries; 
• over-seven-day injuries; 
• significant or multiple injuries to pupils, visitors or other people not at work; and 
• specified dangerous occurrences or near misses. 

 
 
15. Educational Visits and Activities 

15.1. The Educational Visits Coordinator is responsible for supporting the safe planning and 
management of educational visits and external activities. The EVOLVE system is used to manage 
and record these arrangements. 

 
16. Health and Safety Emergencies 

16.1. Fire and emergency evacuation procedures are displayed in classrooms and key areas 
around the School. They are reviewed regularly, and practice evacuation records are kept securely 
at Senior Reception. The Finance and Operations Director has overall responsibility for 
implementing the evacuation procedure in an emergency. 

16.2. The School has a Critical Incident Plan for health and safety emergencies. The plan sets out 
the relevant procedures and contacts and forms part of the Health and Safety Manual. 

 
 
17. First Aid, Medication and Supporting Medical Needs 

17.1. The School recognises that people can receive injuries through accidents at work, and for 
those who may fall ill, it is essential that they receive attention as soon as possible. The First Aid at 
Work Regulations specifically mention employees; however, the School extends the provision of 
first aid to include pupils and visitors.  

17.2. The School has a separate policy dealing with first aid.  
17.3. The School treats allergy safety as a high priority and follows statutory allergy guidance for 

schools. Staff should refer to the RH7 Allergy Policy for the School’s detailed arrangements for 
allergy management, emergency response, staff training, individual healthcare plans and the use 
of adrenaline auto-injectors. 

17.4. Employers have a duty to provide adequate first aid provisions for their employees. The 
management, training and resourcing of first aid is the responsibility of the Medical Team.  

17.5. The list of qualified first aiders and appointed persons is located around the building.  
17.6. First aid boxes are located across the site and maintained by the Medical Team. First aiders 

are required to inform the Medical Team whenever items are used from a box so that it can be 



restocked.  
 

18. Occupational Health Services and Managing Work-Related Stress 
18.1. As a good employer, we take our duties and responsibilities with regard to the welfare of 

both staff and pupils very seriously. The School has access to occupational health services, 
including specialist medical and counselling facilities, if so required, and has the appropriate 
policies, procedures and working practices in place. 

 
19. General Health and Safety Matters 

19.1. The School takes reasonable steps to maintain a safe and secure site. Adult visitors arriving 
during normal School hours must sign in using the InVentry system at Reception and wear an 
identification lanyard while on the premises. Staff must report any unidentified visitor or suspected 
intruder to the School office, the Head or the Finance and Operations Director  immediately. 

19.2. The following arrangements are specifically put in place to look after all the pupils in our care 
at all times. 
• All teachers and support staff including volunteers ensure that all curriculum activities are safe. 
• A child is never taken off‐site without the prior permission of the parent and in such cases all 

departures and arrivals are recorded. 
• Only those who hold a current ‘enhanced disclosure’ from the Disclosure and Barring Service 

are allowed unsupervised access to the pupils in our care. If there is a discrepancy between 
appointment of staff and the enhanced disclosure coming through, a risk assessment is put in 
place, a previous DBS/CRB and Barred List Check is sought, with supervision arrangements and 
a mentor put in place. 

• All pupils in our care are regularly reminded of safe practice when on our premises. They are 
encouraged to report anything they notice that might be unsafe. 

• We have installed smoke and heat detectors in all fire risk areas for early warning of any 
problems that may arise. These are checked on a weekly basis to make sure they work 
effectively. 

• We have installed a fire alarm system to enable any member of staff to raise an alarm that 
• The School has installed a fire alarm system so that any member of staff can raise an alarm that 

everyone else can hear. 
• An overall Fire Marshall has been appointed: see the Fire Safety Policy. The Fire Marshall will 

ensure that effective arrangements are in place to deal with precautions against fires and 
evacuations related to fires. 

• We practice, on a regular basis, what to do in the event of a fire and make sure all the pupils in 
our care know what to do if they hear our fire alarm. 

• First aid arrangements, accident reporting and parent notification are managed in accordance 
with the School’s First Aid Policy and accident reporting procedures. 

• We generally use safety‐approved substances for pupil‐use, such as non‐toxic glues and paints. 
There is however a small supply of specialist solvents such as mount spray, pastel fixatives, and 
white spirit for cleaning oil paint brushes, all of which are locked in a metal store cupboard 
(access to which is restricted to the Head of the Art Department. All are used under close 
supervision and in a well ventilated area. 

19.3. We only use coaches and minibuses where seat belts are provided. We instruct the pupils 
to use seat belts at all times when the bus is moving. 

19.4. If an adult working in the School suspects that a person may be trespassing on site, they 
must inform the Head or and Operations immediately. The Head or Director of Finance and 
Operations will instruct the person to leave the site and will contact the police if necessary. 

19.5. Violence towards staff: if there are any concerns about the behaviours of visitors, they are 
required to leave the premises. With reference to pupils, there is a well‐established Behaviour 
Policy and procedures including the use of reasonable force and physical restraint. All adults, 
including staff, parents and visitors, are expected to behave in a manner which is in line with and 
supportive of our School ethos. 

19.6. Slips and trips: all injuries, accidents and dangerous occurrences will be recorded. A first 
aider or supporting member of staff will complete an incident or accident report form for every 



serious or significant accident that occurs on or off the School site in connection with School 
activities. Accident records will be retained in accordance with the School’s retention schedule and 
applicable statutory requirements. 

19.7. On-site vehicle movements: staff park in the Staff Car Park and the only vehicles using the 
turning circle are delivery drop offs and collections. Onsite access is restricted by a barrier at the 
bottom of the main School drive. Safe crossing points for pedestrians are clearly marked. 

19.8. Management of asbestos: an asbestos survey has been undertaken with recommendations 
implemented; the School has in place both policy and a specialist checklist for the management of 
asbestos. The School complies with the regulatory requirements for the management of asbestos. 

19.9. Control of hazardous substances: The Laboratory Manager has specific responsibility for 
ensuring that the science department and practical science curriculum operate in accordance with 
COSHH requirements. A detailed inventory of hazardous substances is maintained by the 
Laboratory Manager. The Director of Finance and Operations has overall responsibility for ensuring 
compliance with COSHH requirements across the School. 

19.10. Working at height: any work at height must be planned in consultation with the Director of 
Finance and Operations. The Director of Finance and Operations is responsible for ensuring that 
staff who work at height receive appropriate training and that a suitable risk assessment is 
completed before such work takes place. 

 
 
20. Contractors and Out-of-Hours Use 

20.1. Where the School premises are used for activities not under the direction of the Head, the 
person in charge of those activities is responsible for safe working practices, subject to approval by 
the Board. 

20.2. The Head retains overall responsibility for the premises and will take reasonable steps to 
ensure that contractors, hirers and other users follow this policy and relevant safety requirements. 

20.3. Contractors must work safely, protect their own employees and others on site, and comply 
with relevant health and safety law. If a contractor creates a hazardous condition and does not 
make it safe, the Board or its representative may take action to prevent harm. 

20.4. Anyone using the premises outside normal School hours, including hirers and staff 
organising activities, must follow this policy and any safety instructions issued by the School. They 
must not, without prior consent: 
• bring equipment onto the School premises; 
• alter fixed installations; 
• remove fire or safety notices or equipment; or 
• take any action that may create a hazard for people using the premises. 

20.5. Contractor selection, appointment and monitoring are managed through the School’s 
Building Procedures, taking account of the Construction (Design and Management) Regulations 
2015 and relevant guidance for building work on educational premises. 

20.6. For health and safety purposes, the person arranging works must notify the School at least 
two weeks in advance of: 
• the area of works, including any adjoining area needed by the contractor; 
• the scope of the works; 
• the name of the contractor; and 
• the dates and times of the works. 

20.7. During the works, the contractor is responsible for the safety, cleanliness and access 
arrangements for the site and must ensure the School is appropriately indemnified. 

 
21. Maintenance and Testing of Equipment and Facilities 

21.1. The School maintains and tests equipment and facilities to help ensure they remain safe to 
use. This includes equipment owned by the School and equipment hired or purchased for School 
use. 
• plant and equipment are maintained, examined and tested where required, including electrical 

equipment, extraction systems, pressure systems, gas appliances, lifting equipment and glazing 
safety; 



• electrical equipment and installations are checked by competent persons or organisations; 
• gas boilers and gas supply lines are checked regularly by competent persons or organisations, 

and access is controlled to prevent unauthorised pupil access; and 
• sports and games equipment is checked regularly and taken out of use if damaged until repaired 

by a competent person or organisation. 
 
22. Fire Safety 

22.1. In accordance with the Regulatory Reform (Fire Safety) Order 2005, the School undertakes 
a fire risk assessment which is formally recorded and reviewed regularly. The proprietor complies 
with the duties to: 
• Produce a fire risk (prevention) policy which includes the elimination or reduction of risks from 

dangerous substances; 
• Develop fire procedures and provide staff training (repeated periodically where appropriate); 
• Ensure the safety of staff or anyone else legally on the premises; 
• Carry out fire drills and contact emergency services when necessary; 
• Appoint one or more competent persons (with sufficient training, experience and knowledge) 

to assist in taking preventative and protective measures (including fire fighting and evacuation); 
• Have a suitable system for the maintenance of: clear emergency routes and exits (with doors 

opening in the direction of escape), signs, notices, emergency lighting; 
• have a suitable system for maintaining clear emergency routes and exits, signs, notices, 

emergency lighting where required, fire detectors, alarms and extinguishers, with maintenance 
carried out by a competent person or organisation; and 

• Provide staff and any others working on the School site with fire safety information also 
requiring staff to take reasonable care. 

22.2. The Finance and Operations Director keeps records of the fire risk assessment and review, 
fire risk prevention policy, fire procedures and arrangements, training records, fire practice drills, 
and certificates for the installation and maintenance of fire-fighting systems and equipment. 

 
 
23. Non-Smoking 

23.1. Our School, in compliance with the law, is a non‐smoking establishment. We do not allow 
smoking on the School premises. Any member of staff wishing to smoke must leave the School 
site, out of view from the pupils, in their own time and not in the employer’s time. Should we find 
any member of staff smoking at School, we would consider this a serious breach of the terms of 
employment. 

23.2. The School helps pupils understand the dangers of smoking and the harmful effects that 
smoking can have on health. Pupils are provided with knowledge and information to support 
responsible choices and are encouraged to develop the social skills needed to resist pressure to 
smoke. 

 
 
24. Arrangements for Hygiene 

24.1. The School maintains hygiene arrangements to reduce the risk of illness and support the 
health of pupils, staff and visitors. Pupils are taught the importance of good hygiene and regular 
handwashing. Areas used by pupils are cleaned daily using suitable cleaning materials. 
• nappy changing and disposal facilities are provided where needed; 
• toilets are cleaned daily and have suitable handwashing and drying facilities; 
• sanitary disposal units are provided in appropriate toilet facilities; 
• protective clothing, equipment and suitable disposal facilities are provided where there is a risk 

of hygiene or cross-contamination issues; 
• food and drink kept on site are stored safely and refrigerators are checked and kept clean; and 
• animals are not allowed inside the premises during term time, except assistance dogs or where 

authorised by the School. 

 



25. Lettings and Hirers: 
25.1. The Board must ensure that: 

• The means of access and egress are safe for the use of hirers and that all plant and equipment 
made available to and used by the hirer is safe; 

• Fire escape routes and exits are clearly marked for the benefit of unfamiliar users of the 
building, particularly during the hours of darkness; 

• Hirers of the building are briefed about the location of the telephone, fire escape routes, fire 
alarms and fire fighting equipment. Notices regarding emergency procedures should be 
prominently and clearly displayed; 

• Hirers using any equipment or facility provided by Radnor House Sevenoaks are familiar with its 
safe use and, if necessary, briefed accordingly; 

• Arrangements are made for checking the security and condition of the premises and equipment 
used after vacation by the hirer or their staff; 

• Hirers comply with all School policies as described in the letting agreement (e.g. in relation to 
smoking, substance abuse, alcohol, and so on); 

• Hirers adhere to the capacity figures detailed on any lettings documentation; and 
 
 
26. Further Information 

26.1. With reference to the following statements, Radnor House Sevenoaks has the required 
details, policies, procedures and working practices in place. Further advice and guidance on many 
of the matters raised in this policy is available in the Health and Safety Manual. 



Appendix A : Risk Assessment at Radnor House Sevenoaks 
 
Introduction 
Risk assessment and risk management are the terms used to describe the process of thinking about the risks 
of any activity and taking steps to counter them. 

Radnor House Sevenoaks is required under the Management of Health & Safety at Work Regulations 
(1999), and other legislation (COSHH, Manual Handling, Visual Display Screen Equipment) to manage the 
level of risk in all of its activities. 

• To create a safer environment at the School and to comply with HSE regulations, we are required 
to carry out Risk Assessments of any activity that involves a hazard. A hazard is defined as an 
activity that has the potential to cause harm to either pupils, staff, visitors or members of the 
public. 

• Staff and managers will manage/reduce risk to reasonable levels by identifying what the basic 
level of risk is, and if necessary put in place controls to reduce risk. 

• The results of risk assessment and subsequent control measures will be made known to the staff, 
students and visitors concerned. 

• All staff will be alert to changing circumstances and will take appropriate actions to reduce or 
stop an activity if the level of risk seems inappropriate. 

 
Statement of Intent 
The School assesses all activities and establishes written risk assessments for those areas which indicate 
the presence of risk. 
 
The Finance and Operations Director ensures that regular written risk assessments are undertaken of 
premises, methods of work and all School sponsored activities whether on or off site. These will be 
reviewed following changes in circumstances or personnel or in accordance with agreed timetables. A 
regular programme of planned assessments will be completed. In high-risk areas, risk assessments 
should be reviewed termly. In other activity areas, risk assessments will be reviewed on an annual basis. 
 
Written risk assessments will identify all defects and deficiencies together with the necessary remedial 
action or risk control measures. The results of all risk assessments will be reported by the Finance and 
Operations Director to the Head/Board of Directors who will prioritise issues and assign resources to 
undertake remedial/control measures where required. 
 
Appropriate training is given to ensure that risk assessment and risk management are effective (see below). 

There is a specific fire risk (prevention) policy maintained by the Finance and Operations Director. 

Assessments 
• Assessments are carried out using the School's risk assessment templates, by those persons 

having control and immediate responsibility for the activity. 
• The assessor keeps a record of the assessment and ensures that all staff and pupils involved are 

aware of the requirements of the assessment. 
• A copy of each assessment will be kept on file and under the “All Staff Shared Drive ‐ Estates & 

Health & Safety” for reference. Copies of department specific & general risk assessments are 
issued to all relevant staff members for reading (and signing to say they have done so, via 
departmental sign‐off sheets kept by the Head of the relevant department. 



Process 
The School's risk assessment process covers both adults and children and includes: 

• Checking for hazards and risks both indoors and outside and in all activities and procedures; 
• Deciding which areas need attention; 
• Developing an action plan which specifies the action required, the timescales for action and any 

funding required 
 
Certain activities are assessed on an on‐going basis and risk assessments are updated as required. In 
some areas the assessments are carried out on an annual basis by external contractor, e.g. Fire Risk 
Assessment 
 
Risk Assessment Training 
The Director of Finance and Operations, the Estates Manager, the Compliance Officer, relevant Heads of 
Department (Sports, Science, Art, Drama), the Premises Manager, Ground Manager, the Science 
technicians, the School Nurse and other relevant staff have received training in writing risk assessments 
from an accredited training provider, and can provide guidance to other frontline staff who may be 
required to be involved in writing and maintaining risk assessments. Risk assessment will also form part 
of the overall Health and Safety training given to all staff on an annual basis. 

What is a Risk Assessment? 
A risk assessment is a careful examination by someone of what could cause harm to them or others. The 
risk can be weighed up as to whether the Head has taken enough precautions or should do more to 
prevent harm. 
The Head is legally required to assess the risks in the workplace and, in the process, the Head will 
require the Estates Manager to: 

• look for the hazards; 
• decide who might be harmed and how; 
• decide whether the existing precautions are adequate or whether more should be done; 
• record the findings; 
• review the assessment and if necessary, revise it. 

Regular and systematic inspections and risk assessments of all potential hazardous substances and work 
activities will be made by, or under the authority of, the Estates Manager and will take into account all 
the relevant regulations and codes of practice. Specialist advice will be obtained if necessary and the risk 
assessment will be reviewed periodically. The significant findings will be recorded and appropriate 
preventative and/or protective measures taken as necessary. 

1) Looking for hazards 
Hazards will be identified by: 

• consultation, and conducting inspections of the workplace; 
• analysing jobs and activities undertaken by staff and pupils; 
• listing all Acts and Regulations as they apply to the workplace; 
• using manufacturers' instructions, accident records, ill health records, which can all help to 

identify hazards. 
 
Advice to all staff ‐ staff will look for hazards which could reasonably be expected to result in significant 
harm under the conditions in the School and grounds workplace. The following examples are used as a 
guide: 

• slipping / tripping hazards (e.g. poorly maintained floors or stairs); 
• fire (e.g. from flammable materials); 
• chemicals (e.g. floor cleaner); 
• working at height, (e.g. from ladders); 
• pressure systems, (e.g. gas systems and bottles); 
• electricity (e.g. poor wiring); 
• dust fumes (e.g. welding); 



• manual handling; 
• noise; 
• poor lighting; 
• low temperature. 

 
2) Who might be at risk, and how? 
Individuals are not listed by name, just groups of staff conducting similar work, or why they may be 
affected, e.g. teaching and office staff, maintenance staff, contractors, parents and pupils. Particular 
attention is given to staff, pupils or parents with disabilities, inexperienced staff and lone workers. 
 
 
3.1) Is risk adequately controlled? 

Staff will consider whether precautions have already been taken against the risks from the hazards 
identified, and whether they are sufficient. For example: 

• Has the School already provided adequate information, instruction or training; adequate 
systems or procedures? 

• Do the precautions meet the standards set by a legal requirement? 
• Do the precautions comply with a recognised industry standard? 
• Do the precautions represent good practice? 
• Do the precautions reduce risk as far as reasonably practicable? 

 
If so, then the risks are adequately controlled, but the precautions already in place should be identified 
and listed as part of the process. The following will be referred to: procedures, manuals and School rules 
regarding how to impart this information to relevant stakeholders. 
 
If the risk is not adequately controlled, an 'action list' will be written. 
 
3.2) What further action is necessary to control the risk? 

The ‘action list’ details what more the School can reasonably do to reduce the risks identified, which 
were not adequately controlled at that point. Priority is given to those risks which affect large numbers 
of people and / or could result in serious harm. 

Further action will be taken in the following order, wherever possible: 
1. Remove the risk completely 
2. Try a less risky option 
3. Prevent access to the hazard, e.g. by guarding or fencing 
4. Re‐organise work to reduce exposure to the hazard – e.g. increased staff supervision 
5. Issue personnel protective equipment or provide welfare facilities (e.g. washing facilities for 

removal of contamination and first aid), depending on the nature of the risk 

 
4) Recording the findings 

Risk assessments will be recorded in one or more of the following ways: 

1. School Risk Assessment Form – generic templates are available from the Estates Manager, or 
can be found under the “All Staff Shared Drive ‐ Estates & Health & Safety”. 

2. Specific Health & Safety risk assessment records, e.g. COSHH, Manual Handling, Visual 
Display Screen Equipment, Personal Protective Equipment. 

3. Part of an instruction manual or procedure document, e.g. staff manual 
The risk assessment will be signed and dated by the person completing the form. The findings of the risk 
assessment will be made known to all staff and students affected by the activity assessed. For 



compliance purposes, the relevant staff member must sign to say they have read the required risk 
assessments. 

A copy of all completed risk assessments will be kept within the relevant department or service area and their 
location made known to all staff within that area, and on the All Staff Shared Drive. 
 
5) Review and Revision 

If there is a significant change in working practices, e.g. purchase of new machinery or substances, 
employment of new staff, etc., this could present new hazards. 

In line with best practice, risk assessments will be reviewed from time to time to ensure precautions are still 
working effectively. 
 
All risk assessments will be: 

1. Reviewed annually where there is a generic risk assessment; and on each occasion when there is 
a specific activity or site assessment required. 

2. Reviewed at regular periods dependent of the level of risk of the activity. For example, 
immediately following an accident (or a near miss) or when new activities are introduced. 

 
The review should be signed and dated by the person completing the form. A copy of the 
completed reviewed/updated risk assessment should be forwarded to the Estates Manager. 



Appendix B : Radnor House Sevenoaks Health & Safety Organisation Chart 
 
 
 

Board of Directors 
Overall responsibility for health and safety governance 

↓ 

Head 
David Paton 
dpaton@radnor-sevenoaks.org 
Overall operational leadership of the School 

↓ 

Finance and Operations Director 
Nicholas Clark 
nclark@radnor-sevenoaks.org 
Senior lead for operational health and safety oversight 

↓ 

Compliance/Health & Safety Officer 
Rachel Nemchand 
rnemchand@radnor-sevenoaks.org 
Supports policy compliance, risk management, 
reporting, monitoring and health and safety follow-up 

Interim Facilities Manager 
Daniel Melbourne 
dmelbourne@radnor-sevenoaks.org 
Supports premises, maintenance, contractors, 
site safety and facilities-related controls 

↓ 

Health and Safety Committee 
Supports consultation, monitoring, risk management and follow-up of health and safety matters 

Medical Team 
First aid, medication and 
supporting medical needs 
medical@radnor-
sevenoaks.org 

Estates Team 
Premises, maintenance, 
contractors and site 
safety 
estates@radnor-
sevenoaks.org 

Educational Visits 
Coordinator 
Educational 
visits/activities 
dbarham@radnor-
sevenoaks.org 

Heads of Department / 
Line Managers 
Local risk management, 
supervision and staff 
guidance 

↓ 

All Staff 
Follow the Health and Safety Policy, report hazards, complete training, follow risk assessments and take 
reasonable care for their own safety and the safety of others. 
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