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Date of Next Bursary Review Spring 2022 
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Regulation Description relevant health and safety laws are complied 

with by the drawing up and effective 
implementation of a written health and safety 
policy; 

This policy should be read in conjunction with  Risk Assessment Policy 
 Fire Safety Policy 
 Safety During Educational Visits Policy 
 First Aid and Accident Reporting Policy 
 Emergency Disasters Policy 

 
 

Revision History  
This section should be completed by the reviewer each time this policy is reviewed  

Changes made  
[brief description of edits]  

Date  
[Term and Year]  

Staffing details updated. Cross 
referencing added. Minor grammatical 

corrections    

Spring 2021   

      
 
Availability of this document: 
Copies of this document are available at francisholland.org.uk/policies/ or on request from 
the school office, Francis Holland School (Regent’s Park, Ivor Place, London NW1 6XR or 
Francis Holland School (Sloane Square), 39 Graham Terrace, London SW1W 8JF. 
 
Application of this document:  
This policy applies to both Sloane Square and Regent’s Park, and to the EYFS as well as junior and 
senior schools. Where there are differences in procedures between the schools this has been 
clearly highlighted in the appendices. 
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Health and Safety 

Part A: General Policy Statement 
The Governing Body of the Francis Holland Schools Trust notes the provision of the Health and 
Safety at Work etc. Act 1974 and acknowledges and accepts that the Trust has a responsibility 
to take all reasonably practicable steps to secure the health and safety of pupils, staff and 
others using the premises or participating in school-sponsored activities.  Health and Safety is 
a main agenda item at all meetings of the governing body. 

The aim of the Governors is to provide a safe and healthy working and learning environment 
for staff, pupils and visitors. 

The Governors will take all reasonable steps to identify and reduce hazards to a minimum, but 
all staff and pupils must appreciate that their own safety and that of others also depends on 
their individual conduct and vigilance while on the school premises or while taking part in 
school-sponsored activities. 

Part B: Health and Safety Organisational Structure  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Post Postholder for Regent’s 
Park 

Postholder for Sloane 
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Chairman of Governors Mr Patrick Sherrington Mr Patrick Sherrington 
Head Mr Charles Fillingham Mrs Lucy Elphinstone 
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Mr Geoff Wilmot 
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Facilities Director Mr Steve Vincent Mr Steve Vincent 
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Mrs Amelia Slocombe/Ms Sarah 
Hack 

Mr Paul Jeanes 
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Head of Junior School N/A Mrs Suzy Dixon 
Head of Art  Ms Niamh Carew Mr David Edes 
Head of ICT  Ms Viviana Rusu Ms Ameena Riaz 
Head of PE Miss Laura Burroughs Ms Georgina Newsome 
Head of Science Mr Derek Ward Ms Rebecca Norman 
Head of Drama Ms Helen Simmons Mr Matthew Rowlands-Roberts 

Chair of Governors on behalf of 
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Head Chief Operating Officer (COO) 

Facilities Director 
& FM/Fire 

Officer 

 
General 
Admin 
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Officer 

 Senior First Aider 

 Health & Safety Assistant (Regent’s Park   
only) 
 

Radiation Protection Advisor  

Heads of Depts 
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Facilities Manager (and Fire 
Officer) 

Mr Mike Dempsey Mr Henry Ernst 

Senior First Aider Ms Steph Simoni Miss Valerie Phillips  
Director of Information Systems Mr David Nanton Mr David Nanton 
Radiation Protection Advisor Jonathan Fear (internal contact: Dr 

Carrie MacTavish) 
Dr Nigel Upcott 

 
 
Part C: Arrangements and Duties 
1 Duties of the Governors 

The Governing Body acting collectively through the Chairman has responsibilities, in 
consultation with the Head and COO, as summarized below: 

• To make itself familiar with the principal requirements of health and safety legislation 
and codes of practices which are relevant to the work of the school, in particular the 
Management of Health and Safety at Work Regulations 1999; 

• To encourage a full and effective communication on health and safety matters 
between the Governors and the Head and COO; 

• To keep details of this policy under review as and when appropriate; 
• To assess its effectiveness periodically and to ensure as far as is reasonably practicable 

that any necessary changes are made; 
• To seek to ensure as far as is reasonably practicable that its contents are fully 

publicized; 
• To give the Head and COO the responsibility of implementing this Health and Safety 

Policy and in doing so ensure as far as is reasonably practicable that the regular 
meetings of persons comprising a Health and Safety Committee take place at least 
three times a year.  The COO should chair the meetings which should be attended by 
persons appointed by the COO and Head.  The brief of the Committee is to consider all 
aspects of health and safety in the school; 

• To seek to identify and consider the principal risks relating to accidents and health. 

• To oversee the implementation of this policy through appropriate measures, including 
H&S walkabouts and visits to the School. 

In particular the Governors will seek to ensure so far as is reasonably practicable that the 
School provides: 

• A safe place for staff and pupils to work including safe means of entry and exit; 
• Plant, equipment and systems of work that are safe; 
• Safe arrangements for the handling, storage and transport of articles and substances; 
• Safety awareness amongst all employees and pupils; 
• A safe environment for all visitors to the school; 
• All employees and pupils with the information, instruction, training and supervision 

that they require to work safely and efficiently. 

2 Duties of the Head 

The Head has oversight of health & safety for all academic, pastoral and co-curricular activities 
of the School and will work closely with the COO in the overall delivery of health & safety 
requirements.  The Head is required (with the COO as appropriate): 

• To take all necessary and appropriate action to seek to ensure that the requirements 
of relevant legislation, codes of practice and guidelines are met at all times; 

• To seek to ensure, at all times, the health and safety and welfare of staff, pupils and 
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others using the school premises; 
• To seek to ensure the safe working practices and procedures throughout the school 

including those relating to the provision and use of machinery and other apparatus, so 
that each task is carried out to the required standards and so that all risks are 
controlled so far as is reasonably practicable; 

• To consult with members of staff on health and safety issues; 
• To monitor systems of risk assessment to allow prompt identification of potential 

hazards; 
• To monitor periodic reviews and safety audits and the findings of risk assessment; 
• To identify the training needs of staff and pupils to seek to ensure, within the financial 

resources available, that all members of staff and pupils who have identified training 
needs receive adequate and appropriate training in health and safety matters; 

• To make an up to date copy of the policy available on the School system; 
• To seek external advice on matters of Health and Safety when appropriate; 
• To encourage staff, pupils and others to promote health and safety; 
• To seek to ensure that any defect in the premises, its plant, equipment or facilities 

which relate to or may affect the health and safety of staff, pupils or others are made 
safe without delay; 

• To seek to ensure as far as is reasonably practicable that the procedure for the 
reporting of accidents taking place on the premises, or while pupils are off the 
premises but in the care of the school, is followed correctly; 

• To collate accident and incident information and, when appropriate, carry out accident 
and incident investigations; 

• To monitor the standard of health and safety throughout the school, including all 
school-based activities, encourage staff, pupils and others to achieve the highest 
possible standards and discipline those who consistently fail to consider their own 
well-being or the health and safety of others; 

• To monitor first aid and welfare provision; 
• To monitor the management structure for Health and Safety along with the Governors; 
• To seek to ensure that instructions for dealing with fire or other emergencies are 

displayed and complied with. 

3 Duties of the COO 

The COO, with the support of the Facilities Director, has oversight of health & safety for all 
school facilities and for all activities other than the academic, pastoral and co-curricular ones 
that are primarily overseen by the Head.  The COO will work closely with the Head in the 
overall delivery of health & safety requirements.  The COO is required (with the Head as 
appropriate): 

• To take all necessary and appropriate action to seek to ensure that the requirements 
of all relevant legislation, codes of practice and guidelines are met at all times; 

• To seek to ensure, at all times, the health and safety and welfare of staff, pupils and 
others using the school premises; 

• To seek to ensure the safe working practices and procedures throughout the school 
including those relating to the provision and use of machinery and other apparatus, so 
that each task is carried out to the required standards and so that all risks are 
controlled so far as is reasonably practicable; 

• To consult with members of staff on health and safety issues; 
• To monitor systems of risk assessment to allow prompt identification of potential 

hazards; 
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• To arrange a full audit of school Health & Safety by the appointed consultants every 
three years and to monitor periodic reviews and safety audits and the findings of risk 
assessments; 

• To identify the training needs of staff and pupils to seek to ensure, within the financial 
resources available, that all members of staff and pupils who have identified training 
needs receive adequate and appropriate training in health and safety matters; 

• To seek to keep this policy under review at least annually and to make changes as and 
when appropriate.  When changes have been made to the policy, a copy will be made 
available on the School system; 

• To seek external advice on matters of Health and Safety when appropriate; 
• To encourage staff, pupils and others to promote health and safety; 
• To seek to ensure that any defect in the premises, its plant, equipment or facilities 

which relate to or may affect the health and safety of staff, pupils or others are made 
safe without delay; 

• To seek to ensure as far as is reasonably practicable that the procedure for the 
reporting of accidents taking place on the premises, or while pupils are off the 
premises but in the care of the school, is followed correctly; 

• To collate accident and incident information and, when appropriate, carry out accident 
and incident investigations; 

• To monitor the standard of health and safety throughout the school, including all 
school-based activities, encourage staff, pupils and others to achieve the highest 
possible standards and discipline those who consistently fail to consider their own 
well-being or the health and safety of others; 

• To monitor first aid and welfare provision; 
• To monitor the management structure for Health and Safety along with the Governors; 
• To seek to ensure that instructions for dealing with fire or other emergencies are 

displayed and complied with. 

4 Duties of the Deputy Head (Health and Safety Officer) 

The Deputy Head will assist the Head with the implementation of his/her health & safety 
responsibilities, including liaising and working closely with the COO and the Health & Safety 
Assistant. The Deputy Head is also specifically required: 

• To maintain a list of First Aiders and advise the Head when additional training is 
required 

• To ensure that new teaching, academic and laboratory staff receive adequate guidance 
on the school’s policy and procedures regarding Health & Safety, including First Aid. 

5 Duties of the Health and Safety Committee  

 
 

Head & COO 

Deputy Head / 
Health & 

Safety Officer 

 H&S 
Assistant 
(Regent’s 
Park only) 

 Facilities 
Director & 
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Heads of 
Depts 
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All supervisory staff (i.e. all members of the Health and Safety Committee other than the Head 
and COO) will make themselves familiar with the principal requirements of the Health and 
Safety at Work etc, Act 1974 and other health and safety legislation and codes of practice 
which are relevant to the work of their area of responsibility. 

In addition to the general duties which all members of staff have they will be directly 
responsible to the Head and the COO and have overall day to day responsibility for their 
implementation and operation of the school’s Health and Safety Policy within their relevant 
departments and areas of responsibility. 

As part of their day-to-day responsibilities they will ensure that: 
• Safe methods of working exist and are implemented throughout their department; 
• Health and safety regulations are being applied effectively; 
• Staff, pupils and others under their jurisdiction are instructed in safe working practices; 
• Regular safety inspections are made as required by the Head and the COO; 
• Positive corrective action is taken, when necessary; 
• All plant, machinery and equipment in the department is adequately guarded 
• All reasonable steps are taken to prevent unauthorized or improper use of equipment; 
• Protective clothing and equipment, first aid and fire appliances are available; 
• Toxic, hazardous and highly flammable substances are correctly used, stored and 

labelled; 
• They monitor the standard of health and safety in the department in which they work; 
• They encourage staff, pupils and others to achieve the highest possible standard of 

health and safety and discipline those who consistently fail to consider their own well-
being or the health and safety of others; 

• An annual audit of the plant is made, with Health and Safety concerns being brought 
to the COO. 

6 Duties of all members of staff  

All staff will make themselves familiar with the principal requirements of the Health and Safety 
at Work etc, Act 1974 and other safety legislation and codes of practice which are relevant to 
the department in which they work.  They should: 

• take reasonable care of their own health and safety and any other person who may be 
affected by their acts or omissions at work; 

• act in accordance with the requirements of this Health and Safety Policy. 

All staff are expected to familiarise themselves with the health and safety aspects of their 
work and to avoid conduct which would put them or anyone else at risk. 

In particular all members of staff will: 
• Be familiar with this Health and Safety Policy; 
• Seek to ensure health and safety regulations, rules, routines and procedures are being 

applied effectively by both staff and pupils; 
• Seek to ensure that pupils are not allowed unauthorised access to laboratories, 

workshops, kitchens or areas such as a swimming pool; 
• Seek to ensure that all plant, machinery and equipment is adequately guarded; 
• Not make unauthorized or improper use of plant, machinery or equipment; 
• Use the correct equipment and tools for the job and any protective equipment or 

safety devices which may be supplied; 
• Seek to ensure that toxic, hazardous and highly flammable substances are correctly 

used, stored and labelled; 
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• Report any defects in the premises, plant, equipment and facilities which they observe; 
• Take an active interest in promoting health and safety; 
• Exercise their awareness, alertness, self-control and common sense at work. 

7 Hirers, Contractors and Others  

When the premises are used for other purposes than those under the direction of the Head 
then the Facilities Manager is in charge of the activities for which the premises are in use and 
will have responsibility for safe practices as indicated under Section 3 of this document.  

The Facilities Manager will seek to ensure as far as reasonably practicable that hirers, 
contractors and others who use the school premises conduct themselves and carry out their 
operations in such a manner that statutory and advisory safety requirements are met at all 
times. 

When the school premises or facilities are being used out of normal school hours for a school-
sponsored activity, then for the purposes of this policy, the organiser of that activity, even if 
an employee, will be treated as a hirer and will comply with the requirements of this section. 

When the premises are hired out to persons outside the employ of the school, it will be a 
condition for all hirers, contractors and all others using the school premises or facilities that 
they are familiar with this policy, that they comply with all safety procedures, rules and 
requirements of the School and that they will not without prior consent of the COO: 

• 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. 

All contractors who work on the school premises are required to ensure safe working practices 
by their own employees under the provisions of the Health and Safety at Work, etc Act 1974 
and to pay due regard to safety of all persons using the premises in accordance with this act. 

In all instances where the contractor creates hazardous conditions and refuses to eliminate 
them or to take action to make them safe, the COO will take such actions as are necessary to 
prevent persons in his or her care from risk or injury. 

All users of the school premises (including hirers and contractors) must note section 8 of the 
Health and Safety at Work, etc Act 1974, which states that no person shall intentionally or 
recklessly interfere with or misuse anything which is provided in the interests of health, safety 
or welfare in pursuance of any of the relevant statutory provisions. 

8 Health and Safety Committee 

The Health and Safety Committee meets once a term to discuss agenda items which will cover 
all appropriate areas of work and concern. 

Individual Heads of Departments who serve on the committee are responsible for producing 
a written statement relating to Health and Safety within their department and a copy should 
be given to the Deputy Head/Health and Safety Officer and the Health and Safety Assistant 
(Regent’s Park) or COO (Sloane Square).  This statement should be checked annually and 
updated as necessary. 

Policy procedures are as follows: 
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• The Health and Safety Committee meets once a term, and Health and Safety and Fire 
are agenda items for all full staff meetings; 

• Risk assessments are carried out regularly, for all areas of the school, activities and 
trips; 

• There should be a termly Health and Safety walk around the school by the Head or 
nominee, Deputy Head, COO, Facilities Director, Facilities Manager and Health & 
Safety Officer to identify areas of concern that have not already been addressed; 

• Fire practices are held at least once a term, and the fire register is kept under the 
supervision of the Fire Officer; 

• Accidents must be reported using the Accident Book in the School Office; Anyone who 
has an accident involving a bump to the head must go the School Office; 

• There are separate Health and Safety policies for: Art, PE and Science and certain 
activities in Drama.  Health and Safety policies for Catering and Cleaning are the 
responsibility of the contractor.  

9 Risk Assessment 

Risk assessments are completed for any activity that might pose significant risk.  

For some activities, such as the use of chemicals in science experiments, a formal risk 
assessment is provided by the supplier of the chemical, but to aid the use of this risk 
assessment, relevant departmental policies are written, and pupils are given individual 
precautions relevant to their experiment or activity. 

The Head and COO will seek to ensure as far as reasonably practicable that a full risk 
assessment survey of the premises is conducted annually.  This survey will identify all defects 
and deficiencies, together with the necessary remedial action or risk control measures.  The 
results of all such surveys will be reported to the Governors. 

Please see the separate Risk Assessment Policy for further details. 

10 Emergency Plans 

The Head and COO will seek to ensure as far as reasonably practicable that an emergency plan 
is prepared to cover all reasonably foreseeable incidents which could put at risk the users or 
occupants of the school.  This plan will indicate the actions to be taken in the event of a major 
incident.   

For detailed information see the Emergency Procedure Policy. 

11 First Aid 

For detailed information see the separate First Aid & Accident Reporting Policy. 

12 Accidents 

The school is aware of its responsibility for recording and reporting accidents to staff, pupils 
and visitors, including those reportable under the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 (RIDDOR). For further information, see First Aid & 
Accident Reporting Policy. 

13 Educational Visits 

For further information, see Safety During Educational Visits Policy 

14 Repairs to Premises and Equipment 
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Any member of staff who notices a fault in any plant, machinery or equipment should 
immediately inform the COO and Facilities Manager.  All staff have a statutory duty to report 
faults immediately. 
 
15 Electrical Safety 

The Facilities Manager is responsible for advice to the COO on all matters relating to the policy 
on electrical safety.  He is also responsible for ensuring that testing of all portable electrical 
equipment takes place.  This work is currently undertaken by outside contractors. 

16 Fire Safety 

The Facilities Manager is responsible for advice to the COO and Head on all matters relating 
to Fire Safety. 

For detailed information see the separate Fire Safety Policy. 

17 Radiation Protection  

The Radiation Protection Adviser is responsible for advising on all aspects of radiation.   

Francis Holland School Regent’s Park has appointed Oxford Safety and Risk Management, 152 
Manor Road, Witney, OXON OX8 6SS Tel 01865 270810 as its health and safety advisers on 
radiation protection. 

Francis Holland School Sloane Square has appointed Guys and St Thomas’ Medical Physics 
Department, 1st Floor, Tabard House, Guy’s Hospital, London SE1 9RT as its health and safety 
advisers on radiation protection. 

18 Catering, Cleaning and Contractors  

The Facilities Manager monitors Health and Safety policies for all contractors working at the 
School and ensures their insurance is up to date and sufficient. 

19 Smoking 

Smoking is not allowed anywhere on school premises under the terms of legislation in force 
since July 2007. There are notices to this effect displayed prominently around the school 
buildings. 

20 Legionella Control 

The Facilities Manager is responsible for advice to the COO on all matters relating to Legionella 
control. 

 

 


