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1. Introduction 

 

Legal responsibility and accountability for health and safety rests with the employer. In the case 

of Pennthorpe ("the School"), the 'employer' is Pennthorpe School Trust Limited ("the Trust").   

 

The Trust recognises its duties under the Health and Safety at Work etc. Act 1974 and other health and 

safety legislation relating to its activities and considers that the health and safety of the School's staff, 

pupils, contractors, visitors (including parents) and others affected by the School's activities is of the 

utmost importance.  

 

Concerning health and safety matters, it is therefore the aim of the Trust to establish clear 

responsibilities and make comprehensive arrangements for the maintenance of a safe and healthy working 

environment in compliance with applicable health and safety legislation.  

 

Through the implementation of this Policy, the Trust is committed to achieving the following objectives:   

 

• To provide, as far as reasonably practicable, a safe and healthy working and 

learning environment, and safe premises and facilities for staff, pupils and visitors.  

• To create for staff, as far as is practicable, a working environment where potential work-related 

stressors are avoided, minimised or mitigated through good management practices, effective 

human resources policies and staff development.  

• To ensure that all staff are aware of their health and safety responsibilities and know what is 

expected of them and what they must do to discharge the responsibilities assigned to them.  

• To ensure that staff have access to appropriate training and development to enable them to 

discharge competently the responsibilities assigned to them.  

• To have an effective system for communicating and consulting on health and safety matters, and 

securing the co-operation of staff and pupils in implementing this Policy;  

• To have in place arrangements to plan, implement, monitor and review measures to address 

risks to health and safety arising from the School’s activities.   

• To strive to improve continuously the School’s health and safety performance.  

Through this Policy the Trust seeks to promote a sensible and proportionate approach to health and 

safety management that promotes risk awareness and mitigation rather than risk avoidance or 

complete eradication.  
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2. Organisation and Structure 

 

While everyone within the School community has a responsibility for the health and safety of themselves 

and others, specific responsibilities are outlined in the description of the organisational responsibilities 

and arrangements for Health & Safety at Pennthorpe below.   

 

Governing Body 

The Governors of Pennthorpe School 

• Have overall responsibility for health and safety within the School.  

• Formally and publicly accept their collective role in providing health and safety leadership within 

the Organisation.  

• Requires that each Governor accept their individual role in providing health and safety leadership 

within the Organisation.  

• Will ensure that all their decisions reflect their health and safety intentions as articulated in their 

General Statement of Policy.  

• Recognise their role in engaging the active participation of employees in improving health and 

safety.  

• Consider that one of their primary objectives is to provide the best possible safe and healthy 

working conditions for employees and to ensure that their work does not adversely affect the 

health and safety of other people.  

• Recognise their corporate responsibility as employers to ensure, so far as is 

reasonably practicable, that this same safe and healthy environment is also provided for pupils 

and all other people who visit the School.  

• Are committed to ensure that the School operates in accordance with current legislation. They 

are not, however, content to merely conform to minimum acceptable standards but are 

determined to ensure the best possible standards are met.  

• Will ensure and require that they are kept informed of, and alert to, relevant health and safety 

risk management issues.   

• Will monitor the effectiveness of the implementation of this Policy and will review health and 

safety performance on a regular basis, at least annually. Where found necessary, the Policy and 

other procedural documentation will be revised.   

• Will ensure that any material changes in this Policy will be brought to the attention of all 

employees.  

• Will ensure that Management Systems provide for effective monitoring and reporting of 

the School’s health and safety performance.   

• Will appoint one of its number to be the Health & Safety Committee but clearly acknowledge 

that this role does not detract either from the responsibilities of other Governors or from the 

health and safety responsibilities of the Governors as a whole.  

 

Day-to day responsibility for the operation of health and safety arrangements concerning the School lies 

with Head and by delegation to the Bursar and Estates Manager. The Board has specified that 

the School should adopt the following framework for managing health and safety:  
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• That the governor nominated by the Board as Health and Safety Governor attends the meetings 

of the School's Health and Safety Committee when requested by the Bursar or Estates 

Manager and receives copies of all relevant paperwork.  

• That a report on health and safety including all new or revised health and safety-related policies 

and procedures, statements of health and safety-related procedure is provided by the Estates 

Manager at the Summer Term Governors’ Board Meeting  

• That the minutes of the most recently held meeting of the School's Health and Safety Committee 

Meetings are tabled at each meeting of the full Governing Board, together with any other issues 

on health and safety that the Bursar wishes to bring to the Board’s attention  

• That an annual review cycle of policy and process (managed by the Bursar and Estates Manager) 

in respect of the School's Health and Safety Policy, all other health and safety-related policies and 

all statements of health and safety-related procedure and their  implementation is in place and 

undertaken.  

• That the external fabric of the School, its plant, equipment and systems of work are surveyed 

and, inspected and reported on at the appropriate statutory or Best Practice intervals by qualified 

professionals  

• That the Fabric inspection/survey reports are considered by the Finance and Estates Committee, 

of the Board when applicable and its recommendations (together with other defects) form the 

basis of the School’s routine maintenance programmes, taking into account any health and safety 

aspects identified  

• That the School's catering contractor arranges for an independent hygiene and safety audit of 

food storage, meal preparation and food serving areas annually, together with regular external 

deep cleaning and pest control services, and that the Estates Manager reports on all these aspects 

to the Finance and Estates Committee of the Board  

• That the School has a fire risk assessment carried out by a recognised Fire Risk Assessor (as 

defined by the Fire Risk Assessment Competency Council) every three years, which is reviewed 

by a competent person every year or more frequently if significant changes are made to the 

interior of buildings, or new buildings are added. The Estates Manager should review this risk 

assessment every time it is amended and submit a report to the School's Health and Safety 

Committee  

• That the School has a professional risk assessment for legionella every two years and a water 

sampling and testing regime in place   

• That the School has a comprehensive procedure in place for the training and induction of new 

staff in health and safety related issues, which should include basic 'manual handling' and basic 

'working at height' training  

• That health and safety training that is related to an individual’ member of staff’s functions, such 

as Science Technician, will be provided in addition to the “standard” induction training  

• That first aid training and minibus driver training will be provided to any member of staff who is 

involved with trips, visits and the transportation of pupils  

• That estates staff will receive additional health and safety training relevant to the tasks they 

undertake, such as asbestos awareness. 
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Health and Safety Committee 

The Health and Safety Committee is responsible for ensuring that the Health and Safety Policy is properly 

and fully implemented across the School and for reporting and making recommendations to the Finance 

and Estates Committee where applicable.   

 

Each member of the Health and Safety Committee is responsible for a part of the School, thus ensuring 

coverage of all areas. The Committee will meet once a term, and will be chaired by the Bursar. The 

Governor who is responsible for overseeing health and safety will attend these meetings when requested 

by the Bursar or Estates Manager. The other members of the Committee will be:   

 

• Bursar (Chair) 

• Head  

• Head of Pre Prep 

• Nursery Manager 

• Estates Manager 

• Educational Visits Coordinator  

• Head of Art & D&T  

• Head of Science  

• Head of Performing Arts  

• Heads of Sport  

• Front Office staff (in charge of first aid) 

• Catering Manager 

 

The role of the Health and Safety Committee is to 

• Review and update the Health and Safety Policy as necessary and at least annually and reports 

and makes due recommendations to the Finance and Estates Committee;   

• Review as necessary (and at least annually) compliance with legislation and health and safety 

practices, procedures and resourcing across the School; and recommends updates and 

improvements;   

• Monitors the communication and publicity of Health and Safety information across 

the School community and identifies and implements ways of improving perception and culture;   

• Provide members of staff with a means of raising serious issues of concern, including issues which 

may not have been resolved satisfactorily at a local level;   

• Monitor accident and incident statistics; identifying patterns and discussing possible ways of 

reducing accidents;   

• Review fire alarm activations and identifies changes to the physical estate and to operational 

procedures in order to reduce risk and the number of false alarms;  

• Review and identify training needs and ensures that any necessary training is carried out;   

• Review and identify risks and risk assessment needs, and ensure that the Risk Assessment 

Register is up to date and that all necessary reviews are carried out;  

• Identify improvements, priorities and initiatives, and the resources necessary to manage risks and 

improve the Health and Safety performance and management; and makes recommendations to 

the Finance and Estates Committee to implement and obtain budgetary approval for any 

changes;   

• Set up and monitor working parties as appropriate on specific issues;  
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• Undertake any other Health and Safety related review or activity requested by the Finance and 

Estates Committee.  

  

The Head 

On a ‘day-to-day’ operational basis, the Head is directly responsible to the Governors 

of Pennthorpe School for the safe functioning of all his School’s activities.  The Head will:  

 

• Be responsible for the implementation of the policy and ensuring, with the assistance of the 

Bursar and Estates Manager, that the policy is regularly reviewed and updated.  

• Ensure that the objectives outlined within the School Health & Safety Policy and other procedural 

documentation are fully understood, observed and implemented by persons under his control.  

• Be responsible for ensuring that suitable Risk Assessments are completed covering all processes 

and activities carried out with adequate records maintained available for inspection.  

• Ensure that adequate communication and consultation channels are maintained so that 

information concerning health and safety matters, including the results of Risk Assessments, 

which may affect employees, is adequately communicated to them.  

• Ensure that, so far as it is within his control, that adequate funds, materials, equipment and 

human resources are provided to ensure health and safety requirements are being met.  

• Ensure that all persons under his control are adequately trained to carry out any task required 

of them in a healthy and safe manner.  

• In consultation with the School Health & Safety Advisors, ensure that the School’s Active 

Monitoring Inspection Plan is completed in accordance with the timescales agreed with 

the Bursar and Estates Manager.  

• Constantly monitor the effectiveness of this Health & Safety Policy and other procedural 

documentation as regards both academic and non-academic work and consult the School Health 

& Safety Advisors, Bursar and Estates Manager, as appropriate.  

• Consult with Bursar/Deputy Head/Estates Manager and appointed School’s Health & Safety 

Advisors.  

• Recommend changes to the School’s Health & Safety Policy and other procedural documentation 

in the light of experience.  

• Ensure the co-operation of all Staff at all levels as regards working to this Policy and Procedures 

Manual.  

• Be responsible for ensuring that all Heads of Department, Subject Coordinators, Teachers, 

Employees, etc, as appropriate, fully understand their responsibilities and are given both the time 

and the encouragement to pursue them.  

• Take steps to ensure that changes in curriculum are considered for their health and safety 

implications.  

• Ensure he/she implements the School requirements with respect to Fire Matters.  

 

The Bursar and Estates Manager jointly 

• Monitoring the effectiveness of this Policy and other procedural documentation and reporting 

back to the Head / Governors of Pennthorpe School, as appropriate.  

• Monitoring overall health and safety within the School.  

• Recommending changes in the School Health & Safety Policy and other procedural 

documentation in the light of experience.  
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• Ensuring that all those employees who work for the Estates Manager are fully aware of their 

responsibilities within their own spheres of control.  

• Ensuring that adequate insurances are maintained including Employer’s Liability, Public Liability 

and that the appropriate statutory examinations are completed on the School’s behalf.  

• Are appointed as the main ‘Competent Persons’ for Pennthorpe School as required by the 

Management of Health & Safety at Work Regulations 1999.  

• Liaising with the School’s Health & Safety Consultants.  

• In a line management function, the safe operation of maintenance and grounds staff.  

• Ensuring that all maintenance contracts involving outside bodies which monitor aspects of 

the Schools’ functions are fully used and kept up to date. This includes boiler maintenance, fire 

alarms, emergency lighting, etc.  

• Ensuring the ‘fabric’ of School buildings are maintained in a sound and healthy condition.  

• Ensuring that fixed electrical installations on the Schools’ premises are subject to at least 5-yearly 

inspection and test to demonstrate their ‘maintenance’ under the Electricity at Work 

Regulations 1989. Copies of these inspections and tests will be kept readily available by her for 

inspection.  

• Ensuring that Legionella Risk Assessments of all School hot and cold-water systems are 

completed and that the necessary management schemes are introduced.  

• Ensuring that the School has had an ‘Asbestos Survey’, including Risk Assessments, completed 

to determine the presence of asbestos and the necessary management plan to be implemented.  

• Establishing a system for the reporting back to them of all accidents, incidents, near-misses and 

damage to School and School property and the arrangements for their investigation. The results 

of these investigations, as well as being dealt with by the relevant line management functions, will 

then be discussed by the School’s Health & Safety Committee.  

• Selecting of outside maintenance contractors and monitoring their activities on School premises 

and in this context liaising fully with the School’s architects.  

• Ensuring that the School’s Health & Safety Policy and other procedural documentation are kept 

up to date.  

• Co-ordinating health and safety monitoring activities across the whole School.  

• Developing the School’s Compliance procedures, monitoring their completion and ensuring that 

this takes place within agreed timescales.   

  

Health and Safety Training:  

The Bursar Estates Manager jointly has responsibility for organising and maintaining records of training 

including:   

• Minibus training  

• Risk Assessments  

• Risk Assessment staff training  

• Science-related health and safety training  

• Design and Technology-related training  

• Briefing new staff and pupils on emergency fire procedures  

• Inducting new staff in health and safety  

• Identifying specific health and safety training needs of staff  

• Use of External Engineers, Health and Safety Advisors/Consultants etc:  
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The Bursar and Estates Manager coordinate a programme using external engineers, advisors and 

consultants to undertake or advise on matters of on health and safety-related activities/matters within 

the School, including:  

 

• Annual or more frequent monitoring and servicing of 

of the School’s plant and equipment, including boilers and lifts.  

• Annual servicing of machinery used in both Design 

and Technology and in the maintenance department.   

• Annual audits by the catering contractor to ensure the School’s adherence to health and safety 

in catering and cleaning.  

• The carrying out of a fire risk assessment by a recognised Fire Risk Assessor (as defined by the 

Fire Risk Assessment Competency Council) every three years, which is reviewed by a 

competent person every year or more frequently if significant changes are made to the interior 

of buildings, or new buildings are added.  

• Annual maintenance and servicing to the fire alarm system, together with all smoke detectors, 

emergency lighting and extinguishers.  

• An annual report on the arrangements for health and safety in all lessons, support areas, 

public spaces and sports facilities.  

• Biannual water sampling and testing, annual disinfection and sanitization, biennial water risk 

assessment.  

• Risk assessment for legionella, every two years.  

• Provision of up to date electrical test certificates for all School buildings. NICEIC qualified 

electrical engineers are used to inspect and maintain the School's electrical installations [all of 

which are RCB protected and meet the requirements of BS7671 IEET wiring regulations.  

• Annual servicing of all gas boilers and appliances, by registered Gas Safe Registered Engineers   

• All domestic boilers are serviced annually and all domestic properties have current Landlord’s 

Gas Safety Certificates.  

• Annual testing by a specialist contractor on all lightning protection and earthing to conform to BS 

6651-1999 or to BS EN 62305.  

• Ensuring compliance with the Construction (Design and Management) (CDM) Regulations 2015 

whenever major work is undertaken.  

 

Front Office staff 

Our Front Office staff are responsible for: 

• Organising and maintaining records of training relating to First Aid including paediatric training 

for EYFS staff.  

• Implementing the school’s First Aid and Medical Policy.  

• Maintaining comprehensive records of all accidents (including reporting under RIDDOR), near-

misses and treatment given.  

• Maintaining pupil records for medical details, allergies and dietary requirements and for ensuring 

all staff are made aware of these as needed.  

• Reporting on such matters to the Estates Manager and termly to the Health & Safety 

Committee.  
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Heads of Department and Line Managers 

All Heads of Department and line managers are responsible for: 

• Ensuring those under their control (including new staff and any contractors engaged) are 

appropriately inducted and a written record kept of the induction.  

• Keeping themselves and their teams up to date with innovations and issues pertinent to health 

and safety and risk assessment that are of relevance for their department.  

• Displaying statutory notices and keeping records for their department (especially concerning ha

zardous substances).  

• Ensuring the implementation of the School’s Health & Safety Policies.  

• Keeping their areas/departments tidy and clean with substances properly stored.  

• Prompt reporting of all accidents and injuries in their department to Front Office staff and 

the Estates Manager as appropriate.  

• Review and update the safety training needs or staff in their department and ensure that any 

outstanding training is carried out as soon as practicable and that evidence of training is lodged 

with the Estates Manager.  

• Ensure suitable and sufficient risk assessments exist for the areas or activities for which they are 

responsible.  

• Ensure risk assessments are reviewed in accordance with the risk assessment policy.  

• Ensure there is adequate first aid cover in the areas for which they are responsible.  

• Where appropriate, ensure that all plant, machinery and equipment under their 

control is regularly inspected, maintained in accordance with manufacturers and statutory 

requirements, and a record kept of the inspection and findings.  

• Monitor the area(s) for which they are responsible to ensure that all control measures and other 

health and safety requirements are being complied with.  

• Immediately remove from use equipment which is faulty.  

• Ensure health and safety matters are taken into account when new or improved technology is 

introduced to an area, or when there are changes to systems of work.  

• Ensure, so far as practicable, all equipment, devices and areas used by persons under their 

responsibility are safe, appropriately guarded and free from defects that may cause injury. 

  

All Staff 

While they are working, all members of staff are responsible for taking reasonable care of their own 

safety and that of any other persons who may be affected by their acts or omissions at work 

(including pupils, visitors, temporary staff, volunteers and contractors). In addition, all members of 

staff are responsible for co-operating with the Head, Bursar, Estates Manager, Heads of Department and 

their Line Manager in order to enable the Governors to ensure that the Trust complies with health and 

safety duties.  

 

Health and safety is included as part of the induction process for all members of staff.  All health and 

safety-related policies and documents are made available on the School network.  

 

Information on health and safety and safety training opportunities is provided by the Bursar and Estates 

Manager. All Staff should:  
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• Apply this policy (and all other School health and safety related policies and procedures) to their 

own area of work and be directly responsible for the application of such policies 

and procedures.  

• Carry out regular health and safety risk assessments of the activities for which they are 

responsible.  

• Ensure that they and all staff under their control are familiar with the health and safety related 

policies and procedures for their area of work.  

• Use all work equipment and substances in accordance with instruction, training and information 

received.  

• Report to the Estates Manager any health, safety and welfare problems for which they cannot 

achieve a satisfactory solution within the resources available to them.  

• Carry out regular inspections of their areas of responsibility to ensure that 

equipment, furniture and activities are safe and record these inspections where required.  

• Exercise good standards of housekeeping and cleanliness.  

• Assist in the investigation of any accidents that occur within their area of responsibility.  

• Undergo regular health and safety and first aid training as recommended by the Estates Manager.  

• Follow requirements imposed on the school or any other person under health and safety law 

and co-operate fully so as to enable the duties upon them to be performed  

• Carry out all reasonable instructions given by managers / senior staff.  

• Make proper use of anything provided in the interests of their health and safety such as protective 

equipment. Reckless or intentional interference with such equipment will potentially be regarded 

as a disciplinary offence.  

• Comply with any reasonable request made by any of the persons named above in relation to the 

fulfilment of their duties.  

• Keeping fire escape routes and fire exits clear at all times.  

• Reporting hazardous shortcomings in health and safety arrangements, including any shortcomings 

in departmental risk assessments, to their line manager for action.  

• Taking such action as may be necessary to ensure the safety of pupils.  

• Informing the Estates Manager of any ill-health issues which may affect their own health and 

safety, or that of others while they undertake their role.  

• Reporting accidents and incidents promptly.  

• Reading the Material Safety Data Sheet for any hazardous substance before use.  

• Using correct manual handling procedures when lifting, carrying or moving loads.  

• Being fully aware of the risk assessments particular to their department.  

• Ensuring they know and understand all risk assessments relevant to any tasks they perform.  

• Ensuring that specific risk assessments are completed when necessary, including but not limited 

to:  

o any hazardous lifting activity which could cause harm.  

o whenever using a hazardous substance or carrying out a potentially hazardous activity.  

o when going on a visit or trip.  

o if using a visual display unit for more than an hour a day.  

• Ensuring that before undertaking any activity they have received any necessary training.  

• Ensuring that any protective/preventive measures identified by risk assessments are complied 

with including, but not limited to, Safety Signage, Safe Systems of Work, Emergency Procedures, 

Guarding and Personal Protective Equipment (PPE); and  
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• Using any equipment provided for their health and safety in accordance with the training given 

and manufacturer’s instructions.  

• Carrying out pre-use inspections on any potentially hazardous pieces of kit before use 

and put out of action any piece of kit which could potentially be hazardous, informing line 

manager responsible.  

• Maintain any equipment in accordance with the manufacturer’s instructions or training given but 

not to carry out maintenance if training has not been provided.  

 

All employees receive a copy of this Policy with the Staff Handbook within their induction process. They 

will be advised as and when it is reviewed, added to or modified.  

 

Any member of staff who is found to be deliberately or consistently negligent in the performance of their 

duty in relation to this Policy, any other health and safety-related policy or procedure, may be subject 

to disciplinary action.  

 

Pupils 

Allowing for their age and aptitude, pupils are expected to:   

• Exercise personal responsibility for the health and safety of themselves and others.   

• Observe standards of dress consistent with safety and/or hygiene.  

• Observe all the health and safety rules of the School and in particular the instructions of staff 

given in an emergency.  

• Use and not willfully misuse, neglect or interfere with equipment and resources provided for 

their health and safety.   

 

In the event that any pupil is found to be deliberately or consistently negligent in respect of the safety of 

themselves or others, the Head, in consultation with the Chair of Governors, shall use their discretion 

to exclude a pupil where their continued participation is held to be a threat to themselves or others.  

 

3. Early Years Health And Safety 

 

In the EYFS we believe that the health and safety of the children is of paramount importance. We also 

believe that every child deserves the very best possible start in life. Through adult modelling and 

guidance, we help children to learn how to look after their bodies, including healthy eating, and manage 

personal needs independently. This also includes oral health, as good oral health habits need to be 

formed from the earliest age.  

 

We make our setting a safe and healthy place for children, parents, staff and volunteers by assessing 

and minimising the hazards and risks to enable the children to thrive in a healthy and safe environment.  

Our premises, including overall floor space (More than 2.5m² per child in Honeypot and 2.3m² per child 

in Beehive and Reception) and outdoor spaces are fit for purpose and suitable for children in the EYFS 

and the activities we undertake.  

 

Health and Safety General Standards in the EYFS 

We aim to make children, parents and staff aware of health and safety issues and minimise the hazards 

and risks to enable the children to thrive in a healthy and safe environment.  
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As a school, we subscribe to health and safety information services and have access to advice and help 

lines via our insurers.  

 

We have public liability insurance and employers’ liability insurance. The employers’ liability insurance 

certificate is displayed in the School Reception.  

 

Clear procedures are in place for fire and other emergency and evacuation procedures (See Fire Risk 

policy).  

 

Early Years Procedures 

• Children are made aware of health and safety issues through discussions, planned activities and 

routines;  

• All classroom equipment/toys must be checked on regular basis and repaired or replaced;  

• Toys and equipment must be washed, cleaned and disinfected when necessary;  

• Any premises, fixtures and fittings that need repair should be reported by the unit leader to the

 Estates Manager/maintenance team as soon as possible;  

• All adult tools and equipment (scissors, staplers etc.)/cleaning materials are to be stored out of 

reach in designated cupboards or high shelf;  

• Children using scissors or tools must be closely supervised and taught how to use them with 

care. They must be stored safely when not in use;  

• Any activities using flowing materials e.g. sand, water and paint should be supervised and any 

spillages cleaned up straight away;  

• Spilt sand should be swept up and put in the bin. The garden sand is covered and disinfected;  

• The sand in the sand tray/sandpit should be checked daily and cleaned and changed as necessary;  

• Protective aprons should be worn for messy activities;  

• Children must wash their hands after these activities.  

 

Bathroom and Kitchen Areas 

• All classes have access to adequate toilet facilities and hand basins;  

• Separate toilets are provided for adults;  

• Adequate supplies of towels and spare clothes and other items are always available;  

• All bathroom and kitchen areas are to be kept clean and tidy at all times;  

• Cleaning materials are stored out of reach in the locked store cupboards and kitchen areas 

where children do not have access;  

• The Estates Manager will be alerted should any cleaning matters arise;  

• The entrance to the kitchen areas are fitted with a safety gate which must be kept securely 

closed at all times. Children may only enter under adult supervision to receive First Aid;  

• Children using the bathroom area must be supervised at all times, being given privacy and help 

if they require it.  

 

 Outdoor Areas 

• All EYFS settings have direct access to an outdoor play area and outdoor activities occur daily;  

• The outdoor area needs to be kept clean, safe and secure for the children to be able to play 

and extend their learning experiences and for them to be able to explore, experiment and 

develop their personal and social skills (Enabling Environments EYFSP 2021);  
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• It is the duty of the nominated member of staff to check closely that all garden gates are secure 

and that all garden toys and equipment are safe to use. If any of the garden areas or garden 

equipment should need attention this must be reported to the unit leader who will then report 

this to the School maintenance team as soon as possible or immediately if it requires urgent 

attention;  

• The garden area must be checked for hazardous plants and for any animal or bird excrement 

which must be removed and the area cleaned and disinfected as required;  

• The children must be closely supervised at all times in all the outdoor areas, especially if they 

are using the climbing equipment and when playing with or near water;  

• The children must be helped to learn the garden rules and use the outdoor areas correctly;  

• Water in water trays/containers must be changed daily or more frequently if required;  

• Sand must be swept up frequently to avoid children and staff slipping over;  

• On a daily basis the sand should be checked for foreign bodies and sieved and raked if necessary;  

• To clean the sand, a diluted sterilising agent (Milton) may be added, the sand turned and raked 

when needed.  Sand may need to be removed and new play pit sand added as necessary;  

• The sand pit must always be kept covered when not in use.  

 

Sun Protection 

• During the summer/hot weather we ask the parents to put a high factor sun cream on 

their children before the start of the session;   

• We ask parents to equip their children with a sunhat and a named bottle of sun cream so a 

member of staff can apply more cream on their child if required. Parents give their permission 

for this on their child’s entry information sheet;   

• The EYFS staff will encourage the children to wear a sun hat and ensure that there are some 

shaded areas in the garden for the children to play in;   

• EYFS staff will supply drinking water for the children to drink when required.  

  

Keeping Warm 

ALL EYFS staff will be responsible in ensuring that the children in their care are kept warm 

during cold weather and that they are dressed appropriately for outdoor play/activities;  

Should the heating fail the unit leader must inform The Head of EYFS and the Estates 

Manager immediately.  

 

Rest and Quiet Time  

Facilities are available in The Honey Pot and The Beehive for children to have a rest/sleep after 

their lunch or when required. Mattresses and blankets provided are cleaned and washed every half term 

or when necessary. In the Honey Pot, Children have their own fitted sheet supplied from home. This 

is laundered at home when required or at least every half term.  

 

Animals and Pets in the Setting 

• Children learn about the natural world, its animals and other living creatures as part of the 

EYFS. This may include contact with animals or other living creatures, either in the unit or in 

visits. We aim to ensure that this is in accordance with sensible hygiene and safety control. 

(Specific welfare legal requirement EYFSP 2021);  
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• All EYFS staff must ensure any animals on the premises are safe in the proximity of the children 

and do not pose a health risk. (Specific welfare legal requirement EYFSP 2021);  

• The children are encouraged to handle and to look after the animals to raise their sensitivity 

and awareness of animals and their behavior;  

• When introducing class pets or visiting animals to the children it is the duty of the unit leader 

to check with parents and the children’s emergency information forms regarding allergies, 

anxiety, cultural and religious beliefs (sharing information);  

• Children are taught correct handling and care of the animal or creature and are supervised;  

• After handling the pets the children must wash their hands (Health & wellbeing);  

• When helping to clean the pets out, children are supervised; staff and children wear protective 

aprons and disposable gloves (latex free) and wash their hands when finished;  

• Animals or creatures brought into the unit they are the responsibility of the owner.  

• Class pets are kept in safe suitable housing and are cared for as part of the group’s daily routine;  

• We ensure the correct food is offered at the right time;  

• We ensure the health of the class pets and access to a local vet if required;  

• We ensure arrangements are in place for weekend and holiday care.  

 

Visits to Farms 

• Before a visit to a farm or any attraction that might have animals, a risk assessment is carried 

out in accordance with the Educational Visits Policy  

• Outings procedure is followed;  

• Children wash their hands after contact with animals;  

• Outdoor foot wear worn to visit farms are cleaned of mud and debris and should not be worn 

inside.  

  

Oral Health Education 

Oral health education in the EYFS is linked to educational topics, and the promotion of self-care, 

healthy eating and physical development. This is taught through:  

• Reading stories about teeth and smiles  

• Talking about healthy food and drinks that help to grow strong teeth, and those that do not  

• Looking at their own and each other’s teeth, using mirrors and teeth models  

• Inviting in guest speakers such as dentists to promote and discuss oral care   

 

4. Early Years Risk Assessments 

 

We take all reasonable steps to ensure staff and children in our care are exposed to minimal risk or 

unnecessary risk. See School Risk Assessment Policy.  

 

Our Risk Assessment Process Covers Adults and Children. It Involves the Following 

• Identification of risk: Where is it, what is it;  

• Who is at risk: children, parents, staff;  

• Assessment as to the level of risk as high, medium, low   

• Control measure to reduce/eliminate risk;  

• Monitoring and review  
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Daily Risk Assessments by EYFS Staff Ensure That 

• Checking and noticing hazards and risks indoors and outside and for activities  

• Before each session begins all class areas are clean and safe to use  

• Report any damage to the unit leader  

• Cleaning materials have been stored away correctly  

• No sharp or harmful items have been left within the children’s reach  

• The adult to child ratios are correct  

• Any equipment indoors and outside is in good condition with no sharp or broken edges  

• Fire doors and exits are clear inside and outside the unit  

• In cold weather the heating is working and the rooms are kept at a warm temperature  

• The rooms are kept ventilated  

• All daily activities are risk assessed on an individual basis where appropriate and identified on the 

weekly planning sheet. This allows staff to be aware of the risks involved. This may include how 

each activity is maintained, for example:  

• Water play – slip hazard - floor to be monitored & spills mopped up  

• Dry sand activity – eye hazard - ensuring there is no throwing of sand  

• Cookery activity – a child’s allergy information /safety in the kitchen/Craft/creative activities  

• Outside areas  

• Equipment being used etc.  

• Snack time /lunch time Allergy /food intolerance lists are checked  

• Garden /outdoor areas & equipment are safe to use  

• Children must be supervised by at all times  

 

School buildings and grounds risk assessments are the responsibility of the Estates Manager. EYFS risk 

assessments are the responsibility of the Head of Pre-Prep.  

 

It’s the responsibility of all staff to report any health and safety matters to the Head of Pre-Prep who 

will in turn inform the Estates Manager in accordance with the whole School Health and Safety Policy.   

 

5. No Smoking Policy 

 

We comply with health and safety regulations and the welfare requirements of the EYFS in making our 

setting a no-smoking, vaping or tobacco environment, both indoor and outdoor in compliance 

with Pennthorpe whole School policy. No smoking/vaping signs are displayed and can be seen as you 

enter the school premises.  

  

6. Health and Safety: Related Guidance and Documents  

 

The following Health and Safety documents are maintained within other regulatory policy documents:  

 

Accident Reporting (RIDDOR) (see First Aid Policy)  

Administering Medication (see First Aid Policy)  

Asbestos (Management of asbestos)  

Competent Advice  



 

15 

 

Construction Work (CDM)  

Contractor Management  

Control of Substances Harmful to Health (COSHH)  

Display Screen Equipment  

Educational visits (EYFS and non EYFS)  

Electrical Safety  

Emergency Situations  

First Aid (Including accident reporting and recording)  

Fire safety, procedures and risk assessment  

Gas Safety  

General Woodland Activities (Risk Assessment) 

General Workplace Safety (including slips, trips and falls)  

Hot Works  

Human Flu Pandemic (see First Aid Policy)  

Infection Control (see First Aid Policy)  

Letting and Hiring  

Lightning Protection  

Manual Handling  

Minibus Use  

Menopause  

New and Expectant Mothers  

Noise 

Occupational Health  

Online Safety 

Risk Assessment  

Safety Training (including induction)  

Security, workplace safety and lone working (including violence towards staff)  

Smoking or Vaping 

Staff Wellbeing 

Sun Protection  

Vehicles and on-site movements  

Water Quality (including Legionella)  

Working at Heights  
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