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1 Introduction  
 
1.1 The school is fully committed to promoting the safety and welfare of all in our community so that 

effective education can take place.  The highest priority lies in ensuring that all the operations within 
the school environment, both educational and support, are delivered in a safe manner that complies 
fully not just with the law, but with best practice. Risks are inherent in everyday life.  We need to identify 
them and to adopt systems for minimising them.  Our pupils and staff need to be educated into how to 
cope safely with risk. 

2 Scope 
 
2.1 This guidance is applicable to all those with responsibility for undertaking risk assessments for 
 activities which are under their control. This includes the requirements of the Independent Schools 
 Inspectorate, National Minimum Standards and Early Years Foundations Stage standards. 
 
3 Risk assessment definition 
 
3.1 A risk assessment is a tool for conducting a formal examination of the harm or hazard to people (or an 
 organisation) that could result from a particular activity or situation.    
 

• A hazard is something with the potential to cause harm (e.g. fire).  
• A risk is an evaluation of the probability (or likelihood) of the hazard occurring (e.g. a chip pan 

  will catch fire if left unattended).   
• A risk assessment is the resulting assessment of the severity of the outcome (e.g. loss of life, 

  destruction of property). 
• Risk control measures are the measures and procedures that are put in place in order to  

  minimise the consequences of unfettered risk (e.g. staff training, clear work procedures, heat 
  detectors, fire alarms, fire practices, gas and electrical shut down points and insurance).   

 
3.2 Thorpe House School uses a format for risk assessments ensuring that the risk is identified, who might 
 be affected, what the hazards are, how they can be mitigated and the level of risk.  The risk assessment 
 is signed off by the person conducting the activity, the Head of Department and the 
 Bursar/Headmaster/Governor depending on the activity.  
 
3.3 Risk assessments can be used to identify potential hazards to people (slipping, falling) and property 
 (fire) and strategic hazards (reputation, loss of pupils, impact on development), financial hazards 
 (falling pupil rolls), compliance hazards (Child Protection issues) and environmental hazards 
 (asbestos, legionella).   
 
3.4 It is known that accidents and injuries can ruin lives, damage reputations and cost money, and it is 
 recognised that preventative measures can often be surprisingly simple and cost-effective.  For 
 example, the application of hazard warning tape to a trip hazard, or ensuring that chemicals are 
 properly stored in locked containers and, therefore, applying the measures identified in a risk 
 assessment can simply prevent incident.  Appendix 1 contains the Thorpe House risk assessment for 
 Chemical storage.  A list of all chemicals on site is held by the science technician. 
 
4 Objectives 
 
4.1 This policy has been written to ensure that all staff understand why it is important to have risk 
 assessments in place for all activities and events that may potentially happen both on site and during 
 supervised off site visits. 
 
4.2 The main objectives are: 
 

 To ensure that suitable and sufficient risk assessments are undertaken for activities where 
there is likely to be significant risk 
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 That identified control measures are implemented to control risk  

 That those affected by school activities receive suitable information on what to do 

 That risk assessments are recorded and reviewed when appropriate 

5 Guidance 
 
5.1 The Bursar and Heads of Department will be responsible for the implementation of this policy. 
 
5.2 This guidance is applicable to general risk assessment. Where specialist skills are required, eg 
 asbestos, fire, water quality, gas, electrical and hazardous substances, there is separate policy 
 guidance in place. 
 
5.5 All teaching staff and relevant support staff received training on risk assessments at the staff inset 
 day in September 2019.  This was conducted by Ms S Alexander from the ISI.  Refresher training is 
 given every two-three years.  
 
5.4 Risk assessments for subjects, which carry out practical work and experiments such as science, 

design technology and art, have separate risk assessments for each activity.  These are written by 
the teacher conducting the activity and signed off by the Head of Department and Bursar.  

 
5.5 No new teaching member is required to lead a trip and, therefore, do not need to complete an off-site 

visit risk assessment unless they are experienced teachers who have run trips previously and know 
how to write a risk assessment.  If a new member of staff is employed to work in one of the practical 
subject areas, then induction training on risk assessments will be given. 

 
6 Areas requiring risk assessments 
 
6.1 There are numerous activities carried out at the school, each of which requires its own separate risk 

assessment. This is of particular importance in the lower years and EYFS who have written risk 
assessments for their activities.   

 
6.2 The trips policy gives guidance on procedures and the need for a risk assessment prior to a trip 

being approved and taking place. 
 
6.3 Pastoral 
 

The focus of our pastoral care is to ensure that each pupil becomes a confident, articulate young 
adult capable of keeping himself safe whether at home or outside the home. Our PSHEE 
programmes and assemblies are directed towards promoting an increasing understanding as the 
pupil develops, of the risks that exist in both the real and the electronic worlds, and of sensible 
precautions that should be taken. Refer to the School’s PSHEE policy for further information. 

 
6.4 Medical and First Aid 
 

The Medical and First Aid policy details how risk is assessed in this area.  Accident forms are 
completed for each accident, medical incidents are updated on the School’s MIS and a summary of 
incidents are presented at the H&S committee and shared with the Governors as appropriate.  

 
6.5 Child Protection 
 

The School’s safeguarding policy and training for all staff are essential for our child protection risk 
management. Safe recruitment policies and procedures ensure that the school is not exposed to the 
risk of employing staff who are barred from working with children, or who are not allowed to work in 
the UK. By extending this regime to Governors, contractors and volunteers, and by ensuring that 
everyone in our community receives regular child protection training, we manage this risk to an 
acceptable level. 
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6.6 COVID-19 
 
 Following the move to the final stage of easing Covid restrictions on 19 July, the School deemed it to 

be no longer necessary to maintain a separate COVID-19 risk assessment.  However, there are still 
guidelines to be followed within the School, which are shown in Appendix 2.  These are updated 
based on new Government guidance, COVID cases in the School community and advice issued by 
the local Council. 

 
6.7 Catering and Cleaning 
  

Risk assessments and training cover all significant risks concerning catering and cleaning 
equipment, manual handling, slips and trips and the control of substances hazardous to health 
(COSHH). Induction training and refresher training cover risk assessments, protective equipment 
and safety notices and are conducted by the School’s external catering provider.  Details of the 
standards to be adhered to are contained in the Kitchen policy and a list of training undertaken by 
the catering staff is held by the external caterers. 

 
6.8 Caretaking and Security 
 

Risk assessments cover all significant risks. Particular emphasis in training is given to minimising fire 
risks and security risks by adhering to good practice. Risk assessments also cover manual handling, 
working at heights, and asbestos. Further details are contained in the School’s policy on Security 
and Site Safety. 
 

6.9 Maintenance 
 

Risk assessments and training cover all significant risks including, manual handling, slips and trips, 
working at height, lone working, asbestos, control of contractors on site, electricity, gas, water and 
swimming pool maintenance. Induction training and refresher training using courses on Educare 
ensure the safety of the School’s facilities team.  

 
6.10 Premises 
 

Risk assessments are carried out by the facilities manager to ensure the premises and equipment 
are kept at a high standard. 

 
6.11 Administrative Staff 
 

Risk assessments are required for the display screen equipment and cables used by those staff 
(primarily office-based) who spend the majority of their working day in front of a screen. 

 
 
7 Conducting a Risk Assessment 
 
7.1 The School’s policy is not to carry out any high-risk activity.  Activities involving pupils are normally
 low risk although the School does undertake a few medium risk activities with older pupils, such as 
 skiing and DofE expeditions, but only using specialist qualified instructors.  Pupils are always given a 
 safety briefing before participating in these activities, and are expected to wear protective equipment 
 as advised and to follow instructions. 
 
7.2 We always employ specialists to instruct those taking part in high-risk activities.  Support staff may 
 only carry out medium-risk activities if they have been properly trained.  All members of staff and pupils 
 are expected to wear personal protective equipment for tasks that have been assessed as requiring 
 its usage.  
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7.3 Risk assessments are reviewed: 
 

• when there are changes to the activity 
• after a near miss or accident 
• when there are changes to the type of people involved in the activity 
• when there are changes in good practice 
• when there are legislative changes 
• annually if for no other reason 

7.4 A template risk assessment form for lesson activities used by the science department is included in 
 Appendix 3 to this guidance. The school refers to the CLEAPSS Advisory Service for assessments in 
 Science. 
 
8 Responsibilities of Staff 
 
8.1 All members of staff are given an induction into the school’s health and safety arrangements and 

records are kept of all induction training.  Specialist training is given to those whose work requires it.  
 
8.2 Staff are, however, responsible for taking reasonable care of their own safety, together with that of 

pupils and visitors. They are responsible for cooperating with the Head, the Bursar and other members 
of the SLT in order to enable the Governors to comply with their Health and Safety duties. All members 
of staff are responsible for reporting any risks or defects to the Bursar and/or Facilities Manager. 

 
9 Accident Reporting 
 
9.1 It is the responsibility of Matron with the support of the Bursar to record and report to the HSE, in 
 accordance with the Reporting of Injuries Diseases and Dangerous Occurrence Regulations 
 (RIDDOR), any notifiable accident that occurs on school premises involving a pupil, member of staff,  
 parent, visitor or contractor. All notifiable accidents and near misses are reviewed by the school’s 
 Health and Safety Committee, with a view to assessing whether any measures need to be taken to 
 prevent recurrence. 
 
10 School Business Risk Register 
 
10.1 The Governors carry out regular reviews of the Charity’s activities and the systems in use. This is for 
 the purpose of planning for the future and assessing major risks to which the Charity is exposed.  
 
10.2 The Governors maintain a Risk Register and are satisfied that systems are in place to mitigate 
 exposure to identified risk elements.  
 
10.3 The School Business risk register is reviewed termly by a sub-committee of Governors.  
 

 

November 2021                  Review Date: November 2022 
 

 
 

Signed:    _________________________________________ Bursar 

 
 

 
 

    __________________________________________ Chairman of Governors 
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Appendix 1 
 
Risk assessment for chemical storage 
This risk assessment (see section 7.3e of the CLEAPSS Laboratory Handbook) covers the procedures and activities 

involved with deliveries and storage of chemicals in the chemical store at: 

 

Thorpe House School 

 

This document was compiled on September 2020 

This Risk Assessment will be reviewed periodically and in any event when significant changes are made to the quantity 

or range of chemicals stored. It will be reviewed if there is a change in personnel. 

The date of the next review will be September 2021 

 

Issues to be dealt with Planned practice and procedures 

Managing the store Day to day running of the chemical store is managed by Nazia Khawaja who 

will liase with Sue Jenkin the relevant line manager. 

Staff training The person managing the chemical store will read section 7.3 of the Handbook. 

Science technicians and science teachers, new to the school, will be shown how 

chemicals are, stored in the school and requisitioned and delivered for use in 

experiments. 

Security of the store The storeroom will be locked when not occupied by authorised personnel. The 

key is kept by Nazia Khawaja. 

Where chemicals are stored The chemicals are stored in Senior Science lab 1 prep room and Junior lab prep 

room 

Which chemicals are stored The person managing the store should update the inventory of the chemicals 

once a year. 

Communication (Who needs to know 

what is stored?) 

The science teachers and technicians are required to know where the inventory 

is. The finance office should also have a list and if possible, a list should be kept 

in a building not attached to the science department in case of fire. The 

responsibility for this communication rests with The Bursa and The Head of 

Science 

Deliveries of chemicals to the school 

/ store 

When chemicals arrive at the school office, the technician will be immediately 

called. If no technician or science teacher is available, the chemical will be put 

in a secure room. Office staff must be given advice on dealing with this 

situation. 

Moving chemicals in and in and out 

of the store 

The use of bottle carriers and trolleys must be adhered to. See department safety 

policy. 

Clear identification of hazardous 

properties 

All bottles, whether stock or waste, are labelled with their name, hazard symbol 

and date of purchase . 

Location of hazard information Hazard data sheets are kept in each laboratory 

However, these sheets are more relevant to bulk storage of chemicals Hazcards 

will be more suitable for school use and are kept in the relevant prep room. 
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Spills A spillage kit will be provided in the store room(s). 

Determining quantities to be stored A relevant risk assessment will be undertaken before any purchase of a large 

volume or mass of dangerous substances. 

Dispensing chemicals To ensure there is no chance of a dangerous or explosive atmosphere, no 

dispensing of chemicals will take place in the chemical store. If, under 

exceptional circumstances this cannot be avoided, a suitable risk assessment 

should be made by The Head of Science Sue Jenkin 

Storing gas cylinders Gas cylinders will be kept securely in Senior Science lab 1 

Conditions in the store The temperature of the store will be monitored to ensure that it does not fall 

below 0 C or regularly exceed 28 C. If the latter temperature is exceeded, the 

bottles in the flammable store will be opened and resealed to relieve a build up 

of pressure within the bottle. In either case, the situation will be reported to a 

member of the school senior management. 

Ensure good ventilation in room(s) where flammable liquids are stored by Nazia 

Khawaja (It is not necessary for highly-flammable liquids cupboards to be 

ventilated.) 

Clean vents and check the rate of air extraction regularly (at least once per year 

and possibly more frequently). 

Routine inspection and maintenance The lids of all bottles will be checked, by whoever is moving them, for 

tightness, whenever they are returned to the store. 

The person responsible for the store will periodically (termly?) check the 

security of all container for leaks, etc. 

Metallic surfaces will be checked termly for corrosion. 

Ventilation systems will be checked weekly to ensure they are working. 

Fire precautions The store has been checked for the possibility that flammable vapour could be 

ignited by electrical sparks and necessary actions taken 

(see Appendix A) 

Suitable hazard signs are in place on the door and on containers in the store 

In the event of a fire in the school, the rooms containing chemicals will be made 

secure. 

In the event of a fire in or very close to a chemical store, evacuate the building. 

Updating the risk assessment This Risk Assessment will be reviewed Yearly as a minimum and in any event 

when significant changes are made to the quantity or range of chemicals stored. 

 

 
DLH7 RW 11/09© CLEAPSS®, The Gardiner Building, Brunel Science Park, Kingston Lane, Uxbridge UB8 3PQ 

Page 6 of 2 Tel: 01895 251496; Fax: 01895 814372; E-mail: science@cleapss.org.uk; Web site: www.cleapss.org.uk 
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Appendix 2 

COVID-19 Risk Assessment for Autumn Term 2021 
 

 

COVID-19 is reviewed at SLT meetings as a recurring agenda item.  This is to ensure that appropriate action 

is taken promptly should it be deemed necessary  

 

The following precautions remain in place within the School: 
 

 Pupils and staff must continue to test themselves at home twice a week using lateral flow tests.  

Pupils need to report their result to the School to ensure that positive results are monitored and, if 

they begin to rise, further restrictions can quickly be re-introduced.  The registrar, matron and bursar 

are responsible for reviewing the responses. Results should also be reported on the gov.uk reporting 

link.  A letter is sent out to parents twice a week with the google form for completion. 

 Hand sanitising stations remain in place and pupils encouraged to use them. 

 Pupils using the bus service should continue to wear masks whilst on board.  If Government 

restrictions are not reintroduced after half term, then masks are optional. 

 External activities and trips can take place with regard to COVID precautions in place at that 

location.   

 

In the event positive cases begin to rise within the School community, the following restrictions will be re-

introduced: 
 

 Masks will need to be worn in communal areas and the one way system will be reintroduced.  It may 

also be necessary to wear masks in classrooms, but this will be a secondary action. 

 Masks will be worn on all bus routes. 

 Seating plans for all classes completed and shared with Registrar.  This is so that in the event of a 

number of positive cases, close contacts can quickly be notified. 

 Social distancing measures re-introduced in staff communal areas. 

 No assemblies, drama productions or music events to take place where social distancing cannot be 

maintained. 

 Parents’ evenings will return to on-line. 

 The dining area will be wiped down thoroughly between year group sittings. 

 As previously, year groups will be split into separate areas during break times. 

 Music lessons, LAMDA and other activities where year groups use the same space to be reviewed 

and, if necessary, suspended for a period of time. 

 External visitors or club providers need to take a LFT within 24 hours of arrival and show the result 

is negative.  It may be necessary to cease these activities for a period of time. 

 Consideration to be given as to whether breakfast and afterschool club can continue.   

 

The above list is not exhaustive and will be reviewed regularly at SLT.  Additional precautions to be added 

to risk assessment as necessary. 
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Appendix 3 

Risk assessment for lesson activities 
 

This must be carried out for each classroom activity where there is a possible risk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Technician/teacher signature ………………………………………………………………………. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Technician/teacher signature ………………………………………………………………………. 

 

HOD signature …………………………………………………………………………………………………. 

 

Monthly check signature (governor/headmaster/bursar) ………………………………………… 

Risk assessment for chemicals / equipment: 

Equipment/chemicals required: Please reference CLEAPPS where relevant. 

Method or use of materials: 

Lesson activity title: 

Risk assessment for method: 

Class (include any particular students who may impact on the risk assessment and why): 


