
POLICY ON THE DRAFTING, REVIEWING & APPROVAL OF
POLICIES

1.0 BACKGROUND
The proper management and operation of St Hugh’s School requires the drafting and
implementation of numerous policies, many of which are required under legislation or the
Independent Schools Standards Regulations. (ISSRs)

This Policy sets out the processes for the drafting and approval of policies and grants
delegated authority to approve certain policies.

2.0 WHAT POLICIES ARE REQUIRED
Based on the latest Independent Schools Inspectorate (ISI) list of documentation required for
inspection, the following policies are required to be compliant with the ISSRs. Those
identified in red are an annual review:

Policy Publication Notes
Safeguarding and Child
Protection Policy

Must be on website and made
available to parents

The policy must fully reflect
statutory guidance (Latest version
of Keeping Children Safe in
Education) KCSiE and Local
Safeguarding Partners
Procedures)

Admissions Policy Must be on website and/or made
available to parents

The policy must reflect current
guidance from DfE and accord
with the ISSR

Recruitment Policy The policy must fully reflect
statutory guidance (Latest version
of KCSiE)

Anti-Bullying Must be on website and/or made
available to parents

Hyper-linked to Child Protection

Curriculum Overview Must be on website and/or made
available to parents

Must be considered in the context
of the School’s aims and ethos
and ISSR

Positive Behaviour Policy Must be on website and/or made
available to parents

Hyper-linked to Child Protection

Health and Safety Must be on website and/or made
available to parents

Must include a review of fire
standards and orders

Risk Assessment Policy
and individual Risk
Assessments

The policy must fully reflect
statutory H&S guidance and must
contain any special requirement
relating to pupil in EYFS, if
applicable

Access to Premised /
Visiting Speakers

Hyper-linked to Child Protection

E-Safety Hyper-linked to Child Protection
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Code of Good Practice for
All Staff

Hyper-linked to Child Protection

Complaints Must be made available to
parents usually via the website or
on request from the school office.

Hyper-linked to Child Protection

Whistle-Blowing Hyper-linked to Child Protection
Preventing Extremism Hyper-linked to Child Protection
Children Missing
Education

Hyper-linked to Child Protection

Learning Support The policy must reflect current
guidance from DfE and accord
with the ISSR

SENDA Accessibility Plan Must be kept under review during
the period to which it relates and,
if necessary, be updated

Equal Opportunities The policy must reflect current
guidance from DfE

First Aid and Medical The policy must reflect current
guidance from DfE and accord
with the ISSR and must contain
any special requirement relating
to pupil in EYFS, if applicable

Visitors / Reception Hyper-linked to Child Protection
PSHEE Hyper-linked to Child Protection
RSHE Statements Must be made available to

parents usually via the website or
on request from the school office.

The statement must reflect current
guidance from DfE, The
Relationships Education,
Relationships and Sex Education
and Health Education
(England) Regulations 2019 and
accord with the ISSR

EYFS Can be stand-alone or
incorporated into the above
polices with the heading “this is a
whole school policy”

Reference to national framework
for early years provision

Boarding Aims and
Principles

Must be available to boarders and
their parents/guardians

Reference to current NMS for
Boarding schools

The Governors or Head may require additional Policies to be drafted from time to time to
facilitate the proper operation and management of the School.

The School’s Director of Studies will be responsible for maintaining a complete list of policies.

3.0 AUTHORING OF POLICIES
Every policy will be allocated an Author.  The Author is responsible for drafting the policy, and
where appropriate they should draw on template policies that have been drafted by the
Independent Schools Bursar Association (ISBA).

The Author is responsible for ensuring that a policy is complete, is updated on a timely basis,
and is compliant with current regulations and guidance.

4.0 REVIEW OF POLICIES
Once a policy has been written or updated, it will be reviewed as part of the Standing Agenda
for Senior Leadership Team meetings.
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The purpose of the reviews is to check for omissions, errors and inconsistencies within or
between policies; to consider whether the policy is deliverable in practice and will achieve the
required objectives; and to check for spelling and grammatical errors (especially relevant in
policies that are available to parents).

If the review identifies issues these should be discussed at SLT until all agree the draft is
ready for Approval.  At this stage, the draft policy should be sent to the Head.

5.0 APPROVAL OF POLICIES
The Head has delegated authority to approve all Policies, subject to the points below:

Full Governor Approval The following policies must be approved by the Full
Governing Body as soon as practically possible:

● Child Protection / Safeguarding Policy
● Safer Recruitment Policy
● Health & Safety Policy
● Staff Code of Conduct

The Head has delegated authority to temporarily approve
the above policies where a change is required before the
Governing Body next meets.

Policies for Full Board
Approval

The Full Governing Board will approve the following policies:

● Complaints Policy
● First Aid & Medicines Policy
● Whistle Blowing Policy
● Policy on Risk Management
● E-Safety
● Preventing Extremism Policy
● Children Missing from Education
● Equal Opportunities Policy
● Policy on Drafting, Review and Approval of Policies

The Head has delegated authority to temporarily approve
the above policies where a change is required before the
Committee next meets.

Education Committee The Education Committee has delegated authority to
approve the following policies:

● Admissions Policy
● Positive Behaviour Policy
● Curriculum Overview
● Anti-Bullying Policy
● Boarding Aims & Principles
● PSHE

Page 3 of 4



● RSHE
Changes to these policies should not be adopted until
approved by the Education Committee.

Finance Committee The Finance Committee has the delegated authority to
approve the following policies:

● All accounting and Finance Policies
● Accessibility Plan (in process of completion AY

2021)

Changes to these policies should not be adopted until
approved by the Finance Committee.

Each policy will be dated to show the most recent date of approval and the next date of
approval. Where Governor approval is obtained, this will be recorded in the appropriate
minutes.

6.0 TIMING OF POLICY REVIEWS
By default, a policy will fall due for re-approval after three years.  Changes to regulations
or legislation may necessitate a review sooner than three years and the Author is responsible
for determining whether this is the case.

The following policies will be reviewed and updated at least annually:

● Safeguarding and Child Protection Policy
● Staff Code of Conduct
● Safer Recruitment Policy
● Complaints Policy
● Health & Safety Policy
● SENDA Accessibility Plan

7.0 COMMUNICATION OF POLICIES AND POLICY CHANGES
The Director of Studies will maintain a database of all policies; they will also ensure that
policies are available on the School website as required (as set out in section 2.0 above).

On a termly basis an e-mail will be sent to all staff informing them of new policies and
changes to policies that have been approved.  Where appropriate the policy Author will be
required to write a one page summary of changes to be included in this termly
communication.  This will also be displayed on communal noticeboards in the staff room.
More urgent changes (for example changes to the Safeguarding and Child Protection Policy)
will be communicated as soon as the changes are approved by the Head.

Author Head ISI Doc Code
Reviewer Date of Last Review Autumn 2021
Authorised by Governing Body Date of Authorisation Autumn 2021
Applicable to All Date of Next Review Autumn 2024

Page 4 of 4


