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Roles & Responsibilities

1.1 The Board of Governors of the Corporation (The Board)

The Board as the employer has overall and final responsibility, so far as is reasonably practical, for the health and safety at
work of employees and all others who may have cause to use the provision of the Corporation (e.g. students, visitors,
contractors) in accordance with the Health and Safety at Work Act 1974 (HSAW 74) and subsequent legislation.

In order to discharge that responsibility the Board will:

a. ensure that the School Health & Safety Policy and procedures are kept up to date
and distributed or available to all staff.
b. ensure that the policy contains rigorous and comprehensive systems for inspection,

rectifying identified faults, monitoring and auditing health and safety management
within the School.

C. receive regular reports in order to monitor the adequacy of arrangements, taking any
necessary remedial action.

d. ensure there is adequate provision both in staffing, facilities and resources to allow
the school to meet both its legal and moral obligations with respect to health, safety
and welfare.

e. delegate to the responsible persons listed below the operational implementation of

the Policy and its monitoring.
2.2 The Headteacher

The Headteacher has overall responsibility for the operational aspects of the Health &
Safety policy, organisation and arrangements throughout the School.

Additionally the Headteacher will:

a. make adequate budgetary provision for health and safety.
b. be a member of any safety committee within the School.
C. appoint a Health and Safety Team.

2.3 All Staff

Each member of staff is responsible for his or her personal safety and that of other persons in the School by proper
observation of the School Safety Policy, rules and procedures. HSAW 74 requires that employees:

“Take reasonable care of their own health and safety at work and of other persons who may
be affected by their acts and omissions.”

“Co-operate with the employer in ensuring that the duties or requirements imposed by
statutory provision are complied with.”

“Shall not intentionally or recklessly interfere with or misuse anything provided in the
interests of health, safety or welfare.”

Employees should report any concerns on health and safety to their line manager, the
School Health & Safety Team, one of the employee safety representatives or via the
“‘Health & Safety” email group.

2.4  Front-Line Management

The Heads of Faculty and Department, the Assistant Headteachers / School Business
Manager are responsible for the discharge of the Health & Safety policy within their areas of
responsibility. They should ensure that the organisation and arrangements listed in this
policy and other documentation are functioning correctly. They should notify the School
Health & Safety Team of any proposed changes affecting safety, health and welfare, in
room allocation or usage. They are responsible for an effective risk assessment and risk
management activity within their areas of responsibility.
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2.5 Heads of Faculty / Department

Heads of Faculty/ Department are responsible for the discharge of the safety policy within
the Subjects that they control. They should contribute to the development and the
implementation of the specific areas of curriculum policy and legislation that applies to their
area of responsibility and ensure that they are translated into practical terms to enable work
to be carried out. In particular s/he must:

a. prepare reports on safety matters for the Premises Committee meetings

b. investigate reports of accidents and dangerous occurrences in the Faculty and
ensure that they are reported in the appropriate manner;

C. nominate, in conjunction with other Heads of Faculty and Heads of Subject,

teachers responsible for particular classrooms, laboratories and workshops and the
associated equipment;

d. carry out safety inspections of their designated areas and to ensure hazards
identified from those inspections are rectified,;
e. confirm that risk assessments are carried out for any activity associated with their

curriculum areas, be it visit, field trip or similar task where the risk is considered to
be not insignificant. This includes ensuring assessment relating to manual handling,
noise, COSHH, and visual display units are undertaken and documented and that
appropriate action is carried out;

f. Identify, in conjunction with their Heads of Subject, staff development requirements
with reference to health and safety.
g. Faculty/Departments are responsible for ensuring that all curriculum policies

relevant to their area are written and stored in the Policies Folder in the shared
drive. These policies must be dated and include a review date. It is their
responsibility to carry out the review.

Additionally, certain Heads of Faculty have specific responsibilities as follows:

a. The Head of Faculty, Science, will:
i) ensure that the procedures for safety for laboratory experiments as advised
in current memorandum and regulations are complied with.
ii) ensure that laboratory safety recommendations and requirements are
rigorously applied in accordance with the relevant memoranda and
handbooks.

iii) act as School COSHH adviser to ensure that proper COSHH procedures, in
accordance with current COSHH regulations, are established School wide.
S/He is to advise the Head of Art, Head of Design and Technology, Site
Manager(s), Catering Manager and others who may have access to
chemicals and hazardous substances in the preparation of assessments and
in safety precautions and procedures.

iv) ensure that the procedures required in current memorandum and regulations
for the use and storage of radioactive substances and protection from
lonising Radiation are complied with.

b. The Head of Faculty, (PE and Technology) is to ensure that

i) safe procedures as described in current memoranda, handbooks and advice
documentation for all designated hazardous pursuits, sporting activity and
use of gymnasia are complied with.

1)) workshop safety recommendations (including woodworking and abrasive
wheels where applicable) are rigorously applied in accordance with relevant
Codes of Practice and handbooks, and that Design and Technology staff are
suitably trained in Health and Safety matters.



2.6

Heads of Subject and Teachers-in-Charge

Heads of Subject and Teachers in charge of subjects should:

a.

g.
2.7

ensure that the Head of Faculty is fully appraised of subject activities in order that
safety procedures are developed in conjunction with their Head of Faculty.

ensure that safety procedures are adhered to for operations carried out within that
subject;

if so delegated, carry out Risk Assessments, Safety Inspections and COSHH
assessments where necessary; document assessments and inspections and take
appropriate action;

ensure their subject equipment, including personal protective equipment, is
maintained in a safe condition by carrying out or organising proper servicing routines
and inspections.

ensure that any substances hazardous to health are stored in a safe place.

ensure all portable electrical equipment is tested on a regular basis.

circulate publicity relating to safety matters to staff within their control.

The School Health & Safety Team

The School Health & Safety Team is responsible for providing advice and support on
matters of health and safety to all employees. They must also ensure the development and
maintenance of safe working practices and conditions for staff, students, contractors and
other visitors to the school. In particular they are to:

a.

b.

review the Health & Safety Policy no less frequently than once every year and when
significant changes occur within the organisation of the school;

develop, introduce, maintain and review safety management procedures to ensure
the school complies with legislative requirements and good industry practice e.g.
risk assessments including fire, display screen equipment and manual handling;
review the safety management systems within the school no less frequently than
once every three years by means of an audit;

ensure health and safety issues associated with major building projects are
complied with;

co-ordinate health and safety throughout the school;

ensure that injuries, diseases and dangerous occurrences as classified under
RIDDOR, are reported to the enforcing authority and to the Learning & Skills
Council, and to monitor incidents to identify methods of reducing accidents;

chair the Health and Safety Committee;

make an annual report on safety matters to the Principal and the Board of
Governors;

identify staff training requirements, in conjunction with Heads of Faculty /
Department, to allow the school to comply with legislative and good industry practice
that relate to or affect health, safety and welfare;

co-ordinate health and safety induction training for all staff new to the school;
instigate appropriate disciplinary action where it is shown that staff have ignored or
shown a disregard for health and safety matters outlined within the Safety Policy,
School Codes of Practice or health and safety legislation;

ensure that Faculty / Department Inspections are carried out at regular intervals and
that necessary remedial action is carried out;

develop and establish emergency procedures within the school;

5



n. have a general oversight of health and first aid matters and monitor the general
safety programme;

0. publicise safety matters;

p. liaise with outside bodies concerned with safety and health.

Note: For building or site maintenance, repair, construction and demolition, this
responsibility is delegated to the Site Manager(s).

2.8 The Site Manager(s)

The Site Manager(s) is responsible for maintaining the fabric of the buildings and general
condition of the campus to ensure safety for users and in particular s/he is responsible for:

a. carrying out risk assessments and safety inspections of School areas and activities
not directly allocated to programmes, including vehicle and pedestrian traffic de-
confliction, personal and site security;

b. acting as line manager for Site staff ensuring that maintenance, repair and cleaning
tasks are conducted safely with proper acknowledgement of COSHH, manual
handling, security and fire precautions;

C. organising the statutory maintenance checks on fume cupboards, dust extraction
equipment, lifts, hoists, pressurised vessels, gas equipment, fixed and portable
electrical installations/equipment, retaining the necessary records;

d. identifying or developing safety procedures for ladder and aerial working (including
keeping ladder registers), work on roofs, site workshop operations, grounds works,
car parking, glazing work, hot work (welding/soldering) and confined working space.
These should be briefed to staff prior to work being commenced;

e. ensuring building and grounds contractors employed by or on behalf of the
Corporation are competent, properly insured, employ safe systems of work and are
aware of the School Health & Safety Policy. S/He is to implement the check system
to cover electrical and mechanical safety where contractors are working on School
equipment, carrying out the necessary briefings and safety checks before the
commencement of work; (Guidance will be issued to the Site Manager(s) by the

Safety Consultant.)

f. ensuring that school vehicles are maintained in a safe condition and that all drivers
are appropriately qualified,;

g. maintaining an awareness of current Construction (Design and Maintenance)

regulations, advising other managers as necessary, and acting as Planning
Supervisor for small scale work where s/he is competent to do so;

h. ensuring the control of asbestos. This will involve keeping of the asbestos register,
advice to staff and contractors of the presence of asbestos and advising
management on a practical on-going removal programme;

i. supporting the Fire Officer by organising maintenance and testing of First Aid/Fire
Fighting Appliances, emergency lighting, fire doors and fire alarms, ensuring that the
proper records are kept. S/he is to act as liaison with the Fire Authorities concerning
formal and informal inspections and necessary certification.

2.9 Catering Manager

The Catering Manager is responsible to School Business Manager for safe working practice
and hygiene in the catering operation. S/He is to liaise with the Site Manager(s) to arrange
periodic inspections and deep cleaning/fire precautions. Reports of all accidents and
incidents and the notes from health & safety meetings of catering staff are to be copied to
the School Health & Safety Team.

2.10 Fire Marshall

A member of staff will be appointed as School Fire Marshall by the Headteacher. The Fire
Marshall is responsible for devising procedures in the event of fire in all School buildings
and areas, for organising periodic drills to exercise those procedures, ensuring that all
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aspects of School activity including adult education and evening classes are included, and
for keeping appropriate records. The School Fire Marshall is responsible for the nomination
and training of building Fire Wardens.

S/He is responsible for regular testing of fire alarms and fire fighting equipment, posting of
notices and escape route signage and will be assisted in these tasks by the Site
Manager(s).

2.11 Fire Wardens

Fire Wardens will be nominated by the School Fire Marshall. They will be given
responsibility for a particular area and their duties are, on hearing a fire alarm or suspecting
a fire in their area or nearby, organising the evacuation of their area. Where it would not
endanger themselves to do so, they are to check their areas to ensure that the evacuation
is complete.

Their responsibilities include knowledge of escape routes and alternatives from their areas
and routes to assembly points. They are responsible for checking on a daily basis that
escape routes remain clear, reporting obstructions to their managers, the Fire Officer or
Site Manager(s). They are to familiarise themselves with the location of fire fighting
appliances, checking that these remain serviceable (ensuring the tabs are not broken) and
should receive training in their use where this is practical. They are to be aware of any
disabled persons in their area of responsibility and have determined evacuation procedures
for them. If they are to be absent from their building they should ensure that a deputy is
nominated.

2.12 Technicians

Science, Design & Technology, Art, PE and ICT network Technicians have particular
responsibilities as the interface between students and potentially hazardous activities.
They are to be fully conversant with regulations and procedures covering their
laboratory/studio/workshop in respect to experimental procedures, COSHH, manual
handling, disposal of waste chemicals and hazardous materials, electrical safety, gas
safety, pressure vessel and rotating machinery safety. Although they have no direct
responsibility over students’ conduct, they do have an overarching responsibility to ensure
that activities in laboratories, workshops and studios are carried out in a safe manner.

2.13 First Aid Officer

A member of staff will be nominated by the Headteacher to be the School First Aid Officer.
The responsibilities of the First Aid Officer are to ensure that there are adequate trained first
aiders and first aid appointed persons to provide at least statutory cover for all School
activity, that there is an immediate on-call first aider whenever the School is open.
Additionally s/he is responsible for the siting and contents of adequate first aid boxes
throughout the School and arranging the training of staff first aiders. In particular s/he is
responsible for ensuring that the contents and condition of first aid boxes are checked no
less frequently than once a term with these checks being recorded. It is School policy that
there will be as many employees as trained and current first aiders and appointed persons
as are willing to come forward. S/He is responsible for completing and retaining all
accident/injury reporting material and passing it to the Governing Board to annually sign off.

2.14 Display Screen Assessor

The School Health & Safety Team will nominate a Display Screen Assessor. After suitable
training, the Display Screen Assessor will be responsible for initial assessment of
workstations for all staff users of display screen equipment, advising staff of user
precautions and managers of their responsibilities, and carrying out follow-up assessments.
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School policy is that users receive full DSE workstation assessment and training. Users
who share workstations will be instructed in the correct way to set up their work equipment
and posture. Sufficient training will be given to Heads of Faculty and Departments such
that they cascade basic DSE training down to operators which includes students.

2.15 Employee Safety Representation

School employees have elected to be represented for matters of Health and Safety by
those safety representatives appointed by the recognised trade unions. Locally, the unions
have agreed that their representatives will represent all employees. These representatives
have functions laid down in the Safety Representatives and Safety Committee Regulations,
the Management of Health and Safety at Work Regulations and the Health and Safety
(Consultation with Employees) Regulations. They should consult with management over
any health and safety concern noted by themselves or reported to them by their colleagues.

2.16 Students

The student is responsible for his/her personal safety and that of his/her colleagues by
proper observation of School rules, procedures and behavioural codes.

2.17 Young People at Work

The School has particular legal responsibility for young people at work. The School Health
& Safety Team will co-ordinate safety requirements for any such activity at School. The
Work Experience Co-ordinator is responsible for meeting the health and safety
requirements of placements for work experience.

2.18 Visitors

Hosts are responsible for the safety of their visitors. Visitors should be directed to School
Reception in the first instance where the Receptionist and the Safety Notice Board will
inform them of any particular hazards that may affect them during their visit. Visitors will be
asked to sign in the Visitors Book and issued with a badge to wear at all times whilst in the
building.



Inspections and Audit
The system of inspection and audit of health and safety in the School is designed to

maintain safety awareness
maintain safety standards

° identify — then rectify — shortfalls in both the physical and organisational aspects
of health and safety within the School

Heads of Faculty and Department are to carry out regular inspections of rooms and
equipment particularly of those items or activities identified as hazardous and requiring
checking during the risk assessment process e.g. daily cable checks on electrical
equipment to be used by students. Defects etc. should be reported to the Site Manager(s)s
by email, phone (ext 200/197) or a note in their pigeon hole. A defect discovered that could
be dangerous is to be reported immediately to the Health & Safety Team via the group
email “Health & Safety”.

Twice per year for Science subjects, Art, Product Design, Activities and for ACE, Catering
and the site, and once per year for other subjects and departments, Heads of Faculty /
Manager(s)s are to carry out formal inspections of their areas. The Site Manager(s)(s) and
Chair of Premises Committee will accompany the inspector periodically, aiming to have
witnessed inspections in all areas over a two year period. The results of inspections and
the follow-up action taken is to be recorded on the computerised database.

Once per year the Site Manager(s)(s) is to carry out an Audit of Health and Safety at the
School. This may be delegated to a suitably qualified consultant or coupled with an audit
by Governors or an external body e.g. insurance company. The Audit is to examine the
policy, procedures, reports and records of all parts of the School Health and Safety
organisation. A Report of this Audit is to be made to Governors. The result of the Audit is
to be a Self Assessment Report and a Development Plan which addresses all aspects of
Health and Safety and the Safe Learner concept.



Risk Assessment / Risk Management

a.

Heads of Faculty/Department and Year Learning Managers have specific
responsibility for risk control and management. This is to be achieved by formal
Risk Assessment within faculties and areas. Where a written Risk Assessment is
required completed Risk Assessment sheets are to be held by faculty and
department heads and read by appropriate staff regularly. All copies should be
electronically saved in the shared drive T: Risk Assessments in the appropriate
folder. A blank template Risk Assessment form is available in the same Risk
assessments folder (see Appendix 1). Line Managers should recognise their
responsibilities under the school’s Health & Safety Policy for the safe management
of their areas. Whilst they can delegate the task of risk assessment they cannot
delegate the responsibility for it. The Line Manager will therefore review and
authorise the assessments to confirm that they accept they have been prepared by
a competent risk assessor and that their findings will be adhered to and that any
actions will be carried out. Line Managers will also be responsible for
communicating significant findings of any risk assessments to such people as may
be affected by the risks. They are therefore strongly advised to look at the
assessment carefully and ensure they understand and agree it before signing.

Professional handbooks, circulars and memoranda may be utilised to provide risk
assessments for some subject areas (e.g. CLEAPPS, County Council Hazardous
Pursuits Guidance), however this does not remove the responsibility from the
Head of Faculty or department for ensuring that these assessments where generic
have been modified to be applicable to the specific activity to be carried out. This
is of particular importance for trips out, field trips and hazardous pursuits, and Risk
Assessments specific to the intended activity are to be carried out. (See Health &
Safety on Educational Trips Policy).

All new activity is to be subject to risk assessment and the initiating member of
staff is to request this through his Head of Faculty/Department as appropriate.

Pregnant staff and those nursing infants require special safety consideration. The
School Health & Safety Team is to carry out additional risk assessments as may
be necessary.

Staff and students with certain disabilities (permanent or temporary) may be
exposed to additional hazards whilst at school because of their impairment. The
School Health & Safety Team is to arrange for specific risk assessments to be
carried out in order to reduce or remove any risk to these individuals.

The Management of Health and Safety at Work Regulations 1999 require that
specific Risk Assessments are carried out for the tasks of all employees under the
age of 18. These assessments will be arranged by the School Health & Safety
Team for both young persons employed by the school and for any person under
the age of 18 who comes to the school for work experience.

Lifting and moving of heavy or awkward equipment, stores or furniture presents
particular hazards. Specific manual handling risk assessments are to be arranged
by the Site Manager(s). At least one member of the Site staff will be trained as a
manual handling risk assessor.

The Display Screen Assessor will carry out assessment of users’ workstations and
recommend adjustments and improvements and advise operators.
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Records and Reports
Records

It is essential that accurate and complete records are kept and retained for certain health
and safety functions in the School. In the event of an inspection or investigation, Health
and Safety Executive officials will expect to be able to trace on paper relevant activity back
to subject/department level. Similarly, the periodic Health and Safety Audit process will use
paper trails to check that the requirements of this policy are being carried out. The School
can be involved in defending litigation for up to 6 years for cases brought by students or for

40 years for possible liabilities to staff.

Record Originator Retention By whom
Accident book First Aid Team / Injured | 40 years from | School Health &
person last entry Safety Team
Student Accident Involved member of 6 years School Health &
staff Safety Team
Accident/Incident Investigation Team 40 years Safety Team
Investigations
Test Certificates Site Manager(s) Life of Site Manager(s)
Lifts, Pressure equipment
Vessels, Rotating
Machinery, Fixed
Electrics
Portable Appliance Site Manager(s) Life of Site Manager(s)
Tests equipment
Fire Equipment Tests | Site Manager(s) Life of Site Manager(s)
equipment
Fire Drill Records Site Manager(s) 6 years Site Manager(s)
First Aid Records First Aid Officer 6 years School Health &
Safety Team
Risk Assessments Staff Designated Life of activity | Faculty / Subject /
Department *
Risk Assessment Staff Designated With original | Faculty / Subject /
Reviews Department *
Health & Safety HoF / Designated staff | 6 years Faculty /
Inspection Reports Department+
Health & Safety School Health & Safety | 6 years School Health &
Committee Meeting Team Safety Team
Minutes
All other records As required 6 years Originator *

* Copy to School Health & Safety Team
+ Retained on computer database
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Reports

External reports to Health and Safety Authorities will be made by the School Health &
Safety Team. The arrangements for accident and dangerous occurrence reporting are
contained in these arrangements,

The following internal reports are required:

Report By whom When To whom

Risk Assessments Subject Heads / Annually School Health &

and Reviews carried | Departments Safety Team

out

H & S Inspections HoF / Designated Annually School Health &

completed personnel Safety Team

Fire Drills Fire Officer

First Aid Status First Aid Officer

Student Injury Involved staff On School Health &
occurrence Safety Team

Staff / visitor injury Person concerned On School Health &
occurrence Safety Team

Dangerous Person witnessing On School Health &

occurrence occurrence Safety Team

Potential Danger / Person discovering On discovery | School Health &

near miss Safety Team / Line

Manager

Annual Health &
Safety Report

Safety Team

Annually

The Governing Board
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APPENDIX 1

GENERAL RISK ASSESSMENT FORM

Lo ) Risk Assessment .
ACtIVIty . Completed by : Date :
Review
SIBNEA ...t ttteteeeseneens Date :
IMPACT : Examples Score LIKELIHOOD Timeline Score | RATING  Action Score
RS T A TOIINCED G VNS S TR : Continue to monitor; Reassess if any significant
L etc; requires first aid; no lost time; damage to Unlikely to 0-10% - D [l
ow L . 1 1 LOW changes; Have long term plans to eliminate or 1-2
property between £10 - £100; minor service occur chance reduce hazards
disruption; isolated service user complaint
Results in injuries eg severe cuts, minor —
. fractures etc; requires first aid or medical 10 - 40% Try to eliminate or reduce hazards as soon as
Medium treatment: lost time under 7 davs: damage to 2 Could Happen h 2 MEDIUM | practicable; Reassess work routines and training; 3 - 6
property b’etween £100-300 ys; g chance Increase controls; Continue to monitor.
. T . Seek specialist advice; Try to eliminate or
Causes disease, serve injuries eg major bone kel h 0 30% reduce hazards as soon as reasonably
High I]r;cetl:]';]ej eertg ; n:(e;ﬂg;}rsesd:;(:cea lt;refémeir;t; G 3 L y t;). appen . h_ 0 3 HIGH practicable; Reassess work routines and training; = 8 - 12
between £300 - £500E) g property in time chance Increase awareness & controls; Increase
monitoring.
Causes severe disease, loss of limb, major . CONSIDER STOPPING ACTIVITY; Seek specialist
disabling injury or fatality; requires Certain to 80% or advice; Try to eliminate or reduce hazards
Extreme : hospitalisation or medical retirement; lost time 4 h more 4 CRITICAL ' immediately; Reassess work routines and 16
exceeds 3 months; damage to property over aRRe chance training; Increase awareness & controls; Monitor
£5,000 constantly
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RISK LEVEL (based on precautions in place)
IMPACT x LIKELIHOOD = RISK RATING

What Hazards
Exist?

Details and Considerations
(i.e. WHO would be
affected; What could
TRIGGER the hazard to
occur? What would be the
resultant CONSEQUENCES)

What precautions
have already been
taken to control
the risk?

IMPACT
(see key
above)

LIKELIHOOD
(see key
above)

RISK RATING
(see key
above)

What further
measures can be
implemented to

reduce the risk to
an acceptable level?

By Whom?

when?

WHO -
TRIGGERS -

CONSEQUENCES -

WHO -
TRIGGERS -

CONSEQUENCES -

WHO -
TRIGGERS -

CONSEQUENCES -

WHO -
TRIGGERS -

CONSEQUENCES -

WHO -
TRIGGERS -

CONSEQUENCES -
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