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Our Commitment to Health & Safety

We will comply with health and safety requirements 

We will develop our health and safety management arrangements by taking into account health & safety legislation and other relevant information such as educational standards and guidance. 

We will keep our staff, pupils and visitors safe 

Our staff should work in a safe environment that looks after their health. We will maintain our facilities and manage our activities so that the risk of injury or ill-health to our staff, pupils, visitors, contractors or other third parties are minimised as far as reasonably practicable. 

We will provide our staff with the necessary equipment and resources

We will train our staff members, provide them with clear instructions, information plus the equipment and resources needed to build and sustain a safe place to work. In return, they must act in accordance with their training and school expectations. 

Tell us when there are safety concerns

If our staff are unsure about any aspect of their work, have safety concerns or identify a situation that could cause an accident they must inform the head master without delay. Staff members must report accidents but also report near misses (when an accident could have occurred or was narrowly avoided). We will then learn how to control risk and prevent these situations happening again. 

Continual improvement

We will proactively review our health and safety management arrangements and when changes and accidents occur we will improve the way in which we do things.

Signature

Name ……………………………………………….
Date   ………………………………………………..






Roles and Responsibilities


BOARD OF TRUSTEES
· To set and promote health & safety expectations by ensuring that the appropriate level of financial resources are made available so that the policy documents can be fully implemented.
· To ensure that the appropriate level of financial resources are made available to obtain competent health & safety advice and services as required.
· In concert with the Headteacher provide strategic direction, to enable the school to achieve effective governance and play a proactive role in leading by example.
· To support the Headteacher and senior staff in championing Health and Safety compliance in school.

HEALTH AND SAFETY TRUSTEE
· To advise the Headteacher on implementation and application of the health and safety management system.
· To review the operation of the health and safety management system on an annual basis.
· To carry out termly health and safety inspections of the school premises.
· To provide advice and support on health and safety matters on an ongoing basis.

HEADTEACHER
· The Headteacher holds ultimately responsible for health and safety within the school.
· To ensure financial resources for Health and Safety are prioritised where necessary and expedited where appropriate to enable completion of essential works. 
· In concert with the Board of Trustees provide strategic direction, to enable the school to achieve effective governance and play a proactive role in leading by example. 
· To provide health & safety leadership to the school staff.
· To manage the financial resources for the school including health & safety 
· To advise the board so that decisions reflect the schools health and safety aims, as articulated in the Health & Safety Policy Statement. 
· To report on health and safety performance to the Board of Trustees
· To ensure a suitable and sufficient health & safety management system is established,                     implemented and maintained along with the timely and thorough completion of health & safety checks.
· To ensure monthly health & safety meetings take place and actively promote staff members consultation in health & safety matters. 
· Manage regulatory interventions and internal investigations of health and safety incidents
· To appoint a competent health and safety resource. 
· To address any deviation from the health and safety management system and to take action for any serious breach. 
·  To communicate to the Board of Trustees any significant challenge to the implementation of the Safety Management System, Procedure Notes or Risk Assessments or additional resources required to implement the safety management system fully.
· To ensure a comprehensive set of suitable and sufficient risk assessments are in place for the school.
· To ensure adequate control of contractors is implemented and maintained along with the timely and thorough completion of health and safety checks.
· To ensure all staff members are provided with a health and safety induction at the start of their employment plus annual refresher training and make sure that training has been documented and filed. 
· To ensure all staff receive health and safety training relevant to their role.
· To report any accidents, incidents, or potentially serious near misses in line with accident reporting requirements.
· Work in a safe manner leading by example. 

SAFETY ADMINISTRATOR 

· Assisting the Headteacher in the application of safety management system, conducting required safety monitoring checks and auctioning corrective actions where required.
· Assisting the Headteacher in the application and monitoring of staff health and safety training requirements.
· Assisting the Headteacher in the implementation of recommendations of Health and Safety audit reports carried out by external bodies. 


STAFF MEMBERS

· Report any identified hazards, risks or health and safety concerns without delay direct to the Headteacher.
· Work as set out in this policy (in particular the detail in the relevant Procedure Notes) 
· To participate fully in all safety training provided 
· To look after their own health and safety and the health and safety of others who may be affected by them through their behaviour whilst at work 

HEALTH AND SAFETY RESOURCES – 

· To identify new risks, legislative or industry changes to the Board 
· To produce, communicate and review the school’s health and safety management system 
· To conduct risk assessments and an agreed programme to measure the School’s health and safety performance. 
· Scope out required health and safety training requirements and where agreed deliver the same. 
· Support the Headteacher with managing regulatory interventions and internal investigations of health and safety incidents. 
· To produce procedure notes from risk assessments.



Arrangements

We will approach health and safety following ‘Plan, Do, Check, Act’ model included in HSE guidance ‘Managing for Health and Safety’ a health and safety management approach: 

• Plan: We will identify all health and safety risks, propose control measures and define related responsibilities. 
• Do: We will implement the proposed control measures. This includes training and instruction, to ensure all staff members are competent to carry out their work in a safe manner. 
• Check: We will check all controls have been implemented and assess how well risks are being controlled. 
• Act: We will review health and safety performance and take action from any lessons learned. 

Plan

The health and safety development and review process may consider accident data, legislation, results of audits, relevant Health and Safety Executive, sector and insurer requirements or guidance, facilities/equipment manufacturer’s information and the experience of relevant persons in the school to ensure the operational suitability of risk controls. 

The health and safety Management System is composed of the following: 

• Health & Safety Arrangements Policy (this document): 

The Health & Safety Arrangements Policy sets the expectations of the School and arrangements in place and detail how they are implemented, monitored and reviewed. 

• Procedure Notes: 

Procedure Notes identify how the School will implement the Policy providing specific information (such as: responsibilities, actions that need to be taken to work safely, the frequency of checks to be carried out, describe the management tools provided and records generated) on how to work safely on key health and safety topics. 

• Information Notes: 

Information notes support the Procedure Notes either by providing step by step instructions on how to conduct specific tasks or providing supplementary information about the subject. Information Notes ae not be produced for every Procedure Note. 

• Risk Assessment: 

Risk Assessments will usually be linked to a Procedure Note. They will bring the Procedure Note to life identifying the specific hazards for a location and assessing whether the control measures specified in the Procedure Note are suitable and sufficient for the task and location in question. Risk Assessments will also be undertaken for specific work areas, facilities, subjects and activities where required. 

• Checks & Forms: 

The key elements to ensure that the Procedures Notes are correctly implemented will be included in the form of checks with a determined frequency and copies of completed checks will be stored. 
A signed confirmation sheet relating to each procedure note for individual staff members will be kept on their personnel file.

Do

Training
H&S Induction Training 

All staff members must receive a general health and safety Induction when joining the School. 
The health and safety Induction must cover the following topics: 
· Health & Safety Policy Statement.
· Employees’ responsibilities with regards to health and safety.
· Fire Safety: Actions to take in the event of fire, how to raise the alarm and fire precautions.
· How to report accidents or dangerous situations.
· Electrical Safety.
· Manual Handling. 
· Working at height

The health and safety induction will be managed and delivered by the Headteacher.

Additional H&S Training 

Additional health and safety training needs for staff members will be determined in each one of the Procedure Notes. Some of this training may be conducted in-house (e.g. training on Procedure Notes), others will be completed by external providers e.g. Asbestos appointed person, First Aid. 

Delivering the training of Procedure Notes (and related H&S aspects) must be conducted by a staff member who has: 
· A full understanding of the topic 
· Experience in the topic being trained 
· Read and understood the relevant Procedure Note. 

The health and safety resource / senior staff member will usually conduct this training. 

Risk Assessments

Risk Assessments must be completed by a competent person. In some instances, this could be an in-house staff member as long as they have: 
· Formal training in Risk Assessment principles (e.g. a health and safety qualification) 
· Experience on the topic being assessed 
· Knowledge of internal influences (e.g. accident history) and external influences (e.g. sector guidance, regulations and operational considerations) 


Specialist training is required for more complex topics such as Fire, Legionella and Asbestos. Therefore, a specialised third party should be engaged to carry out these Risk Assessments. 

Assessments should be reviewed periodically, usually every 2 years. Reviews may take place sooner if management arrangements or physical environments change or if health and safety performance such as accident or audit data indicates the need to do so. 

Check

To assist the Headteacher with monitoring that the Health and Safety Management system is correctly implemented, a set of periodic key checks will be set in the school.

· The Headteacher will complete those checks and document any actions that need to be taken. 
· The Headteacher may decide to delegate some checks to staff members who have the necessary knowledge and training on the checks being completed.
· To assess overall compliance to the health and safety Management System, a health and safety Audit will be conducted a minimum of once per year. 
· The Audit criteria will sample the main requirements of the health and safety Management System and where necessary, focus on specific risk areas that have perhaps been identified during accident investigations or third-party audits for example. 

Act

Health and Safety performance will be discussed at each monthly safety meeting.
· It is important that any examples of good safety behaviours that have been experienced as well as improvement actions are communicated at these meetings. 
· The implementation of Risk Assessment actions must be also discussed at these meetings.
· These meetings must be minuted and proposed actions must have a responsible person assigned and a target completion date. 
· Health and Safety performance and any significant actions arising to be implemented, will also be reviewed by the Trustees at their meetings. 
· At least annually a review of the content and any issues in implementing the safety management system will be held with representatives from the school and the school’s health and safety advisors. 
· Any changes in regulation and guidance or feedback provided by the School or their safety advisors will be incorporated into a periodic review of the relevant components of the health and safety management system.
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