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Governors’ Committee Responsible:  Premises 

 

1.  Rationale 

1.1 Sheldon School recognises the need to identify organisational methods for implementing and controlling the 
health and safety of all persons who work within or visit the school. The School understands the Health and 
Safety at Work Act 1974 places overall responsibility for health and safety with the school’s Board of 
Governors. 

1.2 The following is an outline of duties and responsibilities that have been assigned to governors, the 
headteacher and other staff. 

 

2.  Governors 

2.1 The governors have the responsibility to set the strategic direction and objectives of all health and safety 
matters in the school. The aim is to ensure a positive health and safety culture is established and maintained. 

2.2 They must seek to ensure that all reasonable steps have been taken to reduce the possibility of accident or 
injury to staff, pupils or visitors. The governors will be kept informed of all developments relating to health 
and safety matters and the clerk to governors will include such matters on the agenda of the Premises 
Committee which meets at least 4 times per year.  An annual health & safety report to governors will be 
presented to the Board of Governors. 

2.3 Governors ensure that: 

• In co-operation with the headteacher, the health and safety policy reflects the status of the school 
and that the policy is regularly reviewed, revised and new arrangements are implemented, as and 
when necessary 

• Risk assessments are undertaken for any activity that has significant associated hazards and that a 
written record of these assessments is kept and reviewed regularly 

• Sufficient resources are allocated and authorised within the school’s budget to meet statutory 
procedures and standards for health and safety in the school 

• When awarding contracts, health and safety is included in the specifications and/or contract 
agreement 

• Regular health and safety inspections of the premises are carried out 

• An annual audit of health and safety systems and standards take place 

• Health and safety considerations are included in all business discussions / decisions 
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3  Headteacher 

3.1 The headteacher is responsible and accountable for the implementation and compliance of this policy within 
the school. This involves: 

• Co-operating with the Board of Governors to ensure the health and safety policy and supporting 
arrangements are implemented and complied with 

• Encouraging a positive health and safety culture within the school 

• Ensuring procedures are in place for carrying out regular inspections and risk assessments, and 
implementing actions and submitting inspection reports to the Board of Governors and other 
agencies where necessary 

• Communicating the policy and other appropriate health and safety information to all relevant people 
including contractors 

• Carrying out health and safety investigations 

• Ensuring all staff have had induction training and are competent to carry out their roles and are 
provided with adequate information, instruction and training 

• Ensuring consultation arrangements are in place for staff and their trade union representatives 
(where appointed), and recognising the right of trade unions in the workplace to require a health 
and safety committee to be set up 

• Reporting to the Board of Governors any hazards which cannot be rectified within the school’s 
budget 

• Ensuring that the premises, plant and equipment are maintained in a serviceable condition 

 
3.2 The headteacher may either undertake, or devolve certain tasks to appropriate senior staff or managers 

within the school. The task of overseeing health and safety on the site has been delegated by the 
headteacher to Miss S Mundy, assistant headteacher and Mrs Julia Finch, school business manager. It is 
clearly understood by everyone concerned that the delegation of certain duties will not relieve the 
headteacher from the overall day-to-day responsibilities for health and safety within the school. 

 

4  Assistant Headteacher & School Business Manager 

4.1 The assistant headteacher & school business manager are jointly responsible and accountable for delivering 
the school’s health and safety strategic plan, as detailed by the Board of Governors and the headteacher. 
They must also ensure that the school meets and adheres to relevant UK Statutory Instruments, as well as 
any future national health and safety legislation. 

4.2 In performing their duties, the assistant headteacher & school business manager have particular regard to 
the following: 

• To be responsible for awarding, checking competency, managing, monitoring and auditing all 
compliance contracts and maintenance services agreements carried out on the school premises 

• To develop and implement relevant action plans based on risk assessments, outcomes of meetings, 
and emergency arrangements 

• To regularly review and update existing health and safety policies and procedures in the school, and 
ensure adherence by all staff, pupils, visitors and contractors 

• To be responsible for emergency procedures and evacuation of school premises 

• To ensure that the school asbestos register and the asbestos management plan is maintained and is 
available for inspection as required 

• To investigate all serious incidents and liaise with appropriate authorities as necessary 

• To chair the School Health and Safety Committee 
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5  Facilities Manager & Premises Maintenance Manager 

5.1 The facilities manager and premises maintenance manager are responsible and accountable to the assistant 
headteacher, the school business manager and the headteacher for all matters relating to health and safety 
within the sphere of their duties. 

5.2 The responsibilities of the facilities manager and premises maintenance manager are to: 

• Report to the school business manager any defects and hazards which cannot easily be remedied 
within the resources available to them 

• Inform the school business manager whenever contractors are due to enter the school to undertake 
maintenance, service or works contracts. Any works that affect the fabric of the building will be 
subject to a permit to work. The facilities manager or premises maintenance manager will ensure 
relevant information is communicated and shared with staff, pupils and visitors 

• Be responsible for coordinating all contractual work and maintenance carried out on school 
premises, including health and safety matters concerned with other contractors 

• In conjunction with the school business manager ensure that strict procedures are laid down for 
building work such as roofing, excavation and drainage, alterations to building structures, 
refurbishments and renovations or re-modelling schemes 

• Ensure that all site staff, and the employees of our catering and cleaning contractor are equally 
aware of the school’s Health and Safety Policy and that they are equally aware of any arrangements 
of the policy that affects their work activities e.g. storage arrangements, materials, equipment and 
hazardous substances 

• Implement a systematic and methodical system of servicing, inspecting, maintaining, checking and 
auditing compliance agreements in the school 

 

6  Heads of Faculty / Line Managers 

2.1 Heads of Faculty / line managers are responsible to the assistant headteacher & school business manager for 
the health and safety of all staff, workplaces and activities under their control.  

2.2 To achieve this, their duties include the following:  

• Develop strong, positive health and safety attitudes among those employees reporting directly to 
them. Ensure that a health and safety culture is also developed, actively encouraged and reinforced 
with all pupils 

• Apply the school’s health and safety policy to their own department or area of work and be directly 
responsible to the assistant headteacher & school business manager for the application of the health 
and safety procedures and arrangements to all staff and pupils 

• Maintain or have access to an up to date library of relevant published health and safety guidance 
from sources including CLEAPSS, AfPE, Wiltshire Council (our Health & Safety advisor) etc., and 
ensure that all staff are aware of and make use of such guidance 

• Ensure regular health and safety risk assessments are undertaken for the activities for which they are 
responsible and that control measures are implemented and shared with all staff.  Review all risk 
assessments are least every 2 years or as needed when activities change. 

• Ensure that appropriate safe working procedures are brought to the attention of all staff under their 
control 

• Resolve any health and safety issues members of staff refer to them, or inform the assistant 
headteacher & school business manager of any issues to which they cannot achieve a satisfactory 
solution within the resources available to them 

• Carry out termly inspections of their areas of responsibility to ensure that equipment, furniture and 
activities are safe and record these inspections where required. Arrange for the repair, replacement 
or removal of any item of furniture or equipment that has been identified as unsafe 

• Check the adequacy of fire precautions and procedures in liaison with the assistant headteacher & 
school business manager. Ensure that a copy of the Fire Drill regulations and assembly point are 
prominently displayed in all rooms and areas for which they are responsible or in which they work 
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• Ensure, so far as is reasonably practicable, the provision of sufficient information, instruction, 
training and supervision to enable other employees and pupils to avoid hazards and contribute 
positively to their own health and safety 

• Establish acceptable housekeeping and safe storage standards, in all areas of their responsibility 

• Develop a training plan that includes specific job instructions for new or transferred employees  

• Ensure that the training needs of their staff are monitored and training opportunities made available 

• Make known to the assistant headteacher & school business manager any identified training needs 

• Ensure that all accidents (including near misses) occurring within their department are promptly 
reported and investigated using the appropriate forms etc. 

• Ensure all outside trips are adequately risk assessed 
 

7  Teaching Staff & Supply Teachers 

7.1 Teaching staff and supply teachers are responsible to their heads of faculty for the health and safety of 

themselves, other staff and pupils, and activities under their control.   

7.2 In order to achieve this, their duties include the following: 

• Ensuring that a health and safety culture is developed, actively encouraged and reinforced with all 
pupils 

• Implementing the health, safety and welfare procedures for pupils at a level appropriate for their 
requirements.  Ensuring that these procedures are explained in terms that they can be easily 
understood 

• Carrying out safety briefings, referring to specific risk assessments, especially before any hazardous 
or high-risk activities and lessons. Seeking information on any special safety measures that must be 
adopted in their own areas of responsibility and ensuring that they are adhered to 

• Ensuring that all pupils, trainee teachers and supply teachers are aware of the general health and 
safety requirements of the school and the detailed requirements, or arrangements for activities 
relevant to them 

• Ensuring, so far as is reasonably practicable, the provision of sufficient information, instruction, 
training and supervision to enable other employees and pupils to avoid hazards and contribute 
positively to their own health and safety 

• Exercising effective supervision of pupils and maintain an awareness of emergency procedures in 
respect of fire, lockdown, first aid and accident or incident reporting 

• Setting an example by personally following safe working practices 

• Ensuring that where necessary, the appropriate personal protective equipment is available, in good 
condition and used, and that any other identified safety measures are implemented 

• Ensuring that all electrical equipment is visually checked before use 

• Reporting to the facilities manager or premises maintenance manager any defects in equipment or 
identified inadequacies in procedures. N.B where any defect renders the equipment potentially 
hazardous, it should be isolated and clearly labelled ‘awaiting repair’, until repaired or replaced 

• Integrating all relevant aspects of Health and Safety into the teaching process and if necessary, giving 
special lessons - e.g. the use of equipment in technology lessons 

• Highlighting any training needs deemed necessary to fulfil their role to their line manager or head of 
department 

• Establish acceptable housekeeping and safe storage standards, in all areas of their responsibility 

• Inform the school’s management if something happens that might affect their ability to work. e.g. 
suffering an injury, penalty points on a driving licence, or becoming pregnant 
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8  Support Staff Duties 

2.3 Under the Health and Safety at Work Act 1974 all employees have general health and safety responsibilities. 

Staff must be aware that they are obliged to take care of their own health and safety whilst at work along 

with that of others who may be affected by their actions. 

2.4 All employees have responsibility to: 

• Take reasonable care for the health and safety of themselves and others in undertaking their work 

• Comply with the school's Health and Safety Policy and procedures at all times 

• Report all accidents and incidents in line with the reporting procedure 

• Report all defects in condition of premises or equipment and any health and safety concerns 
immediately to their line manager 

• Report immediately to their line manager any shortcomings in the school’s arrangements for health 
and safety 

• Co-operate with the school’s management on all matters relating to health and safety 

• Not to intentionally interfere with or misuse any equipment or fittings provided in the interests of 
health safety and welfare 

• Inform the school’s management if something happens that might affect their ability to work. e.g. 
suffering an injury, penalty points on a driving licence, or becoming pregnant 

• Ensure that they only use equipment or machinery that they are competent / have been trained to 
use. 

• Make use of all necessary control measures and personal protective equipment provided for safety 
or health reasons 

 

9  Additional duties 
9.1 In addition to the duties outlined above the following organisations, services or individual roles have 

additional duties as outlined below: 

9.2 Wiltshire Council - Health and Safety Advisory Service 

9.2.1 Wiltshire Council has been contracted to provide an effective health and safety service, as published 
within the Service Level Agreement, for Sheldon School. 

 
9.2.2 Paul Collyer, Head of Occupational Health and Safety is responsible for providing this service to the 

school. 
9.2.3 A summary of the Service Level Agreement is to:  

• Provide timely health and safety advice, support and training to the school and their staff. Ensure 
that all Governors and staff are aware of their duties and responsibilities in relation to health and 
safety, and how to implement those duties to full effect 

• Undertake pro-active monitoring such as workplace inspections / audits and health checks, by 
applying the test of reasonableness.  Explaining and offering constructive feedback of the findings of 
the audits to senior managers in a style that achieves legal compliance and ‘buy in’ 

• Advise on the risk assessment process and encourage the recording of risk assessments and control 
measures. Provide a review of risk assessments, or areas that could influence changes to policies 
guidance and working practices 

• Manage and report all major accidents under the requirements of RIDDOR, (The Report of Injuries, 
Diseases and Dangerous Occurrences Regulations 1995)   

• Assist and advise on investigation of all reportable accidents and changes to systems to prevent a re-
occurrence.  Identify trends and advise on concerns and training needs  

• Liaise with any enforcing authority, the HSE, insurance organisations, or other agencies on the 
school’s health and safety arrangements 
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9.3 First Aiders 

• To ensure accident reports in respect of all incidents affecting staff, pupils or other persons on site 
are completed by the appropriate staff member 

• Immediately inform the assistant headteacher of all serious incidents 

• To inform the Senior Management Team and Wiltshire Health & Safety team of all RIDDOR 
reportable incidents within 24 hours of the incident occurring 

• To notify the School Health and Safety Committee of all accident reports on a termly basis 

• To ensure that first aid boxes are available in agreed strategic places around the site and that these 
are inspected on a termly basis, or as required 

 
 

9.4 Catering and cleaning contractors 

9.4.1 All employees of our catering and cleaning contractors have a legal responsibility for ensuring their own 
health and safety and that of others who may be affected by their actions. To ensure that all employees 
understand their responsibilities, they are required to read and sign a copy of the responsibility record 
for their role. 

9.4.2 Managers and supervisors are responsible for daily health and safety management & ensuring safety 
management procedures are correctly followed. 

9.4.3 Managers and supervisors are responsible for conducting monthly safety inspections using the safety 
record and taking appropriate follow up action where required. 

9.4.4 Operations Managers and Catering/General Managers are responsible for monitoring health and safety 
standards on sites.  

9.4.5 Annual or six-monthly health and safety audits (dependent on contract) will be conducted by the catering 
and cleaning contractors’ internal auditors. The auditors will provide verbal feedback to managers at 
the end of the audit and an audit report will be forwarded within 3-5 working days of the audit. Audit 
reports consist of an executive summary, action plan and scores report. Managers are required to 
complete the action plan and return completed action plans to the auditors within a given timescale. 
Returned plans are monitored and followed up where required.  

9.4.6 Audit results are reported to Operations Directors and Regional Directors monthly and shared with the 
school business manager on a regular basis. 

9.4.7 Additional spot checks may be carried out by the internal auditors on a risk basis  

9.4.8 Effective communication & consultation with employees, including discussions on safety matters  

9.4.9 Day to day completion & review of due diligence paperwork.  

9.4.10 Ensuring new staff receive Health & safety induction training before using equipment & chemicals   

9.4.11 Ensure all staff receive periodic & reactive training in their role relevant to safe systems of work & 
ensure controls identified in relevant risk assessments are brought to the attention of staff  

9.4.12 The provision of protective clothing & equipment & ensure worn as appropriate  

9.4.13 Accident reporting & investigations are completed & actions taken to prevent re-occurrence  

9.4.14 The effective maintenance of safe systems of work & health & safety standards 
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9.5 Construction consultants / project managers 

9.5.1 From time to time the school contracts with construction consultancies to provide Principal Designer 

duties to ensure compliance with the CDM Regulations 2015 when delivering construction and 

refurbishment projects.  

9.5.2 Our expectation is that the staff of any such construction consultancy are trained in surveying safety, 

asbestos awareness and working at height. 

 

9.6 First Aiders 

Staff who are competently trained will be appointed as first aiders and will receive refresher training as 
necessary. First Aiders will be required to ensure that they have a fully stocked first aid kit at their normal 
place of work to enable them to respond effectively to any notified incident. 
 

9.7 Trade Union Safety Representative (if appropriate) 

Any Trade Union Safety Representative will be encouraged by the assistant headteacher & school business 

manager to fulfil their duties as well as being released for any appropriate training.  They will also consult 

regularly with the School Health and Safety Committee on health & safety matters. They will be entitled to 

inspect the school in accordance with the agreed Trade Union procedures. 


