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Introduction

Health & safety management works best when there is a systematic approach to health & safety in the same way there is for other areas such as lesson planning.

This systematic approach involves:

· Senior managers and governors taking the lead on health & safety, providing a clear direction for the school and determining health & safety policy.

· Arrangements in place to manage health & safety such as adequate time and resources. This includes having the right trained staff involved with clearly defined roles and responsibilities.

· Consultation and communications with staff who perform the work, and unions

· Ensuring risks are managed. 

· Regular monitoring and review such as inspections, audits, monitoring accidents, incidents and near misses.

Health & Safety Liability 

This guidance has been written with the traditional types of schools in mind; that is community, VA, VC and trusts. Whilst it is a complex area, in general, health & safety responsibility in these types of schools is shared amongst the local authority, the governing body, and head teachers. In academy schools the governors will be wholly responsible for compliance with the full range of statutory health & safety legislation. Therefore the roles, responsibilities and liabilities for governors in an academy school are one of an employer, which is very different to the traditional role of a governor.

Roles and Responsibilities 

Employers’ responsibilities and liabilities

The Health & Safety at Work etc Act 1974 places overall responsibility for health & safety with the employer. In schools this is quite a complex area as funding and ownership of buildings and land are also factors. 

Schools where the employer is the local authority

For community schools, community special schools, voluntary-controlled schools, maintained nursery schools and pupil referral units the employer is the local authority. 

Schools where the governing body is the employer

For academies, foundation schools, foundation special schools, trusts and voluntary-aided schools, the employer is usually the governing body. Please see note above regarding health & safety liability and academy schools.

Employers have duties to ensure, so far as is reasonably practicable:

· The health, safety and welfare of teachers and other education staff. 

· The health & safety of pupils in school and on off-site visits. 

· The health & safety of visitors and volunteers involved in any school activity.

In a school, responsibility for the day-to-day management of health & safety lies with the head teacher.

Head teacher
The main role of the head teacher is to:

· Provide leadership and clear objectives for health & safety.

· Ensure they have access to competent health & safety advice, as defined within the Management of Health & Safety at Work Regulations. Wakefield Council’s corporate health & safety team acts as the authority’s competent person.

· Ensure that there are up-to-date policies for health & safety and that these are implemented, and are brought to the attention of all staff.

· Ensure day-to-day management of all health & safety matters, including educational visits. This includes ensuring that risk assessments are carried out for significant risks and that these are documented and regularly reviewed.

· Ensure regular inspections and audits are carried out; it is highly recommended that the governing body health & safety representative is invited to take part in at least one annual health & safety inspection.

· Where appropriate, ensure any recommendations from inspections and audits are actioned. 

· Ensure there are regular opportunities within the school for health & safety matters to be discussed, and ensure staff and trade union representatives are consulted on health & safety matters.

· Ensure staff with specific roles and responsibilities are competent and appropriately trained to carry these out.
Governors 
(Please note that in academy schools the governors are the employers, and have responsibility for compliance with the full range of statutory health & safety duties) 

Their main health & safety functions of governors are:

· Monitoring (including consideration of inspection reports).

· Prioritising actions, in relation to risk, where resources are required.

· Ensuring timely and effective actions are taken.

· Including health & safety on governors' meeting agenda.

· Annual report on health & safety performance.

· Ratifying the school’s health & safety policy.

It is good practice for school governing bodies to nominate one of the governors to have health & safety responsibilities. This person would act as a champion for health & safety, co-ordinate health & safety arrangements and be a point of contact. It is also good practice that this person accompanies school staff on at least one annual inspection of the school.

Nominated Health & Safety ‘Person' 

To assist with the management of health & safety in schools the head teacher may choose to nominate one or more people with specific responsibilities.  Ideally this should be someone fairly senior within the school such as a deputy head, but equally it may be a governor or an external consultant but they need to be competent to undertake their role. This means someone with the right qualifications, experience and aptitude for the role, as well as someone who knows and understands their limitations and is able to say when they need further help. They also need sufficient time and resources to undertake this role.

This person may then be supported by other roles with the school, such as: 

· The educational visits co-ordinator for managing educational visits.

· Caretaker / premises manager for managing asbestos, legionella, carrying out basic repairs, work at height etc.

· Someone trained / qualified as a DSE assessor to carry out DSE assessments.

· Someone trained / qualified in general risk assessments to undertake risk assessments.

The nominated person(s) would usually undertake the following:-

· Undertake risk assessments and co-ordinate assessments made by other competent persons (e.g. heads of science or D&T in secondary schools). 

· Undertake regular health & safety audits (of systems) and inspections (of premises and grounds) around the school and report findings to the head teacher, and where appropriate, to the governing body.

· Carry out accident and incident investigations with or on behalf of the relevant school manager. For all schools (other than academies who haven’t bought back into the local authority’s health & safety SLA) accidents, incidents and violent incidents should be reported to the health & safety team.

· Liaise with the local authority’s health & safety team.
· Other health & safety related duties designated by the school's management in consultation with the competent person.

All Staff 

Employees also have responsibilities under health & safety law and must: 

· Take reasonable care of their own and others' health & safety.
· Cooperate with their employers.
· Carry out activities in line with any training and instructions.
· Inform the employer of any serious risks.
Pupils and visitors

Pupils and visitors must not intentionally or recklessly interfere with or misuse anything required by law to be provided in the interests of health & safety, and are expected to co-operate with all local health & safety rules and arrangements.

Contractors/external workers

When any contractors or other external businesses are engaged with to carry out activities in the school premises, the Health & Safety at Work etc Act 1974 places a duty upon both the employer (school) and the contractor to ensure the health & safety of anyone who might be affected by the work.

The employer (school) is therefore required to make reasonable enquiries into the suitability and competence of any contractors it appoints, and must ensure that not only is all work properly planned before commencement but also will be appropriately monitored and supervised whilst it is being carried out.

Legal duties cannot be delegated by contract.  The effective management of health & safety risks arising from all such work will therefore require effective commitment and collaboration from both yourself and any contractors.  

For further guidance on managing contractors, Wakefield Council has written a document entitled “Contractors in schools – a short guide” – please contact the health & safety team for more information.

Guidance for Managing Health & Safety:-

In order to ensure compliance with health & safety legislation you need to:-

· Review all work activities undertaken at the school.

· Determine where there are any significant risks and carry out a risk assessment, with the purpose being to reduce risks to acceptable levels e.g. staff may work on their own/away from their normal base in which case a lone worker risk assessment needs to be carried out.

· Nominate a health & safety co-ordinator(s).
· Consult and communicate with staff and trade unions.
· Determine if you will have working groups to review certain aspects of health & safety e.g. risk assessments, or policies and procedures.

· Review what health & safety training staff have had (including the co-ordinator) and identify any training needs.

· Carry out health & safety briefings for staff.

Monitoring Health & Safety Arrangements.

Part of the process involves checking that what you have said will happen is happening in practice, and is working. This involves:

· Carrying out workplace inspections and audits - an inspection can include a regular walk round of the school to check the physical environment e.g. fire doors open, stair treads in poor state of repair etc. An inspection checklist has been produced for this purpose. An audit is a check of systems and often measures that policies have been implemented as they should be e.g. auditing the process for educational visits, auditing the processes for risk assessments. 

· Carrying out accident and incident investigations to see what can be learnt and how you might prevent a recurrence.

· Regularly reviewing risk assessments to check that they are still effective.

· Check that policies and procedures are still correct.

Further Assistance and Guidance:-

This document has been put together to assist you to manage health & safety within a school setting.  It is only intended to cover the basics and as such you should contact the corporate health & safety team if you require further advice or information:
Contact details: Rooms 56/57 County Hall, Bond Street, Wakefield  WF1 2QW.

Tel: 01924 305850
 email: healthandsafety8@wakefield.gov.uk
Training courses are organised throughout the school year and details can be obtained from the training admin team on 01924 305850.
Please also see the Go Wild site and VLE for the schools’ handbooks for health & safety and educational visits.

Risk Assessments / Health & Safety Management Areas

This is a general list of areas that may require a risk assessment. You should look closely at the risk within your workplace and go through the risk assessment process.

	Activities
	Broad categories, premises, buildings

	Educational Visits

Playtimes

PE

Art

Design & Technology

School fairs 

Concerts
	Classrooms





Kitchen areas

Playgrounds

Buildings

Fencing

	Staff
	People

	DSE / workstations
Manual handling

Pregnant workers
	Pupils

SEN

Individual pupil risk assessments

	Caretaker
	Specific areas

	Chemicals

Working at height

Use of power tools

Lone working
	Fire

Asbestos

Legionella 




A list of generic risk assessments can be found in the following locations:
http://webintranet2/Resources/HumanResources/Advisory/Health/RiskAssessment.htm
http://www.gowild.org.uk/ManagementAdviceAndGuidance/OrganisationAndManagement/RiskAssessment/Default.htm
Further information can also be found on the HSE web site:
 http://www.hse.gov.uk/risk/index.htm
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