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Health and Safety 

Strategic Management Toolkit
HEALTH & SAFETY STRATEGY FOR SCHOOLS
 

This Health and Safety Strategy has been produced in order to assist schools in structuring their approach to managing health and safety effectively.

Torbay council recognises that effective health and safety management will only be brought about through a positive culture, which promotes involvement and commitment at all levels.

Therefore in order to achieve this prime objective the strategy aims to bring all activities within a framework (see appendix 1) covering the following key areas.

1. Health & Safety Policy

2. Organisation and Training

3. Planning and Implementation

4. Measuring Performance

5.
Audit and Review

These five key areas are now covered in more detail.

1. HEALTH & SAFETY POLICY 

1.1 The Health and Safety Policy is a legal document portraying commitment to ensuring the health and safety of all staff, pupils, contractors and visitors to the school.

1.2 The policy needs to be reviewed on a regular basis with a statement of intent dated and signed by the Head Teacher and also on behalf of the Governors.

1.3 The policy needs to contain an arrangements section, detailing how the school manages its risks, plus an organisational structure listing who has health and safety responsibilities

1.4 Any accredited health and safety representatives need to be identified and consulted in the health and safety management process.

2. ORGANISATION & TRAINING

2.1 A regular health and safety forum should be established where health and safety issues and arrangements can be discussed and recorded.

2.2 There needs to be a person nominated to co-ordinate health and safety arrangements. Others such as individual risk assessors should also be identified.

2.3
Staff responsibilities must be clearly defined and clearly reflected in individual job descriptions.

2.3 Staff appointed to undertake health and safety duties must be given the appropriate training (see appendix 2 & 2a) plus the necessary time required to fulfil their roles.

3. PLANNING AND IMPLEMENTATION

3.1 There needs to be a planned and systematic approach to the implementation of the health and safety strategy. This should include set targets for inspections and risk assessments.

3.2 Hazards need to be identified (see appendix 3) and associated risks assessed and prioritised.

3.3 Where identified risks cannot be eliminated, then suitable and sufficient controls need to be agreed and introduced.

4. MEASURING PERFORMANCE

4.1 Active monitoring is needed to assess effectiveness of the management systems. This should cover people (health surveillance, visitor control etc) and the environment (emissions – fume cupboards, dust extraction etc) as well as the premises and equipment inspections.

4.2 Where controls have failed causing accidents, ill health or property damage, then reactive monitoring is needed to establish the cause and risks re-assessed.

5. AUDIT AND REVIEW  

5.1 The auditing of management systems and activities enables the school to effectively review progress. The self-audit and action plan (see appendix 4) provides a valuable tool in measuring progress and setting targets. 

5.2 Targets need to be set that ensure continuing commitment to high standards of health and safety.

ATTACHMENTS

1.
Health and Safety Strategic Management Responsibilities

2. Health and Safety Training Matrix 

2a.
Training Details

3. Hazard checklist

4.
Self-Audit and Action Plan - see SA 01 HS audit questions
Stan Yeomans

Health & Safety Officer 

Torbay Council

	Appendix 1

	Responsible – Make sure its done                                                         Involved – Included in process                                                                      Support – advice, guidance, assistance

	HEALTH & SAFETY MANAGEMENT STRATEGY FOR SCHOOLS

	TASK
	School

Governors
	Head of

School
	Deputy

Head
	H & S

Reps.
	H & S

Co-ordinator
	Premises

Manager
	Risk

Assessors
	Department

Heads
	Teaching

Staff
	H & S

Forum
	Torbay

H&S Officers

	Review H&S Policy/Organisation
	Responsible
	Responsible
	
	
	
	
	
	
	
	
	Support

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Identify Accredited H&S Representatives
	
	Responsible
	
	
	
	
	
	
	
	
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Appoint H&S Co-ordinator
	
	Responsible
	Involved
	
	
	
	
	
	
	
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Establish H&S Forum
	
	Responsible
	Involved
	Involved
	Involved
	Involved
	
	Involved
	
	
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Nominate Risk Assessors
	
	Responsible
	Involved
	
	Involved
	
	
	Responsible
	
	
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Identify Hazards
	
	Monitor
	Involved
	Involved
	Involved
	Involved
	Responsible
	Involved
	Involved
	
	Support

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Assess The Risks
	
	Monitor
	Involved
	Involved
	Involved
	Involved
	Responsible
	Involved
	Involved
	
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Prioritise The risks
	
	Monitor
	Involved
	Involved
	Involved
	Involved
	Responsible
	Involved
	
	Involved
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Eliminate or Introduce controls
	
	Responsible
	Involved
	Involved
	Involved
	Involved
	Involved
	Responsible
	Involved
	Involved
	Support

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Review/Measure Performance
	Monitor
	Responsible
	Involved
	
	Involved
	Involved
	
	
	
	Involved
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Review Systems & undertake Audit
	Monitor
	Responsible
	Involved
	
	Involved
	Involved
	
	
	
	Involved
	Support

	Date completed
	
	
	
	
	
	
	
	
	
	
	

	Set H&S Targets
	Responsible
	Responsible
	Involved
	
	Involved
	
	
	
	
	
	

	Date completed
	
	
	
	
	
	
	
	
	
	
	


	DESIGNATED HEALTH & SAFETY TRAINING FOR SCHOOLS                                                                                                                             Appendix 2

	Training Modules

Available
	School

Governors
	Head of

School
	Deputy

Heads
	H&S 

Co-ordinators
	Premises

Manager
	 Nom.

Risk

Assessors
	 Nominated 
	Departments
	Teaching

& Agency Staff
	Secretaries/

Admin. Staff
	Caretakers

Cleaners & MTA
	Catering

	
	
	
	
	
	
	
	First-Aiders
	CDT
	ICT
	Sciences
	PE
	 English
	Drama/Music/Arts
	
	
	
	

	Induction 

(CD ROM)
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Awareness 

(CD ROM)
	
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	H&S Foundation


	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Risk Assessment


	
	
	
	
	x
	x
	
	x
	x
	x
	x
	x
	x
	
	
	
	x

	Supervising H&S


	
	x
	
	x
	x
	
	
	
	
	
	
	
	
	
	
	
	

	H&S for Managers


	
	x
	x
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	H&S for Governors


	x
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Control of Contractors
	
	x
	x
	x
	x
	
	
	
	
	
	
	
	
	
	
	
	

	First-Aid at Work


	
	
	
	
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Appointed persons


	
	
	x
	
	
	
	
	x
	x
	x
	x
	x
	x
	
	
	
	

	Accident Investigation
	
	x
	x
	x
	
	
	
	
	
	
	
	
	
	
	
	
	

	Load handling


	
	
	
	
	x
	x
	
	x
	
	
	x
	
	x
	
	
	
	x

	COSHH


	
	
	
	
	x
	x
	
	x
	
	x
	
	
	
	
	
	
	

	DSE


	
	
	
	
	
	x
	
	
	x
	
	
	
	
	
	
	
	

	Aggressive Behaviour
	
	x
	x
	
	
	
	
	
	
	
	
	
	
	x
	x
	
	

	Food Hygiene 

(Basic)
	
	
	
	
	
	
	
	x
	
	
	
	
	
	
	
	
	x

	Food Hygiene 

(3-day)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


X  Suggested attendance 

Please note: The Risk Assessment process may highlight a need to change or extend the above suggestions 

Details of course content and booking arrangements for all above modules plus job specific training is shown overleaf.

Appendix 2a

	HEALTH & SAFETY TRAINING COURSE DETAILS

	Designated Course Modules
	Overview
	Duration/Level
	Cost
	Contacts

	H&S Induction- CD ROM/Intranet
	General induction training – training in workplace specifics still required
	
	-
	H&S Team 207170

	H&S Awareness
	8 Short CD ROM Based Learning Packages includes: 

Induction, Fire, Risk Assessment, plus  5 other topics
	10-15 Minute CD ROM Based Learning
	Free with

SLA
	H&S Team 207170

	H&S Foundation
	An introduction to Health & Safety at Work
	1 day CIEH level 1
	£35
	H&S Team 207170

	Risk Assessment
	Understanding the process of Risk Assessment
	2 day CIEH level 2
	£65
	H&S Team 207170

	H&S for Line Managers and Supervisors
	Co-ordinating the Health & Safety Function 
	3 day CIEH level 2
	£100
	H&S Team 207170

	H&S for Managers
	Building and Managing a Sound H&S Strategy
	Half day
	Free
	H&S Team 207170

	H&S for Governors/Members
	Health & Safety  Briefing for School Governors 
	2 Hours
	Free
	Governor Support 208234

	Manual Handling
	Back-care and Manual Handling in the Work Place
	Half day CIEH level 1
	£15
	H&S Team 207170

	COSHH
	The Control Of Substances Hazardous To Health 
	Half day
	Free with
	H&S Team 207170

	DSE
	Using Display Screen Equipment
	Half day
	LSA
	H&S Team 207170

	Basic Food Hygiene 
	Safety and Hygiene for Catering Staff   
	1 day
	
	Environmental Health 208010

	Intermediate Food Hygiene
	Safety and Hygiene for Catering Managers and Supervisors  
	3 day
	
	Environmental Health 208010

	First Aid at Work
	The Principles, Prioritisation and Treatment of First Aid
	4 day(refresher 2 days)
	£140/£90
	H&S Team 207170

	Appointed Persons (first-aid)
	Taking Initial Control
	Half day
	£30
	H&S Team 207170

	Accident Investigation
	How to carry out effective accident investigation
	Half day
	
	H&S Team 207170

	Fire Awareness
	
	Half day
	£25
	H&S Team 207170

	Fire Marshals
	
	1 day
	£50
	H&S Team 207170

	Use of Fire Extinguishers
	Understanding the various types of Extinguisher and their use
	Half day
	£25
	H&S Team 207170

	Dealing with Aggressive Behaviour
	Anger Management and Diffusion Techniques
	1 day
	
	Human Resources 207369

	Control of Contractors
	Managing contractors on site safely and effectively
	Half day
	
	H&S Team 207170

	Managing Stress
	What managers need to do in respect of workplace stress
	Half day
	
	Human Resources 207369

	Job specific training modules
	Overview
	Duration/Level
	Cost
	Contacts

	Managing H&S on Educational Visits
	The role and responsibilities of Educational Visit co-ordinators
	
	
	Community 

	Specialist Sport/Activity Skills
	H&S requirements for outside sports and activities
	
	
	Education 208278

	Teaching & Lifesaver Award
	ASA/STA/RLSS Training for staff in overall charge of a swimming lesson
	
	
	RLSS UK 01789 774223

	Swimming Pool Management
	
	3 days
	
	ISRM (01509 226474

	Erecting Mobile Scaffolding
	
	Half day CITB
	£80
	H&S Team 207170

	Control and Restraint
	Understanding the Principles of Control and Restraint  
	Half day
	
	Mayfield School 328375

	Testing Portable Electrical Appliances
	
	
	
	H&S Team 207170

	Minibus Driving
	
	1 day
	
	Devon Driving Centre 

01392 444773

	Person Manual Handling
	Moving, transferring and supporting adults or children
	1 day
	
	Soc. Services 202848

Mayfield School 328375

	Safe Operation of Machinery
	Operational procedures for Kilns and Machinery and/or mount abrasive wheels
	
	
	Devon Curriculum Services

Gilly Browning 0132 384361


Appendix 3

Guide to identify hazards to be considered / assessed

	HAZARD CHECK LIST

	MANAGEMENT
	COSHH
	MANUAL HANDLING
	WORKPLACE

	Fire-fighting equipment
	Have all substances been 
	Are there any activities that put
	Is it a safe place of work

	Fire escape/Fire doors
	identified and those hazardous 
	staff at risk.
	Is there safe access & egress

	Fire alarms
	to health assessed.
	
	

	Emergency procedures ie: Fire
	
	LOOK AT:
	LOOK AT:

	Bomb threat, environmental etc.
	Are staff at risk from substances
	Tasks, methods of moving 
	Cleanliness

	
	
	Storage and retrieval
	Flooring

	Security
	Are control measures adequate
	
	Workspace and storage areas

	Lone Working
	
	Weight of load
	Workstations 

	H&S Training
	Are staff working safely
	Type of load - bulk - stability
	Lighting

	Arrangements for the disabled
	
	
	Windows and doors

	First Aid
	Could there be substances on
	Individual capabilities
	Staff facilities

	Staff of child -bearing capacity
	the premises which you are 
	
	Transport movement

	Workplace Stress

Working at height


	unaware of.
	The working environment
	

	WORK EQUIPMENT
	PPE
	DSE
	NOISE

	Is all equipment safe, in good
	Is there a need for PPE ?
	Does the use of the equipment
	Is there a need for voices to be

	working order and adequately
	Is PPE used ?
	and/or
	raised because of noise ?

	maintained ?
	Is it suitable, in good
	the workstation prove any
	

	
	condition and adequately
	risk to users ?
	If noise is a problem, look for

	LOOK AT:
	maintained ?
	
	reasons, e.g.;

	Machinery
	
	LOOK AT:
	Machines

	Appliances
	LOOK AT:
	Chair
	Equipment

	Apparatus
	Clothing
	Desks
	Vehicles

	Tools
	Goggles
	Equipment
	Plant

	Trolleys
	Masks
	Screens
	etc.

	Ladders and Steps
	Head Gear
	Lighting
	

	Lifting Equipment
	Footwear
	Ergonomics
	

	Cleaning Equipment
	Gloves
	Work Patterns
	

	etc.
	etc.
	etc.
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