
POSITION: Health & Safety Manager
 
JOB OVERVIEW 

The aim of this post is to ensure that ourSchools and Nurseries are always compliant with relevant legislation and are operating using best practice.

 Role Purpose

To closely support the Area Operations Managers, Heads and Nursery managers by leading on ensuring that:  

· All legal and H&S compliance aspects of the setting are appropriately structured and discharged including policies, procedures and practices being regularly updated to maintain compliance
· Staff are fully aware of compliance requirements
· Confidentiality, discretion and empathy are critical for this role
· Custodian of all inspection documentation, including policies
· No concern is left unsolved

Line Management

Group Operations Manager.

Key Interfaces with Area Operations Managers, Heads and Nursery Managers.
  
 
JOB DESCRIPTION
 

	KEY TASKS 
	

	 
	 Compliance 

· Responsible for ensuring the settings comply with all regulatory requirements and internal policies. 
· Act as the first point of contact for required advice in support of the Heads and Nursery Managers, working with the Head of Operations, ILG insurers and lawyers, as required.
· Assist the SLT to initiate, develop, maintain and review ILG policies. Ensure statutory policies are in place and up to date, and are made available to those who need it.
· Ensure the senior team and other departments are kept informed of all relevant changes in guidance and legislation in the following areas: 
· Independent School Standards Regulations (ISSRs) relating to H&S
· Health, safety and welfare (e.g. medical provision, minibus and transport, Equality Act, Children & Families Act, including commercial lettings) 
· Premises (buildings and facilities, environmental health, food hygiene) 
· Custodian of all inspection H&S documentation, including school policies – settings should always be inspection-ready. Support and guidance will be provided.
· Responsible for risk management, including estate-related critical incidents, disaster and   business continuity planning (for example: services, buildings, setting security).
· To identify potential areas of compliance vulnerability and risk; develop action plans for the mitigation of those risks and provide general guidance on how to avoid or deal with similar situations in the future; conduct internal audits of processes and procedures.


	
	

	
	Health & Safety (H&S)

General: 
· Management of setting H&S policies and procedures. 
· Liaise with Area Operations Manager & Maintenance Lead.
· Reporting regularly to ILG Group Operations Manager on health & safety compliance.
· Complete annual H&S audit, with 6 month follow up by the Area Operations Manager.
· Ensure that all H&S checks are completed as required and inspection ready, with documentation on file and any actions followed up. These include but are not limited to all areas of fire safety, asbestos, legionella, electrical safety (buildings and appliances), gas safety, trees, kitchen/catering and environmental health, playground apparatus, swimming pools (where applicable), vehicles, RAAC, any higher risk areas (e.g. Science lab, DT workshop, food technology, computer suite) and any others that exist within the relevant settings.
· Complete  inspections and create an action plan for improvements. Adopt a solution focussed approach.
· Attend termly H&S Committee meetings, where those are in place (mainly the through schools) and report outstanding actions back to Area Operations Manager.
· Ensure H&S policies are up to date and relevant to the school and work activities undertaken. 
· Oversee and monitor a Risk Management Programme in all locations and maintain a Risk Management culture across the setting.
· To consult on risk assessments for off-setting trips and activities, providing guidance as required to the School’s SLT. 
· Produce, review, and manage risk assessments to include: 
· General Setting Risk Assessments 
· Manual Handling Risk Assessments 
· Working at Height Assessments 
· Plant and Equipment Risk Assessments 
· Other key areas (eg. Fire, Asbestos, Legionella – done by specialists)
· To investigate and record incidents, accidents and near-misses, and report as appropriate, for example file RIDDOR reports.
· Ensure plant and equipment register is kept up to date and that all checks and Health & Safety maintenance is being completed when scheduled. Suitable logs must also be kept of any general maintenance requests and actions completed. 
· Ensure that COSHH register is up to date and that COSHH risk assessments have been completed for all registered chemicals. 
· Contribute to an approved Contractor register. 
· Carry out induction training for new members of staff and record details. 
· Keep record of mandatory staff training.
· Maintain records of accidents and First Aid training. 
· First point of contact for H&S concerns, record and act on raised concerns.
· Oversee Permit to Work forms for the relevant activities. 
· Ensure that a plan is in place for Working at Height jobs when required. 
· Ensure that all VDU operators complete the DSE Questionnaire.
· Ensure that Asbestos management plans are in place and reviewed internally on an annual basis, and that an Asbestos Work Plan has been completed when working with or near Asbestos. 
· Ensure a record of approved PPE and distribution is maintained by maintenance staff.
· Maintain a log of incidents as well as complete forms for Minor and Major incidents.  
· Ensure that any RIDDOR reportable incidents are reported to HSE and the Head of Operations.
· Ensure that all relevant safety documentation and certification is handed to the Office Manager on Unit lettings (Roller door logbooks, asbestos management plan etc.) 
· Ensure that Fire Warden and First Aider are suitably trained and that responsibilities are being completed by the relevant persons. 

Projects: 
 
· Ensure that Setting Safety Files are setup for construction projects when required. 
· Ensure that Construction Phase Plan is in place and followed. 
· Carry out recorded inspections of construction areas. 
· Comply with principal contractor responsibilities with regards to CDM regulations including: 
· Approval of contractors/subcontractors. 
· Ensuring contractors are compliant with H&S legislation via approval and RAMS documents. 
· Ensuring construction setting rules are in place and followed. 
· Ensuring suitable welfare facilities are in place. 
· Weekly recorded setting inspections 
· Submission of relevant HSE notifications (F10)
· Construction Phase Plan has been completed. 
· Setting traffic management and delivery coordination. 
· Carrying out setting inductions
· Ensure RAMS are in place. 
· Ensure emergency arrangements are in place. 
· Produce Permit to Work when required. 
· Ensure all plant, equipment and safety measures are on setting and in place (MEWP, scaffolding etc.) (alongside Project Manager) 
· Comply with Principal Designer responsibilities with regards to CDM regulations including (alongside Project Manager) 
· Ensure that the design allows for maintenance and construction to be carried out in a reasonable and safe manner. 
· Ensure that the design meets with all legal requirements. 
· Ensure that all risks associated with the design is communicated from designers to the principal contractor. 
· Ensure that a Safety File is compiled and handed to the client/occupier on completion of the project.  This should include maintenance requirements, and any inherent hazards associated with the completed building as well as copies of sign off and commissioning certificates. 




Setting:
 
· Ensure that setting team carry out regular equipment checks and maintenance when required. 
· Ensure that all relevant training is in place.
· Carry out regular (monthly) inspections of the setting alongside Setting Foreman to identify works required on the setting.
· Undertake any other duties as deemed appropriate or as and when required. 
· To work effectively as part of our team to forward the common good of the Company.


	
	

	
	General

· To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact. You must be aware of and adhere to:
· all school safeguarding related policies and regulatory requirements
· the Employee Handbook (Including the Staff Code of Conduct) and any other school policies relating to the role
· To operate at all times within the stated policies and practices of the settings.
· To establish effective working relationships and set a good example through their presentation and personal and professional conduct.
· To ensure any safety regulations are observed.
· Ensure the values of participation, partnership, sustainability, social responsibility, cost effectiveness, transparency and accountability are reflected in your work.
· Undertake any other responsibilities as may reasonably be required from time to time.





	Person Specification 

	
	Essential 
	Desirable

	Qualifications
	A Levels
IOSH Managing Safely

	Degree level or relevant qualification 

NEBOSH qualification

CIPD qualification

	Experience
	Experience of managing data on systems

Proficient in the use of IT Systems including Microsoft Office packages
 
	Experience in applying health & safety regulations within an educational setting

Experience of working in small teams

	Knowledge
	Knowledge of independent school inspection regime and requirements

Knowledge of relevant areas of legislation, eg. H&S
	

	Skills and Attributes
	Excellent writing skills

The ability to inspire and create innovative products to achieve the stated goals

The ability to interpret legislation and other laid down procedures and be able to explain the requirements in simple, practical terms to non- specialists 

Excellent project management skills 

Excellent verbal and written communication skills and an ability to communicate clearly with a range of people from diverse backgrounds

Confidentiality and empathy are crucial

The ability to multi-task in a complex and demanding environment 

The ability to build and maintain highly effective working relationships with a range of people (both internally and externally)

Strong attention to detail, and excellent time management skills 

A commitment to teamwork and working in a collegiate manner 

Enthusiastic, diplomatic and calm under pressure 

Able to work independently with initiative but also as a flexible team player

	

	Personal Qualities
	· Be an effective team player that works collaboratively and effectively with others
· Excellent interpersonal and organisational skills, communicating effectively to a range of audiences
· Support, motivate and inspire both colleagues and pupils by leading through example
· Suitability to work with children
· Confidence, warmth, sensitivity, reliability and enthusiasm 
· There is an expectation that there will be occasional out of hours travel and attendance and external/internal events
 

	Equal Opportunities and Commitment
	Commitment to equality of opportunity for all regardless of gender, disability, religion, and ethnic origin

Demonstrate a commitment to:
· safeguarding and child protection equalities
· promoting the school’s vision, values and ethos
· high quality, stimulating learning environment
· relating positively to and showing respect for all members of the school and wider community
· ongoing relevant professional self-development



 
	 
I have read and understood the responsibilities for the position of Area Health & Safety Officer.  I am aware that the Job Description is subject to change accordance with the needs of the business.  

	Name: 
 
	 

	Signed: 
 
	 
	Date:       
	 


 
Inspired Learning Group is committed to safeguarding and promoting the welfare of children & young people and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening, as all new staff will be subject to enhanced DBS clearance, identity checks, qualification checks and employment checks to include an exploration of any gaps within employment, two satisfactory references and registration with the Disclosure and Barring Service (DBS).
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