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Responsibilities and Organisation
The Health and Safety At Work Act 1974 places overall responsibility for Health and Safety with
the Employer. As the Employer, the North Somerset Council has responsibility for Health and
Safety at Baytree School. The 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.
It is important that all staff within the school and other persons who may visit or use any area of
the school, must adopt the following standards of working:







To work safely and efficiently
Not to misuse any machine or substance
To use the approved protective clothing and equipment
To report any defect in any machine, accessory or electric cabling
To comply with all instructions and procedures issued for safety
To take reasonable care for the Health and Safety of other person(s) who may be present.

KEY POINTS:
General
 Children should be able to experience a wide range of activities. Health and Safety
measures should help them to do this safely, not stop them.
 It is important the learners at Baytree learn to understand and manage the risks that are a
normal part of life.
 Common sense should be used in assessing and managing the risks of any activity. Health
and Safety procedures should always be proportionate to the risks of an activity.
 Staff should be given the training they need so they can keep themselves and children safe
and manage risks effectively.
The Law
The main legislation covering this area is the Health and Safety at Work etc. Act 1974 and
regulations made under that Act.
 The employer (the local authority, governing body or proprietor) is responsible for health
and safety, though tasks may be delegated to staff.
 Employees also have a duty to look after their own and other’s health and safety.
 It is very rare for school staff to be prosecuted under criminal law with regard to accidents
involving children.
Employers, school staff and others also have a duty under the common law to take care of
learners in the same way that a prudent parent would do so.
 Most claims for negligence are brought against the employer (who has public liability
insurance)
and
not
individual
members
of
staff.
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Duties as an Employer
Under the Health and Safety at Work etc. Act 1974 the employer in a School must take
reasonable steps to ensure that staff and pupils are not exposed to risks to their health and
safety. This applies to activities on or off school premises.
Regulations made under the Health and Safety at Work etc Act 1974 set out in more detail
what actions employers are required to take. For example, the Management of Health and
Safety at Work Regulations 1999 require employers to:





Assess the risks to staff and others affected by school activities in order to identify
the health and safety measures that are necessary and, in certain circumstances,
keep a record of the significant findings of that assessment.
Introduce measures to manage those risks (risk management).
Tell their employees about the risks and measures to be taken to manage the risks.
Ensure that adequate training is given to employees on health and safety matters.

Although employers retain responsibility for the health and safety of pupils, they can
delegate tasks to headteachers or school staff.
Headteacher
The Head teacher is responsible and accountable for the implementation of this policy and
the compliance with all relevant legislation in every area and activity within the school.
In order for this to be achieved, their operational duties include the following:
 Develop strong, positive health and safety attitudes among those employees
reporting directly to them. Ensuring that a health and safety culture is also
developed with the pupils.
 Ensuring that all members of staff (including new staff, supply staff, probationers
and students, voluntary helpers etc) are aware of the contents of the school health
and safety policy and all safe working practices.
 If deemed necessary, appointing one or more members of staff, undertaking specific
duties in relation to health and safety and acting as co-ordinator for the school on
health and safety matters affecting the school. (This post is not to be confused with
union appointed safety reps. This is an extra role to enable the Governing
Board/Head teacher to effectively manage health and safety.) At Baytree this person
is the Deputy Headteacher.
 Ensuring that risk assessments are carried out on any activity that has significant
associated hazards. North Somerset Council recommends that a group approach to
risk assessment be executed, usually consisting of an individual who has received
specific training in the theory of risk assessment, a teacher/head of department/
assistant who has the hands-on experience of tasks being assessed, and any safety
representatives that school may have. Where significant risks are identified,
appropriate measures and/or safe working practices are introduced to
reduce/eliminate such hazards.
 Undertaking inspections of the school premises, plant, equipment and working
practices on a termly basis. Where necessary implement any changes and
improvements. (Some inspection/monitoring is delegated to Facilities Staff)
 Providing an annual report to the Governors of the school regarding safety
performance. – e.g. How many fire drills have been carried out? How many accidents
have occurred? Have any trends been discovered? What risk assessments have been
carried out?
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Making recommendations to Governors where Health and Safety funding is required,
and to advise on any safety policies that need to be introduced.
Ensuring that effective first aid provision and accident reporting procedures exist in
accordance with the guidelines issued by the Health & Safety Officer for schools (to
allow North Somerset to comply with the Reporting of Injuries Diseases and
Dangerous Occurrences Regulations 1995).
Personally chair the Schools Health and Safety Committee

Duties as an Employee
All Employees have a legal duty under Health and Safety legislation, in order to achieve this,
their duties should include the following:










Are responsible for their own Health and Safety
Co-operate with their employees on health and safety matter
Ensure that their actions will not put at risk the safety of other employees, pupils or
visitors.
Are alert to observe and correct or report any unsafe practices or conditions.
Maintain a healthy and safe place to work and cooperate with managers in the
implementation of all Health and Safety matters
Make suggestions to improve any areas of Health and Safety especially with their
specific working knowledge of an area or task.
Maintain an active interest in Health and Safety.
Learn and follow the safe operating procedures and Health and Safety rules, for safe
operation and performance of their roles.
Follow the established procedure if accidents occur.

It is only possible to have responsibility for those matters over which one has executive
authority, thus a Head of Department is responsible for Health and Safety
within the Department, while a Class Teacher and Assistants are responsible
for the immediate areas of their work.
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Health
and
Safety
Lead Campus Facilities Team Responsibilities
Responsibilities
 Keeping Health & Safety Policy up to
 Responsible for ensuring a safe,
date and Reviewed on an annual
clean, presentable environment for all
basis at Governors Meeting
staff, pupils and visitors/users of the
Campus, 5639sqm internal area plus
 Baytree H&S Rep at Campus H&S
Meetings (3 times per year/termly)
extensive external areas including
recreation pitches, playgrounds and
 Responsible person for H & S Audit
changing rooms
and outcome
 Completing H&S Inspections as well
 Security and Emergency Management
– ensure and manage emergency
as Governors H&S Inspections (3
systems and procedures for the
times per year/termly)
building
 Compiling information for Accident
and Incident Reporting for Deputy
 Effectively manage and ensure all
Health & Safety within own Campus
Headteacher to report back in
area and to maintain an advisory role
Governors Meetings
to partner services of Health and
 Fire Warden Responsibility
Safety areas
 Keeping all Risk Assessments up to
 To ensure effective task allocation,
date and reviewed annually by
training and appraisal, discipline,
Governors
work
patterns,
support
and
 Compiling new Risk Assessments
recruitment and delegation of Health
where necessary
& Safety Tasks
 Reporting
immediate
urgent
 Ensuring the Playground checks by
problems to the Campus Facilities
the Rangers are carried out weekly,
Team
monthly
and
annually
and
 Statutory
Reporting
to
North
information of these reports is passed
Somerset Council and other agencies
out to Campus partners
 Reporting RIDDOR
 Planned Preventative Maintenance
 Evolve Officer and point of Contact
 Reactive Building Maintenance –
for Baytree School
manage and monitor an effective
 E Safety Co-ordinator for Baytree
reactive maintenance system that
School
reflects all partner demands and
 Future Information Governance and
priorities ie Health & Safety
Security Co-ordinator for Baytree

Establish monitoring and quality
School – to report any incidents or
systems to ensure service delivery is
‘near misses’ to NSC IG and Security
to a high standard
Team as well as ICO (link person for
 Engage, employ and manage all
Baytree School)
building
and
facility
related
 Keeping Business Continuity Plan up
contractors on site at any time
to date
 Hydrotherapy Pool – responsible for
 Responsible for the safe, clean and
the technical operation of the Pool
presentable environment for all staff,
within recommended guidance. To
pupils and visitors
include Risk Management and
 Responsible for the safe, clean and
appropriate controls, effective water
presentable environment at the
management and treatment and
school flat for all staff, pupils and
adherence to all required testing ie
visitors
microbiological testing
 To attend any Health & Safety
 To attend and contribute to Facility
Training where and when necessary
related Committees ie Health &
and to feedback to staff any
Safety
highlighted issues
 To ensure compliance with all Health
 To work on together as a Campus
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partner on the annual Fire Risk
Inspection and resolve any issues or
highlighted areas
Responsible for ensuring that all
school fleet vehicles are roadworthy
and meet all legal requirements
To maintain a School COSHH register
Display Screen Awareness Checks
Organising
Health
and
Safety
Training for staff
Infection Control









& Safety legislation and associated
codes of practice and authority
policies
Risk Assessments – to carry out
annual risk assessment checks and
update accordingly at the Campus
Health & Safety meetings
To maintain and update a COSHH
register for the Campus building
PAT Testing
Playground checks and testing
Working at Height checks
Infection Control

Trade Union Safety Representative: Any Trade Union Safety Representative will be
encouraged by the Headteacher to fulfil his/her duties as well as being released for any
appropriate training. The Headteacher will also consult regularly with the Safety
Representative on Health & Safety matters. He/she will be entitled to inspect the school in
accordance with the agreed Trade Union/Authority procedures. Health & Safety Executive
(HSE): The HSE has many powers, including the right to visit the school and have sight of all
relevant policies and documents. HSE staff have the right to turn up for announced or
unannounced visits, however they will usually visit in connection with an accident that has
been reported to them. If contact is made within the school by the HSE either by visit,
phone or writing, the school will make contact with the Education Safety Officer to make
them aware of the reason for contact.
The LA has responsibility for health and safety in community special schools. It has the
power to ensure that its health and safety policy is carried out in-school and on all
school activities.
 The LA must provide health and safety guidance to those schools and services
where it is the employer. It must ensure that staff are trained in their health and
safety responsibilities as employees and that those who are delegated health and
safety tasks (such as risk assessment) are competent to carry them out. If an LA
risk assessment shows training is needed, LA must make sure this takes place.


In addition to this statutory provision, competent advisory H&S advice is bought
in via Priory Enterprises.



The LA can direct schools to release staff for health and safety training where the
scheme for financing schools contains such a provision. If it does not, LAs may
wish to consider the need for an amendment to their scheme. If the scheme
allows, the LA can charge the school for any training the LA has provided.



In the event of non-compliance with a section 39 direction, the LA can apply to
the Secretary of State for a direction. Section 497 (general default powers) or
section 496 (power to prevent unreasonable exercise of functions) of the
Education Act 1996 applies.


Ultimately and rarely, compliance would be enforceable through courts.
Substantial or persistent non-compliance with scheme requirements is a
ground for suspending delegation, subject to the governing body’s right of
appeal.
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Governors
The Governing Board has the responsibility to ensure that all reasonable steps have been
taken to reduce the possibility of accident or injury to both staff and pupils, although it
should be emphasized that unnecessary responsibility cannot fall on individual members of
the Governing Body, nor can the Head of the school or employees avoid responsibility by
referring urgent matters to that body for information and decision. The Governors will be
kept informed of all developments relating to health and safety matters and Clerks to
Governors will include such matters on the Agenda for every meeting of the relevant
committee and of the full Governing Body.
Governors Must Ensure:
a)
b)
c)
d)
e)
f)
g)
h)

That in co-operation with the Head teacher, an individual school Health and Safety
Policy is produced that reflects the status of the school and who is the employer, and
this policy is regularly reviewed and revised as and when necessary
That risk assessments are undertaken of any activity that has significant
associated hazards and that a written record of these assessments are kept and
reviewed regularly
That sufficient funding is allocated and authorized for health and safety issues e.g.
major expenditure for maintenance issues, training, provision of personal protective
clothing etc
That regular health and safety inspections of the premises are carried out on a
termly basis
That the Governing Body receives an annual audit of health and safety systems and
standards of health and safety from the Headteacher
That a positive health and safety culture is established and maintained.
That the Governing body appoint a Governor to the role of Health and Safety
Governor.
Ensuring that Health and Safety keeps on the agenda by including it intrinsically with
business discussions

School Business Manager/Deputy Head
The Deputy Head is responsible to the Head teacher for the health and safety of all staff,
workplaces and activities under their control. To achieve this, their duties include the
following: a)
Develop strong, positive health and safety attitudes among those employees
reporting directly to them. Ensuring that a health and safety awareness culture is
also developed with the pupils.
b)
Ensuring that all staff, probationers/students/supply teachers and voluntary helpers
are aware of the requirements of the Health and Safety Policy, and the safe working
practices that apply to their area of activity.
c)
Actively encouraging the participation in health and safety and welfare matters of all
pupils.
d)
Making known to the Head teacher any identified training needs.
e)
Establishing and regularly reviewing Risk Assessments and safe working practices,
for activities under their control.
f)
Taking effective action and/or immediately referring to the Head teacher any health

7

g)

h)
i)
j)
k)

l)
j)
k)
l)

and safety problems brought to their attention. This includes the stopping of any
practices or the use of any tools, equipment etc. which are considered unsafe. This
is to be enforced until safety levels are adequate.
Ensuring that all work equipment items of portable electrical equipment (including
new purchases) are entered on the school inventory before use, and that visual
inspection of all equipment take place on a termly basis. Defective or damaged
equipment must be isolated and taken out of use until repaired or replaced,
(repaired by a competent person only).
Checking the adequacy of fire precautions and procedures in liaison with the Head
teacher.
If an accident/incident occurs, assisting in the accident investigation regarding any
findings and recommendations to prevent a recurrence.
Establish acceptable housekeeping and safe storage standards, of all areas of their
responsibility
To develop and implement relevant action plans based on risk assessments,
outcomes of meetings/audits and inspections, emergency arrangements and to
review existing health and safety policies and procedure in the school, to ensure all
staff pupils and contractors adhere to them
Attend all Campus Health and Safety Meetings (3 times per year) and then report
back the School’s Health and Safety Governing Body Meeting
Baytree Admin to Produce on a weekly basis accident/incident report for all pupils
and staff for the Headteacher and Deputy Headteacher who then report back to the
Health and Safety Governing Body Meeting (3 times per year)
To carry out the annual COSHH review and list appropriately on the COSHH sheets
and keep a log of any hazardous substances used in school or kept on school
premises
Record all training and needs for training or update training in a register – Moving,
Handling and Hoisting; First Aid at Work Training; Admin of Medication Training;
Pediatric First Aid Training

Teaching Staff (Including Supply Teachers)
Teachers have a duty of care under Health and Safety Legislation. In order to achieve this,
their duties include the following:
a)
Ensuring that the Health and Safety culture developed within the school is further
developed with the pupils, by way of enforcement of health and safety rules. Also by
including briefs of health and safety, and referral to specific risk assessments,
especially before any hazardous/high risk activities and lessons.
b)
Ensuring that all students/probationers, supply teachers etc. assigned to help, are
aware of the general health and safety requirements of the school and the detailed
requirements for activities relevant to them.
c)
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 readily understand.
d)
Exercising effective supervision of pupils and maintain an awareness of emergency
procedures in respect of fire, first aid, accident reporting etc.
e)
Being aware of the Risk Assessments and seeking information on any special safety
measures to be adopted in their own teaching areas and ensure that they are
adhered to.
f)
Setting an example by personally following safe working practices.
g)
Ensuring that where necessary, the appropriate protective clothing, guards etc. are
available, in good condition and are used. All electrical equipment must be visually
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h)

i)
j)
k)

checked before use.
Reporting to the Head teacher or Head of Department 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 labeled ‘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 fulfill their role to their
immediate line manager.
Ensuring their direct areas of responsibility are well managed in terms of
housekeeping and safe storage of materials and equipment.

Non Teaching Staff (HLTAs; TAs; LSAs; GAs; SMSAs;)
Assistants have a duty of care under Health and Safety Legislation. In order to achieve this,
their duties include the following:
a)
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 readily understand.
b)
Exercising effective supervision of pupils and maintain an awareness of emergency
procedures in respect of fire, first aid, accident reporting etc.
c)
Being aware of the Risk Assessments and Seeking information on any special safety
measures to be adopted in their own teaching areas and ensure that they are
adhered to.
d)
Setting an example by personally following safe working practices.
e)
Ensuring that where necessary, the appropriate protective clothing, guards etc. are
available, in good condition and are used. All electrical equipment must be visually
checked before use.
f)
Reporting to the teacher or Head of Department 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 labeled ‘awaiting repair’, ‘until
repaired’ or ‘replaced’.
g)
Highlighting any training needs deemed necessary to fulfil their role to their
immediate line manager.
Health Lead and Health Care Assistants (HCAs)
HCAs have a duty of care under Health and Safety Legislation. In order to achieve this, their
duties include the following:
a)
Contributing to the provision of a safe and healthy environment for pupils.
b)
Providing essential care to pupils as identified within Health Care Plans an in
agreement
with the main carers of the pupils and the school.
c)
Monitoring Health Care Plans.
d)
Applying simple first aid and administer controlled drugs where authorised to do so.
e)
Training in and carrying out as necessary specific procedures to pupils. Procedures
include:- Tracheotomy care; Emergency Tracheotomy change; Action in the case of
an Apnoea attack – resuscitation; suction via tracheotomy; oral suction;
catheterisation; gastronomy care and feeding; administration of preventative and
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f)
g)

emergency (Buccal Midazolam) medication for epilepsy and other procedures as
manifested by individual pupils.
Signing in medication on arrival to school, keeping in safe storage and administering
routine medication.
Safe storage and administration of oxygen.

Visitors
Every visitor to school shall sign in at main reception using the electronic signing in system
and be issued with a visitors badge which they must wear at all times whilst on site and sign
out on exit. fire instructions for their safety in the event of the alarm being activated are
allocated in reception and around school and they should follow these if necessary.
Contractors
The school, being part of the Campus, has limited responsibility for Contractors as their
presence is requested and controlled by the Facilities team. All contractors must report to
the Facilities Manager before any work takes place and prior to each working session.
Ideally, they should not be on site while pupils are present.
Trade Union Safety Representative
Any Trade Union Safety Representative will be encouraged by the Head teacher to fulfil
his/her duties as well as being released for any appropriate training. He/she will be entitled
to inspect the school in accordance with the agreed Trade Union/Authority procedures.
The Campus
Baytree is one of three other tenants in “The Campus” building which is owned by North
Somerset through their Development and Environment Section. There are therefore major
aspects of H&S that their site management is responsible for e.g. fire safety, cleaning,
general site access, safety and security, external contractors, hydro pool maintenance,
electrical testing etc. All partners including Baytree play an active part in monitoring H&S
through the Campus Health and Safety Committee (who ratify Campus wide policies) and by
cooperating with the facilities management on H&S matters.
Facilities Team Responsibilities:
a) To be responsible for awarding, checking competency, managing, monitoring and
auditing all compliance contracts and maintenance services agreements carried out
on the Campus premises.
b) To be responsible for emergency procedures and evacuation of The Campus
premises
c) To ensure that the school asbestos register (we do not have asbestos in the building)
and the asbestos management plan is maintained and available as required
d) Investigate all serious incidents and liaise with appropriate authorities as necessary
e) Ensure there is a systematic and methodical system of servicing and inspection to
maintain workplace equipment in the school – ie Hoists and raise orders for faults or
replacement where necessary with the current contracted provider
f) Keep an up to date COSHH register listing all substances that are kept on The
Campus which are hazardous with COSHH data sheets attached
g) Report to the Bursar any defects or hazards that could affect the safe running of the

10

school
h) Be responsible for co-ordinating all contractual work and maintenance carried out on
the Campus premises including health and safety matters concerned with other
contractors
i) 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.
The Local Authority
To provide a model Health and Safety policy, outlining the clear policy statement, roles and
responsibilities and the arrangements necessary to implement the health and safety
standards.
To provide advice to schools and Governors on complying with health and safety legislation.
Competent advisory H&S advice is also bought in via Jo Crickson through Priory Community
School Enterprises.
Monitor performance of health and safety in schools
HSE reporting on behalf of schools on RIDDOR reportable accidents.
Health & Safety Executive
The Health & Safety Executive (HSE) have many powers, including the right to visit the
school and have sight of all relevant policies and documents.
They have the right to turn up for announced or unannounced visits, however they will
usually visit in connection with an accident that has been reported to them.
If contact is made within the school by the HSE either by visit, phone or writing, the school
will make contact with the Education Safety Officer to make them aware of the reason for
contact.
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Next Review due:
November 2022
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