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The Abberley Hall Governors recognise and accept their duty as the employer for 
providing, in accordance with the law, workplaces and work practices which are safe 
and healthy for employees, for pupils, for visitors including contractors and for 
anyone else who might be affected by their work activities.  In particular, care will be 
taken to provide and maintain:  

• Safe premises 

• Safe places of work with safe access and egress 

• Safe plant, and equipment  

• Proper arrangements for the use, handling, storage and transport of articles and 
substances 

• Information, instruction, training and supervision for safety and safe systems of 
work 

• A safe and healthy working environment throughout 

• Appropriate communication with employees   

• Committee arrangements for the consideration of health and safety matters. 

The day-to-day duty of ensuring health and safety rests with the Headmaster and 
without detracting from this primary duty health and safety matters will be 
administered by Andrew Bretherton & the Academic Health and Safety 
Coordinator Simon Bee who will work on behalf of the governors by providing and 
interpreting policy.  

The governors will provide competent professional health and safety advice and 
additional resources when required. 

The Headmaster must report to governors at least termly on all significant health 
and safety matters and as and when there is a major accident or incident. 

Employees must be mindful of their own duties to take care of their own personal 
health and safety and that of fellow employees, pupils and other persons who might 
be affected by their work activities.  All employees have the duty to co-operate with 
the employer to ensure good safety management and to comply with the health and 
safety policy. 

Details of the organisation for health and safety management and the arrangements 
for policy compliance are to be found in the compliance documents following. 

The policy will be reviewed as and when necessary and copy of this statement is 
issued to all employees.  

 



 

Organisation for Health & Safety Management – Who is 

Responsible to do What – Delegation of Tasks 

Delegation of Tasks  

Management diagram attached in the Health and Safety Handbook Appendices 
Management Duties for Safety 
The Headmaster (1)  

It is the Headmaster’s duty to ensure compliance with this health and safety policy. It 
is his duty directly or through delegation as detailed below and in accordance with 
the law and any instructions from Abberley Hall governors to:  

A. Ensure compliance with this health and safety policy in each and every 
respect, to keep the senior management team and all employees informed of 
this policy and any changes to it, to ensure communication with employees 
and that the necessary resources for implementation are available and to 
report to governors at least annually. This responsibility cannot be delegated.  

B. Plan, organise, control, monitor and review arrangements for health and 
safety for employees, for pupils, for visitors including contractors and others 
affected by our work activities – this includes committing to writing local 
management arrangements for safety and standalone management plans.  

C. Assess risks and commit assessments to writing.  
D. Ensure that work in all its aspects is safe and without risks to health.  
E. Ensure that information, training, instruction and supervision is provided and 

that systems of work are safe.  
F. Make proper provision for occupational and pupil health.  
G. Investigate and keep a record of accidents, occupational ill health, hazardous 

incidents and fires.  
H. Post warnings, signs and notices.  
I. Appoint first aid personnel and have first aid provision checked regularly.  
J. Ensure that the conditions of licences are observed.  
K. Ensure the safe disposal of hazardous wastes.  
L. Ensure that fire safety risk assessments are comprehensive, that their 

requirements are satisfied and in particular to:  

• Produce an emergency fire plan  
• Be responsible for fire safety training  
• Arrange practice fire drills  
• Check that any close down procedures are followed  
• Check the adequacy of fire-fighting equipment and ensure its regular 

maintenance  
• Check that fire escape routes and fire exit doors are kept unobstructed 

and that fire doors operate correctly.  
• Ensure that fire detection, alarm and emergency lighting systems are 

properly installed, maintained and tested.  
• Arrange fire safety inspections once each term and when there are 

changes to the fire safety risk assessment.  
• Keep relevant records.  



 

• Include fire safety in the regular health and safety reports to the 
governing body.  

A number of the Headmaster’s duties are delegated to others. The 
following paragraphs describe the delegations and other arrangements 
that have been made. All those with health and safety duties will be 
provided with sufficient time to undertake their duties.  

Each line manager is delegated the responsibility to comply with the policy and 
ensure in accordance with the law the health and safety of employees, pupils and 
other persons within their area of responsibility and also anyone else who may be 
affected by their work activities. In particular, the duties listed above [B, C, D, E, F, G 
and H] are delegated to these persons and written local management arrangements 
and standalone management plans can be found with these persons and in the 
safety file.  

Similarly, in the areas listed below, the employees named have the overall 
responsibility to comply and ensure safety and health:  

• Andrew Bretherton is responsible for premises including onsite traffic management.  

• Andrew Bretherton is the fire manager with responsibility.  

The following employees have the responsibility to comply and to ensure safety and 
health as it applies to their special function:  

• Simon Bee is the educational visits coordinator.  

• Andrew Bretherton is responsible for asbestos management.  

• Andrew Bretherton is responsible for legionella management.  

• Andrew Bretherton is responsible for minibus/transport management.  

• Andrew Bretherton and Simon Bee in collaboration with the appropriate line 
manager and/or safety coordinator are responsible for duties [E], [J] and [K].  

When line managers are absent for significant periods, adequate delegation of duties 
must be made.  

• All accidents, occupational ill health, dangerous occurrences and near 
misses, should be reported promptly, by the member of staff who is first made 
aware of the occurrence using SMARTLOG.  Simon Bee & Andrew Bretherton 
are responsible for accident investigation and the reporting of their findings to 
the Headmaster and the governing body. Notification to the enforcing 
authority at the HSE Incident Contact Centre is the responsibility of Simon 
Bee.  

• Andrew Bretherton is responsible for making arrangements for visitors (who 
may be contractors) and this will involve carrying out suitable risk 
assessments.  



 

• Any member of staff procuring an external contractor has the responsibility to 
ensure that the contractor is safe and qualified to work on campus. Estates 
have provided guidance relating to what paperwork is required to comply with 
our Safeguarding and Safe working policies.  

• Fiona Mackay is the First Aid Manager. She keeps a record of first aid trained 
staff and arranges training. She is responsible for checking the first aid 
facilities, usually first aid kits and eye wash stations, at least termly.  

• All those with line management responsibility should notify Andrew Bretherton 
and Simon Bee and any other persons affected of any planned, new or 
recently identified significant risks in their areas and also of the control 
measures needed and should report to the Headmaster any significant breach 
of safety arrangements.  

The Health and Safety Committee (2)  

• The purposes of the Committee are to consult with employees on matters 
concerning health and safety; to discuss any significant accidents, incidents, 
cases of ill health, or defects including ‘RIDDOR’ reports; to monitor progress 
on recommendations from an authoritative source; to monitor the effective 
implementation of the health and safety policy and annually update the 
contents of the safety policy. Recommendations for the agenda are:  

• I. Minutes of last meeting;  
• II. Matters arising;  
• III. Accidents/incidents/ill health (summary sheet to be completed) plus 

serious defects since last meeting;  
• IV. Matters raised by employees/others; 

V. Policy compliance, recommendations of consultants/others; progress 
report;  

• VI. Any other business;  
• VII. Date of next meeting.  
• Detailed minutes must be kept.  

 

First Aid Manager (3)  

The First Aid Manager is Fiona Mackay; her duties are to: 

1. To identify the total number of first aiders (including ‘paediatric’ first aiders) 
and appointed persons after all relevant factors have been taken into account, 
including age of pupils, layout of premises, remoteness of site from 
emergency medical services, foreseeable absences of first aid personnel, the 
nature of activity being undertaken and the numbers taking part in these 
activities.  

2. To ensure that first aiders are trained and certificated in accordance with the 
standards laid down by the Health and Safety Executive and if necessary 
trained to administer first aid for identified and specific risks including 
paediatric first aid. First Aid certificates are issued for a three year period only 
and re-qualification and re-certification are required after that  

3. To check the first aid facilities, usually first aid kits and eye wash stations, at 
least termly, re- stocking as necessary.  



 

 

Health and Safety Coordinator (4)  

The Health and Safety Coordinator’s role is a shared responsibility between Andrew 
Bretherton and Simon Bee; their duties are to:  

i. Be familiar with the School’s Health and Safety systems, policy and practice 
and ensure that the School’s Health and Safety Policy, Health and Safety 
Manual and a safety compliance file is kept up to date and readily available to 
all employees (SB)  

ii. Ensure that the ‘Organisation for Health and Safety Management’ is reviewed 
annually, that a copy is provided for the Headmaster early in each academic 
year and that a copy plus the ‘Synopsis’ is emailed to all employees early in 
each academic year. (SB/AB) 

iii. Together with others, identify health and safety training needs and co-ordinate 
as necessary. A safety training needs survey must be carried out annually. 
(SB for academic staff, AB for all other employees) 

iv. Monitor that line managers prepare and review local management 
arrangements, stand-alone management plans, prepare and review risk 
assessments and carry out thorough examinations, test and inspections. (The 
“Requirements” identified in the Health and Safety Manual are designed as 
internal audit tools to assist.) (SB is responsible for academic 
staff/departments, educational visits and on site activities involving pupils. AB 
is responsible for risk assessments, management plans, examinations, tests 
and inspections to do with: kitchen & cleaning staff, maintenance & ground 
staff, other support staff, plant and site.) 

v. Monitor the formal defect reporting procedure. (AB) 
vi. Monitor that accidents, illnesses and incidents are reported and investigated 

and proper notifications are made to HSE. (SB) 
vii. Liaise with HSE (SB)/EHO (AB)/Fire Service (AB) as appropriate  

The Health and Safety Coordinator must advise the Headmaster and those with 
delegated duties on the measures needed to comply with the policy, co-ordinate any 
advice given by specialist safety advisors and those with enforcement powers, 
monitor health and safety matters and report back to the Headmaster.  

Fire Manager (5) 

Andrew Bretherton is the fire manager although he is assisted by Simon Bee.  They 
are responsible for the following: 

i. Fire safety risk assessments are comprehensive, that their requirements are 
satisfied (AB);  

ii. Producing an emergency fire plan (AB);  
iii. Be responsible for fire safety training (AB);  
iv. Arrange practice fire drills (SB);  
v. Close-down procedures are followed (AB);  
vi. The adequacy of fire-fighting equipment and ensure its regular maintenance 

(AB);  
vii. That fire escape routes and fire exit doors are kept unobstructed and that fire 

doors operate correctly (AB);  



 

viii. Ensuring that fire detection, alarm and emergency lighting systems are 
properly installed, maintained and tested (AB);  

ix. Arranging fire safety inspections once each term and when there are changes 
to the fire safety risk Assessment (AB);  

x. Keeping relevant records (AB);  
xi. Regular Health and Safety reports to the governing body (AB/SB).  

Simon Bee and Andrew Bretherton meet in July each year to review the previous 
year and to plan for the following year.  

Educational Visits Coordinator (6)  

The Educational Visits Coordinator (EVC) is Simon Bee who acts on behalf of the 
Headmaster. Full details of the EVC’s responsibilities are:- 

• Formally review own training requirements on an annual basis and report to the 
school health & safety co-ordinator 

• Liaise with the employer to ensure that educational visits meet the employer’s 
requirements including those of risk assessment – in doing this be aware of HSE 
advice – which is……to assess real risks only… The following questions cover 
the main arrangements that should be in place for a visit. What are the main 
objectives of the visit? What is "Plan B" if the main objectives can't be achieved? 
What could go wrong? Does the ‘risk assessment/other arrangements’ cover as 
appropriate: 

• The main activity?  

• "Plan B"? 

• Travel arrangements?  

• Emergency procedures?  

• Staff numbers, gender and skill mixes?  

• Generic and site-specific hazards and risks (including for Plan B)?  

• Variable hazards (including environmental and participants’ personal abilities 
and the ‘cut off’ points)? 

• What information will be provided for parents? 

• What consents will be sought? 

• What opportunities will parents have to ask questions (including any 
arrangements for a parents’ meeting)? 

• What assurances are there of the leader(s) competencies? 

• What are the communication arrangements? 

• What are the arrangements for supervision, both during activities and ‘free 
time’ – is there a Code of Conduct? 

• What are the arrangements for monitoring and reviewing the visit? 

• Ensure the training of leaders  and other adults going on visits -  these may need 
accreditations from an awarding body - training will commonly involve risk 



 

assessment and basic first aid and administration of medicines– records are 
required 

• Assess the competence of leaders and other adults proposed for supervision of 
visits– assessment may include practical observation or verification of experience  

• Ensure that criminal records disclosures are in place as necessary 

• Assign competent people to lead or otherwise supervise a visit  

• Organise thorough induction of leaders and other employees/adults taking pupils 
on specific visits based on risk assessments and other written arrangements and 
amongst other things ensure adequate information is provided to pupils who are 
to go on the visits including the appropriate risk control measures within the risk 
assessments  

• Work with group leaders to obtain the consent/permission or refusal of parents 
and to provide the details of the visit beforehand so that parents can give or 
refuse consent/ permission on a fully informed basis 

• Organise the emergency arrangements and ensure there is an emergency 
contact for each visit 

• Support the head and governors with approval and other decisions 

• Keep records of individual visits including reports of accidents and near misses 

• Review systems and, on occasion, monitor practice – this will involve going on 
visits. 

 

Heads of Department & House Parents (7)  

• HoDs and Heads of House are responsible for compiling and adhering to ‘Local 
Management Arrangements’. Many of the tasks listed within the LMA will be 
undertaken by Estates, the H&S Manager or the First Aid Manager; however, the 
HoD or Head of House is responsible for the management of H&S within their 
Department.  

Water Hygiene Manager (10) 

The Water Hygiene Manager is Andrew Bretherton; his duties are:  

I. To assess regularly the risks associated with potential legionella proliferation 
in the hot and cold water services and at risk water systems in accordance 
with the HSC Approved Code of Practice and Guidance ‘Legionnaires 
Disease – The Control of Legionella Bacteria in Water Systems’ L8.  

II. To produce written risk assessment(s) and monitor control measures.  
III. To ensure that vulnerable drinking water outlets such as water fountains are 

cleaned regularly.  
IV. To ensure that mixer valves are fitted to control hot water taps used by pupils 

where water  

would be delivered at a temperature greater than 43oC if the valves were not 
fitted.  

 



 

On-site Traffic Manager (11)  

The onsite Traffic Manager is Andrew Bretherton, his role is to devise and manage a 
Traffic Management Risk Assessment and Method Statement.  

The Employee Representative (12)  

The Employee Representative is John Hiles; John is responsible for: 

The Employee Representative must make themselves available to discuss and 
record health and safety concerns raised by employees. This information must be 
recorded and then conveyed to the Health and Safety Coordinator.  

Individual Responsibility 

All employees, all pupils and all other persons entering onto school premises or who 
are involved in school activities are responsible for exercising care in relation to 
themselves and others who may be affected by their actions. Those in charge of 
visitors (including contractors) must ensure that the visitors adhere to the appropriate 
requirements of this health and safety policy. 

Each individual must: 

• Make sure that work is carried out in accordance with this policy, procedures, risk 
assessments and associated documents 

• Protect his or herself and others by using any guards or safety devices provided 
and by wearing the personal protective equipment provided and never interfering 
with or disconnecting safety devices 

• Adhere to training and instructions  

• Inform their immediate line manager, head of department or supervisor of any 
new hazards identified 

• Give their visitors (including contractors) a named contact with whom to liaise 

• Offer any advice and suggestions that they think may improve health and safety 

• Report on the appropriate form all accidents, ill health, fires, incidents and defects 
as soon as practicable 

• Be familiar with the location of fire alarm points, fire escape routes, fire 
procedures and fire-fighting equipment  

If any individual is in doubt about any safety matter they must consult their line 
manager, the Safety Co-ordinator, or if necessary, me. 

 

 

 

 

 

 

 



 

Signature…  … [Date] …11 05 2021. 

[Headmaster] 

 

Endorsed by …… …… [Date]   ……11 05 2021…. 

[Chair of Governors] 

  

 

 

The Health and Safety Manual, which contains relevant 
documentation and information plus the following appendices, is 
available to all staff on the school Sharepoint area and to 
inspectors, parents and other relevant bodies on request. 

Departmental Local Management Arrangement (Departmental Risk Assessments) 

EYFS Y/N 

Classroom Based Departments 

Science Y/N 

Art Y/N 

Drama Y/N 

Design and Technology Y/N 

Physical Education Y/N 

Activities Y/N 

Facilities Y/N 

Other……………………………..] 
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