HEALTH & SAFETY POLICY

1.

General Statement of Intent

Downside School believes that excellence in the management of health and safety is an essential
element within its overall organisational strategy – a good health and safety record goes hand in
hand with high productivity and quality standards. As a Catholic Benedictine school, a high value
is placed on the welfare of all members of the School community.
It is the policy of Downside School to ensure, so far as is reasonably practicable the health, safety
and welfare of all employees, pupils, parents, visitors, contractors and members of the public who
may be affected by Downside School activities. This policy will be reviewed annually by the
schools Health and safety advisors – and will be amended as necessary according to the latest
statutory guidance and advice. The effectiveness of the policy will be reviewed regularly by
governors – at least annually. The policy follows the guidance in the Departmental document for
Health and Safety responsibilities and powers as detailed in the Organisation and Management
DfES/0803/2001, (DfE-Department for Education) that clarifies responsibilities for Schools under
existing health and safety legislation.
The School is committed to ensuring that it complies with all relevant health and safety legislation.
To achieve this, so far as reasonably practicable the School will provide the necessary resources
and seek the co-operation of all its employees for the purposes of implementing this policy. The
School will also seek to ensure all employees are adequately qualified and experienced to allow
them to carry out their work safely and without risk.
The School is committed to ongoing monitoring and review processes, so that continual
improvement in the management of health and safety can be achieved. So far as is reasonably
practicable, we will:
•
•
•
•
•

provide adequate control of the health and safety risks arising from our work activities;
consult with our employees on matters affecting their health & safety;
provide and maintain safe equipment;
provide information, instruction and supervision for employees;
prevent accidents and cases of work-related ill health; and maintain safe and healthy
working conditions;

Signed:
Chair of Governors, for and on behalf of the Board of Governors, November 2021

2.

Organisation

Downside School is an independent, co-educational boarding and day school for pupils aged 11
to 18 and one of England's oldest and most distinguished Catholic schools, located in Strattonon-the-Fosse.
The school is located within the estate of a monastery which also provides an operational church
and a library, both of which are open to the public at specific times.
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3.

Responsibilities

3.1.

Board of Governors

On behalf of the Trustees, the Board of Governors are responsible for overseeing and
monitoring the management of health and safety at the School through the Health and Safety
policy and associated procedures for the protection of employees, students and visitors to
the School’s premises.
The Board itself is required, so far as is reasonably practicable:
•
•

To seek to ensure that the School has an appropriate written statement of policy
on health and safety and effective arrangements for the implementation of that
policy.
To seek to ensure that adequate resources are provided for health and safety.

In discharging these responsibilities, the Board will:
•
•
•
3.2.

Receive regular reports on health and safety from the Chair of the Health and
Safety committee.
Be notified of any untoward incidents carrying a major risk to health and safety.
Be notified of any enforcement action taken against the School by the enforcing
authorities.

Head

The Head, as part of the Health and Safety Committee, and working closely with the Deputy
Head, the Director of Operations, and the SLT is responsible to the Governors for the safe
functioning of the School’s activities.
The responsibilities include:
• Seeking to ensure that the School has access to competent health and safety advice
as required by the Management of Health and Safety at Work Regulations 1999.
• Seeking to ensure that there exists an effective policy for health and safety
management, supplemented by additional documents as necessary, and that these
documents are implemented throughout the school.
• Ensuring this policy is routinely reviewed on an annual basis to seek to ensure that
the arrangements for health and safety remain current and valid.
• Seeking to ensure that so far as reasonably practicable the necessary resources
and information are made available for the policy to be effectively put into practice.
• Seeking to ensure that employees carry out their respective duties regarding health
and safety within their areas of control.
• Co-operating and assisting, as necessary, with all enforcing authorities and any
other external body concerned with health and safety in the course of their duties.
• Setting a high personal standard of safety, health and welfare awareness.
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3.3.

Deputy Head

The Deputy Head, working closely with the Director of Pastoral Care and the Heads of
Faculty, is responsible to the Governors for the safe functioning of the School’s core activities.
They have a particular focus on academic, pastoral and co-curricular activities.
The responsibilities include:
•
•
•
•
•
•
•
•
•

•
•

3.4.

Chair of the Health and Safety committee
Budgeting so far as is reasonably practicable for adequate resources to implement
the health and safety policy.
Seeking to ensure that the health, safety and welfare arrangements provided are
maintained and available at all times.
Seeking to ensure that the SLT and Board of Governors are kept informed of any
material issues that arise from the Health & Safety Committee meetings.
Seeking to ensure, so far as is reasonably practicable, the implementation of
recommendations arising from risk assessments.
Seeking to ensure that all accidents and near misses are reported and investigated
as appropriate.
Seeking to ensure that adequate health and safety training is provided to all new
employees as part of the School’s overall training programme.
Seeking to ensure that employees have access to all necessary and relevant
information appertaining to their health, safety and well-being at work.
Seeking to ensure that routine inspections and monitoring activities within the
School are carried out timeously, seeking to ensure all equipment, the working
environment, local fire precautions and welfare arrangements satisfy the
appropriate standards.
Set a high personal standard of safety, health and welfare awareness
Informing the Charities Commission of any events that might be deemed Serious
Incidents in accordance with the Charities Commission Risk Framework.

Director of Operations

The Director of Operations, working closely with the Head of Facilities manager and Head of
Buildings and Engineering along with other support functions will be responsible to the
Governors for the safe functioning of the School’s support activities. They have a particular
focus on facilities, estates, domestic and administrative aspects of health and safety.
The responsibilities include:
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•
•
•
•
•
•
•
•

•
3.5.

Seeking to ensure that the duties and responsibilities for safe working are properly
assigned, accepted and understood by all personnel working in or entering the
School.
Budgeting so far as is reasonably practicable for adequate resources to implement
the Health and Safety Policy.
Seeking to ensure that the health, safety and welfare arrangements provided are
maintained and available at all times.
Seeking to ensure, so far as is reasonably practicable, the implementation of
recommendations arising from risk assessments.
Seeking to ensure that all accidents and near misses are reported and investigated
as appropriate.
Seeking to ensure that adequate Health and Safety training is provided to all new
employees as part of the School’s overall training programme.
Seeking to ensure that employees have access to all necessary and relevant
information appertaining to their health, safety and well-being at work.
Seeking to ensure that routine inspections and monitoring activities within the
School are carried out timeously, seeking to ensure all equipment, the working
environment, local fire precautions and welfare arrangements satisfy the
appropriate standards
Set a high personal standard of safety, health and welfare awareness

Senior Leadership Team Members

The School’s Health and Safety policy is administered by the Senior Leadership Team who are
responsible for the provision of a comprehensive infrastructure to support the Board of
Governors in fulfilling the School’s responsibilities. This infrastructure provides policies,
procedures, information, advice, training and audits.
Members of the Senior Leadership Team other than the Head have management responsibility
to assist the Head in his duties with regards to health and safety and fire safety and in the
implementation of this policy and associated procedures within their areas of control. They
are to provide clear and decisive leadership to the staff reporting to them to ensure the
adequate implementation of these arrangements.
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3.6.

Health and Safety Coordinator

The Health and Safety Coordinator is responsible for maintaining the Safety Management
System (SMS), tracking and monitoring to ensure that records are up-to-date, and to monitor
whether responsible persons have discharged their duties & obligations. This is to ensure the
completeness and timeliness of our records and actions. The Health and Safety Coordinator
works closely with the Chair of the Health and Safety committee and liaises with our external
Health & Safety Advisors, who in turn ensure that our records and actions, as performed by
responsible persons, are of sufficient quality.
3.7.

House Masters, House Mistresses, Heads of Faculty and Heads of Department

3.7.1. Key responsibilities
•
•
•
•
•

The management of fire safety and health and safety within their areas of authority.
Building/area custodian for fire and health and safety.
Set a positive example and provide support and guidance to all staff, and pupils so
as to enable them to maintain good standards of fire and health and safety practice.
Implement best practice and manage staff and student safety.
Responsible to the SLT for the management of health and safety within their areas
of control and for ensuring effective implementation of the School’s health and
safety policy and codes of safe working practice.

To achieve this they will:
•
•
•

•
•
•
•
•

Foster a culture in which health & safety is seen as an essential and integral part of
the School’s activities to ensure effective governance on health and safety issues.
Ensure that health and safety policies and procedures are effectively implemented
in areas under their control.
Ensure that a risk assessment of all activities/processes and substances has been
undertaken, is available to and understood by their teams, and that the
requirements are implemented, regularly reviewed and the results formally
recorded where appropriate.
Seek advice from the SLT or H&S Coordinator on health and safety issues for
which clarification or assistance is required.
Take prompt and appropriate action on any health and safety matters brought to
their attention
Ensure sufficient information, instruction, training and supervision is given to staff
to enable them to carry out their duties in a safe and competent manner.
Ensure that new members of staff receive a local health and safety induction which
is recorded via Teams.
Ensure members of staff changing roles receive appropriate training, and staff
receive appropriate training when new equipment is installed.
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•
•
•
•
•
•

•
3.8.

Ensure that all staff receive refresher training and updates.
Reporting all accidents and near misses to the H&S Coordinator and ensure that
appropriate remedial measures are taken to prevent reoccurrence.
Ensure that arrangements are in place for regular monitoring, auditing and review
of health and safety performance.
Seek to ensure that external contractors undertaking works on the premises
comply with the Health & Safety Policies, Procedures and rules of the School.
Co-operate and assist, as necessary, with all enforcing authorities and any other
external body concerned with Health and Safety in the course of their duties.
Ensure that health and safety is an agenda point in regular house / department /
faculty meetings both for the dissemination of information to other employees and
the gaining of feedback to pass on to the Health and Safety committee.
Set a high personal standard of safety, health and welfare awareness.

House Tutors and House Parents

House staff are crucial to the effectiveness of fire and health and safety management within
the Houses. They liaise with their Housemaster/Housemistress and are required to:
•
•
•
•
•
•
•
3.9.

Identify and report any hazards associated with their work, buildings and activities
paying particular attention to housekeeping matters.
Seek to remove these hazards where possible.
Foster and promote the development of safe working practices.
Implement safety precautions to reduce the potential harm of any hazards that
cannot be removed.
Inform, instruct and train relevant staff, pupils and third parties with regard to the
required safety precautions.
Review risk assessments periodically (at least annually), or in response to an
accident or incident.
Set a high personal standard of safety, health and welfare awareness.

All Staff Including Teaching and Administrative

Downside School personnel at every level have a responsibility for looking after their own
health and safety and that of others who may be affected by their acts or omissions.
To this end, members of staff have the following specific responsibilities for:
• Conducting themselves in a manner conducive to their own safety and health and
the safety of others.
• Complying with the School health and safety policies and procedures and with the
arrangements in place to control health and safety risks.
• Co-operating with the School in complying with statutory obligations and approved
codes of practice.
• Undertaking any health and safety training which is deemed necessary to secure
the health, safety and welfare of themselves or others.
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•
•
•
•
•

•
3.10.

Only using machinery, plant or equipment which they have been trained to use in
the manner for which they were designed and in accordance with the appropriate
safety precautions.
Reporting all defects in plant and equipment through reporting channels.
Reporting all accidents and incidents immediately whether injury has been
sustained or not, in accordance with the School Accident, Incident, and Near Miss
Policy.
Ensuring that the highest standards of house-keeping are maintained in their
workplace.
Demonstrating their personal commitment to health and safety through the
adoption of best practice and encouraging those whom they supervise to do the
same.
Set a high personal standard of safety, health and welfare awareness.

Health And Safety Management Committee

The School Health & Safety Management Committee meets at regular intervals to implement
the Governors requirements through the existing management structure.
The Committee Consists of:
•
•
•
•
•
•
•
•

Governor (at least one);
Head;
Deputy Head (Chair);
Director of Operations;
Director of Pastoral Care;
Head of Facilities Management as Health and Safety Coordinator;
Head of Maintenance & Engineering covering fire Issues;
External visits Co-Ordinator with CCF responsibilities.

3.10.1. The purpose of the Committee is:
•
•
•
•

•

To provide a channel of communication through which members of the committee
may raise general matters relating to the health, safety and welfare of employees,
students and visitors to the School.
To encourage co-operation and coordination to improve health and safety.
To provide representation from different areas of staffing responsibility within the
School in relation to awareness of health and safety issues.
To advise on the development of policies and procedures which will safeguard the
health and safety, welfare and well-being of staff, students and visitors to the School
and to monitor their implementation.
To receive reports from the Health and Safety Coordinator and external health &
safety advisors on the completeness and quality of health and safety compliance,
controls, policy and record keeping within the School.
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4.

Arrangements for Implementing the Health and Safety Policy

Downside School’s strategy for fulfilling its health and safety requirements is through the
implementation of their Health and Safety Policy and this is made accessible to all staff.
Downside School aligns with this through the provision of health & safety procedures based
on the relevant Codes of Practice, Guidelines and Statutory requirements.
Health and safety procedures are regularly reviewed and improved.
All activity of a potentially hazardous nature, is to be subject to a risk assessment.
The implementation of the Health & Safety Policy is everyone’s responsibility, with
management and supervision at all levels leading the way. It follows the normal chain of
responsibility and authority shown on the School organisation structure.
All management within the School are expected to familiarise themselves with the School
Health and Safety Policy and seek to ensure that staff reporting to them comply with all
relevant health and safety legislation and instructions.
Downside School considers that health and safety controls are about the management of risk
and not necessarily about the elimination of risk altogether. Health and safety controls are in
place at the School in order to enable activities to be undertaken in a reasonable and safe
manner and are not established to prevent activities which may contain an element of
controlled risk.
5.

Information and Communication
•
•
•

Downside School will ensure that suitable and relevant information relating to
health, safety and welfare at the workplace is disseminated to staff and nonemployees.
Statutory notices are displayed throughout the workplace.
Health and Safety Committee meetings are held at regular intervals, during which
time matters arising in connection with health and safety will be discussed.

Health & Safety information is communicated by means that include:
•
•
•
•
•
•

Chair of Health and Safety Management Committee reports to the Board of
Governors
Heads of Department should include health and safety as an agenda point for each
meeting where they can issue and received feedback on health and safety issues
Staff meetings and Senior Leadership Team meetings
Health & Safety Policy
Health & Safety Notices.
Members of the Health and Safety committee are able to contact each other at
any time regarding issues of concern, and matters will always be prioritized.
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6.

Health & Safety Training

Downside School will provide adequate information, instruction, training and supervision to
employees in accordance with the general duties on employers under Section 2 of the Health
and Safety at Work Act Etc. 1974 and associated regulations.
In order to ensure that health & safety performance is maintained, and risks are adequately
controlled the School will ensure that all employees are trained and competent to carry out
their work activities safely and without risk to others.
All employees including any temporary and casual workers will be provided with information
on any risks relevant to their particular activity and work area.
The type of health and safety training to be provided will be decided upon by a number of
factors including the following:
•
•
•
•
•
•
7.

The employee’s job role
The requirements of the activity the employee is undertaking
The age of the employee
The employee’s length of service
The employee’s previous knowledge and experience
The legislation relevant to the activity the employee is undertaking

Provision of Training

In order to ensure that training provided meets our operational needs and complies with
relevant legislation the School will so far as is reasonably practicable:
•
•
•
8.

Ensure that the trainer has the relevant experience and competence in the training
being provided
Ensure that the training provided meets the requirements of relevant legislation
Ensure that records of training are retained

Training Records

All information on formal instruction and training given to employees, temporary and casual
workers will be recorded on individual training records. Copies of any certification or
qualifications provided at the completion of any training course will be kept.
In certain instances, employees will be asked to sign to confirm receipt or understanding of
the training.
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9.

General Induction for New Employees

In order to secure the health and safety of all employees, Downside School will provide health
and safety information, instruction and training to new employees which will be incorporated
into general induction training.
Induction training should commence on the first day of employment so that employees are
familiar with basic procedures once they are at their place of work. Where this is not possible,
induction training will take place as soon as possible after the employee has started work.
The Health and Safety components of induction training will contain the following:
•
•
•

10.

The Health and Safety, and Fire policies to read prior to commencement
A talk from the Health and Safety Coordinator on how we manage safety at Downside.
Should staff join Downside at the start of the School year this is available as a recording
on Teams
A departmental induction by their employee’s line manager (or delegate) covering all
local H&S information.
Health and Safety Assistance

Downside School utilises the services of an external Health & Safety Consultancy Company
to fulfil the role of Health and Safety Advisors.
The advisors have sufficient training, experience and knowledge or qualification to ensure that
statutory provisions are met, and that Management are guided on how the safety policy can
be adhered to, is accurate and relevant.
Working with the Health & Safety Coordinator, who shall ensure that duties and obligations
are discharged (i.e. for purposes of “completeness”, the external Health & Safety Advisors
will be contracted to augment such controls with regular quality assurance sampling and
oversight to ensure appropriate rigor and standards are met (i.e. for purposes of assuring
“quality”).
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11.

Health & Safety Monitoring

In order to measure compliance with this Policy, a Health & Safety monthly monitoring plan
has been implemented from September 2021. It should be noted that the monitoring system
is not intended to be considered in isolation. Instead, it should be used to complement the
specific arrangements in place relating to our equipment and work activities as described
elsewhere on our Health and Safety Policy document.
Monitoring will take the form of audits, samples, surveys, inspections and tours in all areas
covering relevant Health & Safety issues.
There are two key components of monitoring systems: 1) Proactive monitoring
To ensure we are achieving the objectives and standards we have set in our risk assessments
and safe systems of work, we will undertake regular proactive monitoring. This will involve
regular inspections and checking to ensure that our standards are being implemented and
management controls are working.
2) Reactive monitoring
We will undertake reactive monitoring, to learn from our mistakes and to provide
opportunities to check performance, learn from failures and improve our health and safety
management systems. This will establish whether our failures in risk control resulted in any
injuries and illness, or near misses identifying in each case, why performance was substandard
and will highlight areas where improvement is needed.
Monitoring includes: •

•
•
•
•
•
•
•

Gathering and analysis of data about injuries to staff and pupils, cases of ill health
(including monitoring of sickness absence records) and incidents with the potential to
cause injury, ill health or loss to provide information to learn from mistakes and to
prevent reoccurrence
Checking compliance of Downside School Health & Safety Policies and Procedures,
control measures stated in risk assessments and safe systems of work
Inspecting and testing of work equipment
Checking competence and training requirements of employees
Undertaking inspections of the workplace and processes undertaken and recording
Monitoring employee’s health requirements and fitness to work, where applicable, e.g.,
eye tests, effects of noise and vibration, general fitness etc., as required by risk
assessment
Ensure competent persons regularly inspect, examine and test equipment, where
applicable, following manufacturer’s recommendations and at intervals, where set by
statutory requirements
Review risk assessments where there has been a significant change in tasks, premises
layout, equipment or personnel, or where that has been an accident of near miss.

Page 12 of 16
Registered Charity: 1184700. Registered Company: 11751009

12.

Review

The School’s Health & Safety Policy and performance will be reviewed annually, and any
necessary updates will be made.
This strategy will be reviewed every year by the Board of Governors, the Head, Senior
Leadership Team and discussed at Health & Safety committee meetings.

Downside School Policy Approval Record
Reviewed by
Health and Safety Management Committee
Date

November 2021

Authorised by

Chair of the Board of Governing Body

Date

December 2021

Next Review

November 2022

Circulation

Governors / all staff / [volunteers] automatically
Parents on request
Published on the School's website

Status

Complies with ISI regulatory requirements September
2021
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APPENDIX 1- POLICY LINKS
Policy
Child Protection & Safeguarding Policy & Procedures
Emergency Plan
Management of Outdoor Education, Visits and Off-Site Activities
First Aid Policy
Risk Assessment Policy
New & Expectant Mothers
Dogs
DSE
Smoking
Alcohol and Drugs
Fire Policy & Fire Risk Assessments
Health Surveillance
COSHH
PPE
H&S Signs and signals
Manual Handling & Area specific Risk Assessments
Slips, Trips and Falls & Area specific Risk Assessments
Electricity at Work & Area specific Risk Assessments
Working at Height & Area specific Risk Assessments
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Location
School Website
SLT Drive
SLT and I-Drive
School Website
School Website
Employee Handbook
Employee Handbook
Employee Handbook
Employee Handbook
Employee Handbook
School Website & HSE
Human Resources
HSE
HSE
HSE
HSE
HSE
HSE
HSE

APPENDIX 2- HEALTH & SAFETY POLICY REVIEW LOG

Document Issue

Release
Date

Revision Log

Health & Safety Policy Draft V1

01/03/2014

Draft for Review by Governors

Health & Safety Policy Draft V2

06/05/2014

Draft for Review by Governors

Health & Safety Policy Final V3

01/06/2014

Final policy for implementation

Health & Safety Policy Draft V4

13/06/2015

Draft For Review by Governors
(amendments proposed)

Health & Safety Policy Draft V5

11/11/2015

Reviewed and Approved by Headmaster

Health & Safety Policy Final V5

12/11/2015

Approved by Chair of Governors

Health & Safety Policy Draft V6

11/11/2016

Draft for Review by H&S Committee

Health & Safety Policy November 2016 03/12/2016

Approved by Governors

Health & Safety Policy June 2017

24/06/2017

Approved by Governors

Health & Safety Policy November 18

24/11/2018

Approved by Governors

Health & Safety Policy November 19
V7 (post legal review)

07/12/2019

Approved by Governors

Health & Safety Policy November 20

05/12/2020

Approved by Governors

Health & Safety Policy November 21

06/12/2021

Approved by Governors
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