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College Values 
Students: as the focus for the work of everyone at the College 
Mutual Respect: caring for and valuing students, staff, governors and our community 
Integrity: honesty, hard work and personal and social responsibility 
Learning: a passion for learning and its capacity to change lives 
Excellence: high aspirations, high standards and high achievement 

1. Policy statement

The College is committed to ensuring the health, safety and welfare of all its employees, students, contractors, 
visitors and others affected by its activities. We aim to provide a safe and healthy working and learning 
environment by implementing effective policies, procedures and practices in compliance with the Health and 
Safety at Work etc. Act 1974 and other relevant legislation. The College recognises that health and safety 
includes both physical and mental wellbeing and is committed to managing risks in a proportionate, 
preventative and inclusive manner, promoting continuous improvement. 

2. Legal Framework

➢ Health and Safety at Work etc. Act 1974
➢ Management of Health and Safety at Work Regulations 1999
➢ Workplace (Health, Safety and Welfare) Regulations 1992
➢ Provision and Use of Work Equipment Regulations 1998 (PUWER)
➢ Control of Substances Hazardous to Health Regulations 2002 (COSHH)
➢ Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
➢ Fire Safety Order 2005
➢ Equality Act 2010
➢ Building Safety Act 2022
➢ Mental Health and Wellbeing Initiatives
➢ Manual Handling Operations Regulations 1992
➢ Work at Height Regulations 2005
➢ Health and Safety (Display Screen Equipment) Regulations 1992
➢ Terrorism (Protection of Premises) Act (Martyn’s Law) – emerging duties for public venues
➢ Online Safety Act 2023 – indirect relevance via safeguarding and digital risk
➢ The College adopts elements of current DfE allergy safety best practice guidance, including principles

associated with ‘Benedict’s Law’, where appropriate to the FE environment

3. Responsibilities

3.1 The Corporation (Governing Body): 

• Ensure that adequate resources are allocated for health and safety.
• Monitor the effectiveness of the Health & Safety Policy.
• Review health and safety performance regularly.

3.2 Principal: 

• Implement the Health & Safety Policy across the college.

• Ensure integration of H&S objectives in strategic planning.

• Appoint competent persons to assist in health and safety matters.
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3.3 Senior Leadership Team (SLT): 

• Promote a positive health and safety culture. 
• Ensure risk assessments are conducted. 
• Facilitate health and safety training. 

 
3.4 Health & Safety Officer: 

• Advise on health and safety matters. 

• Conduct inspections and audits. 

• Investigate accidents and recommend corrective actions. 

• Ensure statutory compliance with health and safety legislation. 
 

3.5 Health & Safety Coordinator: 

• Support the H&S Officer in implementation. 

• Maintain records and coordinate training. 
 

3.6 Safeguarding, Health and Inclusion Committee: 
• Review H&S matters and contribute to policy development. 
• Report to SLT on key issues. 

 
3.7 SEND Coordinator: 

• Oversee Medical Care Plans and PEEPs. 

• Ensure safe inclusion and risk assessments for students with needs. 

• Annual review of high risk SEND care plans  
 

3.8 Line Managers: 

• Ensure compliance with procedures. 

• Conduct regular departmental risk assessments. 

3.9 Staff: 

• Take reasonable care of themselves and others. 

• Cooperate and report hazards or incidents. 
 

3.10 Students 

• Follow H&S instructions and report concerns. 
 

3.11 Contractors & Visitors: 
• Comply with College safety protocols. 
• Report hazards or incidents during their visit. 
• Ensure appropriate induction and supervision arrangements are followed 

 

4. Arrangements 

4.1 Risk Assessments: 

• Regularly conducted for all areas and activities. 

• Reviewed following significant change. 

• Including individual and task specific risk assessments where required (e.g. SEND, pregnancy, 
lone working). 

 
4.2 Training: 

• Induction and ongoing role-based training. 

• Records maintained and monitored. 
 

4.3 Emergency Procedures: 
• Emergency arrangements are in place for fire evacuation, invacuation, lockdown, medical 

emergencies and major incident response where applicable. 



• Emergency drills and exercises will be carried out regularly and reviewed to support continual 
improvement 

• Fire safety arrangements include alarm testing, evacuation procedures, fire warden 
arrangements, emergency equipment checks and Personal Emergency Evacuation Plans 
(PEEPs) where required. 
 

4.4 Accident Reporting: 

• All incidents, accidents and near misses are recorded on Smartlog, with reportable incidents 
notified in accordance with RIDDOR 

• Investigations conducted to prevent recurrence. 
 

4.5 Health Surveillance: 

• Implemented where required by law or risk assessment. 

4.6 Organised trips: 

• All off-site activities must follow the College’s Educational Visits Policy. 

• A full risk assessment must be completed and approved prior to the visit. 

• Staff must consider transport, medical needs, supervision, and emergency plans. 

• Parental consent and insurance coverage must be ensured. 

 

4.7 Catering Contractors 

• Catering teams must comply with all College H&S rules and food hygiene regulations, including 
management of allergens and liaison with student medical care plans where relevant 

• They are required to conduct their own risk assessments. 

• Ongoing liaison with the Facilities Team ensures safe practices and compliance. 

4.8 Radiation Protection Supervisor (RPS) 

• A designated RPS ensures compliance with Ionising Radiations Regulations 2017. 

• Responsible for storage, use, and disposal of radioactive materials. 

• Liaises with the Radiation Protection Adviser as needed. 

4.9 Manual Handling 

• Staff must be trained in safe lifting techniques. 

• Avoid lifting heavy objects alone or without appropriate equipment. 

• Risk assessments must identify and manage manual handling hazards. 

4.10 Working at Height 

• Only trained staff may use ladders or work at height. 

• A risk assessment must be completed before such work is carried out. 

• Equipment must be inspected regularly and used correctly. 

4.11 Display Screen Equipment (DSE) 

• All DSE users should complete an assessment. 

• Workstations must be set up ergonomically. 

• Regular breaks should be taken to reduce strain. 

4.12 Lone Working 

• Staff working alone must follow the Lone Working Procedure Including staff working outside 
normal hours or off-site 

• Appropriate checks and communication must be in place. 

• High-risk lone work should be avoided where possible. 

 

4.13 Visitors & Contractor management 

• The College maintains arrangements for the safe management of visitors and contractors, 



including appropriate supervision, safeguarding controls, induction arrangements and access 
management. 

• Contractors are required to comply with College health and safety requirements and provide 
suitable risk assessments, method statements and competency documentation where 
applicable. 

•  Visitors and contractors must report hazards, incidents or concerns whilst on College premises 
and follow all site safety instructions. 

 

4.14 Online Safety and digital working 

• Risks managed associated with digital technology, online platforms and remote working through 
appropriate policies, filtering and monitoring systems, staff training and reporting mechanisms, 
linked to safeguarding and acceptable use policies. 

 

4.15 Medical Needs and individual support 

• The College recognises its duty to support students and staff with medical conditions, disabilities 
and additional needs through appropriate planning, communication and risk assessment. 

• Where required, the College will implement Medical Care Plans, Personal Emergency Evacuation 
Plans (PEEPs), individual risk assessments and emergency arrangements to support safe inclusion. 

• Relevant staff will be provided with appropriate information, instruction and training where 
necessary to support individuals safely and appropriately. 

 

4.16 First Aid 

• Provide appropriate first aid arrangements, including trained personnel, equipment and 
reporting systems. 

• First aid provision will be monitored and reviewed regularly to ensure appropriate coverage and 
effective response arrangements are maintained. 

• Incidents and first aid trends will be reviewed to support continual improvement and identify 
additional control measures where required. 

5. Monitoring and Review 
• Health and safety performance will be monitored through inspections, audits, incident 

investigations, near miss reporting, trend analysis and feedback from staff and students. 

• The College operates a programme of monitoring departments and activities to assess 
compliance, identify areas for improvement and support continual improvement across all 
departments. 

• Actions arising from audits, incidents and risk assessments will be recorded, monitored and 
reviewed to ensure appropriate corrective actions are completed within agreed timescales. 

• Annual review of this policy or when significant changes occur. 
 

6. Communication 

• Policy displayed and shared with staff, students, contractors, and visitors. 

• Training and induction cover roles and responsibilities. 

• Information will be provided in accessible formats where required. 
 

7. Appendices 
 
Appendix A: Responsibilities Matrix (RACI Table) 
Appendix B: Glossary of Terms 
Appendix C: Associated Procedures and Departmental Guidance 



Appendix A: Responsibilities Matrix 

 

Role Responsibilities 

Corporation • Overall accountability for health and safety. 

• Annual policy review and provision of 
adequate resources. 

• Implement effective monitoring and 

reporting systems. 

Principal and Senior Leadership 
Team 

• Day-to-day implementation and 
strategic oversight. 

• Ensure monitoring systems are effective. 

• Communicate policy requirements to all 

relevant parties. 

Health and Safety Officer (Head of 
Facilities Management) 

• Lead on development and implementation 
of policy and audits. 

• Support departments with training, audits, 
and compliance. 

• Conduct regular health and safety audits 

and risk assessments. 

Director of Finance and Operations • Oversee health and safety arrangements for 
all college members. 

• Maintain and update the College's Risk 
Management Matrix, Contingency Plan, 
and Business Continuity Plans. 

• Ensure compliance with health and 

safety regulations. 

Director of HR • Manage health and safety training programs. 

• Maintain comprehensive staff records. 

• Provide guidance on medical conditions 

and disabilities. 

Line Managers and Heads of 
Departments 

• Implement health and safety procedures 
within their teams. 

• Complete and review risk assessments. 

• Monitor training compliance and audit 
findings. 

Health and Safety Coordinator • Assist in the development and 
implementation of health and safety 
policies. 

• Coordinate health and safety training 
and awareness programs. 

• Support the Health and Safety Officer 
in conducting audits and risk 
assessments. 

• Develop and implement Personal 

Emergency Evacuation Plans (PEEPs) for 

students requiring support. 



SEND Team • Ensure health and safety measures are in 

place for students with special educational 

needs and disabilities. 

• Provide guidance and support to staff on 

health and safety issues related to SEND 

students. 

SHIC (Safeguarding, Health, and 
Inclusion Committee) 

• Discuss and review health and safety issues. 

• Contribute to the development, 
implementation and monitoring of the Health 
and Safety Policy. 

• Meet at least once every half-term to review 

health and safety performance and suggest 

improvements. 

Staff • Take reasonable care for their own health 
and safety. 

• Follow procedures and report hazards 
or incidents. 

• Participate in health and safety training and 

drills. 

Students and Visitors • Follow College safety instructions. 

• Participate in drills and report hazards. 



Appendix B: Glossary of Terms 

• RIDDOR: Reporting of Injuries, Diseases and Dangerous Occurrences Regulations.
• PEEP: Personal Emergency Evacuation Plan.
• COSHH: Control of Substances Hazardous to Health.
• Smartlog: College's incident and training management system.

Appendix C – Associated Procedures and Departmental Guidance 

The following procedures and departmental guidance documents support the implementation of the College’s 
Health & Safety Policy. These documents should be maintained, reviewed regularly, and made accessible to 
relevant staff and stakeholders. 

College-Wide Health & Safety Procedures 

Procedure/Document Purpose Location- Staff 

Insight\Health and 

Safety\ 

Risk Assessment Procedure Identifying, assessing, and 

mitigating risks. 

Policies and 

Procedures\Procedures\

Risk assessment 

Accident & Incident Reporting 

Procedure 

How to report and investigate 

incidents in line with 

RIDDOR. 

Policies and 

Procedures\Procedures\

Accident reporting 

Emergency Evacuation 

Procedure 

Fire, lockdown, and 

evacuation protocols. 

Policies and 

Procedures\Procedure

s\Evacuation of 

building 

First Aid Procedure First aid provision, response, 

and documentation. 

Policies and 

Procedures\Procedures\

First aid procedure 

COSHH Procedure Managing hazardous 

substances safely. 

Policies and 

Procedures\Procedures\

COSHH Risk assessment 

Contractor Management 

Procedure 

Processes for induction, 

supervision, and permits. 

Policies and 

Procedures\Policies\Visit

ors\Visitors policy and 

procedure 

Display Screen Equipment (DSE) Risk assessment and 

workstation setup. 

Safety rules\ Computers 

(including safe use of 

laptops and notebooks) 



Lone Working Procedure Guidelines for safe lone 

working. 

Safety Rules\Lone 

working safety rules 

Manual Handling Guidance Safe lifting and carrying 

techniques. 

Safety rules\Manual 

handling safety rules 

Training & Competency 

Procedure 

Required training and record-

keeping. 

To be created 

Pregnant Staff & Students 

Procedure 

Support and risk assessments 

for pregnancy. 

Policies and 

Procedures\Procedures

\Pregnant students- 

new mothers and 

young parents 

Departmental-Specific Risk assessments/Safety Guidance 

Department Guidance/Document 

Examples 

Location Staff 

Insight\Health and 

Safety\Risk assessments\ 

Science Lab safety rules, chemical 

handling procedures, radiation 

safety. 

Science & Sport\Science 

Sports & PE Equipment use guidelines, injury 

reporting procedures. 

Science & Sport\Sport 

Art & Design Tool safety, safe use of 

glues/solvents, ventilation 

guidance. 

English & creative arts 

Performing Arts Stage rigging protocols, 

equipment safety, evacuation 

paths. 

English & creative arts 

Estates/Maintenance Working at height, plant 

maintenance, confined space 

entry. 

Estates 

SEND Medical Care Plans, PEEPs, 

individual student risk 

assessments. 

Pro monitor for MCP. 

PEEP/RA- Staff 

Insight\Health and 

Safety\Risk 

assessments\All staff\All 

staff risk 

assessments\RA- Peep 

and individual 

circumstances 
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