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1.Statement of Intent

11

1.2

13

14

1.5

As a responsible employer, Discovery Schools Trust which incorporates: Ash Field School,
Badgerbrook Primary School, Braunstone Community Primary School, Captains Close Primary
School, Danemill Primary School, Farndon Fields Primary School, Fossebrook Primary School,
Greystoke Primary School, Keyham Lodge School, Kibworth CE Primary School, Leighfield Primary
School, Merrydale Junior School, Millgate School, Mowmacre Hill Primary School, Parkland
Primary School, Redlands Primary School, Wellington Place Primary School & Woolden Hill
Primary School will honour its legal obligations, in particular the requirements of the Health and
Safety at Work Act 1974 and associated regulations and codes of practice.

Discovery Schools Trust recognises and accepts its responsibilities and duties as the employer to
conduct its operations in a manner which protects the health, safety and welfare of employees,
students, visitors, and any persons affected by its activities so far as is reasonably practicable.

In compliance with the Management of Health and Safety at Work Regulations, risk assessments
will be undertaken, and arrangements will be made, where significant risks are identified, the
necessary preventative and protective measures will be put into place so far as is reasonably
practicable using a sensible risk management approach.

Discovery Schools Trust is committed to the prevention of accidents and ill health.

Discovery Schools Trust will work towards continual health and safety improvement.

To achieve these objectives, we will:

e Conduct all our activities safely and in compliance with legislation and where possible, best
practice.

® Ensure the provision of safe working conditions and safe equipment.

* Ensure a systematic approach to identify risks is developed and implemented and ensure
sufficient resources are allocated to control them.

* Ensure the provision of suitable information, instruction, training, and supervision.

e Promote a positive health and safety culture that is demonstrated by open communication
and a shared commitment to the importance of health, safety, and welfare.

e Promote the principles of sensible risk management.

® Monitor, review and modify this policy and any arrangements as required.

1.6 All Discovery Schools Trust employees have a responsibility to take reasonable care of
themselves and others and to co-operate with their employer to ensure statutory duties and
obligations are fulfilled.

Signed:

Chair of the MAT Board

Date: .....cuuee..
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Sign:

Print:

Date:

Approved By MAT Executive MAT CEO / Trust
Lead Lead

Endorsed/ratified | MAT Board Chair of the MAT

by Board

Adopted By: School Advisory Chair of Advisory

Board

Board




2. Discovery Schools Trust Organisation — Roles and Responsibilities
Background & Context

2.1 The MAT is a charitable company operating under Articles of Association and Memorandum of
Association signed by the Members.

Structure & Organisational Responsibilities

2.2 The Members have appointed Trustees who are to ensure that the charitable objectives of the
Trust are carried out. The Board of Trustees is the corporate body accountable for the overall health
and safety performance of all Schools within the Trust.

2.3 The Board has appointed the Trust Leader (TL) who has been delegated responsibility for the
executive management and the performance of the Trust and all Schools. The Board will determine
overarching H&S objectives for the organisation that are aligned to the vision and aims of the MAT.

2.4 The Responsibilities are delegated by the Board in line with the Articles of Association and are
outlined in the Trust’s Scheme of Delegation and Terms of Reference.

2.5 The TL leads the Trust Senior Leadership Team (SLT): the executive management team of the
Trust, and will delegate executive management functions to the members of the SLT. The TL retains
accountability to the Trust Board for the performance of the SLT.

2.6 The Advisory Board comprises of representation from senior members of the school staff and
additional elected advisory board members, appointed independently by the school/parents. Each
local school Advisory Board is responsible for adopting the policy; ensuring it reflects local
arrangements.
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Responsibility by Role or Team

2.8 Board of Trustees

The Trust Board has delegated governance responsibility for holding each Head Teacher to
account for Health and Safety management and operational matters relating to the academic
work of each individual school (lesson risk assessments, trips, use of the building for teaching
and learning, etc.) to the TL.

The Trust Board has delegated governance responsibility for holding the TL (as defined in the
organisational chart above) to account for Health and Safety management and operational
matters relating to all non-academic matters across the Trust to the Finance and Risk
committee. (of the Board)

The Trust Board is responsible for:

= Establishing clear lines of local accountability for health and safety.

= Periodically assessing the effectiveness of its implementation of the MAT policy and
ensuring that the need for any necessary changes are communicated to the Board
and SLT.

= Ensuring that responsible staff have access to competent health and safety advice.

*  Ensuring the provision of an Emergency and Business Continuity and Senior
Emergency Management Team) for each school within Discovery Schools Trust

2.9 The Local Advisory Board

Is responsible for adopting the local school ‘s Health and Safety policy, ensuring policy
reflects local arrangements.
Monitoring the implementation of the Health and Safety policy (with regards to academic

matters — where this is the case)

2.10 Trust Leader (TL)

The Trust Board has appointed the Trust Leader (TL) who has been delegated responsibility for the
executive management and the performance of the Trust and all schools for health and safety. TL
will be responsible for:

Responsible and accountable for strategy, policy, monitoring, and compliance of Health
and Safety.

Setting clear health and safety values and standards throughout the MAT.

Ensuring the provision of competent health and safety advice.

Ensuring any health and safety shortcomings are identified and rectified in a timely
manner.

Ensure that risk assessments are undertaken by competent persons and that adequate
control measures are implemented to reduce risks so far as is reasonably practicable.

The Trust Lead may delegate specific responsibilities to other members of Central Services
Team; however, the Trust Lead will still be accountable for ensuring the responsibilities are
fulfilled.




2.11 Chief Finance and Operating Officer (CFOO)

Have a strategic overview of the health and safety management across the MAT.

Ensure an annual budget for health and safety is allocated for all schools within the Trust.
Ensure the Health and Safety policy and arrangements are reviewed and implemented
throughout the MAT.

Ensure that risk assessments are undertaken by competent persons and that adequate
control measures are implemented to reduce risks so far as is reasonably practicable.
Ensuring the provision of competent health and safety advice.

Ensure all accidents, incidents and near misses are investigated and reported to the SLT.
Ensure the Health and Safety policy and arrangements are reviewed and implemented
throughout the MAT.

2.12 Director of Estates (DoE)

The Director of Estates is delegated the responsibility of overseeing premises management and as it
relates to the buildings and other assets, ensuring health and safety compliance across Discovery.
They are responsible for:

2.13
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Producing annual health and safety budget reports and communicates them to the CFOO.
Report any shortcomings in the health and safety budget to the CFOO.

Establishing a system for the maintenance of the MAT assets both building and plant including
premises compliance checks across the MAT.

Devising, reviewing and communicating the MAT contractor management policy.
Implementing the contractor management policy and ensuring systems are in place for
implementing the policy.

Work with the CFOO to implement an external health and safety audit program to ensure
premises compliance.

Establish a contractor procurement system that ensure contractors are competent to carry
out their duties and carry out and record contractor inductions.

Ensure that all plant and work equipment provided is selected through a risk assessment
process, suitable, properly maintained and subject to all necessary tests and examinations.
Provide health and safety performance report to the Board of Trustees & SLT when required

Estates Manager

Assist implementing a system for the maintenance of the MAT assets both building and plant
including premises compliance checks across the MAT.

Implementing the contractor management policy and ensuring systems are in place for
implementing the policy.

With the Director of Estates schedule works in for schools & keep key documents up to date.
Contribute to facilitate a programme of works and ensure the upkeep of the Gantt chart.
Establish a contractor procurement system that ensure contractors are competent to carry
out their duties and carry out and record contractor inductions.

With the Health and Safety Manager, ensure that all plant and work equipment provided is
selected through a risk assessment process, suitable, properly maintained and subject to all
necessary tests and examinations.



2.14

2.16
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Health & Safety Manager

Ensure that accidents and incidents (including near misses and violence and aggression) are
properly reported and investigated, and the findings acted upon without delay and when
required reported to the CFOO.

Consult with staff, union representatives, safety committees and stakeholders on health and
safety matters.

Work with DoE to Implement an internal health and safety auditing program to ensure
premise compliance.

Provide a termly health and safety performance report to the DoE.

Undertake annual internal audits at local school level to determine H&S compliance, offer
advice as appropriate and complete action plan for school to implement.

Carry out and review relevant risk assessments as part of the annual audit process.
Conducting, reviewing, implementing and communicating risk assessments in relation to the
activities of staff under their control.

Conduct health and safety spot checks as required.

Monitoring health and safety shortcomings identified on school action plans/MIS system.
Assist with external health and safety audits with the Trust competent person.

Facilitate a training programme for Premises Officers & School Office leaders & where
necessary Headteachers

Induct Headteachers, School Office Leaders and Premises Officers in Health & Safety including
the checklist for H&S, PO maintenance, EVERY & Key Documents, Risk Assessments, FLICK
Training, LTS Competent Person Contact details

Implement a system for retaining premises compliance documentation to ensure it is readily
accessible

Assist with the implementation of a contractor procurement system that ensures
contractors are competent to carry out their duties and carry out and record contractor
inductions.

Attend School Operations meetings as required.

Assist SLT with reviewing and updating policy & guidance procedures

MAT Director of People

Ensure health and safety responsibilities are included in job descriptions.

Assist where necessary in facilitating clear lines of communication between management
and employees across the Trust.

Ensure the MAT health and safety policy aligns with HR policies.

Implement and maintain an occupational health and safety management system to comply
with The Management of Health and Safety at Work Regulations 1999 and make
recommendations in relation to Occupation Health referrals as required.

Head Teacher

The Head Teacher has been delegated the responsibility of the management of health and
safety and implementation of this policy within their designated school. To help achieve this
The Head Teacher will:

Ensure compliance with the local school Health and Safety policy.

Make clear any duties in respect of health and safety, which are delegated, to members of
staff.

Adhere to the occupational health and safety management procedures set out by the Trust to
comply with The Management of Health and Safety at Work Regulations 1999



e Make themselves familiar with any documentation and/or instruction referring to the health
and safety arrangements for staff, building maintenance or operation of the local school and
maintain an up-to-date system of policies, procedures, and risk assessments.

e Co-operate and communicate with Central Service Teams, Trade Unions and employee health
and safety representatives and ensure that all employees are aware of and accountable for
their specific health and safety responsibilities and duties set out in appendix 1.

e Inthe event of any hazard or risk to health and safety of any persons under their control, take
appropriate action to control the hazard/risk.

e Ensure the health and safety policy, procedures and risk management programme are
implemented as an integral part of business operational planning and service delivery.

e Undertake regular monitoring and ensure the provision of adequate resources to achieve
compliance.

e Ensure that Trust and local procedures for the selection and monitoring of contractors are in
place.

e Take appropriate action under Discovery’s disciplinary procedures against anyone under their
control found not complying with health and safety policies and/or procedures.

e Ensure accidents and incidents are reported in line with Trust procedures.

e Facilitate health and safety audits.

e Ensure local staff attend regular scheduled H&S meetings

In addition to their statutory duties, the Head Teacher and teachers have a common law duty of care
for pupils which stems from their position in law “in loco parentis”.

Head Teachers may delegate various health and safety responsibilities through their respective
hierarchies. However, where responsibility is delegated, sufficient resources and authority should be
allocated to ensure that these responsibilities can be effectively and efficiently implemented. Specific
duties and responsibilities in relation to specific job roles are set out in appendix 1 of this policy.

2.17  Senior Leadership Team (School)
The senior leadership team will:

e Make themselves familiar with and ensure the school complies with the Health and Safety
policy.

e Monitor the effectiveness of this policy, identify any shortcomings within the policy and
communicate them to the relevant Central Team leaders.

e Provide a documented process for reporting and investigating all incidents, accidents and
near misses.

e Provide termly health and safety performance reports to The Headteacher

2.18 Heads of Faculties/Departments

Heads of faculty/departments will undertake general responsibility to ensure that all necessary health
and safety activities, requirements and standards are undertaken and met within their respective
areas of control. This will be done under the direction of the Head Teacher. Any member of staff with
departmental/faculty management responsibilities will: -

e Make themselves familiar with and ensure their department complies with this policy,
including any procedures, instructions, and requirements for safe methods of work.

e The Science and Design Technology Heads of Department will ensure a departmental health
and safety policy is devised and communicated to all staff concerned.

12



Identify new and existing hazards, provide risk assessments, record significant findings,
implement any necessary control measures, and review these to ensure that they remain
relevant.

Check and document that the working environment is safe; equipment, products and
materials are used safely; that health and safety procedures are effective and complied with
and that any necessary remedial action is taken.

Working with wider SLT, provide information, instruction, training, and supervision as
appropriate for their departmental staff.

Complete a health and safety induction checklist for all new employees at the
commencement of their employment.

Report all accidents, incidents and near-miss events, undertake an investigation into the
cause and take appropriate remedial action to prevent recurrence.

Be responsible for all aspects of health and safety included in their job description.
Science, Design and Technology and PE Heads of Department will ensure all servicing and
maintenance and statutory inspections of machines and equipment within their department
is undertaken and records maintained.

Ensure that all statutory registers and records are retained and maintained.

Report property defects within their department to the Premises Manager.

Ensure the provision of adequate PPE free of charge for staff and pupils with their
departments.

Facilitate health and safety audits.

More specific duties for Heads of Design Technology, Science and PE will be set out in their

departmental health and safety policies and within appendix 1 of this policy.

2.19

School Office Leaders (Business & Office Managers)

These colleagues support the senior leadership team ensuring the day-to-day operational
requirements of the health and safety policy are implemented:

13

Will be responsible for ensuring the day-to-day operational requirements of the health and
safety policy are implemented.

Will maintain an up-to-date copy of the Health and Safety policy together with all associated
documentation relevant to the school involved

Notify the Premises Teams and/or Head Teacher of any health and safety concerns and any
financial implications identified by the risk assessment process.

Liaise with and report directly to the Head Teacher and SLT on matters of Health and Safety
and work with the appropriate Central Services Team as required.

Ensure that all certification and statutory inspections are kept up to date.

Assist the Premises Officer retain and maintain compliance and health and safety related
documentation and ensuring this documentation is backed up digitally via EVERY.

Ensure any health and safety shortcomings/issues identified on action plans/EVERY are
rectified in a timely manner.

To investigate accidents, dangerous occurrences and near misses, complete accident reports
and liaise with the Trusts, Health & Safety Manager.

Facilitate health and safety audits alongside the Premises Officer.

Provide health and safety performance reports as required to the SLT and /or Central Service.
Ensure the school has a Management of Medications Policy.

Ensure the School has an Off-Sites Visits Policy and keep Evolve up to date with DSL and EVC
details.

Work with Central Services and ensuring resource is allocated to enable statutory inspections,
risk assessments, property maintenance and equipment maintenance to take place at the
correct intervals and when necessary.




2.20

Work with Central Services, Estates & Health & Safety Services, ensuring there is a system in
place for contractor procurement that identifies contractor competency. (via Teams)

Work with Central Services, Estates & Health & Safety Services to establish a health and safety
training plan and matrix to identify staff training needs and collaborate with Central Services
to ensure training is up to date.

Attend or facilitate H&S Meetings with the Premises Officer & or Headteacher

Premises Teams (Premises Officer / Site Manager)

The Premises Teams are responsible for day-to-day management of property maintenance and
compliance checks. They are responsible for:

14

The general responsibility for the application of the school’s health and safety policy to their
own area of work and are directly responsible to the Business Manager/Office Manager and
Head Teacher.

Establishing and maintaining safe working procedures including (referring to relevant
legislation and guidance) arrangements for ensuring so far as is reasonably practicable, the
absence of risks to health and safety in connection with the use, handling, storage and
transport of articles and substances (e.g., chemicals, boiling water, and sharp instruments).
Carrying out regular health and safety assessments of the activities for which they are
responsible, and report to the Business Manager/SLT/Head Teacher any defects which need
attention. Monitoring their effective implementation by staff under their control.

Where appropriate, ensuring relevant advice and guidance on health and safety matters is
sought from Central Services, Estates & Health & Safety Services, HSE, the school’s
competent person.

Retain and maintain compliance and health and safety related documentation and ensuring
this documentation is backed up digitally via EVERY.

Arranging and facilitating all building and equipment maintenance, servicing visits by
contractors. Arranging for the remedial actions to be completed, and keeping accurate and
comprehensive servicing, maintenance, and inspection records.

Ensuring statutory surveys, risk assessments and reports are organised with competent
contractors and make sure completion dates are set within the time frame, so document dates
do not expire.

Advise the Office Manager/Business Manager on requirements for health and safety
equipment and on additions or necessary improvement to plant, tools, equipment, or
machinery.

Carrying out compliance checks in accordance with Appendix 1 and job description.

Liaise and co-operate with The Head Teacher and/or Office Manager/Business Manager in
collaboration with Central Services, Estates & Health & Safety Services, on property related
matters.

Providing a termly health and safety report for the SLT/Head Teacher/Business Manager if
requested.

Ensuring statutory surveys, risk assessments and reports are organised with competent
contractors and completing.

Conducting contractor induction and recording the process.

Reporting incidents, accidents, dangerous occurrences and near misses to the Business
Manager/Office Manager.

Undertaking any training identified by the Business Manager/Officer Manager, Headteacher
or Health & Safety Manager to enable them to perform their duties at the level of
responsibility allocated to them.

Undertake work to resolve health and safety shortcomings/issues on action plans/EVERY in a
timely manner

Attend regular H&S Meetings with the Office Manager and/or Headteacher.



e Ensuring the provision of adequate PPE for staff that they are responsible for.

2.21  All staff

All employees, agency, peripatetic workers, and contractors must comply with the school's health
and safety policy and associated arrangements, in addition to any specific responsibilities which may
be delegated to them. All staff are required to:
e Take reasonable care for their own health and safety at work and of those who may be
affected by their actions or omissions.
e Cooperate with their line manager and senior management to work safely.
e Comply with health and safety instructions and information and undertake appropriate
health and safety training as required.
e Not intentionally or recklessly interfere with or misuse anything provided in the interests of
health, safety, and welfare.
e Report to their manager any health and safety concerns, hazardous conditions or defects in
the health and safety arrangements and/or workplace.
e Support the school in embedding a positive safety culture that extends to pupils and any
visitors to the site.
e Undertake any training identified by the Office Manager/Business Manager/Head Teacher to
enable them to perform their duties at the level of responsibility allocated to them.
e Co-operate with the employer in the discharge of its statutory obligations.

2.22  Pupils

All pupils are expected to behave in a manner that reflects the school’s Behaviour Policy and in
particular are expected to: -
e Take reasonable care for their own health and safety and of their peers, teachers, support
staff and any other person that may be at the school.
e Cooperate with teaching and support staff and follow all health and safety instructions
given.
e Not intentionally or recklessly interfere with or misuse anything provided in the interests of
health, safety, and welfare.
e Report to a teacher or other member of school staff any health and safety concerns that
they may have.

2.23  Lettings

Each school has a local lettings policy. The policy covers procedures for fire evacuation, security
arrangements, the requirements relating to accident, assault and near miss reporting and
requirements for the provision of first aid.
People/Organisations letting the site must agree to:
e Co-operate and co-ordinate with the school on health and safety matters.
e Agree to the terms of the lettings policy in relation to health and safety arrangements.
e Provide information relating to any additional risks or procedures which will be new or
unusual to those of the school that may arise from their activities.
e Produce and provide to the school risk assessments for the activities they are undertaking
on the school site.
The school will ensure that:
e The premises are in a safe condition for the purpose of use.
e The health and safety arrangements detailed in the lettings policy are fully explained and
communicated to all individuals or groups letting a space/area of the school premises.
e Adequate arrangements for emergency evacuation are in place and communicated.

15



3. Trust Organisational Arrangements for Health and Safety

3.1

3.2

3.3

34
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The following arrangements will be adopted to ensure that all parties fulfil their
responsibilities and provide the foundation for securing the health and safety of employees
and all users of the Trust’s sites.

Setting health and safety objectives

The Central Services will specifically review the progress of health and safety objectives at
the termly meeting of the Central Services team. Where necessary health and safety
improvements will be identified and included within local schools’ estates’ action plan and
within EVERY.

The Trusts Competent Person — Health Safety & Wellbeing Service at Leicester Traded
Service will liaise with the Trusts Health & Safety Manager regarding the annual Audit
requirements based on Trusts H&S objectives.

Provision of effective health and safety training

The Headteacher will consider health and safety training on an annual basis in line with the
Central Services health and safety training matrix focussing on mandatory training as a
priority.

Provision of an effective joint consultative process

The Health and Safety Champion will meet at least once per term with members of the Central
Services to review hand safety processes. Colleagues will report to the Trust and
Headteachers, who will ensure that concerns are considered and addressed within a clear
action plan, with identified responsibilities and target dates.

The Health and Safety policy is consulted on through the Trade Union Joint Consultation Group
and any concerns are raised at this meeting.

Establishing adequate health and safety communication channels.

Communication channels will be established via Microsoft Teams & EVERY for the exchange
of health and safety knowledge and information. Where viable, these communications will
be recorded and include:

= Headteacher Briefings

= School Operation Meetings.

= Premises Officer Network Meetings

* Report to the Trustee Health & Safety Champion.

= Provision of information relating to safe systems of work and risk assessments.

= Training provided.

= Communications with relevant specialist advisors and bodies.

= Email bulletins.

= Staff noticeboards.

* Where health and safety issues cannot be resolved at local level, they will be

escalated through the management structure as appropriate.



3.5

3.6

3.7
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Financial resources

The Chief Finance Officer along with the Trust Lead will review local school budget to
determine, in the light of past performance, if adequate resources are being deployed to
ensure adequate health and safety management and control.

Specialist advice/support

Discovery will ensure that access to competent technical advice on health and safety matters
is procured to assist in complying with statutory duties and meeting health and safety
objectives; Discovery will do this by:

»  Accessing the services of a competent Health and Safety Advisor though Leicestershire
County Council Health, Safety and Wellbeing Service

= The Central Services, Estates & Health & Safety Service act as the first port of contact for
initial information and guidance.

Audit

Each school’s health and safety management system will be audited by Leicestershire Traded
Services Health, Safety and Wellbeing Service annually. The Discovery Schools Trust reviews
this process as a positive assessment of our health and safety management system and takes
appropriate action to continually improve health and safety within Discovery Schools Trust.
= External health and safety audit reports will be delivered to the DoO, DoE, each individual

schools Headteacher, Office Managers & Premises Officers for review and action.
= Central Services will review audit reports termly to monitor work completed/outstanding

in local school settings to ensure any actions are resolved.
= Central Services will report audit findings & themes to the Audit & Risk Committee
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