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Introduction 
This must be read in conjunction with the H&S Policy, H&S Arrangements, Safe Working Procedures and Property Management and Compliance, to assist the HT to meet their statutory obligations and duty of care to employees and others. It sets out the requirements that are expected of Business Managers who assist the HT in managing H&S in their school and ensuring compliance with relevant legislation. This is a comprehensive list however it does not list all duties or responsibilities of a Business Manager and reference must be made to above documentation.
	Description
	Requirement
	Guidance (Safe Working Procedures)
	Training

	Section A – Management Responsibility for Staff / Working Environment (School Premises)

	Job description / person specifications / appraisals / business plans
	Ensure H&S competencies are included / Ensure H&S Objectives are developed and appraised / Ensure School H&S Goals and Objects are included
	
	SM/MHS

	Business Managers responsibilities: to assist the headteacher (HT) to fulfil their Responsible Person role 
	Assist HT to ensure HoDs/ Curriculum coordinators/ Managers / Site Managers/Caretakers/ Responsible Persons carry out their roles and responsibilities identified in Policy/ Arrangements/ SWPs 
	Policy / Arrangements / SWPs
	SM/MHS/BMH&SA

	The Business Managers is the Deputy Responsible Person (“Building Management / H&S Coordinator”)
	Assist HT to comply with the requirements of the RP Quick Start Guide
	Policy / Arrangements / Property Management and Compliance
	

	Health & Safety / Joint consultative / Other – School management meetings
	Ensure inclusion of H&S in Meetings SMT / JCG 
	Policy / Arrangements / Fire Safety Policy
	MHS

	Health & Safety Culture (“Control, Co-Operation, Communication & Competence”)
	Assist HT to ensure System in place / Review
	Policy / Arrangements
	SM/CAW

	Information, Instruction, & Supervision
	Assist HT to ensure Information is communicated to Employees / Clear instructions / Appropriate supervision / Escalate High Risk Activities to Headteacher.
	Policy / Arrangements / SWP Risk Assessment / Fire Safety Policy / SWP Young Persons / SWP Work Equipment / Manual Handling / DSE / Other SWPs may apply
	SM/MHS

	Health & Safety facilities and resources
	Assist HT to ensure sufficient Health & Safety resources are provided and identification of opportunities to improve staff welfare
	Arrangements for managing H&S
	MHS

	Health & Safety Training
	Assist HT to ensure a training needs analysis has been developed and reviewed. 
	SWP Training and School Training Needs Analysis
	SM/MHS/ BMH&SA 

	Section B – General Management Responsibilities

	H&S Self Audit / Workplace Inspections
	Assist HT to ensure completion and development of action plan / Monitor H&S Performance
	Self Audit Tool / Arrangements
	SM/MHS

	Council Health & Safety Policy (“School H&S Policy”)
	Read & Understand / assist HT to develop School H&S policy
	H&S Policy/ Template School H&S policy
	BMH&SA

	Health & Safety Management Arrangements
	Read / Understand / Assist HT to have systems in place to ensure compliance
	Arrangements for managing H&S
	BMH&SA

	Relevant Safe Working Procedures
	Identify / Read / Understand / Assist HT to ensure Compliance
	SWPs and school safety advice notes
	Handbook

	Risk Assessments 
	Assist HT to ensure RAs are in place & reviewed annually/ completed by Competent Person / safe systems of work developed & implemented and consider all eventualities / a register of risks has been developed
	Policy / Arrangements / Fire Safety Policy & SWPs Risk Assessment / Work Equipment / PWHV / Play Equipment / PPE / Noise / New & Expectant Mothers / Manual Handling / DSE / Other SWPs may apply
	SM/MHS/ RA/ BMH&SA

	Accident/Incident Reporting, Investigation and escalation
	Ensure all accidents/incidents are reported using HSMS (Minor accidents to pupils are recorded on the Pupil minor accident report form and these records are kept by the school). Assist HT with investigations that are carried out and high risk occurrences are escalated / Ensure all staff and contractors are aware of SWP / Provide the Information Compliance Officer with a list of key officers.
	SWP Accident and Incident Investigation/SWP Prevention of Workplace Harassment & Violence / SWP Incident List / Asbestos Policy / Incident List
	SM/MHS/AI/ BMH&SA

	Service providers and contractors
	Assist HT to ensure identification of service providers and contractors are in accordance with SWP’s
	SWP Control of contractors and service providers
	SM/MHS/ CDM/E

	Section C – Equipment Responsibility

	Work Equipment Compliance (“Statutory Examinations / Maintenance / Inspection”)
	Assist HT to ensure Maintenance, inspection & examinations are carried out / Remedial actions are undertaken / Ensure Health Surveillance is conducted where necessary
	SWP Work Equipment / SWP Property Management and Compliance /SWP Fire Safety / SWP Health Surveillance
	SM/MHS/E

	Provision of work equipment and suitability including Play Equipment
	Assist HT to ensure work equipment is suitable for tasks and only utilised by competent persons / Ensure suitable equipment is provided / Ensure workstations meet minimum requirements
	SWP Work Equipment / SWP PPE / SWP Lifting Operations & Lifting Equipment / SWP Play Equipment/ SWP Property Management and Compliance
	SM/MHS/E

	Section D – Property / Construction Responsibility

	Building Compliance (“Statutory Inspections & Examinations”)
	Ensure checks are carried out and recorded on Information Exchange Database
	SWP Property Management and Compliance
	SM/MHS/E

	Construction, Design & Management and installation. 
Note: for school own funded construction projects land lords consent is required from SCC
	Assist HT to ensure the construction, design and installation is effectively managed and appropriate considerations have been made
	SWP Control of Contractors and Service Providers
	SM/MHS/ CDM/E/ BMH&SA

	Managing Fire safety (“Responsible Person”) (“Risk Assessments”) 
	Assist HT to ensure completion by competent person / Duties carried out
	Fire Safety Policy
	E

	Asbestos Management
	Assist HT to ensure corporate asbestos management database is up to date and appropriate controls in place
	Asbestos Policy
	E

	Workplace Environment Safety / Suitable facilities
	Assist HT to ensure RAs (where required) are carried out / Ensure suitable facilities are provided for employees (“New & Expectant Mothers”)
	SWP Workplace health, safety & welfare / New & Expectant Mothers/ School Premises Regulations 2012
	BMH&SA

	Term Servicing
	Assist HT to ensure repairs & maintenance (“Term Servicing”) responsibilities are identified
	Partnerships / Service Level Agreements / Arrangements
	

	Section E – Training Responsibility

	Business Managers H&S awareness
	Business Managers to Attend
	SWP Training / Arrangements / Policy
	BMH&SA

	Health and Safety for Senior Managers Briefing
	Business Managers to Attend
	SWP Training / Arrangements / Policy
	SM

	Health & Safety Induction
	Attend / assist HT to ensure staff receive induction training
	SWP Training
	

	Employee Training (“Competence”)
	Assist HT to ensure training is provided to employees where necessary as per school training needs analysis 
	SWP Training / SWP Risk Assessment / Fire Safety Policy / SWP Work Equipment / Manual Handling / Other SWPs may apply
	


Training Key SM = Senior Manager 1.5 hour briefing; MHS = 1day or ½ day Managing H&S; CDM = Construction, Design and Management; E = Responsible Person e-learning (8 modules); AI = Accident Investigation. CAW = Cultural Awareness Course; RA = Risk Assessment; BM = Business Manager; Business Managers H&S awareness = BMH&SA
For more information on Courses visit L&D Young Southampton or contact learning and development on 023 8091 7770 option1

Quick Start Guide (Business Managers) 










