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	1. H&S Leader

	The designated Health & Safety (H&S) Leader is responsible for overseeing all aspects of health and safety within the local site. This includes ensuring compliance with relevant legislation, company policies, and promoting a culture of safety.
Key Duties:
· Lead the implementation of H&S procedures.
· Act as the primary point of contact for H&S matters.
· Liaise with senior management and external bodies as required.


	1. H&S co-ordination responsibility

	The H&S Coordinator supports the H&S Leader by managing day-to-day health and safety and ensuring effective communication across departments.
Key Duties:
· Coordinate H&S activities and initiatives.
· Ensure timely dissemination of H&S information.
· Support departments in implementing safety measures.


	1. Responsibility for maintaining evidence files

	A designated team member (e.g., H&S co-ordinator) is responsible for maintaining accurate and up-to-date evidence files related to health and safety.
Key Duties:
· Store records of risk assessments, incident reports, training logs, and inspection checklists.
· Ensure documentation is accessible for audits and reviews.
· Maintain confidentiality and data protection standards.


	1. Responsibility for routine H&S checks

	Routine Health & Safety checks are carried out by designated internal personnel, to ensure ongoing compliance with workplace safety standards. These checks include inspections of workspaces, equipment, emergency systems, food safety and general site conditions.
In addition to internal checks, the school engages external services to conduct audits, servicing, and inspections in accordance with compliance. These external providers are qualified professionals who assess specific areas such as fire safety systems, electrical compliance, water hygiene, and structural integrity.
Key Duties:
· Conduct regular internal inspections and document findings.
· Ensure timely resolution of identified issues.
· Coordinate with external service providers for scheduled audits and checks.
· Maintain records of all internal and external inspections.
· Ensure all checks align with current government regulations and best practices.


	1. Maintaining the H&S Action Plan

	The H&S Leader, in collaboration with the Co-Ordinator, is responsible for maintaining and updating the H&S Action Plan.
Key Duties:
· Track progress on safety initiatives and corrective actions.
· Review and revise the plan regularly based on risk assessments and incident trends.
· Communicate updates to relevant Aspris Health & Safety


	1. H&S Training

	Training is managed by the Learning & Development department. This is a combination of in person staff training as well as compulsory e-learning for all staff. 
Key Duties:
· Identify training needs and schedule sessions.
· Maintain training records and certifications.
· Ensure all staff receive appropriate induction and refresher training.


	1. H&S Meetings

	Regular H&S meetings are held to review performance, discuss concerns, and plan improvements.
Key Duties:
· Schedule and facilitate regular H&S meetings.
· Prepare agendas and distribute minutes.
· Encourage participation from staff. 


	1. Monitoring

	Monitoring is a continuous process led by the H&S Leader and supported by the Coordinator.
Key Duties:
· Monitor compliance with policies and procedures.
· Analyse incident data and trends.
· Report findings to Aspris Health & Safety Management and recommend improvements.
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