



Job Description
	Job Title
	Health & Safety Assistant

	Location
	Hayward’s Primary School

	Reporting to (job title)
	School Business Manager/Headteacher

	Service/Section/School
	Hayward’s Primary School

	Effective date
	September 2023

	Evaluated Grade
	C
	Job Number
	G.0384-93



Job Purpose:

To support the School Business Manager with the administrative function of the Health and Safety and Premises aspects of the SBM role.  To undertake all administrative tasks/projects as detailed in the description below, in addition to any (reasonable) special administrative tasks by direct request of the Headteacher.

This role requires the ability to fulfil all spoken aspects of the role with confidence and fluency in English.

Main duties and responsibilities:

Monitor contracts 
· Retender contracts as required – eg grounds maintenance, pest control
· Support administration requirements for annual servicing of equipment to ensure all contracts are current and servicing/maintenance visits are in place. – fire alarms, emergency lighting, intruder alarms etc. Schedule available.  

Policies and Risk Assessments
· Assist SBM in the production and maintenance of policies and procedures relating to Health and Safety – policy schedule to be followed for updates.
· Review and update in conjunction with SBM risk assessments as required following annual schedule – whole school, curriculum based, fire etc.

Monitor systems for H&S issues 
· Liaison with Caretaker to ensure monitoring of Legionella testing, PAT testing, fire alarm testing, COSHH etc
· Updating of Asbestos and Legionella management plans as required following inspections/changes
· Coordinate DSE assessments for office based staff
· Liaise with Caretaker to ensure ad hoc maintenance is carried out in a timely fashion
· Record keeping of maintenance reports, liaison with staff to highlight work required/carried out.

Staff ID badges
Responsibility for the administration of staff ID badges – ensuring new staff have a suitable photo taken and requesting production of ID badge from retained company.

First Aid
· Ensure first aid boxes/trip bags are fully stocked at all times – stock checking/liaison with first aiders to ensure supplies are appropriate.  Arranging orders for replacement items when required.
· Monitor first aid training to ensure sufficient staff trained, and training kept up to date.
· Monitor accident report forms, recording details on OSHENS for DCC.
· Assist in statistical analysis of accident forms for report to Governors.

Energy meter readings
Liaise with caretaker to monitor energy meter readings for accurate billing

This document outlines the duties for the time being to indicate the level of responsibility.  It is not a comprehensive or exclusive list and the duties may be varied from time to time which do not change the general character to the job or the level of responsibility entailed.


Person specification:
	Attribute
	Essential
	Desirable
	Method of Assessment

	Management of people
	
	Ability to negotiate with colleagues to achieve required outcomes. 
	Interview

	Experience
	Administrative experience in an office environment
	Knowledge or dealings with premises or H&S issues
	Application

	Practical Skills
	Ability to prioritise tasks
	· 
	Application and interview

	Communication
	· Written and verbal communication appropriate for conversations with contractors and other outside agencies
· Ability to fulfil all spoken aspects of the role with confidence and fluency in English
	· 
	Application and interview

	Personal Qualities
	· 
	· Calm and logical thinker, able to plan own workload and work as part of a team.
· Strong organisational skills
	Application and interview

	Strategic Thinking
	· 
	· Ability to look at existing systems and consider alternative ways of operating
	Interview

	Technology / IT Skills
	Candidate must be computer literate using Word, Excel and email
	· 
	Application

	Education and Training
	Educated to a minimum of GCSE level
	· Specific training not expected, can be provided if considered appropriate
	Application

	Professional Registration
	N/A
	Certificate/ Registration

	Equal Opportunities
	Devon County Council and its staff seek to eliminate discrimination, advance equality and foster good relations.
	Demonstrate knowledge at Interview

	Physical
	Able to carry out the duties of the post with reasonable adjustments where necessary
	Smart Clinic health check

	Other relevant factors
	Commit and conform to DCC Customer Service Standards
	





Structure chart
Headteacher

School Business Manager

	
                     Admin team 		Health and Safety Assistant            Caretaker



1. Supervision and Management:

The Health and Safety Assistant will work under the supervision of the School Business Manager.  The SBM will continue to hold responsibility for H&S procedures to be carried out and will therefore delegate specific administrative aspects of the routine tasks to the H&S Assistant.  They will work closely with the SBM but will manage their own workload within the parameters of the job description to ensure that the administrative functions of Health and Safety are carried out according to the annual schedules in operation in the school.

The H&S Assistant will not have direct line management responsibility for any staff.

2. Creativity & Innovation:

The post holder will assist the SBM in ensuring the delivery of contracts by outside agencies to the school.  They will collaborate in the production of contract specifications when re-tendering exercises are undertaken and once contracts are in place, will check that requirements are being met.

Communication will be by telephone and email predominantly, but when contractors are on site, face to face conversations will be required.

Following work being carried out, the post holder will assess the work and raise any issues with contractors, ensuring that anomalies are resolved and any remedial work is undertaken as required.

Activities in this area will be dictated by the frequency of works undertaken. 

The post holder would be able to design systems to streamline the monitoring of contracts and H&S issues if existing systems did not seem fully appropriate.

3. Contacts & Relationships:

Contacts with contractors will generally by on either a 6 monthly or annual basis to ensure service visits are completed.  This will often be to arrange appointments or follow up reports following visits.  Obtain price of goods/services may also be required when requesting quotes for works to be scheduled.

The post holder may also be required to liaise with the DCC Health and Safety team in response to accidents/incidents that occur in school which require follow up investigation.  In this instance, the post holder would be requesting support to ensure that all follow up reporting is accurate and appropriate.

The post holder will need to develop a strong relationship with the school caretaker to ensure that his activities are monitored in order to feed back into the ongoing monitoring of H&S systems – eg Legionella, PAT testing etc.

4. Decisions - Discretion:

The post holder will make decisions regarding dates and times of service/maintenance visits from contractors.  Decisions required which have a significant financial impact will be discussed with the SBM who will make the final decision.  If an emergency call out is required, eg for a kitchen oven, or blocked drain, the post holder can take the decision to call the relevant contractor, but would probably discuss with the SBM/Headteacher prior to making the call.

5. Decisions - Consequences:

The impact of decisions made will be potential disruption to normal school activities – eg, setting off fire alarms for testing. Therefore, a degree of common sense is required to consider the most appropriate times for appointments.

Decisions involving a financial impact should be made with consideration of best value for money while ensuring the proper functioning of equipment/services at all times if possible.

6. Resources:

The post holder will share responsibility for the maintenance of the school buildings and plant/equipment with the SBM.  Routine management of service schedules and maintenance work will sit with the post holder, but any emergency occurring outside of the post holder’s working hours in this role will be picked up by the SBM.

The post holder will be responsible for ensuring stock levels are maintained for first aid supplies, this will involve checking current levels and finding the best deals on the products required before placing orders.  The first aid budget is £300 per annum.

7. Work Demands:

The post holder will have designated days each week to carry out the tasks required of this role.  Time keeping and prioritising will be key to the successful completion of tasks. 

Emergencies occurring outside of these hours will be dealt with by the SBM and follow up can be dealt with by the post holder.

Interruptions are possible, with other staff coming to report issues that need addressing, but these are generally only occasional and often only require a conversation with the caretaker to request his help in solving the problem.

8. Physical Demands:

No regular requirement for anything more than desk based work.  Very occasionally, assistance may be required prior to the caretaker being available to troubleshoot premises issues, eg leaks/flooding.

9. Working Conditions:

None - office environment is pleasant and agreeable.

10. Work Context:

No unpleasant or disagreeable conditions associated with the physical environment in which the work is normally carried out.

11. Knowledge & Skills:

General good level of spoken and written English.  No previous experience/qualifications are required.  Training will be offered to provide an overview of the asbestos and legionella requirements as well as general H&S processes to enable a full understanding of the requirement to monitor closely.

General administrative IT skills for production of reports and record keeping – word and excel.

Calm and logical thinking

Ability to prioritise workload and follow practical, common sense approach to problems and challenges.

Signatures

Job Description agreed by:


Line/Originating Manager:

Name:_____________________ Signature:_________________ Date:_________


Head of Service/Head teacher:

Name:_____________________ Signature:_________________ Date:_________
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