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2. Responsibilities

Overall responsibility for health and safety within the establishment is that of: 

Emma Sullivan (Principal) 

Katie Parlett (Chair of Trustees) 

To ensure health and safety standards are maintained/improved, the following people 

have responsibility in the following areas: 

Name: Matthew Hirst 

Responsibility: Health & Safety Trustee 

Name: Lee Campey 

Responsibility: Site Maintenance Management 

Name: Caroline Maston 

Responsibility: Science 

Name: Jack Hartley 

Responsibility: PE 

Name: Helen Manyanya 

Responsibility: Behaviour Management/ Educational Visits 

Name: Louise Shepherd 

Responsibility: Food Tech 

Name: Sarah Cullen 

Responsibility: Horticulture 

Name: Tracy O'Brien 

Responsibility: Medical Needs 

Name: Richard Hollis

Responsibility: Educational Visits / Community 

Name: Laurence Jones 

Responsibility: Wellbeing and individual pupil risk

All employees have to: 

• Co-operate with supervisors and managers on health and safety matters;
• Not interfere with anything provided to safeguard their health and safety;
• Take reasonable care of their own health and safety and of others; and
• Report all health and safety concerns to an appropriate person (as detailed in this policy

statement).







Ill. Safe Plant and Equipment 

Identifying equipment/plant, which will need maintenance is the responsibility of: 

Lee Campey 

Leeds Civic Enterprise (Cleaning Company) 

Horsforth School - for catering equipment 

Ensuring effective maintenance procedures are drawn up is the responsibility of: 

Katherine Atkinson 

Lee Campey 

The person responsible for ensuring that all identified maintenance is implemented is: 

Katherine Atkinson 

Lee Campey 

Problems with plant/equipment should be reported to: 

Lee Campey 

Checking plant and equipment health and safety standards before purchase is the 

responsibility of: 

Katherine Atkinson 

Lee Campey 

The School will undertake the checks, tests and inspections recommended by the Department 

for Education using the Good Estate Management for Schools (GEMS) guidance. Evidence of 

compliance with these will be logged on the GEMS compliance tracker which is located on 

the staff shared. 
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VI. Competency for Tasks and Training

Induction training will be provided for all employees by: 

The Leadership Team 

Human Resources 

Site Maintenance Manager 

Job specific training will be provided by: 

The lead member of staff in the area 

Hands Service 

Leeds City Council - Health, Safety and Wellbeing Service 

Health and Safety Training Requirements: 

o Asbestos/Legionella training

Lee Campey 

Mike Austin 

Steve Campey

Emma Sullivan 

o First Aid Training

Various staff members. Full list displayed around school 

o Fire Awareness

All staff complete 

o Fire Warden Training

Lee Campey 

Esther Hollis 

Sarah Mitchell 

Daniel Sitkin 

Helena Thorpe 

Mike Austin 

Paul Walker 

Carole Bradbourne 

Rob Warden 

o Working at Height/Safe Ladder Use

All staff complete 

o Manual handling

All staff complete 

o COSHH awareness.

All staff complete 

o Food Hygiene

All student facing staff 
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o Health and Safety at work

All staff complete 

o Safeguarding and Prevent

All staff complete 

o Slips, trips and falls in education

All staff complete 

o Educational Visit Training

Emma Sullivan, Helen Manyanya, Richard Hollis and Educational Visit Leaders 

Training records are kept: 

Centrally by HR, on Smartlog and the Schools Management Information Systems 

Training will be identified, arranged and monitored by: 

Victoria Eustace - Training and Development Manager 
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XII. Educational Visits

Off-site educational visits must be authorised by: 

Emma Sullivan 

The Educational Visits Co-ordinator(s) is/are: 

Helen Manyanya 

Richard Hollis

Risk assessments for off-site visits are to be completed by: 

Visit Leader 

Policy, Procedures & Guidance for Educational Visits are kept in: 

Staff Shared Drive 

Details of off-site activities are to be logged onto Evolve by: 

The visit lead 
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XIII. Emergency Procedures - Fire and Evacuation

The person responsible for ensuring that the fire risk assessment is undertaken and 

implemented is: 

Emma Sullivan 

Escape Routes are checked by/every: 

Lee Campey, Mike Austin and Steve Campey - Every day 

Fire extinguishers are maintained and checked by/every: 

Fire Protection services - Annually 

Lee Campey/ Mike Austin /Steve Campey -Termly 

Visually Inspected 

Alarms are tested by/every: 

Lee Campey, Michael Austin, Steve Campey,Tl Security- Weekly, Bi-Annually 

Emergency evacuation will be tested: 

Termly 
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