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THE TRAFFORD COLLEGE GROUP
JOB DESCRIPTION
JOB TITLE: 

       Health & Safety Officer
REPORTS TO:                     Director of Premises  
RESPONSIBLE FOR:          N/A   
AREA:                                   Premises
GRADE/SALARY:     
       Scale 9/10 £32,361 - £38,436 per annum
Our Vision
Unlocking potential, fostering success. 

Through its innovative approach to learning and exceptional engagement with business, Trafford College prepares learners for success in work and life.

Our Values

Bold
Be bold in all that we do, pushing the boundaries to ensure that our staff and learners reach their full potential.

Ambitious
Be ambitious for ourselves and our learners. Set high expectations and standards and strive to achieve excellence in all that we do.

Respect
Appreciate your own strengths whilst demonstrating respect for others, treating people with thoughtfulness, dignity and an open mind. 

Collaborate and Teamwork
Share ideas, encourage each other to succeed and work together in a supportive environment to achieve our goals. 

Professional
Be honest, reliable and polite to create a positive image of the College while demonstrating the highest standards of work.

JOB PURPOSE:
To take the lead in implementing and monitoring all aspects of health and safety within the Group. 

Take a lead in ensuring that appropriate and safe systems of work are in place during any building projects including the redevelopment of the Stockport College campus.
KEY ACCOUNTABILITIES:

1. Successfully promote a culture of safety awareness across the College Group.
2. Plan and implement appropriate actions to ensure that there is a complete and accurate central record of risk assessments in place across the College Group.
3. Ensure all contractors undertake safe systems of work and comply with all relevant Health & Safety legislation and regulations while working on sites across the College Group’s estates.
4. Lead on building safety requirements during the redevelopment projecting, developing effective, pro-active and positive relationships with building contractors to ensure the sites remain operational and safe whilst building works are being undertaken.  
5. Take a lead role in developing a travel plan for the Group. 

KEY AREAS OF RESPONSIBILITY:
1.   Produce and maintain the Group's Health and Safety Policy and safety procedures as required, monitor and report to the Group Leadership Team and to the Health and Safety Committee on the implementation and effectiveness of these as required.

2.    Ensure Policies and Procedures are developed to enable the achievement of strategic aims and objectives in the area of legal compliance and best practice.

3.   To develop and deliver health and safety training courses to relevant members of staff as required.

4.   To provide proactive advice to management and staff on all aspects of health and safety and ensure that they are kept informed of relevant and proposed legislative requirements. 

5.   Work closely with the Director of Premises to ensure that Health and Safety issues related to the Estates Function are addressed and that responses to risk assessments are prioritized, as well as providing advice on budget for health and safety requirements for compliance with existing/new legislation and regulations where appropriate.

6.   Provide advice and support to Line Managers/Heads of Studies to ensure risk assessments are effectively carried out and monitor the completion of required actions, reporting the outcomes to the relevant senior manager as appropriate. 

7.   Carry out specific risk assessments in conjunction with Heads of Studies as required, for example DSE assessments, external trips and specialist risk assessments for fire, for the workplace and DDA compliance.

8.   Take the lead on health and safety initiatives aimed at ensuring best practice, for example stress management, personal safety for staff and environmental policies.

9.   Liaise with and maintain contacts with outside agencies and professional bodies responding to their advice and directions as required, including the police and Health and Safety Executive.

10. Be responsible for the management of First Aid provision including the organisation of the appropriate level of qualified staff and their deployment and training.

11. To receive, investigate, monitor and analyse accident reports and occupational ill health conditions.  To prepare statutory documentation relating to the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) and institute corrective actions.

12. Liaise with contractors who may be working on Group premises ensuring that health and safety responsibilities and requirements are adhered to, as detailed in the management of contractors’ procedures.

13. Establish and maintain a good working relationship with both Consultants and Contractors who comprise the Project team for the planned redevelopment works on the College Group’s sites to ensure that the health, safety and welfare of all learners and staff remains a top priority at all times and that where necessary effective solutions are identified to keep the sites operational without compromising on safety. . 
14. Provide Health & Building Safety support to the Director of Premises and Contractors’ site management team to ensure that activities such as site safety inspections and requests involving the review and approval of Risk Assessments, Method Statements, Traffic Management plans and the like, may be resolved so as to avoid undue delay to work programmes.
15. Establish a travel plan for the Group and support the Group with sustainability objectives, as detailed in the accommodation strategy.

16. To assist in the provision, maintenance, deployment, testing and record keeping of fire protection/warning systems and fire-fighting equipment. To arrange regular building evacuation drills, conduct fire risk assessment and ensure that adequate arrangements are in place for the evacuation of the Group premises.

17. To co-operate with trade union appointed Safety Representatives by receiving reports, assisting in follow- up actions and participating in health and safety inspections.

18. To give advice to staff involved with the placement of students on other provider sites

19. To give advice and support to staff  on the completion of all forms required by the Evolve system for Educational Visits and all aspects of the Effective software.

20. Participating effectively in relevant aspects of the Group’s Quality System ensuring that ISO 14001 & 18001 are kept up to date through the gathering of evidence and internal audits

21.  To work closely with the Vice Principal of Corporate Services and other relevant members of the Group Leadership Team in the development and implementation as well as the regular review and updating as required, of an effective Business Continuity Plan for the Group.
22. To undertake any other duties as deemed appropriate by the line manager and in line with the scope of role. 
Equality and Diversity:

1. It is the responsibility of the post holder to promote equality and diversity throughout the Group.

2. The post holder will undertake their duties in full accordance with the Group’s policies and procedures relating to equal opportunity and diversity.

Health and Safety:

1. To promote health, safety and welfare throughout the Trafford College Group
2. To undertake their duties and responsibilities in full accordance with Trafford College Group’s Health and Safety Policy and Procedures.
Safeguarding Children and Vulnerable Adults:

1. It is the responsibility of the post holder to commit to safeguarding and promoting the welfare of children and vulnerable adults within the Group.

2. The post holder will undertake their duties in full accordance with the Group’s policies and procedures relating to safeguarding and promoting the welfare of children and vulnerable adults, e.g. dealing with learner issues i.e. safeguarding and referring on to specialist staff. 

3. This position is subject to an enhanced criminal records check from the Disclosure & Barring Service (DBS) and will be subject to satisfactory clearance of this check. 

4. If this position is classed as Regulated Activity, it is subject to an Adult & Child barring check. 
Review

The details contained in this job description, particularly the principal accountabilities, reflect the content of the job at the date the job description was prepared.  It should be remembered, however, that over time, the nature of individual jobs will inevitably change; existing duties may be lost and other duties may be gained without changing the general character of the duties of the level of responsibility entailed.  Consequently, the Corporation will expect to revise this job description from time to time and will consult with the post holder at the appropriate time
Person Specification – Health & Safety Officer 
	Attributes
	Essential
	Desirable

	Values and Behaviours

	Be bold in all that we do, pushing the boundaries to ensure that our staff and learners reach their full potential
	· 
	

	Be ambitious for ourselves and our learners. Set high expectations and standards and strive to achieve excellence in all that we do.
	(
	

	Show respect for all those that we meet on our journey through life
	· 
	

	Collaborate through effective and supportive teamwork
	· 
	

	Demonstrate a professional attitude at all times
	· 
	

	Qualifications

	Diploma in Safety Management (NEBOSH or equivalent)          
	· 
	

	Be a qualified first aider
	· 
	

	Membership of relevant professional bodies
	
	(

	Experience, Knowledge and Skills

	Experience of working in Health and Safety management within a complex environment with a varied risk profile 

	· 
	

	Experience of taking a lead health and safety role during major building projects.
	· 
	

	Experience of developing and delivering Health & Safety training
	· 
	

	Experience of monitoring, inspection and auditing
	· 
	

	Experience of accident investigation

	· 
	

	Experience of undertaking Fire Risk Assessments
	· 
	

	Experience of developing and implementing Business Continuity Plans 
	· 
	

	Experience of supervising others 
	· 
	

	Experience of monitoring budgets
	
	· 

	Extensive knowledge of Health & Safety Management across a range of applications including Building & Construction sites.               
	· 
	

	Ability to communicate succinctly and act decisively in highly demanding situations.
	· 
	

	Up to date knowledge of Health & Safety legislation
	· 
	

	IT skills with working knowledge of Microsoft office software
	· 
	

	An awareness and understanding of Health and Safety in the workplace
	· 
	

	Have effective organisational skills with the ability to meet deadlines, work under pressure and work without supervision
	· 
	

	Be able to demonstrate an understanding of the requirements for ensuring effective customer care and quality assurance
	· 
	

	Be sensitive to the differing needs of staff and customers, have an understanding of the principles of equal opportunities and appreciate the need to adopt a positive approach to managing diversity
	· 
	

	Be an effective team member by supporting colleagues, being approachable and a good listener
	· 
	

	Be able to communicate effectively both orally and in writing
	· 
	

	Have a positive track record of developing excellent professional relationships with internal and external stakeholders including internal managers, external building design team and contractors.
	· 
	

	Have a flexible approach to work and be receptive to new ideas
	· 
	

	Be committed to own professional/personal development.
	· 
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