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GLF Schools - Job Description

	Job Title
	Trust Health and Safety Officer

	Location
	GLF Trust office (either Banstead or Earlsfield)
	Travel required
	YES

	Core purpose

	
As a part of the Trust’s Estates team, to assist the Trust Health and Safety Officer to monitor, manage, supervise, advise, support, monitor and report on health and safety and premises-related compliance across the Trust, and to be a first point of contact on health and safety matters.


	Key Accountabilities


	
Reports to: Trust Health and Safety and Compliance Manager

For all schools in the post’s region:
· Health and Safety management and compliance


	Main Duties


	

· To assist with oversight and monitoring the implementation of GLF’s Health and Safety and related policies (eg medicines policies), and compliance processes across all our schools, offices and other work locations
· To provide (as part of the team) first line responsive support and advice on safety matters to schools and other GLF staff, including prompt responses to emergency situations
· To monitor general health and safety compliance within schools, and implementation of policies relating to premises safety, curriculum safety, school trips, management of medicines and allergies, vehicles and minibuses, accident reporting
· Ensure effective record-keeping for compliance and premises matters and keep central systems updated, including administration of GLF’s compliance management, accident reporting and other relevant IT systems
· Prepare and assist schools with preparation of health and safety documentation, e.g. risk assessments, fire evacuation plans, asbestos management plans, emergency plans etc
· To monitor compliance and accident reporting (including RIDDOR) data, analyse data trends and provide regular reports as directed
· To participate in accident/incident investigations and internal health and safety audits. This will include regular monitoring visits to schools.
· To assist with research and training for GLF staff and contribute to keeping online safety resources and guidance up to date and building expertise within the Trust
· To monitor and administer safety-related training for premises teams
· To contribute to the ongoing review and development of health and safety and compliance policies and procedures
· Assist with reviewing CDM requirements are properly managed for visiting contractors and building projects
· Work closely with the Estates Team, Regional and Trust teams and school staff to help ensure health and safety compliance across the Trust
· To contribute to any other health and safety related matters that may arise and to raise any concerns about compliance or health and safety matters within the Trust
· Attends regular Regional, Estates and other Trust meetings as required



	Safeguarding


	· GLF Schools is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. The successful candidate will have to meet the person specification and will be required to apply for a DBS disclosure. We particularly welcome applicants from under- represented groups including those based on ethnicity, gender, transgender, age, disability, sexual orientation or religion.
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