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INTRODUCTION 

Purpose 

This Health and Safety Policy outlines the commitment of the college and 
responsibility held by the CEO, Principal and the Senior Leadership Team 
(SLT) to provide a safe and healthy working environment to ensure the 
wellbeing of staff and learners and the success of Abbeygate Sixth Form 
College.  

Scope  

All staff, students, visitors and contractors 

Limitations 

The College regards these health and safety obligations as a minimum to be 
achieved throughout all College activities and requires staff at every level 
and learners to accept the promotion of high standards in managing 

1. SECTION 1: 

1.1. General Statement 

1.1.1. It is the policy of Abbeygate Sixth Form College (the College) to ensure, so 
far as is reasonably practicable, the health, safety and welfare of all staff, 
learners, visitors, contractors and others who may be affected by the 
organisation’s activities and various undertakings.  

1.1.2. The effectiveness of our Health and Safety Policy and systems will be 
regularly monitored and reviewed, in consultation with employees and their 
Health and Safety representatives. The College will make every effort to 
comply with its duties under the Health and Safety at Work etc. Act 1974 
and associated Regulations.  

1.1.3. The College is committed to continual improvement in the management of 
health and safety and the development of a positive and robust health and 
safety culture. To support this policy the Board of Trustees, CEO, The 
Principal and SLT will ensure adequate resources are provided to enable the 
aims of this policy.  

1.1.4. The College recognises the wide range of learning and other activities 
undertaken, including activities by students and the interaction with local 
companies, and is committed to the ‘Safe Learner’ concept of the Education 
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and Skills Funding Agency (ESFA) and comparable concepts of other 
relevant contractual bodies.  

1.1.5. We aim to ensure a safe work environment for those who study with the 
College, and those on work experience and through the provision of 
equipment for work and management of work activities to a suitably safe 
position. 

1.1.6. We expect our contractors and partners to co-operate fully with the College 
to enable us to meet our health and safety responsibilities. 

1.1.7. The Board of Trustees, CEO and Principal acknowledge positive health and 
safety compliance is vital to the overall success of the College and require us 
all to adopt a positive attitude towards managing our health and safety and 
risks that may arise in the course of work and activities for and with the 
College. 

1.1.8. This policy will be supported by separate topic specific policies and guidance 
that explain the arrangements in specific risk areas for carrying out the 
Health and Safety Policy and which set the standards that managers and staff 
are expected to meet. 

1.1.9. The College will  

a) Provide and maintain safe working conditions to ensure a healthy 
and safe learning and working environment, including safe access 
and egress for all staff, students contractors and visitors, 
adequate arrangements for the safe use, handling, storage and 
control of substances and maintenance of plant and equipment, 
so far as is reasonably practicable 

b) Provide adequate control of health and safety risks arising from 
work activities including systematically identifying hazards in 
order to assess and control risks;  

c) Ensure risk assessments are carried out regularly, are reviewed 
and safe systems of work are put in place as necessary, and 
actions taken to reduce risks so far as is reasonably practicable; 

d) Reduce and work to prevent accidents, incidents and cases of 
work-related ill health; investigate accidents, incidents and cases 
of work- related ill health and take reasonable steps to prevent 
re-occurrence; 

e) Implement and maintain an effective and properly resourced 
health & management system;  

f) Provide appropriate suitable health and safety information, 
instruction, training and supervision and additionally competent 
health and safety advice and assistance for staff; 

g) Define and delegate specific health and safety roles and 
responsibilities; 

h) Ensure the safe handling, storage, use and disposal of hazardous 
substances 
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i) Consult with employees and their representatives on health and 
safety matters and co-ordinate and liaise with others, regarding 
matters of health and safety, including arrangements for actions 
in the event of emergency; 

j) Review this Policy annually and revise its arrangements and 
procedures on a regular basis as is necessary to carry out the 
College’s responsibilities and strive to attain continuous 
improvement in risk management and control and College health, 
safety and welfare culture. 

1.1.10. Employees are reminded that they have responsibilities under the Health 
and Safety at Work etc. Act 1974 and associated Regulations.  

1.2. Responsibility for Health and Safety:  

1.2.1. Ultimate responsibility for Abbeygate Health and Safety rests with the 
Chairman of the Board  of Trustees and the CEO of Suffolk Academies Trust, 
for Abbeygate Sixth Form College, this is delegated to the Principal of the 
College: 

 

 

The Principal:  

Signed: Dated:   

 

 

CEO: 

Signed:       Dated:   

 

 

Chairman of the Board of Trustees: 

Signed:       Dated 
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2. SECTION 2 - HEALTH AND SAFETY RESPOSIBILITIES  

2.1. Board of Trustees 

2.1.1. The Board of Trustees empower the CEO who delegates this to the Principal of 
Abbeygate Sixth Form College for the College, to meet the College’s moral and 
legal responsibilities for Health and Safety. The Board of Trustees will appoint 
a Board Member to have responsibility for Health and Safety. Thus, the Board 
Member in office will be a member of the Health and Safety Committee, this is 
currently Alan Maltpress and work with the Principal, the Health and Safety 
Manager and the Health and Safety Committee to monitor the application of 
the Health and Safety policy and health and safety management across 
Abbeygate Sixth Form College and report regularly to the Board of Trustees. 

2.1.2. The Board of Trustees and Board Member in officio will: 

a) Receive annual reports on health and safety. 

b) Ensure that adequate resources are available to discharge the 
College’s health and safety commitments. 

c) Consider overall health and safety trends and issues likely to 
affect the College. 

d) Promote a positive health and safety culture within the College. 

2.2. The Chief Executive Officer (CEO) of Suffolk Academies Trust & 
Principal of the College 

2.2.1. The CEO of Suffolk Academies Trust (SAT) is ultimately responsible for Health 
and Safety under the Health and Safety at Work etc. Act 1974, though 
delegates this for the Abbeygate Sixth Form College to the Principal of the 
College. 

2.2.2. The Principal has overall responsibility for implementing this Health and Safety 
Policy and is accountable to the CEO and the Board of Trustees for ensuring 
the operation of the College complies with all health and safety law.  

2.2.3. The CEO and Principal are responsible for ensuring that all statutory 
requirements are adhered to, and for reviewing the effectiveness of this Policy. 
The CEO and Principal will: 

a) Ensure implementation of the Suffolk Academies Trust Health and 
Safety Policy and procedures 

b) Agree and set health and safety objectives through the SAT 
Executive team and require the Senior Leadership Team to 
account for effective health and safety practice in their areas of 
responsibility. 

c) Ensure the development and implementation of a College health 
and safety action plan for continuous improvement in health and 
safety; 
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d) Ensure the provision of an annual health and safety performance 
report to the Board of Trustees. 

e) Uphold the guiding principles for health and safety and require 
the same from all staff; 

f) Promote a positive health and safety culture encouraging positive 
attitudes to health and wellbeing among all staff and students. 

g) Ensure appropriate priority is given to health and safety in all 
College strategic planning. 

h) Ensure that health and safety policy and arrangements are 
reviewed annually. 

i) Ensure development, implementation and review of structures 
and systems within the College to promote management control, 
co-operation, communication and competence on health and 
safety matters; 

j) Ensure that adequate resources are provided to meet the 
College’s objectives for health and safety and staff wellbeing. 

k) Use the appraisal framework to measure the performance of 
senior managers against health and safety targets and objectives 

l) Ensure that the College has competent health and safety advice 
to meet with statutory requirements. 

m) Ensure the College’s legal duty to assess the risks to the health 
and safety of  employees (and risks to the health and safety of 
persons not in the College’s employment) to which they are 
exposed while they are at work is complied with and documented 
for the premises; across all areas of activity within the College; 
and for individual staff and students who may be deemed to be 
more vulnerable or those with additional needs; and that controls 
and safe systems of work are implemented to reduce risks so far 
as is reasonably practicable . 

n) Undertake and ensure that all staff complete online induction 
training in the mandatory health and safety learning units within 
the first six weeks of the probationary period and monitor 
compliance; and that any additional staff and student health and 
safety induction, information, training and supervision needs are 
provided for and met for compliance with this policy, health and 
safety legal requirements. 

o) Ensure suitable provision of College First Aid and Fire Safety 
arrangements. 

p) Ensure effective proactive and reactive monitoring of health and 
safety at all management levels; 

q) Ensure implementation of a College health and safety audit 
programme and monitor progress of remedial actions. 

r) The arrangements for mandatory competent person inspection, 
testing, servicing, maintenance of college fixed and temporary 
structures; fixed plant, building systems, e.g. for boilers, fixed 
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wiring, fire alarm systems, portable firefighting measures, 
emergency lighting systems, lifts, water systems, lightning 
conductors etc. and work equipment are the responsibility of the 
Principal and CEO and are delegated to the Group Director of 
Estates.  The Facilities Lead at the College will also ensure suitable 
provision of College First Aid and Fire Safety arrangements on 
site. 

2.3. Senior Leadership and SAT Executive Management Teams 

2.3.1. College Senior Leadership Team (SLT) and the SAT Executive Team are 
responsible for ensuring that adequate health and safety arrangements are in 
place and resourced for their areas of responsibility and across the College, 
and are accountable to the CEO and Principal for achieving this.  

2.3.2. SAT Executive team (Central Services) members are responsible for providing 
support to the Abbeygate Principal for Finance; Human Resources; Operations 
and Estates; Marketing & Partnerships; and MI & Data,IT required for the 
implementation of this policy and the arrangements for health and safety.  

2.4. Abbeygate Sixth Form College Leadership Structure: 

 

 

 

2.5. The College SLT and SAT Executive Central Teams are responsible for 
ensuring that the College:  

a) Complies with legal requirements and associate codes of practice 
and guidance where reasonably practicable. 

b) Has appropriate financial support and resources for Health and 
Safety. 
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c) Takes account of Health and Safety when planning new or on-
going projects. 

d) Consults on matters of Health and Safety. 

e) They and their staff are correctly trained and competent in 
matters of Health and Safety. 

f) Ensure students receive suitable and sufficient health and safety 
information relating to safety  

2.5.1. In particular, the College SLT and SAT Executive will: 

a) Promote a positive health and safety culture in the provision of 
their services to students and for staff 

b) Implement relevant policies and guidance supporting the Health 
and Safety Policy. 

c) Require managers, staff and others who report directly to them 
to account for effective health and safety practice and 
management in their areas of responsibility. 

d) Ensure that health and safety responsibilities within their remit 
are properly assigned and fulfilled. 

e) Ensure all staff are aware of their day-to-day health and safety 
responsibilities, that managers and supervisors are competent to 
undertake their roles, and fulfil their health and safety duties. 

f) Ensure Risk Assessments are carried out and complied with for 
the premises, across all areas of College activity proportionate to 
the degree of risk as detailed within the Management of Health  
and for individual students and staff who may be deemed to be 
more vulnerable or those with additional needs and that controls 
and safe systems of work are implemented to reduce risks so far 
as is reasonably practicable. 

g) Ensure that suitable health and safety information, instruction, 
training and supervision are provided for their staff appropriate to 
their role, tasks and responsibilities.  

h) Undertake and ensure that all staff complete online induction 
training in health and safety within the first six weeks of the 
probationary period and monitor compliance. Ensure staff who 
need training for the effective management of health and safety 
are released for the appropriate courses; and that any additional 
staff and student health and safety induction, information, 
training and supervision needs are provided and met for 
compliance with this policy, health and safety legal requirements 
and industry best practice  

i) Ensure that information, instruction, training and supervision on 
health and safety matters is provided for their students as 
appropriate to their area of study. 

j) Participate in evaluating risks and reviewing health and safety 
performance. 
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k) Ensure that contractors they commission to undertake work for 
the College meet and implement suitable standards and 
arrangements for health and safety, and the contract is managed 
appropriately to make sure the work is done safely. 

l) Ensure leadership of health and safety within their area of 
responsibility (for example, through nominating a person to 
coordinate day to day implementation in high-risk areas) in liaison 
with the Group Directors of HR and Group Director of Operations 
and the Health & Safety Manager. 

m) Support the decisions of the Principal, SLT colleagues, Director of 
Estates, Group Director of Operations and the Health & Safety 
Manager, if it is necessary to suspend activities and service 
(including that provided by College contractors) where there is 
imminent risk of serious injury or ill health to staff or others. 

2.6. Director of Curriculum  

2.6.1. The Director of Curriculum (DoC) is responsible to the Principal for the 
implementation of the College's Health and Safety Policy in their areas of 
control and will also ensure that within their area of responsibility: 

a) Policies and associated procedures are in place which addresses 
the specific arrangements required for the effective management 
of Health and Safety within their area of responsibility. 

b) All teaching and curriculum support staff are capable and 
competent in their given roles and provided with suitable and 
sufficient information, instruction and supervision for their work. 

c) Suitable and sufficient Curriculum relevant health and safety 
induction, information and supervision is provided to students for 
their safe learning  

d) Suitable and sufficient health and safety training programmes are 
introduced and maintained for both staff and students to ensure 
appropriate levels of competency are achieved and maintained. 

e) Teaching and curriculum support staff understand their 
responsibilities for Health and Safety. 

f) Students understand their responsibilities for Health and Safety 
and are subject to proper supervision. 

g) All hazards presented by activities under their area are identified 
with risks assessed and controlled in accordance with College 
policy; where appropriate the relevant information should feature 
in the lesson plans/schemes of work. 

h) That any locally required policies; procedure, guidance, 
instruction and action plans required for the safe management 
of work within their area are developed and implemented. 

i) No new curriculum or other activity, operating system, plant or 
equipment will be introduced until it has been suitably risk 
assessed and adequate risk control measures put in place. 
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j) All work equipment is maintained in safe working order and good 
repair with regards to Health and Safety, with suitable and 
sufficient maintenance records being produced and retained. 

k) Any workplace or activity outside the College's premises is 
properly assessed for Health and Safety. 

l) All requests and risk assessments for Educational Trips and Visits 
are reviewed and are satisfactory and suitable for the activity they 
are intended to address 

m) Any teaching areas to have been risk assessed with suitable safety 
control measures implemented and safe systems of work 
implemented as necessary for tasks and activities. 

2.7. Student Services Manager 

2.7.1. The Student Services Manager in addition to implementing those actions 
relating to managers will: 

a) Ensure the effective liaison with SAT Health and Safety. 

b) Be the nominated Safeguarding Lead for the College; ensuring the 
college meets it statutory requirements. 

c) That Health and Safety Plans are completed thoroughly prior to 
students starting work experience placements. 

d) Ensure all relevant arrangements regarding the management of 
students’ Health and Safety in the College, for which they have 
control, are implemented. 

e) Ensure local health and safety induction takes place for all new 
students. 

f) Ensure students are familiar with, and through liaison with the 
Facilities Lead, that practice fire drills of the College’s emergency 
evacuation procedures including by students are arranged . 

g) Take a lead on student facing aspects of accident and incident 
investigations; and ensure records are maintained and monitored  

h) Oversee the general care and wellbeing of students 

i) Ensure statutory duties under section 29 of the Counter-Terrorism 
and Security Act 2015 and duties/requirements laid out within the 
Prevent Strategy in the implementation and monitoring of areas 
in relation to Health & Safety. 

2.8. College Heads of Faculty, Managers, Line Managers and Supervisors 

2.8.1. Generally, where a Head, manager or supervisor has an operational 
responsibility for the organisation or control of any Trust or College 
undertaking or activity, he/she also carry the responsibility for doing all 
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within his/her authority to ensure an acceptable level of health and safety 
during the conduct of that undertaking or activity. In all cases, this policy 
requirement reflects the legal duties placed on such persons by the statutory 
law on health and safety.  

2.9. College Faculty Heads, Managers and Line Managers are responsible 
for ensuring that they: 

a) Promote a positive health and safety culture in the provision of 
their work and services to students and for staff 

b) Implement relevant policies and guidance supporting the Health 
and Safety Policy and develop and implement any locally required 
policies, procedure, guidance, instruction and action plans 
required for the safe management of work within their areas. 

c) Require managers, supervisors and staff who report directly to 
them to account for effective health and safety practice and 
management in their areas of responsibility. 

d) Ensure that health and safety responsibilities within their remit 
are properly assigned and fulfilled and that supervisors are 
competent for the supervision of tasks under their remit of work 
activities. 

e) Ensure all staff are aware of their day-to-day health and safety 
responsibilities, that managers, supervisors and staff are 
competent to undertake this role, and fulfil their health and safety 
duties. 

f) Ensure risk assessments are carried out and complied with for the 
premises, all areas of activity within the College and for Individual 
students and staff with additional needs and that controls and safe 
systems of work are implemented to reduce risks so far as is 
reasonably practicable. 

g) Where required write risk assessments and ensure as necessary 
that safe methods or systems of work are devised, 
implemented, monitored and routinely reviewed. 

h) Ensure that suitable local health and safety information, 
instruction, training and supervision are provided for their staff 
appropriate to their role, tasks and responsibilities.  

i) Undertake and ensure that all staff complete online induction 
training in health and safety within the first six weeks of the 
probationary period and monitor compliance. Ensure staff who 
need any further specific training for the effective management of 
health and safety for their working, are released for the 
appropriate courses; and that any additional staff and student 
health and safety induction, information, training and supervision 
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needs are provided and met for compliance with this policy and 
health and safety legal requirements and industry best practice. 

j) Ensure local/area health and safety induction takes place for all 
new staff and contractors. 

k) Make sure they and all new staff and students are aware of the 
location of the nearest fire alarm call point, fire extinguisher 
position and fire exit as well as the emergency evacuation plan to 
be followed in the event of a fire or emergency situation 

l) Ensure that information, instruction, training and supervision on 
health and safety matters is provided for their students 
appropriate to their area of study. 

m) Participate in evaluating risks and reviewing health and safety 
performance. 

n) Ensure that contractors they commission to undertake work for 
the College have and implement suitable standards and 
arrangements for health and safety, and the contract is managed 
appropriately to make sure work is coordinated and is done safely. 

o) Ensure leadership of health and safety within their area of 
responsibility (for example, with a nominated person to 
coordinate day to day implementation in high-risk areas) in liaison 
with the SLT, Director of Curriculum and the Health & Safety 
Manager. 

p) Support the Principal, SLT colleagues, and the Health & Safety 
Manager, to take the necessary action to suspend activities and 
service (including that provided by College contractors) where 
there is imminent risk of serious injury or ill health to staff or 
others 

q) Ensure Health and Safety is considered when planning new and 
current projects. 

r) All plant and work equipment within the workplace is tested, 
inspected, serviced and maintained by competent persons and 
maintained in a safe condition 

s) Ensure regular inspections/ checks are carried out of working 
environments as necessary. 

t) Any hazardous substances are stored, transported, handled, 
used and disposed of in a safe manner. 

u) Staff are encouraged to report hazards and raise health and safety 
concerns. 

v) All accidents, incidents, ill health, dangerous occurrences are 
reported promptly and appropriately investigated to a suitable 
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extent according to the nature of the report, level and frequency 
of risk and potential significance of outcome, seeking the 
assistance of the Health and Safety Manager as necessary in this, 
with suitable control measures implemented in a timely way to 
reduce prevent risks of future similar occurrences 

w) Within your areas create a culture of identifying and timely 
reporting of hazards, defects and safety concerns so that health 
and safety remains a prime concern; remedying and resolving 
unsatisfactory conditions in liaison with colleagues and others as 
appropriate or that have been referred to them by employees or 
safety representatives. seeking assistance from the Health & 
Safety team where necessary. 

x) In circumstances where the remedial action is beyond the 
resources of the line manager or supervisor, or where it is not 
accepted by the employee or their representatives, the matter 
must be referred to their line manager and the Health & Safety 
Manager. 

2.10. Employees and Students 

2.10.1. Employees and students also have duties, In particular, they must:  

a) Take reasonable care for the health, safety and welfare of 
themselves, students and of others who may be affected by their 
actions, or failure to act. Employees are accountable to their line 
manager for achieving this.  

b) Make full and proper use of any personal protective equipment 
(PPE) and clothing provided to them, in accordance with 
instructions or training received; 

c) Report any loss of, or obvious defect in, such as PPE to their team 
leader or manager; 

d) Report all accidents and incidents, near misses, diseases and 
dangerous occurrences to their immediate line manager, 
supervisor or teacher for recording. 

e) Inform the College of any situation which they consider might 
represent a serious and immediate danger or imminent risk to 
health and safety or any matter which they consider represents a 
shortcoming or defect 

f) Remedy any unsafe situation within their competence or report it 
to their line manager, supervisor, or teacher in a timely way, who 
is to ensure that the appropriate action is taken in a timely way 
to render circumstances safe. 

g) Not take part in any horseplay or misuse or interfere with 
anything that is provided for health and safety including any signs 
or equipment that the College has provided in the interests of 
health and safety. 
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h) Ensure risk assessments for all areas of activity within the College 
are complied with and that the controls identified through these 
are implemented. 

i) Only use machinery, equipment, substances, and any safety 
device if they have been trained to do so and in accordance with 
their training or instruction, and in compliance with the law.  

j) Undertake induction and online training as required in health and 
safety within the first six weeks of their starting with the College 
and any other health and safety training they are required to do 
by the College. 

k) Where required write risk assessments and ensure that safe 
methods or systems of work are devised, implemented, 
monitored and routinely reviewed. 

l) Co-operate with the College on all health and safety matters, 
familiarise themselves with, and to act in accordance with, any 
health and safety procedures which have been issued to them or 
otherwise brought to their attention, and comply with all aspects 
of health and safety legislation 

m) Act in accordance with any safety training which has been 
provided to them, or any verbal safety instructions issued to 
them; 

n) Make sure they are aware of the location of the nearest fire alarm 
call point, fire extinguisher position and fire exit as well as the 
emergency evacuation plan and procedure to be followed in the 
event of fire or emergency. 

2.11. Trade Union Safety Representatives 

2.11.1. Trade Union Safety Representatives are to be consulted on matters affecting 
the health and safety of employees they represent, in compliance with the 
Safety Representatives and Safety Committees Regulations 1977. Formal 
consultation with Trades Unions on health and safety takes place through the 
health and safety committee. 

2.12. Group Director of Operations.  

2.12.1. The Group Director of Operations leads and co-ordinates SAT health and 
safety strategy. This includes developing the structures for planning, 
measuring and monitoring health and safety performance. 

2.12.2. The Group Director of Operations is accountable to the CEO for the health 
and safety strategy and ensuring a source of competent advice is in place. 

2.12.3. The role of the Group Director of Operations is to: 

a) Feedback any competent advice given, to the Principal & CEO, the 
SAT Executive Team and SLT. 
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b) Assist the Principal to maintain the College’s Health and Safety 
Policy, and ensure that the Policy and any revisions made to it are 
made available to all staff. 

c) Prepare and publish the College’s Health and Safety Guidance. 

d) Liaise with Group Director of HR to ensure that the corporate 
training programme makes adequate provision for the 
development of health and safety management and skills. 

e) Liaise with the Group Director of HR to ensure that adequate 
arrangements are made for consultation with staff, including 
representatives and unions. 

f) Liaise with senior academic managers to ensure that information, 
instruction, training and supervision on health and safety matters 
is provided for their students appropriate to their area of study. 

g) Direct the Health & Safety Manager and team to liaise with 
nominated health and safety liaison representatives from specific 
high-risk areas and provide advice and assistance for health and 
safety practice throughout the College. 

h) Prioritise the work of the Health & Safety Manager 

i) Undertake performance measurement in health and safety, 
including a system of prioritised health and safety inspections of 
College workplaces and contractors and their activities. 

j) Represent the Principal and CEO regarding health and safety 
inspections, statutory inspections and investigations by 
enforcement agencies. 

k) Liaise with enforcement agencies and other lead bodies to enable 
best practice in health and safety management. 

2.13. SAT Health & Safety Manager 

2.13.1. The Health & Safety Manager is the Competent Person as required, and with 
the input, assistance, advice and support from the Facilities Lead at the 
College, any retained safety officers for the College, liaises with managers 
and supervisors on health and safety arrangements in place.  

2.13.2. The Health & Safety Manager will:- 

a) Arrange for provision of College wide associated health and safety 
topic specific information and policies, in liaison with College SLT 
consult on and communicate these.  

b) Undertake or arrange for a programme of health and safety audits 
or inspections covering all aspects of health and safety compliance 
including the use of hazardous substances, trips and visits, risk 
assessment, working at heights etc. prioritising these in relation 
to risk. In addition, sample as necessary. 

c) Monitor with the support of the Principal and College managers 
and staff, compliance with this Policy and the associated guidance, 
to provide assurance to the Principal of consistent 
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implementation; work with College SLT, managers and staff 
advising on actions for their implementation  

d) Assist with College induction, training and instructing managers 
and supervisors as necessary. 

e) Advise on strategic health and safety training delivery including 
central health and safety induction, in liaison with the Central 
Human Resources 

f) Receive record and monitor all reports of accidents, incidents and 
near misses from staff, students and visitors. 

g) Investigate accidents, incidents, and near misses as required. 

h) Monitor risk assessments are carried out and complied with for all 
areas of activity within the College and for students and staff with 
additional needs and that controls are implemented to reduce 
risks so far as is reasonably practicable. 

i) Liaise with contractors and partners on health and safety matters 
for assurance of compliance where requested. 

j) Provide reports to the Health and Safety Committee on all areas 
of health & safety provision including fire management. 

k) Advise and assist in the operation of the College’s First Aid and 
Fire Safety provision. 

2.14. Occupational Health Services 

2.14.1. An Occupational Health Service provider is contracted by SAT to ensure 
employees are suitable for the tasks they undertake; to provide advice and 
assist in monitoring the effects of working practices on health and reduce 
sickness absence through appropriate management of medical conditions. 

3. SECTION 3 - ARRANGEMENTS FOR HEALTH AND SAFETY 

3.1. Abbeygate Sixth Form College Health Safety Management 

3.1.1. The College will base its arrangements for health and safety on the Health and 
Safety Executive’s guidance (HSG65). Figure 1. Below shows the 
interrelationship between the elements of the Plan, Do, Check, Act cycle and 
College inputs. 
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Figure 1. 

Plan 

 
CEO & College Principal 

College Health and Safety Policy 
College SLT and SAT Executive Central Teams 

Corporate Management Team 
Heads of Faculty, Managers, Line Managers & Supervisors 

Departmental / Faculty Team meetings 
Inductions / Staff/ Student Reps 

 
 

Do 

 
Profiling Risk 

Topic/ work activity specific Policies, Procedures & Guidance 
Risk Assessments 

Health Surveillance 
Contractor Assessment and Management 
Health and Safety Committee Meetings 

Business Continuity 
Emergency Planning 

Safe Systems of Work 
Information, Instruction, induction, training and supervision 

 
 

Check 

 
Monitoring and measuring Performance 
Risk Assessment and Regular Review 

Accident/Incident/Near Miss Reporting and Investigations 
Audits and Inspections 

Fixed plant, building systems and work equipment testing, servicing, maintenance, 
risk assessments etc. 

 
 

Act 

 
Review performance and statistics 

Update plans, policies, procedures and guidance 
Implement lessons learnt 
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3.2. Health and Safety Management  

3.2.1. The College will ensure risks to health and safety, are suitably assessed, that 
appropriate and sufficient controls are implemented and monitored and 
provide any necessary health and safety information, instruction, training and 
supervision to implement this policy and associated policies, procedures and 
guidance and keep its management of health and safety management under 
regular review. 

3.2.2. The College must plan its undertakings and proposed undertakings, 
considering health and safety at the concept stage. Where it is reasonably 
practicable to do so, health and safety will be ‘designed out’ through 
elimination of hazards, or properly managed and mitigated by selecting 
appropriate and proportionate control measures.   

3.3. Health and Safety Training 

3.3.1. Health and safety induction and training is to be provided to all new employees 
and to employees in advance of their changing their roles, and must be 
completed within the first six weeks of the probationary period. Line managers 
are responsible for ensuring site and departmental specific induction is 
provided to new staff and students. Training will include advice on the use and 
maintenance of personal protective equipment appropriate to the task 
concerned and the formulation of emergency contingency plans. 

3.3.2. Staff training requirements are identified by line managers and in liaison with 
employees, line managers, senior managers and the Health & Safety Manager. 
Those employees with a particular role to play, for example conducting risk 
assessments, fire marshals, first aiders, will receive additional specific training. 

3.4. Consultation  

3.4.1. The College has a duty to consult with Unions and staff on any matters that 
affect health, safety and welfare at work. This consultation will be conducted 
through the Health and Safety Committee. Appropriately trained Health & 
Safety Trade Union Representatives to attend Health & Safety Committee and 
liaises with the Principal and Group Director of Operations to assist in the 
College’s management of Health and Safety in the workplace. Students to be 
consulted with through their academic area and the relevant student forums. 

3.5. Communication Arrangements 

3.5.1. Copies of the Health and Safety Policy are to be provided to all new employees 
on commencement. This policy and associated policies are to be published on 
the College ‘Hub.’ Departmental or team specific health and safety information 
and documentation will be cascaded through the normal line management 
chain as and when required. Health and safety documentation is to be 
developed and made available in electronic and hard copy format. The 
Intranet, Trust and College newsletters, notice boards and signage are all 
methods for health and safety communication. 

3.6. Co-operation & Care 
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3.6.1. All staff/students are expected to co-operate with safety personnel and to 
accept their responsibilities under this policy. Disciplinary action may be 
taken against any staff or student who violates safety rules or who fails to 
perform his or her duties under this policy (please refer to SAT/ Abbeygate 
HR Polices).  

3.6.2. Staff/students have a duty to take all reasonable steps to preserve and protect 
the health and safety of themselves and all other people affected by the 
operations of the College. 

3.7. Policies and Procedures 

3.7.1. The College publishes its policies and procedures on ‘the ASFC Hub’ which will 
is available to all staff.   

3.8. Risk Assessment and Control 

3.8.1. The College requires that the risks of all activities, on and off site, which may 
significantly affect the health and safety of its staff, students and others are 
assessed. Risk assessments are required for all work activities proportionate 
to the degree of risk as detailed within The Management of Health and Safety 
at Work Regulations 1999 and meeting reasonable practicability and sensible 
risk management. Specific risks assessments are also required by other 
regulations e.g., Manual Handling Regulations, Use of Display Screen 
Equipment Regulations and the Control of Substances Hazardous to Health 
Regulations. The risk control measures that are implemented should be what 
is proportionate to the risks and reasonably practicable and should be 
regularly monitored and reviewed. 

3.8.2. Specific risk assessments are also conducted for staff members working both 
on and off site and for those individuals with additional needs 

3.9. Departmental Health and Safety Files 

3.9.1. Each department and Faculty must hold a health and safety file which contains 
the inventory and register of risk assessments for activities undertaken in that 
area of study/work which for example may include COSHH, Manual Handling 
and DSE (Display Screen Equipment) assessments.  

3.10. Accident Reporting and Investigation 

3.11. The College process and system for accident reporting requires that all staff 
are required to report accidents, incidents, near misses and dangerous 
occurrences they become aware of, promptly. All reports of work place ill 
health to be notified to the line manager and HR in the first instance, who will 
liaise with the Health and Safety Manager, if appropriate. 

3.12. All accidents, incidents and near misses will be investigated in line with 
procedures to prevent recurrence. Where an accident, incident or near miss 
requires reporting to the Health and Safety Executive (HSE) under RIDDOR, 
this must only be submitted by the SAT Health & Safety Manager or Group 
Director of Operations. 
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3.13. The College aims to reduce accidents to a minimum, and will carry out detailed 
analysis of the number and type of accidents, and near misses occurring within 
the College’s area of responsibility to ensure trends are identified and remedial 
steps are put in place to prevent reoccurrence. 

3.14. Asbestos 

3.15. The College building contains no asbestos, construction having been in 2020. 
The H&S file for the construction is held by the Facilities Department. 

3.16. Business Continuity Plan (BCP) and Lockdown Procedure 

3.17. The College Leadership will put in place a BCP establishing Emergency 
Response Teams to manage appropriate response strategies and allocate 
resources to ensure a major incident has minimal impact on the College's 
business operation. 

3.18. Emergency responses are to be guided by The College’s overriding emergency 
goals of protecting life, securing the critical infrastructure and facilities and 
resuming the teaching programme and are to link with specific emergency 
procedures relating to emergency evacuation, dealing with bomb threats and 
building closure/lockdown procedures, in addition to departmental BCP’s. 

3.19. Conflict and Aggression to Staff 

3.19.1. The College believes that no employee or worker should be faced with violence 
in the workplace either from fellow employees, students or members of the 
public. Where a concern is identified risk assessments will be carried out to 
identify the likelihood of violence occurring and suitable control measures 
introduced. 

3.19.2. This links with the relevant College Code of Conduct (staff), Code of Conduct 
(students), the Admissions Policy and - Student Disciplinary Policy & 
Procedure. 

3.20. Contractor Management 

3.20.1. The College is to only use contractors who have proved able to discharge their 
primary responsibility to safeguard their employees and other persons who 
may be affected by their undertakings. This will be achieved by a selection and 
evaluation procedure to ensure that only competent contractors are used by 
the organization 

3.20.2. A competent, named individual must be appointed to co-ordinate each 
contractor contract, including at least daily site visits and out-of-normal-hours 
communications. This individual will be expected to monitor and address any 
shortcomings in contractor arrangements or practice and address those in a 
timely way to protect the safety of people on site. 

3.21. Control of Hazardous Substances 

3.21.1. The handling, use, storage and disposal of hazardous substances is covered by 
the Control of Substances Hazardous to Health Regulations 2002 (as amended) 
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(COSHH) and where items that are flammable are used the Dangerous 
Substances and Explosive Atmosphere Regulations 2002 (DSEAR) additionally 
apply. The College will fully comply with the requirements set out in both pieces 
of legislation. 

3.21.2. Hazardous substances may be physical (dust, fumes, vapors,) or chemical 
(cleaning materials, glue, lubricant, beauty products). 

3.21.3. Dangerous substances may include solvents, paints, and dust from sanding, 
pressurized gases. 

3.21.4. Risk assessments with strict controls and current supplier safety data sheets 
(SDS) are required where individuals may be at risk from exposure to 
hazardous substances or dangerous substances. Risk assessments are to be 
conducted of all work involving exposure to hazardous substances. 
Assessments will be based on the manufacturer or supplier’s health and safety 
guidance and may also use recognized software databases and systems 
including CLEAPPS and Lab Logger as applicable, and be undertaken by 
competent members of staff, and follow best practice with regards to safe 
working practices and systems. 

3.21.5. The College will ensure that exposure of staff/students to hazardous 
substances is minimised and adequately controlled in all cases. 

3.21.6. All staff/students who will come into contact with hazardous substances must 
receive comprehensive and adequate training and information on the health 
and safety issues relating to that type of work. 

3.21.7. Assessments are to be reviewed periodically, whenever there is a substantial 
modification to the work process and if there is any reason to suspect that the 
assessment may no longer be valid. 

3.22. Covid 19 

3.22.1. The College will follow all Government guidance and subsequent advice issued 
by the Department of Education, the Health and Safety Executive, the 
Association of Colleges and its insurance company in relation to all College 
activities during a declared epidemic or pandemic outbreak. 

3.22.2. A high-level risk assessment has been undertaken and will be kept under 
review by the SLT, taking into consideration all premises, activities, students, 
staff and visitors. This will be approved by the Principal and Executive Group 
and by the Board of Trustees in consultation with relevant trade unions and 
senior College staff. This will be regularly reviewed in line with the current 
Government advice. 

3.22.3. Specific risk assessments will be completed for individual activities and 
vulnerable persons by the Director of Curriculum, Faculty or departmental 
managers where additional risks of exposure to Covid 19 may be present which 
required specific measures to be in place, who will seek assistance from the 
College Facilities Lead, and SAT Health & Safety, as necessary, prior to 
commencing activities. Only planned activities in specified locations with 
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specified staff and students, which have been risk assessed, may be 
undertaken. 

3.22.4. The management of staff related health issues will be undertaken by SAT 
Human Resources. 

3.23. Educational Trips and Visits 

3.24. The College takes the health, safety and welfare of its students and staff very 
seriously and a suitable risk assessment process must be put in place and 
managed by Director of Curriculum for this A suitable risk assessment of every 
trip and visit, must be undertaken in advance of any College trip or visit taking 
place, including providing details to parents or guardians for relevant students 
and obtaining consent. 

3.25. Electrical Safety 

3.25.1. The fixed electrical installation and any temporary electrical installations shall 
be the responsibility of the Facilities Manager/ Lead to ensure in suitable safe, 
maintained condition for use and that they are inspected routinely by a 
competent person. Additionally: 

a) All electrical equipment brought into the College must be tested 
before use and suitable for the environment they are to be used 
in.  All staff and students who wish to bring equipment onto site 
must liaise with the Facilities Lead to ensure it has been PAT 
tested before bringing it on site. The College Facilities 
Management will specify what tests are necessary; 

b) Repairs or maintenance of electrical equipment is not to be 
undertaken by a person unless they are authorised and trained to 
do so.  

c) Defective equipment must not be used until it has been repaired, 
checked, and passed as safe for use. In the meantime, it should 
be taken out of service and suitably labelled to prevent others 
from using it; 

d) Users are to carry out visual signs of potential electrical faults 
include damaged plugs and pins, significant wear or DIY repairs 
to flex coverings, and exposed wires of equipment before use. 

3.26. Fire Safety 

3.26.1. All staff/students have a duty to conduct their operations in such a way as to 
minimise the risk of fire. This involves keeping combustible materials separate 
from sources of ignition and avoiding unnecessary accumulation of combustible 
materials. 

3.26.2. All staff/students within the College have a duty to report immediately any fire, 
smoke or potential fire hazards. 

3.26.3. The College is responsible for conducting a fire risk assessment in accordance 
with regulatory requirements and reviewing and updating the assessment 
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routinely or when circumstances demand. The person(s) with responsibility for 
this and for the maintenance and testing of fire alarms and firefighting 
equipment are the facilities/estates management team. 

3.26.4. Managers are responsible for keeping their operating areas safe from fire, 
ensuring that their staff/students are trained in proper fire prevention practices 
and emergency procedures. 

3.26.5. The College’s emergency evacuation procedures will take account of fire 
hazards in specific areas of the College.  

3.26.6. Fire alarm call points are located at all emergency exits throughout the College. 
If a fire is detected it is the responsibility of any employee present to activate 
the alarm and evacuate the building. 

3.26.7. Fire extinguishers are located at strategic points throughout the College. Water 
extinguishers and foam extinguishers must not be used on electrical fires. 
These should be tackled with dry powder or CO2 extinguishers. Staff should 
only use fire extinguishers if trained to do so. If the situation is dangerous or 
potentially dangerous, the person should activate the alarm and evacuate the 
building immediately.  

3.26.8. Fire doors designed to slow the spread of fire and smoke throughout the 
College have been installed at strategic points. Fire doors are designed to close 
automatically after opening and must never be blocked, jammed or tied open. 

3.26.9. In the event of the fire alarm being activated whether by actual fire or 
inadvertently by some action that triggers a false alarm, or in any other 
emergency situation (such as a bomb scare), all staff/students must leave the 
building by the nearest available exit and assemble at the designated assembly 
point. 

3.26.10. The designated assembly point for all departments is: the car park 

3.26.11. Practice fire drills will be conducted each term to ensure staff/student 
familiarity with emergency evacuation procedures. 

3.27. First Aid 

3.27.1. The College will ensure that the appropriate arrangements are made for first 
aid provision in line with The Health and Safety (First Aid) Regulations 1981. 
The number of trained personnel and first aid equipment will be determined 
after risk assessed the areas of activity within the College. A first aid room will 
be provided on site. 

3.27.2. The College First Aid Policy will include procedures to take into account any 
special or revised working arrangements in light of Covid 19, with any 
additional PPE to be provided for trained competent first aiders as necessary. 

3.28. Health and Safety Inspections and Audit 

3.28.1. Regular safety health and safety walk around inspections and checks of the 
College will be conducted by curriculum managers, line managers and 
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employee representatives. In addition, inspections will be conducted by the 
Director of Curriculum/ Faculty Heads/ Manager in all relevant areas whenever 
there are significant changes in the nature and/or scale of operations and or 
following an incident, accident or near miss situation. Inspections may be 
limited to specific topic matters or be of a wider nature, dependent on 
circumstance.  

3.28.2. College inspections will provide an opportunity to review the continuing 
effectiveness of the policy and to identify areas where revision of policy, 
procedures, risk assessment or training may be necessary. 

3.29. Manual Handling 

3.29.1. The College recognises that musculo-skeletal and other injuries may be caused 
by poor manual handling techniques and is to comply with the law as set out 
in the Manual Handling Operations Regulations 1992 (as amended 2002) and 
avoid, so far as is reasonably practicable, Manual handling operations, where 
there is a risk of injury. 

3.29.2. Where it is not possible to avoid manual handling operations an assessment of 
the operation is to be made taking into account the task, the load, the working 
environment and the capability of the individual concerned. Where possible 
manual handling will be avoided and mechanical aids such as trollies will be 
provided. Training will be given to those required to complete manual handling 
tasks. An assessment will be reviewed if there is any reason to suspect that it 
is no longer valid. All reasonably practicable steps will be taken to reduce the 
risk of injury to the lowest practicable level possible. 

3.30. Mental Health 

3.31. The College are committed to identifying and reducing stressors in the 
workplace. The College will consider the introduction of Mental Health First 
Aiders to support staff. Line managers are responsible for ensuring that work-
related stress is assessed and managed and for liaising with and seeking 
assistance and advice from HR as necessary.  

3.32. New and Expectant Mothers 

3.32.1. To protect the health and safety of new and expectant mothers, line managers 
of new and expectant mothers or new and expectant mothers are to notify SAT 
HR who will seek the advice and assistance of SAT Health and Safety for them 
to liaise with the line manager, who will undertake to risk assess the 
individual’s circumstances and put in place suitable controls or review working 
as necessary. 

3.33. Personal Protective Equipment (PPE) 

3.33.1. All staff/students who may be exposed to a risk to their health and safety while 
at work will be provided with suitable, properly fitting and effective personal 
protective equipment, where required.  
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3.33.2. Where health and safety risks cannot be controlled by other means, all 
personal protective equipment provided by the College to be properly assessed 
prior to its provision. 

3.33.3. All personal protective equipment provided by the College for work will be 
provided free of charge and must be suitable for the intended work activity 
and environment and be maintained in good working order. 

3.33.4. All staff/students provided with personal protective equipment by the College 
are to be informed, instructed and or trained in the use, maintenance and 
purpose of the equipment. Records of the issue of PPE must always be 
maintained and monitoring of its use will take place. 

3.34. Plant and Equipment 

3.34.1. All items of fixed plant i.e., boilers, fixed wiring, fire alarm systems, lifts, 
emergency lighting systems, water systems etc. will be subject to strict 
maintenance regimes and statutory inspections carried out by a competent 
person. Any additions or changes to such systems will only be carried out by 
competent persons and be subject to relevant legislation requirements. 

3.34.2. Equipment may include the forklift truck, ladders, mechanical and electrical 
items within workshops. 

3.34.3. The College will comply with the the Provision and Use of Work Equipment 
Regulations 1998 and the Lifting Operations and Lifting Equipment Regulations 
1998 and UK legislation relating to plant and equipment  It will endeavour to 
ensure that all plant and equipment used in the College is safe and suitable for 
the purposes intended; risk assessed as appropriate with users provided with 
adequate information and training to enable them to use work equipment 
safely; maintained in good working order and repair; with appropriate suitable 
guards or protective measures in place and clearly marked with health and 
safety warnings where appropriate. 

3.34.4. The use of any work equipment that could pose a risk to people in College will 
be restricted to authorised persons. 

a) College machinery and tools are only to be used by qualified and 
authorised personnel. It is the responsibility of the manager to 
determine who is authorised to use specific tools and equipment; 

b) It is the responsibility of all staff/students to ensure that any tools 
or equipment they use are in a good and safe condition. Any tools 
or equipment, which are in anyway defective, must be repaired or 
replaced; 

c) All tools must be properly and safely stored when not in use; 

d) No tool should be used without the manufacturers recommended 
shields, guards or attachments; 

e) Approved personal protective equipment must be properly used 
where appropriate; 
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f) Persons using machine tools must not wear clothing, jewellery or 
long hair in such a way as might pose a risk to their or other’s 
safety; 

g) Staff/students are prohibited from using any tool or piece of 
equipment for any purpose other than its intended purpose; 

h) Never distract a person who is using machinery or tools; 

i) People using machinery must know how to stop it in an 
emergency. 

3.35. Smoking (including all forms of vaping) 

3.35.1. The College premises is an entirely smoke-free environment.  

3.35.2. Smoking is not permitted anywhere on the college site at any time.  

3.35.3. All transport provided or contracted by the College will be smoke free. 
Additionally, all private vehicles being used for College business will be smoke-
free when there are passengers present.  

3.35.4. No-smoking signs are to be prominently displayed around all College grounds 
and in College vehicles used by the College, as required by the Health Act 
2006. 

3.36. Teaching Areas 

3.37. Individual teaching areas to have been risk assessed with suitable safety 
control measures implemented and safe systems of work implemented as 
necessary, for tasks and activities. Where appropriate safe systems of work 
are to be clearly displayed next to equipment or in teaching areas. 

3.38. Work at Height 

3.38.1. Work at height may include use of scaffold towers, ladders, stepladders 
through to the use of small ‘kick stools’ in offices. Falls from height, relate also 
to the use of any fragile surfaces on site. The College will provide suitable 
training and equipment that is fit for purpose to all those who may be at risk 
from falls from height. 

3.38.2. Where work at height cannot be avoided, the College is to ensure work at 
height and falls from heights are suitably risk assessed and controlled so far 
as is reasonable, to prevent risks arising. The Work at Height Regulations 2005 
will be complied with at all times. 

3.39. Workplace Welfare and Safety 

3.39.1. The College recognises that the workplace has an impact upon the health and 
wellbeing of all those within it. As a result, it is committed to providing a safe 
workplace, without risks to health and appropriate welfare facilities in line with 
The Workplace (Health, Safety and Welfare) Regulations 1992. Measures will 
be applied to protect employees, students and all others from risks associated 
with the working environment. 
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3.39.2. The College requires all offices, workshops and other workplaces to be suitable 
for the work activities which take place in them so as to protect the health and 
safety of staff, students and others who work there. All operations that involve 
a risk of injury or harm should be avoided as far as is reasonably possible. Key 
points are: 

a) Work areas must be kept clean and tidy; 

b) Any spillage must be cleaned up immediately 

c) Waste materials and rubbish must be removed routinely and 
recycled when practicable; 

d) All flammable waste materials must be discarded in sealed metal 
containers; 

e) Sharps should be disposed of safely in a sealed container provided 
by a specialist contractor; 

f) Never undertake potentially hazardous activities whilst working 
alone; 

g) Walkways and passageways must be kept clear from obstructions 
at all times; 

h) If a walkway or passageway becomes wet it should be clearly 
marked with warning signs and/or covered with non-slip material 
and promptly cleaned by competent staff 

i) Trailing cables are a trip hazard and should not be left in any 
passageway; 

j) Any change in the floor elevation of any walkway or passageway 
must be clearly marked; 

k) In the case where a passageway or walkway is being used by a 
vehicle or other moving machinery an alternative route should be 
used by pedestrians wherever possible. If no alternative route is 
possible the area should be risk assessed with suitable control 
measures implement to reduce and manage risks and clearly 
marked with warning signs 

3.39.3. Health and wellbeing reports are to be provided to the H&S Committee on a 
regular basis. 

3.40. Workstation Safety 

3.40.1. The College aims to ensure that ill health associated with the use of Display 
Screen Equipment (DSE) is avoided in accordance with the Health and Safety 
(Display Screen Equipment) Regulations 1992. DSE; otherwise known as a 
workstation may consist of a PC, screen, chair, keyboard, mouse, desk 
telephone etc. and includes the work environment. 

3.40.2. Whilst line managers have the responsibility to ensure that suitable risk 
assessments have been undertaken, employees should take personal 
responsibility for ensuring that their workstation is setup correctly and that 
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breaks to other tasks away from the screen are included in their normal 
working day. 

3.40.3. The College workstation E-Learning and self-assessment form should be 
completed by all staff. They are to inform their line manager who is to contact 
SAT health and safety if assistance or advice is required with regards to 
undertaking workstation self-assessment.  

3.41. Workplace Transport and Driving for Work. 

3.41.1. The College will use SAT systems to manage the operation of College vehicles 
and the competency of drivers, including casual car use. All College vehicles 
will be maintained to an appropriate standard and regularly checked prior to 
use. Appropriate documentation checks must be carried out to ensure 
competency; training will be provided where required. 

3.42. Work Place Learning (including work experience and Young 
Apprentices) 

3.42.1. The College must hold a main health and safety record on each employer where 
work or industry placement full time students and apprentices are located. The 
responsibility for ensuring and monitoring these are in place and kept up to 
date sits with the Director of Curriculum. The Director of Curriculum to ensure 
suitable health and safety management system and monitoring of records by 
competent staff is in place.   

4. SECTION 4 - MONITORING AND REVIEW OF HEALTH AND SAFETY 

4.1.1. College wide Health and Safety Policies will be developed and routinely 
reviewed by SAT Health and Safety; any locally required policies, procedure, 
guidance, instruction and action plans required for the safe management of 
work is to be developed, consulted on, communicated and reviewed by College 
Leaders and managers as required for their areas. Implementation across all 
areas be monitoring routinely by the Director of Curriculum and Faculty Heads, 
and departmental managers, with periodic sampling and monitoring of reactive 
and proactive health and safety indicators for compliance with this policy by 
SAT Health and Safety, who will communicate the findings of such to the 
Principal, Director of Curriculum, Faculty Heads, managers and staff as 
appropriate. 

4.1.2. Each department will actively monitor health and safety performance through 
their development of an annual health and safety action plan. They will seek 
assistance from SAT health and Safety, for this if necessary. SAT health and 
safety will coordinate the findings from these into an Annual Report. 

4.1.3. The Annual Report will summarise the College’s current Health and Safety 
status giving re-active statistics and pro-active health and safety initiatives. It 
is to be presented to the Health and Safety Committee and made available to 
the Board, CEO, and Principal with details of the systems of inspection and 
monitoring regularly undertaken.   
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4.1.4. The Annual Report is to consider the strengths and weaknesses, set targets for 
improvement and to further raise the standards of health, safety and wellbeing 
for the year ahead.  

4.1.5. This policy will be reviewed annually by the SAT Health and Safety Manager. 
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