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Health and  
Safety Training Policy  

In the development of this local policy, Langney Primary School has adopted the guidance 
and model policy provided by East Sussex County Council (December 2013). 

 

Date: 24th May 2014 

Document summary 

Health and Safety training is vital to ensure appropriate competency, raise awareness of 
standards and ensure compliance with specific statutory requirements. 
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About this document: 

Enquiries: Health & Safety Team 

Author: Health & Safety Team 

Telephone: 01273 336306 

Email: paths@eastsussex.gov.uk 

Download this document 
From:   
https://czone.eastsussex.gov.uk/schoolman
agement/healthsafety/main/Pages/t.aspx 

Version number:  01 

Related information  

 

Accessibility help  

Zoom in or out by holding down the Control key and turning the mouse wheel.  

CTRL and click on the table of contents to navigate.  

Press CTRL and Home key to return to the top of the document 

Press Alt-left arrow to return to your previous location. 

mailto:paths@eastsussex.gov.uk
https://czone.eastsussex.gov.uk/schoolmanagement/healthsafety/main/Pages/t.aspx
https://czone.eastsussex.gov.uk/schoolmanagement/healthsafety/main/Pages/t.aspx
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Health and Safety Training Policy 
 
 

1. Introduction 
 
1.1 This Policy has been developed to ensure that there is a common framework to the 
provision of health and safety training within the County Council, including schools.  It 
outlines the responsibilities from Chief Officers through to employees in relation to safety 
training.  This Policy will apply to all community and controlled schools.  The Appendices 
give guidance on exactly what training is considered essential.  Precise attendance 
arrangements will be determined locally in conjunction with the Health and Safety team.   
 

2. Responsibilities 
 
2.1 The Director of Children’s Services must ensure that: 
 

 Arrangements are made for monitoring the implementation of this Policy within 
schools to ensure that prioritised training is determined, delivered and 
completed. 

 
2.2 Governors, Headteachers and Line Managers must ensure that: 
 

 they are aware of their own safety management responsibilities 
 

 when staff under their control take up a new post, or take up different 
responsibilities in their present post, and/or are exposed to new or increased 
risks due to changes in responsibility, they must ensure that appropriate safety 
training is provided as soon as possible 

 

 sufficient funds are allocated within the school’s delegated budget for provision 
of health and safety training and refresher training 

 

 staff are released to attend the required (refresher) training 
 

 all health and safety training is permanently recorded to validate attendance, 
help manage refresher training and thus assist in protecting the County Council’s 
potential liability. As a minimum, the record of the training for each participant 
must indicate: 

 

 The type of the course 

 The date of the course 

 An outline of the course programme. 
 
2.3 The Health and Safety team will ensure that: 
 

 all safety training courses organised by the Health and Safety team are of the 
required standard. Courses will either be organised and delivered in-house, by 
the Health and Safety team, by interactive e-learning methods, or, where 
appropriate, by approved external providers  

 

 periodic monitoring is carried out to ensure appropriate take-up of health and 
safety training.  
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2.4 Employees must: 
 

 attend the required courses that have been identified as part of their safety 
training. Attendance on such courses is mandatory so as to ensure compliance 
with statutory requirements.  The Health and Safety at Work, etc. Act 1974, as 
well as the Regulations made under it, requires employees to participate in any 
safety training identified as necessary by their employer.  Failure to attend 
agreed training in a timely manner may leave employees, and others affected by 
their acts or omissions, more vulnerable to the risk of harm and injury; 

 

 ensure that they attend refresher training within the timescales outlined in 
Appendix 1. 

 

3. What courses are available? 
 
3.1 There are a range of Health & Safety courses and a brief description of them can be 
found in Appendix 1 of this Policy.  Full details of the courses are available in the Health 
and Safety Training Directory, accessible via Czone.  Course dates, venues and costs are 
available from the Standards and Learning Effectiveness Training Events Team. 
 

4. Supporting Guidance to the Health and Safety Training Policy 
 

4.1 The Health and Safety at Work etc. Act 1974 requires the local authority as the 
employer to provide sufficient instruction, supervision and training to all its employees to 
ensure, so far as is reasonably practicable, their health and safety at work. 
 
4.2 Employees must also have sufficient training to conduct their work in a way that will 
not harm others e.g. pupils.  Therefore, all staff with direct supervisory responsibility for 
other members of staff must ensure that their staff have received, or receive training 
appropriate to the hazards associated with their work. 
 
4.3 Headteachers have responsibility for identifying training needs and funds for their 
staff in their annual management plan. 
 

5. Induction Training 
 
5.1 All employees (full-time, temporary, supply, part-time and voluntary workers) should 
be made aware of the following general arrangements for their health, safety and welfare 
as soon as possible after their appointment: 
 

 safety policy and all safety rules/safe working procedures/applicable codes of practice 

 fire and emergency evacuation procedures 

 first-aid arrangements, including location of first aiders and equipment 

 reporting procedures for all accidents/incidents/violence/ill health at work 

 reporting procedures for hazards and defects in equipment/premises/work methods 

 moving and handling techniques. 
 
 
 
 
 
 



 

                                                               Page 5 of 13 

 

6. On-the-Job Training 
 
6.1 All staff should be informed of the requirements contained in any Codes of Safe 
Working Practice and/or safe systems of work applicable to their activities.  This 
information should be updated, locally, whenever new procedures or equipment are 
introduced. 
 
6.2 Supervisory staff must ensure that all staff using equipment/machinery/ substances 
are competent to do so, or are receiving instruction and supervision until they are 
competent to work alone.  They must also ensure that their staff are fully aware of the 
measures to be taken to minimise or eliminate any hazards associated with 
equipment/substances, and are familiar with the COSHH assessments made for 
substances in use.  These assessments and instructions should also include the reasons 
and necessity for any protective clothing and/or protective equipment and its correct use. 
 
6.3 Assessments of lifting/handling tasks and high noise levels at work should also 
include protective/ preventative measures. 
 

7. Off-the-Job Training 
 
7.1 This extends to two areas: 
 

 the training of headteachers, managers, supervisors and governors to increase their 
safety awareness and develop their safety management skills.  The training of staff in 
specific techniques or safe systems of work. 

 

 qualification training.  This applies where a work activity requires that a person 
possesses a specific qualification before being deemed competent to carry out the 
activity.  Examples include the administration of first-aid, use of certain woodworking 
machines and the teaching of gymnastics. 

 
7.2 A training matrix detailing the health and safety training that is essential for specific 
groups of staff is attached as Appendix 1.   
 
7.3 In some cases staff may undertake more than one role and therefore this should be 
considered when developing a training plan.  For example, the headteacher may also 
undertake the role of health and safety co-ordinator and premises co-ordinator.  In this 
case, they would need to attend the IOSH Managing Safely Course and Premises Co-
ordinator training only.  Advice and support on the training required can be obtained from 
the Health and Safety team. 
 

8. Refresher Training 
 
8.1 It is essential that staff receive regular refresher training to ensure that they are kept 
up to date with any changes in legislation, best practice, etc. as well as updating their 
skills. 
 
8.2 In some cases the required frequency for refresher training is determined by 
legislation and in other cases the standard has been set by the department.  The required 
frequency of refresher training has been included in Appendix 1. 
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Appendix 1: Health and Safety Training Matrix 
 

Essential Training Courses 
 

Roles Courses Details 

Governors Strategic Governance: 
Health and Safety 

To explore the governing 
body’s responsibilities for 
health and safety in their 
schools. 
 

Duration: two hours 
Refresher: every five years 
 

Headteachers Health and Safety Induction To provide an overview of 
health and safety 
responsibilities and key 
procedures for the authority. 
 

Duration: one hour 
 

Health & Safety 
Management  

To enable headteachers and 
senior managers to manage 
safety effectively in 
accordance with legislation 
and best practice. 
 

Duration:  one day 
Refresher: every five years 
 

Health and Safety 
Coordinators 

Health and Safety Induction To provide an overview of 
health and safety 
responsibilities and key 
procedures for the authority. 
 

Duration: one hour 
 

IOSH Managing Health and 
Safety 

To enable the nominated 
health and safety co-
ordinator for each school to 
implement an effective 
safety management system 
and have sufficient 
knowledge and 
understanding to be the first 
point of contact within the 
school for health and safety. 
 

Duration:  4 x one day 
modules 
 

Health and Safety  

Co-ordinators Network 
Meeting 

To enable health and safety 
co-ordinators to receive 
refresher/update training in 
health and safety and share 
best practice. 
 

Duration: half day 
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Roles Courses Details 

Managers / Supervisors Health and Safety Induction To provide an overview of 
health and safety 
responsibilities and key 
procedures for the authority. 
 

Delivered by line manager 
 

IOSH Working Safely To ensure that employees’ 
actions contribute to safety 
within the workplace and 
individual responsibilities are 
understood.  Suitable for any 
line manager or supervisor 
but primarily aimed at those 
with direct health and safety 
duties. 
 

Duration: one day 
Refresher: every five years 
 

Risk Assessment To enable staff group to 
undertake a range of 
necessary risk assessments 
based on statutory and 
operational requirements. 
 

Duration: half day 
Refresher: every five years 
 

Personal Safety Awareness To enhance personal safety 
awareness in the context of 
lone working or interacting 
with specific client groups. 
 

Duration: one day 
Refresher: every three 
years 
 

Premises Coordinators 

 

 

 

 

 

 

 

 

 

 

 

Premises Co-ordinator 
Training 

To ensure that employees 
who are designated as 
premises co-ordinators 
understand and implement 
their role, including the need 
to manage contractors on 
site. 
 

Duration: half day 
Refresher: every three 
years 
 

IOSH Working Safely To ensure that employees’ 
actions contribute to safety 
within the workplace and 
individual responsibilities are 
understood.  Suitable for any 
line manager or supervisor 
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Roles Courses Details 

Premises Coordinators but primarily aimed at those 
with direct health and safety 
duties. 
 

Duration: one day 
Refresher: every five years 
 

Caretaking / Site Team 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Safer Techniques for Moving 
and Handling of 
Objects/Loads 

To equip staff with the 
necessary moving and 
handling skills. 
 

Duration: half day 
Refresher: every three 
years 
 

IOSH Working Safely To ensure that employees’ 
actions contribute to safety 
within the workplace and 
individual responsibilities are 
understood.  Suitable for any 
line manager or supervisor 
but primarily aimed at those 
with direct health and safety 
duties. 
 

Duration: one day 
Refresher: every five years 
 

Premises Co-ordinator 
Training  

To ensure that employees 
who are designated as 
premises co-ordinators 
understand and implement 
their role, including the need 
to manage contractors who 
are on site. 
  

Duration: half day 
Refresher: every three 
years 
 

Safe use of steps/ladders To ensure that any staff who 
are required to work at 
height are aware of the 
general guidelines for the 
safe use, storage and 
inspection of ladders and 
steps. 
 

Duration:  half day 
Refresher: every three 
years 
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Roles Courses Details 

Caretaking / Site Team Safe use of Mobile Towers 
Scaffolds and Ladders/steps 

To ensure that any staff who 
uses a mobile tower scaffold 
has received certificated 
training including the safe 
use, erection, storage and 
inspection of mobile towers 
and ladders/steps. 
 

Duration: one day 
Refresher: prior to expiry 
of certificate  
 

Personal Safety Awareness To enhance personal safety 
awareness in the context of 
lone working or interacting 
with specific client groups. 
 

Duration: one day 
Refresher: every three 
years 
 

Responsible Person 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fire Safety at Work To equip appropriate staff 
with the necessary fire 
safety awareness skills. 
 

Duration: one day 
(Maresfield) 
 

Moving and Handling 
Instructors 

To enable staff to deliver 
basic skills training for the 
moving and handling of 
people. 
 

Duration: four days 
Refresher: every three 
years 
 

Moving and Handling Risk 
Assessors for People 

To ensure that staff are 
trained in carrying out risk 
assessments of handling 
people. 
 

Duration: two days 
Refresher: every three 
years 
 

Asbestos Awareness 

 

To ensure that specific staff 
who may,  in the course of 
their duties, be more likely 
than others to be exposed to 
asbestos and those 
“controllers” who 
commission others who, by 
the nature of the work to be 
carried out, would similarly 
be at enhanced risk of 



 

                                                               Page 10 of 13 

 

Roles Courses Details 

Responsible Person exposure e.g. contractors, 
are aware of the risks 
associated with asbestos. 
 

Duration: half day 
Refresher: every three 
years 
 

Swimming Pools – Pool 
Plant Operator 

To ensure the competency 
of people who operate 
school pools. 
 

Duration: two days 
Refresher: every two years 
 

Staff 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IOSH Working Safely  To ensure that employees’ 
actions contribute to safety 
within the workplace and 
individual responsibilities are 
understood.  It is 
recommended that a 
representative from each 
staff group attends to raise 
health and safety 
awareness. 
 

Duration: one day 
Refresher: every five years 
 

First Aid  To provide designated staff 
with required training. 
 

Duration:  varies according 

to type of training 
Refresher: every three 
years plus annual 
refresher (strongly 

recommended by the HSE) 
 

Administration of Medicines To provide designated staff 
with the required training to 
administer general 
medication and set up 
suitable and sufficient 
management system in 
school. 
 

Duration: half day 
Refresher: every three 
years 
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Roles Courses Details 

Staff 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Safer Techniques in Moving 
and Handling of 
Objects/Loads 

To equip those staff who are 
required to undertake lifting 
activities with the necessary 
moving and handling skills. 
 

Duration: half day 
Refresher: every three 
years 
 

Safer Techniques in Moving 
and Handling of People 

To provide staff with the 
knowledge of the correct 
procedures and methods for 
the safe moving and 
handling of pupils. 
 

Duration: one day 
Refresher: every two years 
 

Swimming Pools – 
Lifesavers 

To provide designated staff 
with required training. 
 

Duration:  varies 
according to type of 
training 
 

Refresher: varies 
according to type of 
training 
 

Safe use of steps/ladders To ensure that any staff who 
are required to work at 
height are aware of the 
general guidelines for the 
safe use, storage and 
inspection of ladders and 
steps. 
 

Duration:  half day 
Refresher: every three 
years 
 

Safe use of Mobile Towers 
Scaffolds  

To ensure that any staff who 
uses a mobile tower scaffold 
has received certificated 
training including the safe 
use, erection, storage and 
inspection of mobile towers 
and ladders/steps. 
 

Duration: one day 
Refresher: prior to expiry 
of certificate 
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Roles Courses Details 

Staff Health and Safety in Design 
Technology Workshops 

Essential certificated training 
for all school who work 
within Design Technology 
Department. 
 

Duration: one day 
Accreditation: every five 
years 
 

 


