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Job Description: Health and Safety Officer


Title: 			Health and Safety Officer

Reports to: 		Facilities & Maintenance Manager 

Based at:		Doncaster Deaf Trust (DDT)

Hours of work:	37 hours per week

Salary:		A35 £36,386 to A37 £38,393
 
 

Role 

The primary role of the Health and Safety Officer at Doncaster Deaf Trust is to ensure the health, safety and well-being of students, staff, and visitors within the Trust. You will play a crucial role in preventing accidents and incidents, promoting a positive safety culture, and complying with relevant regulations. You will also coordinate the health and safety training programme across the Trust to ensure best practice and compliance for all of our services.

The role covers a wide range of supervisory tasks including the monitoring, management and completion of legislative checks, oversight and liaison with the General Maintenance Supervisor to complete reactive maintenance ticket requests and the undertaking of policy planning and implementation.

As the DDT Health and Safety Officer you will be required to monitor and report to the Health and Safety Committee and all Trust wide Board meetings.

The Health and Safety Officer will lead and manage the Health and Safety function for the Trust, they will work with and support the property maintenance team under the direction of the Facilities and Maintenance Manager. The officer will carry out tasks across all areas of the DDT, working with a range of staff, clients, children and young people.  It is critical that the officer is always flexible, professional, and diplomatic. 

We are looking for a dynamic individual with a positive approach to health, safety and training. There will be a requirement to advise, guide and collaborate with our service managers to ensure our facility is safe and compliant. Communication and liaison with internal and external professionals will be imperative to the success of the role. 

Experience of operating and managing health, safety and training software, such as Safesmart, would be advantageous.

Duties and responsibilities

By nature of the responsibility, the following list is not exhaustive, but is a guideline as to the main requirements of the role. The Health and Safety Officer must be willing, flexible and prepared to carry out reasonable tasks not necessarily covered within this job description. 

1. Safeguarding
All staff have a responsibility and duty of care to safeguard and promote the welfare of pupils. Staff must be aware of the systems within the trust which support safeguarding and must act in accordance with the trusts safeguarding & child protection policy and code of conduct. 

As Health and Safety Officer you will work closely with the Designated Safeguarding Leads for each area to ensure policies and procedures are fit for purpose and provide coherent guidance across all aspects of both domains.

2. General Duties
Designing and Maintaining Health and Safety Measures:
1. To develop and maintain health and safety policies and governance arrangements specific to Doncaster Deaf Trust.
2. To increase health and safety awareness at all levels across the Trust.
3. To align the operational health and safety strategy with the overall organisational strategy.
4. To integrate health and safety decision-making with business decisions and risk management processes.
5. To liaise with all service managers across the trust to inform, implement and 
maintain the Business Continuity Plan for the Trust.
6. To plan and implement a cyclical Health and Safety programme to underpin policy, training, accident/incident monitoring and reporting and site-specific emergency planning procedures.
7. To coordinate the response to fire and other emergencies on or about Trust property.

Implementing Safety Systems:
8. To create, implement and/or maintain a robust health and safety management system that adheres to legal and good practice standards, currently facilitated through Safesmart.
9. To utilise the Health and Safety management system for the purposes of monitoring, recording and reporting.
10. To conduct regular inspections and audits of materials, equipment, workplaces, and personnel to ensure compliance.
11. [bookmark: _Hlk167191503]To liaise with the Health and Safety representatives from all services to ensure that health and safety systems and processes are coherent and aligned to industry and legislative standards.
12. To ensure that the site operates with reasonable and proper health and safety measures that protect the safety and health of all learners, staff and visitors.
13. To work in conjunction with the Facilities and Maintenance Manager, to coordinate the registration and removal of all hazardous waste materials and ensure accurate record keeping of all transactions.
14. To work in conjunction with the General Maintenance Supervisor, to maintain a compliance log which reflects internal and external inspection and testing programmes and certification.
15. To liaise with the South Yorkshire Fire and Rescue Services regarding emergency procedures, communications, fire safety inspections and fire safety education programmes.

Risk Assessment and Incident Investigation:
16. To identify occupational health and safety hazards.
17. To investigate and report on all serious/critical personal injury accidents occurring to students, staff and/or visitors and to assist in the investigation of all accidents/incidents that result in substantial damage to Trust vehicles and/or property.
18. To complete and/or oversee the implementation of appropriate operational risk assessments for all services across the trust, ensure that there are appropriate and thorough review processes in place.
19. To support services across the trust to undertake accident/incident investigations promptly, reporting findings and making appropriate recommendations for reducing risk.
20. To advise on maintaining and improving safe systems of work.
21. To work with Senior Managers to investigate and report on complaints of hazardous and non-compliant working conditions.

Training:
22. To deliver and/or coordinate the training of the Trust personnel in key areas of health and safety, including First Aid, CPR, Accident Reporting, Manual Handling, Fire Safety, Workplace Inspections, Risk Assessments and other matters related to implementing safety procedures across all aspects of Trust operations and facilities.
23. To manage the training programme for the Trust in line with the specific budget proposals for each service and statutory requirements.

Reporting:
24. To attend and report into the Health and Safety Committee.
25. To produce comprehensive reports for the presentation at Trustee and Governor meetings.
26. To measure and report on operational health and safety performance, benchmarking it against industry and legislative standards.


Enhancing Safety Culture:
27. Foster a positive health and safety culture throughout the trust.
28. Promote awareness and training related to health and safety competence requirements.
29. To be responsive and proactive in managing and addressing employee safety concerns.
30. To demonstrate and actively promote our fundamental pillars of behaviour which include your ability to actively listen and communicate accurately, to be empathetic, aware, adaptable, and authentic as well as visionary, insightful, a custodian, committed and have the ability to build communities. 
 



Person profile and skills

Essential Criteria:
1. Previous experience in a similar role is essential. The application should have relevant certification in their given trade. 
2. Crucially, the right individual will be the one willing to learn and make the job their own in a way that an efficient and effective service is always delivered. 
3. Satisfactory Enhanced DBS disclosure (to be completed as a pre-condition of engagement).
4. Two satisfactory references from previous employment (to be completed as pre-condition engagement).
5. Full clean driving license preferable


CPD and Training:
The Health and Safety Officer will be required to undertake training relevant to the key objectives and responsibilities of their role and the wider objectives of the Trust. 
 

Working relationships
The Health and Safety Officer has a day to day working relationship with all departments and is required to cooperate fully with all members of staff. Strong customer service focus is essential.
 

Hours of Work
The post is full time. Working hours are from 8am to 4pm Monday to Thursday and 8am to 3.30pm Friday.
Weekend work and work outside of normal hours will be by arrangement and will attract time off in lieu or overtime payment. 


Person Specification for Health and Safety Officer
 
The specific qualifications, experience, skills and values that are required for the role are outlined below.  
 
	Criteria
	Essential =(E)
Desirable =(D)


	Qualifications 

	NEBOSH / IOSH Health and Safety Qualification (or equivalent)

	E

	Knowledge of the use of quality systems appropriate to health and safety, for example ISO 9001
	D

	Health and Safety Trainer Certificate or willingness to complete
	D

	Experience and Knowledge

	To have extensive experience of health and safety planning, management, implementation, reporting and training

	E

	An understanding of Health and Safety Regulations, including knowledge and experience of COSHH/RIDDOR 
	E

	Experience of supervising people and/or systems and processes linked to statutory compliance, Safesmart experience advantageous 
	E

	Experience of operating with a level of autonomy and being able to work as part of a team
	E


	Experience of working in a high-quality customer focused 
environment

	E

	To be able to work to a deadline, completing allocated work within a specified timeframe
	E

	Experience of working within the Education Sector and working with people with disabilities. A knowledge of BSL would be desirable. 
	D


	Skills and Abilities

	Excellent organisational, planning and prioritisation skills, including the ability to plan and prioritise own workload within a given work schedule. 
	E

	Excellent interpersonal skills, communication skills, both written and verbal. 
	E

	The ability to work calmly and professionally, within a changing 
environment, without compromising quality and standards. 
	E

	The ability to deal with confidential and sensitive information and situations with diplomacy, discretion and tact. 
	E

	Behavioural, Values and Ethos

	The ability and flexibility to work with wider teams and offer support as necessary. 
	E

	Evidence of/ commitment to ongoing professional development. 
	E

	Commitment to the Trust, and promotion of Equality, Diversity and Inclusion. 
	E

	Commitment to safeguarding and promotion of a safe environment for children, young people to learn in. Promote a safe working 
environment for staff. 
	E
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