Procedure for Reporting Health & Safety Concerns
Purpose
This procedure outlines the steps staff, students, and visitors should follow to report health and safety concerns to ensure a safe educational environment for all.
Responsibilities
· Health & Safety Officer: James Charlton
Responsible for managing and resolving reported concerns and maintaining a safe environment.
· Staff, Students, and Visitors: Responsible for promptly reporting any health and safety concerns they identify.
Procedure
1. Identifying a Concern
A health and safety concern may include, but is not limited to:
· Unsafe equipment or facilities.
· Hazardous materials or substances.
· Risky behaviours or unsafe practices.
· Accidents, injuries, or near misses.
2. Immediate Actions for Critical Concerns
· If the concern poses an immediate danger, take appropriate action to ensure safety, such as evacuating the area or isolating the hazard.
· Dial 999 for emergency services if needed.
· Inform a senior staff member or the Health & Safety Officer immediately.
3. Reporting the Concern
· Verbally: Inform the Health & Safety Officer, James Charlton, in person or via phone.
· Written Report: Complete the Health & Safety Concern Form (available in the main office or online portal).
· Email: Send details to the Health & Safety Officer at [insert email address].
Include the following details:
· Nature of the concern.
· Location of the issue.
· Time and date of observation.
· Any immediate actions taken.
· Name and contact information of the person reporting (optional for visitors).
4. Follow-Up by the Health & Safety Officer
· Acknowledge receipt of the report within 2 working days.
· Investigate the concern within 5 working days, or sooner for urgent issues.
· Implement necessary corrective actions or escalate the issue to senior management if required.
5. Communication and Feedback
· The Health & Safety Officer will provide feedback to the reporting individual (if known) about the actions taken to address the concern.
6. Record Keeping
· All reports and actions taken will be documented in the Health & Safety Log maintained by James Charlton.
7. Non-Retaliation Policy
· All reports are treated confidentially, and no individual will face adverse consequences for raising a genuine health and safety concern.
Training and Awareness
· This procedure will be shared with all staff and included in induction packs for new employees.
· Regular reminders and updates will be provided during staff meetings and through internal communications.
Review
· The Health & Safety Procedure will be reviewed annually or after any significant incident to ensure it remains effective.
Contact Details
· Health & Safety Officer: James Charlton
· Phone: 07856919877
· Email: james.charlton@thebecklands.co.uk

