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“Tell me and I forget, teach me and I may remember, involve me and I learn” (Benjamin Franklin)


Introduction
This activity-based skills matrix/competency framework outlines the behavioural and technical requirements that are essential at all levels of the organization for effective health, safety and security management performance in a school environment. The framework can be used in the following:

· Development of Job role profiling 
· Drafting Job Descriptions/Person Specifications
· Undertaking competence-based application and interview procedures 
· Preparation of induction programmes for new employees
· Performance management and appraisal targeting 
· Learning and career development planning

Using the Competency Framework to Determine Learning and Career Development Requirements
School-based staff members are split into four groups as follows:

· Workers: Teacher, Teaching Assistant, Volunteer, Cleaner, Caterer, Administrator, Site care
· Specialists: Site Manager (Primary), Site Officer (Secondary), Science Technician (Secondary), SENCO, First Aider, Educational Visit Group Leader, Fire Warden
· Supervisors: Site Manager (Secondary), School Business Manager (Primary), Head of Department (Secondary), Catering Supervisor, Cleaning Supervisor Educational Visits Coordinator
· Leaders: Executive Headteacher, Headteacher, Chair of Governors, Health & Safety Governor, School Business Manager (Secondary)

In the framework are listed the generic “key activities” in schools that need to be undertaken. To achieve this, various members of staff in each group will have “functions”, which are listed accordingly. 

To successfully undertake these functions, staff members will require “competencies” so as to control and manage the risks associated with the key activities. These competencies are normally a combination of:

· Knowledge-the understanding of a subject through the provision of appropriate information or formal qualifications typically via classroom learning, e-learning, self-learning, mentoring etc
· Skills-the specific, acquired abilities gained through the provision of instruction and learning typically through theoretical and practical training 
· Experience-the gaining of knowledge and skills through practical application, supervision and mentoring 
· Attitude-the expression of a person’s beliefs gained through life experiences, learning, development and positive organizational culture


Methods of gaining knowledge, skills and experience are given in the matrix under the relevant headings. 
	ACTIVITIES
	MANAGEMENT 

	
	Policy Development & Application 
	Completion of Classroom Checklists
	H&S in the Secondary Curriculum
	Manage Contractors
	Manage Construction Work
	Monitoring Performance
	Report & Investigate Incidents

	STAFF GROUP
	FUNCTIONS

	Develops & reviews Policy
Approves H&S Policy
	Implements system to apply Policy requirements
	Carry out specific duties in H&S Policy
	Carry out general duties in H&S Policy
	Completes Classroom Checklist
	Organises the completion of Classroom Checklist
	Monitors and takes action on outcomes of Classroom Checklist
	Complete risk assessments as part of teaching plan. 
Monitor pupils during lessons
	Set up classroom experiments.
Inspect, maintain and store equipment, material and substances
	Develop local  procedures Ensure staff receive information, instruction and training
Monitor for H&S
	Undertake H&S competency checks
Ensures RAMS are prepared 

	Operates permit-to-work system
Manage contractors on-site
	Fulfils clients duties and requirements under CDM 2015
	 Manages construction projects commissioned by school
	Develops a regime for inspection of premises and monitoring of H&S performance 
	Completes inspection of premises and write reports
	Implements incident reporting procedures
	Undertakes local incident investigations, making remedial recommendations and report writing

	WORKER
Teacher, Teaching Assistant, Volunteer, Lunchtime Supervisor, Cleaner, Caterer, Administrator, Site Care
	Blank cell
	Blank cell
	Blank cell
	In-school H&S induction Staff Handbook NQT Training
	Mentoring from supervisor
LBHF/HSE guidance 
	Blank cell
	Blank cell
	Design & Technology Association guidance CLEAPSS guidance Association for Physical Education guidance
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	In-school H&S induction Staff Handbook
	Blank cell

	SPECIALIST
Site Manager (Primary), Site Officer (Secondary), Science Technician (Secondary), SENCO, First Aider, Educational Visit Group Leader, Fire Warden, Risk Assessor
	Blank cell
	Blank cell
	In-house H&S induction Staff handbook Specific learning and development
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Design & Technology Association training CLEAPSS training Association for Physical Education training
	Blank cell
	 Blank cell
	LBHF in-house training and guidance on managing contractors HSE guidance: managing contractors
	Blank cell
	Blank cell
	Blank cell
	LBHF guidance and  on-site mentoring 
	In-school H&S induction Staff Handbook
	Blank cell

	SUPERVISOR
Site Manager (Secondary), School Business Manager (Primary), Head of Department (Secondary), Catering Supervisor, Cleaning Supervisor Educational Visits Coordinator
	LBHF guidance LBHF H&S Forums H&S Newsletters
	CIEH Level 2/3 Award in H&S in the Workplace School Business Managers Certificate/Diploma NEBOSH Certificate/Diploma
	Blank cell
	Blank cell
	Blank cell
	LBHF/HSE guidance
	LBHF/HSE guidance 
	Blank cell
	Blank cell
	Design & Technology Association guidance CLEAPSS guidance Association for Physical Education guidance
	LBHF in-house training: Managing contractors HSE guidance: managing contractors
	Blank cell
	Blank cell
	LBHF in-house training on the CDM Regulations
	CIEH Level 2/3 Award in H&S in the Workplace School Business managers Certificate/Diploma NEBOSH Certifcate/Diploma
	Blank cell
	In-school H&S induction AIRS guidance document and LBHF guidance 
	LBHF guidance and in-house accident reporting and investigation training

	LEADER
Executive Headteacher, Headteacher, Chair of Governors, Health & Safety Governor, School Business Manager (Secondary)
	Heads Induction DfE: Health & Safety guidance 
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Heads Induction Governors Premises Training 
	Blank cell
	Blank cell
	LBHF guidance and on-site mentoring
	Blank cell
	LBHF guidance and in-house accident reporting and investigation training



	ACTIVITIES
	PEOPLE

	
	Undertake Educational Visits
	Apply First Aid & Medications
	Food Hygiene
	Work at Height
	Use of Hazardous Substances
	Lifting/Carrying Loads/Children
	Dealing with Violence & Aggression
	Managing Staff Well-Being

	STAFF GROUP
	FUNCTIONS
	Supervising pupils on visits 
	Plan and risk assess visits
Manage unwanted events on visits 
	Support Group Leaders in planning visits
Ensure approval process for visits is followed
	Ensure EVC is appointed and trained
Approve local visits
	Implements first aid procedures
Applies pupil care plans for medication
	Apply first aid treatment
Record first aid treatment given
Administer medications
	Assess first aid needs
Set policy on administration of medications
 
	Follows good hygiene practices in food preparation 
	Assess risks  and applies control measures  
	Uses appropriate equipment for working at height

	Assess risks from working at height and apply control hierarchy 
Ensures all equipment is maintained 
	Completes COSHH risk assessment and implementation of control measures
	Ensures all hazardous substances are stored and disposed of safely
	Assess manual handling risks to staff members and apply control measures
	Lifts and carries  loads or children in a safe manner 
	Assess risks to staff in relation to violence and aggression and put in place control measures
	Capable of deescalating threats of violence and aggression 
	Assess stress and put in place relevant control measures
	Assess noise exposure and put in place control measures
	Assess voice loss and put in place control measures

	WORKER
Teacher, Teaching Assistant, Volunteer, Lunchtime Supervisor, Cleaner, Caterer, Administrator, Site Care
	In-school H&S induction
Mentoring from Group Leader
NQT training 
	Blank cell
	Blank cell
	Blank cell
	In-school H&S Induction
Staff Handbook
NQT Induction
SENCO Briefing
	Blank cell
	Blank cell
	 Level 2 Award in food safety awareness 
	Blank cell
	In-school H&S induction 
Manufacturers guidelines 
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	 Level 2 Award in the Principles of Manual Handling
Workrite e-learning 
	Blank cell
	Communication Skills for Support Staff
Workrite e-learning
	Blank cell
	Blank cell
	Blank cell

	SPECIALIST
Site Manager (Primary), Site Officer (Secondary), Science Technician (Secondary), SENCO, First Aider, Educational Visit Group Leader, Fire Warden, Risk Assessor
	Blank cell
	In-school mentoring from EVC
LBHF guidance 
	Blank cell
	Blank cell
	Blank cell
	First Aid at Work
Emergency Frist Aid at Work
Paediatric First Aid
Epi-Pen Training
Defibrillator Training
	Blank cell
	Blank cell
	Level 2 Award in food safety awareness
	Manufacturers guidelines
Equipment specific training (e.g. PASMA)
	Blank cell
	 Level 2 Award in the Principles of COSHH
	Blank cell
	Blank cell
	 Level 2 Award in the Principles of Manual Handling
	Blank cell
	Communication Skills for Support Staff
	Blank cell
	Blank cell
	Blank cell

	SUPERVISOR
Site Manager (Secondary), School Business Manager (Primary), Head of Department (Secondary), Catering Supervisor, Cleaning Supervisor Educational Visits Coordinator
	Blank cell
	Blank cell
	EVC training course
LBHF guidance
Evolve on-line guidance and support
	Blank cell
	Blank cell
	Blank cell
	 Level 2/3 Award in H&S in the Workplace
 Level 2 Risk Assessment Principles 

	Blank cell
	Blank cell
	Blank cell
	 Level 2 Award Risk Assessment Principles
	Blank cell
	 Level 2 Award in the Principles of COSHH
HSE guidance: L5
	Level 2 Award Manual Handling Risk Assessment
	Blank cell
	 Level 2 Award Risk Assessment Principles 
Level 3 Award Conflict Management
	Blank cell
	 Stress Awareness 
	 Level 2 Award Risk Assessment Principles
	 Level 2 Award Risk Assessment Principles

	LEADER
Executive Headteacher, Headteacher, Chair of Governors, Health & Safety Governor, School Business Manager (Secondary)
	Blank cell
	Blank cell
	Blank cell
	LBHF guidance
Evolve on-line guidance and support
	Blank cell
	Blank cell
	DfE guidance: Supporting pupils at school with medical conditions
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Heads Induction 
	Blank cell
	Heads Induction
	Blank cell
	Blank cell



	ACTIVITIES
	PROPERTY & EQUIPMENT

	
	Playground Safety
	Fire Safety
	Asbestos Management 
	Legionella & Water
	Plant & Equipment
	Workstations & Whiteboards
	PPE
	Electricity

	STAFF GROUP\
	FUNCTIONS
	Supervise safe use of playgrounds 
Complete visual user checks on equipment
	Manage inspection and maintenance of playground
	Manage design and installation of playground equipment
	Implements school fire emergency and evacuation plan
	Manage testing, inspection, maintenance of all fire precautions
	Manage completion of  fire risk assessment, fire emergency plan and out-of-hours  
	Undertakes role and responsibilities as responsible person
	Aware of location of ACM’s, how to prevent disturbance and emergency procedures
	Follows procedures for working with ACM’s
Regularly inspects ACM’s
	Manage asbestos in accordance with Asbestos Management Plan
	Undertakes role and responsibilities as person in control of premises
	
Undertakes role of appointed person for managing legionella 
	Undertakes role and responsibilities as duty holder
	Undertakes local tests, inspects and maintains of plant and equipment
	Implements a system for asset management
	Completes workstation assessments
	Manages workstation assessment and whiteboard risks 
	Uses, tests, maintains and stores PPE
	Risk assess the need for PPE and purchase appropriate PPE
	Uses portable equipment correctly 
Identifies equipment with faults or defects
	Manages purchase, use, testing and maintenance of portable equipment

	WORKER
Teacher, Teaching Assistant, Volunteer, Lunchtime Supervisor, Cleaner, Caterer, Administrator, Site Care

	In-school H&S induction
Staff Handbook
Supervision and mentoring
	Blank cell
	Blank cell
	In-school H&S induction 
Fire drills
	Blank cell
	Blank cell
	Blank cell
	In-school H&S induction
School Asbestos Management Plan 
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	In-school H&S induction 
HSE/DSE user Self-assessment Checklist
Workrite e-learning
	DSE Assessor training course
	PPE supplier information 
	Blank cell
	In-school H&S induction 
	Blank cell

	SPECIALIST
Site Manager (Primary), Site Officer (Secondary), Science Technician (Secondary), SENCO, First Aider, Educational Visit Group Leader, Fire Warden, Risk Assessor

	Blank cell
	Manufacturers guidelines
LBHF guidance 
	Blank cell
	Blank cell
	Fire warden Training
Fire Extinguisher Training
Manufacturers guidelines 
	Blank cell
	Blank cell
	Blank cell
	UKATA Asbestos Awareness Training 
	Blank cell
	Blank cell
	Level 2: Managing legionella in hot and cold water systems
	Blank cell
	Manufacturers guidelines
British Institute of Facilities Management: Level 2 Certificate in Facilities Services 
	Blank cell
	Blank cell
	Blank cell
	PPE supplier information
	Blank cell
	
LBHF guidance

	Blank cell

	SUPERVISOR
Site Manager (Secondary), School Business Manager (Primary), Head of Department (Secondary), Catering Supervisor, Cleaning Supervisor Educational Visits Coordinator
	Blank cell
	LBHF training: Playground Safety
	Blank cell
	Blank cell
	Blank cell
	Level 2 Award in Fire Safety Principles
DCLG guidance: Educational Establishments 
	Blank cell
	Blank cell
	Blank cell
	UKATA Asbestos Management Training
	Blank cell
	RoSPA: Managing Legionella
L8: Approved Code of Practice
	Blank cell
	LBHF guidance on plant and equipment maintenance 
	British Institute of Facilities Management: Level 2 Certificate in Facilities Management
	Blank cell
	Blank cell
	Blank cell
	 Level 2/3 Award in H&S in the Workplace
	Blank cell
	
LBHF guidance


	LEADER
Executive Headteacher, Headteacher, Chair of Governors, Health & Safety Governor, School Business Manager (Secondary)
	Blank cell
	Blank cell
	LBHF guidance
BS EN 1176/177 
Play England and RoSPA guidance
	Blank cell
	Blank cell
	Blank cell
	Governors premises training
LBHF guidance 
	Blank cell
	Blank cell
	Blank cell
	Governors premises training 
DfE guidance: Asbestos Management in Schools
	Blank cell
	Governors premises training
L8: Approved Code of Practice 
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell



	ACTIVITIES
	SECURITY, EMERGENCY AND BUSINESS CONTINUITY PLANNING

	
	Security Management
	Staff Safety
	Physical Security
	Response Procedures
	Emergency and Business Continuity

	STAFF GROUP

	FUNCTIONS
	Undertakes a security threat assessment and risk analysis
	Develops & reviews Policy/Procedures
Approves  Security  Policy/Procedures
	Implements systems to apply Policy  and procedure requirements
	Carry out general duties in Security  Policy and procedures
	Apply the school pupil behavior policy
	Undertaking of pupil screening and searching
	Ability to manage conflict situations and if necessary restrain persons
	Ability to use personal safety control measures (e.g. panic alarm)
	Ability to set and test intruder alarm system
	Use of physical control measures to secure the school site
	Ability to apply all access control measures
	Undertake regular inspection of all physical security measures
	Manage the inspection and testing of physical control measures
	Implement trespasser and nuisance person procedures
	Implement school lock-down procedures
	Implement school bomb threat and suspicious package procedures
	Respond to intruder alarm activation
	Develop emergency plan
	Develop business continuity plan
	Implement roles and responsibilities in EP
Ensure robustness of EP
	Implement roles and responsibilities in BC
Ensure robustness of BC

	

WORKER
Teacher, Teaching Assistant, Volunteer, Lunchtime Supervisor, Cleaner, Caterer, Administrator, Site Care, parent

	Blank cell
	Blank cell
	Blank cell
	School in-house induction training
	School in-house induction training
	tbc
	Teamteach.co.uk 
	Dependent on type of devices and systems employed
	Blank cell
	Blank cell
	In-house training from Security Policy and procedures
	Blank cell
	Blank cell
	In-house training from Security Policy and procedures
	In-house training from school lock-down procedures 
	In-house training from school bomb threat suspicious package procedures
	Blank cell
	 Blank cell
	Blank cell
	 In-house training based upon EP
	In-house training based upon BC

	SPECIALIST
Site Manager (Primary), Site Officer (Secondary), Science Technician (Secondary), SENCO, First Aider, Educational Visit Group Leader, Fire Warden, Risk Assessor

	Blank cell
	Blank cell
	LBHF training and support of competent person from LBHF
	School in-house induction training
	Blank cell
	Blank cell
	Teamteach.co.uk
	Blank cell
	 Manufacturer’s instructions
	Manufacturer’s instructions and LBHF guidance
	In-house training from Security Policy and procedures
	Manufacturer’s guidelines and LBHF guidance
	Manufacturer’s instructions and LBHF guidance
	 In-house training from Security Policy and procedures
	In-house training from school lock-down procedures
	In-house training from school bomb threat suspicious package procedures
	In-house instruction based upon LBHF guidance
	Blank cell
	Blank cell
	In-house training based upon EP

	In-house training based upon BC

	SUPERVISOR
Site Manager (Secondary), School Business Manager (Primary), Head of Department (Secondary), Catering Supervisor, Cleaning Supervisor Educational Visits Coordinator
	LBHF training and support of competent person from LBHF
	LBHF guidance document on preparing a policy and procedures (SSZ)
	LBHF training and support of competent person from LBHF
	School in-house induction training
	Blank cell
	Blank cell
	Teamteach.co.uk
	Blank cell
	Manufacturer’s instructions 
	Manufacturer’s instructions and LBHF guidance
	In-house training from Security Policy and procedures
	Manufacturer’s guidelines and LBHF guidance
	Manufacturer’s instructions and LBHF guidance
	In-house training from Security Policy and procedures
	In-house training from school lock-down procedures
	In-house training from school bomb threat suspicious package procedures
	In-house instruction based upon LBHF guidance
	LBHF training and support from LBHF guidance
	LBHF training and support from LBHF guidance
	Desk-top exercise with LBHF competent person 
	Stress test with LBHF competent person


	
LEADER
Executive Headteacher, Headteacher, Chair of Governors, Health & Safety Governor, School Business Manager (Secondary)
	LBHF training and support of competent person from LBHF
	LBHF guidance document on preparing a policy and procedures (SSZ)
	LBHF training and support of competent person from LBHF
	Blank cell
	Blank cell
	Blank cell
	Teamteach.co.uk 
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	Blank cell
	 Blank cell
	Blank cell
	Blank cell
	Blank cell
	In-house instruction based upon LBHF guidance
	LBHF training and support from LBHF guidance
	LBHF training and support from LBHF guidance
	Desk-top exercise with LBHF competent person
	Stress test with LBHF competent person





5

