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Introduction

New Way TuiBon Ltd was founded by Mandy Ward, who has over 25 years’ experience working
with young people and children and understands the challenges both children and young
people facing exclusion struggle with, and those of their schools, parents and LAs.

We have excellent outcomes for all children we work with under the SEN umbrella and with
children that have missed educa®on or are school refusers with no diagnosis or EHCP but
just need that extra help to stay on the posiBve pathway to educadon and life.

We o er 121 face-to-face tuiBons for children at risk of exclusion from school or
permanently excluded either at home, in the local library or community centre, or even in
school and we are putng intervenfons in place and helping schools too, to avoid
permanent exclusions.

We also o er live learning and educabon programmes online where our tutors take 121 live
lessons or works with several children of the same age in di erent locaBons online to build
their social and life skills.

Whether we’re face-to-face or online, we also o er, life skills intervenBons, gardening,
cooking, shopping, sports, arts and so on, to help unpick some of the issues our children or
young people face to both get to the root of the problem and remove the barriersa ecéng
a happy life and good educabon. From there, we begin to build up our pupils, to either get
them back into mainstream school or other educadons or specialist provision and give them
the right support to stop them falling through the net.

The Managing Director has ul®mate responsibility for health and safety. Day to day
management responsibiliBes is delegated to the Business Manager and Vibe Manager. The
Business operates will all sta on a self-employed basis and employs approximately 90
personnel. The business operates term ©6me from approximately 08:30 to 16:00 (O ce),
the Educabon Centre from 08:30 to 15:00, and the remote tutoring from 08:00 to 15:00.
We provide educabon for approximately 160 learners.

The Managing Director has determined that we should operate without put,ng the health,
safety or welfare of any employee, learner, or any other person at risk. To meet this
objecOve, we have prepared a health and safety policy and planned as in this document to
ensure the conBnued health safety and welfare of those people whilst they are at work or
our responsibility.

Accepbng that we cannot transfer our responsibility for managing health, safety and
welfare in the workplace to others we have retained Peninsula to help us meet this
objecBve. They provide informa6on and guidance on the e ecve management of health
and safety, conduct roubne audits and act as a source of advice and informa6on.
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Contents in this document

This document contains our-

Safety Policy

Our declaraBon of intent to provide and maintain, so far as is reasonably pracBcable, a safe and
healthy working environment and to enlist the support of our employees in achieving these goals.

Organisation and Responsibilities

The alloca®on of specific health and safety responsibiliBes to key personnel.

Safety Arrangements

The systems and procedures for controlling hazards at work that form the basis of our health and
safety management system.

We also keep detailed safety records demonstrabng that we acGvely manage health and safety
within our business. The records which may be paper based or kept in our online systems include-

¢ An Annual Review of our health and safety system and procedures.

e Periodic checklists created for individual roles and responsibili©es.

o Acomprehensive source of records reladng to occupaBonal health, statutory examinadon,
periodic inspecGon and teséng of work equipment and installadons.

e Records for Fire Safety Management.

o Asystem for keeping health and safety training records.

Accident and incident records, reporéng, and invesBgadon.

Health & Safety General Policy Statement

New Way TuiBon Ltd recognises our responsibility for the health, safety and welfare of our
employees, the children in our care, contractors working for us and for anyone else whose health
and safety could be a ected by our work acOvity. We will assess the hazards and risks they face and
take acoon to minimise hazards and control risks to an acceptable, tolerable level.

Our managers and supervisors are made aware of their responsibilies and required to take all
reasonable precauBons to ensure the safety, health and welfare of our workforce, children in our
care and anyone else.

We will meet our legal obliga®ons by providing and maintaining a safe and healthy working
environment so far as is reasonably pracBcable. This will be achieved by:

e Providing leadership and control of iden6fiable health and safety risks on our premises and
at every worksite.
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¢ Consuldng with our employees on maZzersa econg their health and safety and that of the
children in our care.

e Ensuring that our premises are secure and that DBS safeguarding checks are made for each
member of our workforce.

¢ Providing and maintaining safe, suitable buildings and equipment.

e Ensuring the safe handling and use of substances.

e Providing informaGon, instrucOon, training where necessary for our workforce, taking
account of any who do not have English as a first language.

o Ensuring that all employees and contractors are competent to do their work, and where
appropriate giving them suitable training.

e Preven©ng accidents and cases of work-related ill health.

e AcBvely managing and supervising health and safety at work.

e The careful organisaBon, assessment and mi©gadon of hazards and risks for any o -site
acovibes with a separate considerabon and approval process.

e Having access to competent advice.

e Aiming for conBnuous improvement in health and safety performance and management by
regular review and revision of this policy.

o The provision of the resource, financial and other, required to make this policy and our
health and safety arrangements e ec6ve.

We also recognise our duty to co-operate and work with other employers and workers, when they
come onto our premises, to ensure the health and safety of everyone at work.

To help achieve our objecBves and ensure our employees recognise their dudes under health and
safety legislaBon, we will also remind them of their duty to take reasonable care for themselves and
for others. These du6es are explained on first employment, at induc6on. A Safety Handbook, setng
out their duBes and specific health and safety rules is given to each employee.

Our policy, procedures and arrangements will be reviewed annually.
SIGNATUIE ..o Date ..o

POSIOON. ...t

Organisation

Health and Safety Management Structure

Although the Managing Director has overall responsibility for the implementaBon of this policy day-
to-day responsibility for specific issues has been delegated to key personnel.

The health and safety management structure for our sef,ng is shown here. The allocabon of day-to-
day responsibility for specific health and safety issues is shown later in a Responsibility Chart.
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Health and Safety Management Responsibilities

The Managing Director has recognised that they always have overall responsibility for health and
safety maZers. They also recognise the need to act on the key points listed here. In managing these
mazers emphasis is placed on managers and supervisors for recognising hazards and poten6al risks
and then taking steps to minimise their e ects on employees and others.

General

Provide and resource an e ecbve health and safety management system.

Plan to consult with employees and volunteers on health and safety maZers.

Arrange and maintain appropriate Employers’ Liability Insurance cover.

Ensure that health and safety implicaBons are considered when buying new equipment.
Ensure that contractors are competent and monitored during work.

Ensure that a process is in place to iden6fy and report hazards.

Ensure that all employees and volunteers receive appropriate health and safety training.
Provide measures to protect the health and safety of employees and anyone working alone.
Provide training and guidance for sta and for children or students on health and safety
issues that will a ect them.

Monitor our health and safety performance.

OccupaOonal Health and Safety

Ensure that adequate procedures are in place to idenofy and address occupaBonal health
risks.

Ensure that measures required to reduce and control the exposure of employees’, children
and anyone else to occupadonal health risks are in place and used.

Provide occupadonal health surveillance should it be required.
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Implement measures to reduce stress within the workplace.

Accidents, Incidents and First Aid

Provide suitable first aid arrangements and, in early years provision, trained paediatric first
aiders.

Record accidents and incidents.

Complete accident and incident invesBgadons iden6fy causes and measures for prevenéon.
Ensure that injuries, diseases and dangerous occurrences are reported to the Enforcing
Authority and OFSTED, Estyn or the Independent Schools AssociaBon as applicable.

Fire and Emergency Arrangements

Ensure that:

Adequate arrangements are in place to deal with fire safety at our premises.
Employees and volunteers are trained in fire and evacuaBon arrangements and other
emergency procedures.

Children or students and others are aware of the fire and evacuaBon arrangements and
other emergency procedures.

Fire drills are pracBced and recorded.

Emergency equipment is provided, tested and maintained appropriately.

Adequate Fire Risk Assessments are completed.

Risk Assessments

Risk assessments are complete and safe systems of work are produced for all acGvifes that
pose a significant risk of harm.

Risk assessments and safe systems of work are documented.
The outcomes of risk assessments and safe systems of work are carefully explained to the
workforce.

Premises

Provide a suitable and safe working environment for employees and children with adequate
welfare faciliBes.

Ensure that the fixed electrical installaBon is properly installed and maintained.

Ensure good housekeeping standards are ins6gated and maintained.

Provide suitable and su cient maintenance of the facili@es provided within the workplace.

Equipment

All the furniture and equipment that we provide is suitable and properly used.

All work equipment is maintained and safe.

Portable electrical appliances are maintained, inspected and tested.

Appropriate hand tools are provided and maintained.

Any Personal ProtecOve Equipment (PPE) provided gives suitable protecOon, is used and that
employees are given informa@on, instrucGon and training on its use.
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Substances

Ensure that:

¢ All hazardous or dangerous substances are used safely.
o All hazardous or dangerous substances are appropriately stored.

Managers and supervisors

In addiBon to their general responsibili©es for health and safety the Responsibility Table, shown later,
delegates specific health and safety responsibili©es to iden6fied managers and supervisors. They
should refer to the associated Safety Arrangements, set out later, for further detail about those
responsibiliBes.

Employee and workers’ responsibili©es

Our policy takes account of the specific statutory duBes placed on people to take care for their own
health and safety whilst at work and for that of others. Specifically, we expect employees to.

e Ensure that our policies and procedures are read, understood and always followed.

e Follow booking on and o -site procedures at all sites.

o Take reasonable care for their health and safety and the safety of others whilst at work. Not
intenBonally or recklessly interfere with or misuse anything required by law or provided in
the interests of health and safety.

¢ Visually inspect work equipment, tools and PPE before use.

e Ensure that work equipment, tools and PPE are maintained, used and stored as advised by
the maker.

o Follow all safety instrucGons and guidance when using equipment.

e Report any near misses, incidents, accidents and non-conformances to the principal or other
person named in the site protocol.

Contribute to the promo6on of health and safety in the workplace.

o Follow all wriZen safe systems of work (ssow) including method statements, risk
assessments, chemical assessments, etc. and their requirements.

o Follow the safety instrucons of senior management.

e Ensure that they do not use work equipment unless they have been formally trained and are
competent to do so.

o Comply with legislaBon, Approved Codes of Prac6ce and guidance notes.

e Ensure all business vehicles are driven in a safe and suitable manner, and that the vehicle is
leO safe and secure when not in use.

o Consult on health and safety maZers and invesBgadons to ensure a safe working
environment is established.

e Seek advice from management on any issues relabng to health and safety at work.

o Obey all site safety signs, general site rules and arrangements.

Monitoring

Compliance with this policy and arrangements is acbvely monitored through the periodic review
of our completed safety record forms and by using periodic workplace checklists. The Managing
Director has overall responsibility for this, but some of the roudne tasks may be delegated.
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We also use an Annual Health and Safety Review form to determine whether our exis&ng health
and safety procedures and arrangements are adequate.

People who have delegated responsibiliBes under this policy will also complete Periodic Checklists
of compliance with the policy and procedures arranging for remedial acons to be taken where
necessary. The outcomes of these periodic reviews will also be considered during the annual
review.

Monitoring and review help us to check the e ecBveness of our Safety Management System.

Responsibility Table

This Responsibility Table shows how we have allocated responsibility for the management of health
and safety issues to named people or posioons.

e MD - Managing Director

e BM - Business Manager

e HTL - Head of Teaching & Learning
e VM - Vibe Manager

e VDM - Vibe Deputy Manager

Safety arrangements

MD

Managing Safety and Health at Work <

{|{] VDM

Accident, Incident, lll-Health Reporéng and InvesBgabon

Workplace Health and Safety ConsultaBon

Risk Assessment and Hazard Reporong

Substance and Alcohol Abuse

Purchasing <

New and Expectant Mothers

Lone Working

Health and Safety Training

Health and Safety Of Visitors

Home Working

Safe Systems of Work

Acbon on Enforcing Authority Reports <

Equality and Disability DiscriminaBon Compliance

CK KKKKKKT KKKKK| HTL

Health and Safety Informa®on for Employees

Fire Safety - Arrangements and Procedures <

First Aid

Welfare, Sta Amenifes, Rest Rooms and The Working
Environment

Housekeeping And Cleaning

Control Of Hazardous and Non-Hazardous Waste

Access, Egress, Stairs and Floors

Windows, Glass and Glazing in The Workplace

Workplace Signs

Water Temperature Control

CKKKKKKT (] KKK KKKKKKT KKKKK | v
CKKKKKKE SKKKKE KKRKT KT KKKKK

CK

Premises

[N
[N
)
QD
«
@D




Electrical Safety

CK

The Provision, Use and Maintenance of Work Equipment

O ce Equipment

Storage Of Chemical Substances and Agents

Slips, Trips and Falls

The Provision and Use of Machinery

The Safe Use of Machinery

Occupabonal Road Safety

Wruld (Work Related Upper Limb Disorders)

Manual Handling

Display Screen Equipment

Use Of Chemical Agents and Substances

Asbestos At Work - Survey, No Acms, No O -Site Risk N4

Stress In the Workplace

CKIKKKKKKKKKKKKK

Aggression And Violence

Drugs And MedicaBon (Healthcare)

Gym Equipment

Work With Children

EducaBonal Visits

Schools And Nurseries

CKKKK

CKKKKKKKT KKKKKKKKKKKK

CKKK

Contractor Control and Management < |V

Note: People with delegated responsibiliBes for health and safety issues need to ensure that any
necessary risk assessments and safety records are completed, and that the required control
measures are in place and used.

Where more than one person has been given responsibility for a subject, each must fulfil their
responsibiliBes in the areas under their control and complete the relevant records. Working together
they need to check that between them they have covered all aspects of safety management for the
subject.
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Relevant Legislation

This short document lists for the record, details of the main statutes and regulaBons a econg health
and safety at work that are currently in force.

In most cases Health and Safety legislaBon requires common sense to iden6fy the reasonably
prac6cable precaudons necessary to avoid the risk of injury or ill-health at work. The Peninsula
Health and Safety Management System does not quote specific legal references; giving instead the
informaBon and detail of what is required in prac6ce to secure compliance. If the guidance and
requirements explained in the system are adopted and followed in pracBce compliance with the legal
obligaBons will be achieved.

Not every piece of the legislaBon listed will apply to every business on a day-to-day basis, but
businesses need to be aware of them should circumstances change.

Further detail and access to the specific wording of each of these legal requirements is available from
the Peninsula 24 Hour Advice Service on 0844 892 2785 (op6on 1).

Note: Although the transiBon period for the UK exit from the EU has expired the European
Regulabons listed here have been conBnued in force, unél replaced by domesoc legislabon, by the
European Union (Withdrawal) Act 2018 and associated legislaBon.

e Building RegulaBons 2010 (as amended)

e Building Safety Act 2022

e European RegulaBon (EC) No 1272/2008 on classificaon, labelling and packaging of
substances and mixtures

e European RegulaBon (EC) No 304/2003 concerning the export and import of dangerous
chemicals, as amended

o The Chemicals (Health and Safety) and Gene®cally Modified Organisms (Contained Use)
(Amendment etc.) (EU Exit) RegulaBons 2019

o C(lassificaon, Labelling and Packaging of Chemicals (Amendments to Secondary Legisladon)
RegulaBons 2015

e Confined Spaces RegulaBons 1997

e  ConstrucBon (Design and Management) RegulaBons 2015

o Control of Ar6ficial Op6cal RadiaBon at Work RegulaBons 2010

e Control of Asbestos RegulaBons 2012

e Control of Electromagne6c Fields at Work RegulaBons 2016

e Control of Lead at Work Regula®ons 2002

e Control of Major Accident Hazard RegulaBons 2015

e Control of Noise at Work RegulaBons 2005

o Control of Substances Hazardous to Health RegulaBons 2002 (as amended)

e Control of VibraBon at Work RegulaBons 2005

e Corporate Manslaughter and Homicide Act 2007

o Dangerous Substances and Explosive Atmospheres RegulaBons 2002

e Electricity at Work RegulaBons 1989

e Employers Liability (Compulsory Insurance) RegulaBons 1998 (as amended) - Employment of
Women, Young Persons and Children Act 1920.

e Equality Act 2010
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Fire Safety Act 2021

Fire Safety (England) Regulaons 2022

Furniture and Furnishings (Fire) (Safety) RegulaBons 1988 (as amended)

Gas Appliances (Safety) RegulaBons 1995 (as amended)

Gas Safety (InstallaBon and Use) RegulaBons 1998

Gas Safety (Management) RegulaBons 1996

The Gas Safety (Management) (Amendment) RegulaBons 2023

Hazardous Waste RegulaBons 2005 (as amended)

Health and Safety (Amendment) (EU Exit) RegulaBons 2018

Health and Safety O ences Act 2008

Health and Safety at Work etc. Act 1974

Health and Safety (ConsultaBon with Employees) RegulaBons 1996

Health and Safety (Display Screen Equipment) RegulaBons 1992

Health and Safety (First Aid) RegulaBons 1981 (as amended)

Health and Safety Informa6on for Employees RegulaBons 1989 (as amended) Health and
Safety (Safety Signs and Signals) RegulaBons 1996 (as amended) Health and Safety (Sharp
Instruments in Healthcare) RegulaBons 2013.

Health and Safety (Training for Employment) RegulaBons 1990

Health and Safety at Work etc. Act 1974 (General DuBes of Self-Employed Persons)
(Prescribed Undertakings) RegulaBons 2015

lonising RadiaBons RegulaBons 2017

LiOing OperaBons and LiOing Equipment RegulaBons 1998

LiOs RegulaBons 1997

Management of Health and Safety at Work RegulaBons 1999 (as amended)
Manual Handling OperaBons RegulaBons 1992 (as amended)

New Roads and Street Works Act 1991

No6ficaBon of Cooling Towers and Evaporave Condensers RegulaBons 1992 Personal
Protectve

Equipment at Work RegulaBons 2002

Personal ProtecGve Equipment at Work (Amendment)

RegulaBons 2022

Regulabon (EU) 2016/425 on Personal Protec®on Equipment

Pressure Systems Safety RegulaBons 2000

Provision and Use of Work Equipment RegulaBons 1998

Radia®on (Emergency Preparedness and Public Informadon) RegulaBons 2001

The RegistraBon, EvaluaBon, AuthorisaBon and RestricBon of Chemicals RegulaBons 2007
(REACH)

Regulatory Reform Fire Safety Order 2005

ReporBng of Injuries, Diseases and Dangerous Occurrences Regulaons 2013
Safety Representa®ves and Safety CommiZees RegulaBons 1977

Work at Height Regula®ons 2005 (as amended)

Workplace (Health, Safety and Welfare) RegulaBons 1992

Working Time RegulaBons 1998 (as amended)
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Safety Arrangements Table

SAl-1
SA1-3
SA1-5
SAl-6
SA1-8
SA1-9
SAl1-11
SA1-13
SA1-14
SA1-15
SA1-18
SA1-20
SA1-21
SA1-22
SA1-23
SA2-1
SA3-1
SA3-2
SA3-3
SA3-6
SA3-9
SA3-10
SA3-11
SA3-14
SA3-15
SA4-1
SA4-2
SA4-4
SA4-5
SA4-8
SA4-10
SA4-11
SA4-31
SA5-6
SA5-9
SA5-11
SA5-14
SA5-16F
SA5-18
SA5-19
SAG-3A
SA6-6
SA6-14
SA6-15
SA6-16
SAT7-2

Managing Safety and Health at Work

Accident, Incident, lll-Health Reporéng and InvesBgabon
Workplace Health and Safety ConsultaBon

Risk Assessment and Hazard Reporong

Substance And Alcohol Abuse

Purchasing

New And Expectant Mothers

Lone Working

Health And Safety Training

Health And Safety of Visitors

Home Working

Safe Systems of Work

AcBon On Enforcing Authority Reports

Equality And Disability Discrimina®on Compliance
Health And Safety Informa@on for Employees

Fire Safety - Arrangements and Procedures

First Aid

Welfare, Sta  Amenifes, Rest Rooms and The Working Environment
Housekeeping And Cleaning

Control Of Hazardous and Non-Hazardous Waste
Access, Egress, Stairs and Floors

Windows, Glass and Glazing in The Workplace
Workplace Signs

Water Temperature Control

Premises

Electrical Safety

The Provision, Use and Maintenance of Work Equipment
O ce Equipment

Storage Of Chemical Substances and Agents

Slips, Trips and Falls

The Provision and Use of Machinery

The Safe Use of Machinery

OccupaBonal Road Safety

Wruld (Work Related Upper Limb Disorders)
Manual Handling

Display Screen Equipment

Use Of Chemical Agents and Substances

Asbestos At Work - Survey, No Acms, No O -Site Risk
Stress In the Workplace

Aggression And Violence

Drugs And MedicaBon (Healthcare)

Gym Equipment

Work With Children

Educabonal Visits

Schools And Nurseries

Contractor Control and Management
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Managing Safety and Health at Work

We recognise the benefits that can accrue from the e ec6ve management of safety and health at

work

. To obtain these benefits for our educabonal set,ng we have recognised the need for an

e ecBve management system and have taken steps to put such a system in place.

We h

ave done this by.

Nominaéng an individual member of the senior management to take responsibility for
managing safety and health at work.

Providing adequate resources

Providing such health and safety informa©on, instrucbon and training for all sta as is
necessary for them to be able to work without risk to their health or safety so far as is
reasonably prac6cable.

Recording and analysing all reportable accidents, minor accidents, near-miss incidents and
dangerous occurrences.

Reporéng reportable accidents within the statutory ©mescales (informadon is in our
Guidance Notes).

Providing and recording relevant training.

Rou6nely reviewing the operaon of our reporéng system. « Having access to competent
health and safety advice.

The person nominated with responsibility for overseeing the arrangements for managing safety and
health at work is iden6fied in the Responsibility Table of our Health and Safety Policy.

Act

ion Plan

To meet our legal obligaBons to manage safety and health at work we have.

1. Iden6fied managers to take responsibility for managing health and safety in our business
acovibes and ensuring the health, safety and welfare of sta , children, learners and others.

2. Ensured that they understand their duGes and responsibili©es.
3. Provided them with adequate training.
4. Given them the authority required and the resource necessary for them to fulfil their role.

5. Planned our management of health and safety at work, set up and maintain systems that will
deliver a saBsfactory health and safety performance.

6. Explained to our workers, supervisors and managers the nature of our arrangements for
managing health and safety at work.

7. Ensured that all our workers are aware of the need to make concerns about health and
safety at work known and report accidents, incidents and cases of work-related ill health to
their managers.

8. Provided for review of our arrangements from ©me to ©me to ensure that they are fully
understood and are operang correctly.

Advice and guidance on the management of health and safety is in our safety management system at
Guidance Note 1-1 - Managing Safety and Health at Work.
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Accident, incident, Ill-Health Reporting and Investigation

We encourage our employees to report all personal injuries and those involving children or students,
injury accidents, near miss incidents (dangerous occurrences) and ill-health that happen in the
course of their work and teaching prac6ces, so that we can invesBgate the causes, learn from
experience and improve our management of health and safety. We also use the informaBon to help
us meet our obligaBons under the legislaBon requiring accidents to be reported to the Enforcing
Authority.

We do this by

Nominaéng an individual member of sta to manage the inves6gadon, recording and
reporong accidents, dangerous occurrences and occupadonal ill-health.

Having accident, incident and ill-health reporéng procedures.

Recording and analysing all reportable accidents, minor accidents, near-miss incidents
(dangerous occurrences) and occupafonal ill-health.

Reporeng reportable accidents, ill-health and dangerous occurrences within the statutory
©mescales (see Guidance Note 1-3).

Developing and implemen®ng invesBgabon protocols and policies.

Providing and recording relevant training.

Ensuring that those carrying out inves6gaBons are competent.

RouBnely reviewing the outcome of invesBgaBons and the operadon of our reporéng
system.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To meet our legal obligaBons to e ecBvely manage the health and safety at work and report
accidents, dangerous occurrences and occupadonal ill-health to the Enforcing Authority we need to-

1. lden®fy people to be responsible for inves6gadng the cause of injuries, incidents, dangerous

occurrences and occupafonal ill-health and to manage our reporéng arrangements.

2. Ensure that the people nominated with responsibility for these arrangements have the

knowledge and experience to carry out invesBgadons and operate the system e ecOvely.

3. Provide suitable training for those who don't.

4. Create the systems and make sure all members of our workforce, including managers and
supervisors are aware of and understand them.

5. Provide an accident book, implement the procedures, and ensure that they are followed in
pracoce.

6. When invesBgaéng consider-

1. The 6me and date of the event, the prevailing weather condi6ons and local ligheng.

2. What was happening or what the injured person and any witnesses were doing.

3. Risk assessments or safe systems of work for the task being carried out and details
of relevant training given to the injured party and others involved.

4. Obtaining witness statements, where possible.
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5. Making a sketch of the accident area, include accurate measurements, if
appropriate. Taking photographs of the site; record any unusual or causal features
present. Making observaBonal notes on the potenBal causabon, nong features,
equipment defects or work pracBce that may have contributed to the eventual
outcome.

6. The underlying, as well as the immediate, causes of the event.

7. Keep awriZzen record of invesBgadons.

8. Review the causes of the events that have occurred to consider whether similar events could
be prevented by the introducon of reasonably pracBcable control measures.

9. Monitor and review the operaon of this procedure from 6me to ©me to check that the
invesBgabon and reporéng procedures are understood, are being followed in pracéce and that
lessons learned are being put into pracce.

For informaBon and advice see Guidance Notes 1-3 Accident, Incident and Ill-Health Reporéng and 1-
4 Accident Invesbgabon.

Workplace Health and Safety Consultation

We have a duty to consult with our workforce on mazersa econg their health, safety and welfare
whilst at work. We have, therefore, set up a process for managers to consult with employees or their
elected safety representaBves about work-related health, safety and welfare issues. This system is
also used to deliver simple safety messages and rules at short toolbox talks.

We do this by:

e Nominabng a manager to organise and plan for consultaon mee6ngs and toolbox talks.

e Recognising any representadves elected by the work force or appointed by trade union
members and their statutory role.

¢ Arranging scheduled formal consultaBon mee8ngs or toolbox talks between managers,
elected representaves and employees as appropriate.

¢ Developing and implemen@ng consultaBon procedures.

e Providing or alloca®ng ©6me for employees, employee elected safety representadves and
trade union appointed safety representadves to undertake safety-related training.

e Taking and keeping minutes of consultaBon mee6ngs and making them available to all sta ..
Being seen to listen and act on issues and concerns raised during consultaBon meeongs.

The personnel responsible for implemen®ng and operadbng this consultaBon process are set out in
the Responsibility Table of our Health and Safety Policy.

Action Plan
To have e ecBve consultaBon with our workforce on health and safety at work maZers we need
to-

1. Ensure that the people nominated with responsibility for these arrangements have the
knowledge and experience to operate the system e ecovely.

2. Provide suitable training for those who don’t.
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3. Create a formal system and make sure it is known to all members of our workforce.

4. Consider as part of the system-

1.
2.

Recognising and involving representa®ves of the workforce from all levels.
Recognising trade union safety representabves and those elected by non-union
workers.

Where there are no nominated representaéves, appoindng a worker(s) to act as
spokesman for the others.

Permitng employee representadves to have ©me o to aZend relevant health and
safety training.

Providing training for employee representadves if necessary or beneficial to the
process.

Scheduling health and safety as an agenda item for sta mee@ngs.

Arranging to discuss safety concerns with Trade Union Safety Representa®ves where
they have been appointed.

Formally recording the outcomes of all consultaBon mee®ngs and keeping these
records.

Making the outcomes of consultaBon mee6ngs available to all those employees

a ected by them.

5. Explain these arrangements to our workforce. Ensure they are understood.

6. Implement the procedure and ensure that it is followed in pracce.

7. Review the operadon of this procedure from ©&me to &me to check that our workforce is
consulted about health and safety mazers thata ect them whilst at work.

Advice and guidance on consultaBon arrangements and procedures can be found in Guidance Note
1-5 Workplace Health and Safety Consultaon.
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Risk Assessment and Hazard Reporting

We have a duty to assess the significant risks arising from our actvifes and from specific areas of
concern. We have a duty to implement the findings of these risk assessments to ensure the safety,
health and welfare of our sta , children, students, pupils and others who may be a ected by our
work acevity.

To support this process and our management of health and safety we encourage our employees and
contractors to report all hazards observed in the course of their work, so that poten6al risks can be
idenBfied and the appropriate acGon taken.

We will do this by:

¢ Nominabng senior managers to oversee our risk assessment process and hazard reporéng
procedure.

e Ensuring that risk assessments are undertaken by competent, trained personnel.

o Developing risk assessments, safe systems of work, method statements and measures to
e ecBvely control those risks.

e Explaining the results of risk assessments to our workforce.

¢ Implemen®ng the findings of the risk assessments, procedures, strategies, safe systems of
work and control measures.

o Implemen®ng hazard reporéng procedures and explaining them to our workforce.

e Recording and analysing hazards when they occur and inves6gaéng correcve and
prevenBve measures.

o Employees and others following our procedures, control measures and safe systems of work.

e Regular review of exiséng risk assessments and iden6fying the need for addional
assessments.

e Providing and recording relevant training.

¢ Rou®nely reviewing the operadon of our systems.

e Using experience to improve our safety, health and welfare management system.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

For our risk assessment process to be su ciently robust to protect the health, safety and welfare of
our employees and anyone else a ected by our work acévity we need to;

1. Assess our acOvifes to idenofy where and when workers or others may be exposed to
significant levels of risk.

2. Involve site managers and employees in iden6fying hazards and managing and co-
ordinaéng risk assessment.

3. Appoint and train enough sta carry out risk assessments.

4. Systemab6cally iden6fy the hazards to which our workforce and others are exposed.

5. Provide a means for the workforce to iden6fy and report hazards or poten6al hazards
to their managers.

6. Consider the risks from those hazards, however recognised, iden6fying people at risk.

7. Evaluate the risks and decide if further precaudons are required, record our findings
and implement those findings.
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8. Involve all persons involved in the acvity in iden6fying hazards and carrying out risk
assessments.

9. Explain the results of risk assessments to any a ected sta and detail any new
precauons or systems of work they need to follow.

10. Review risk assessments on a regular basis, at intervals appropriate to the risk.

11. Review our arrangements from ©me to ©me to ensure that they are fully understood
and operaéng correctly.

For informaBon and advice see Guidance Notes 1-6 Hazard Reporeng and 1-10 Risk Assessment.

Substance and Alcohol Abuse

We have a duty to protect the safety, health and welfare of our employees and others from the
hazards that may arise because of workers abusing alcohol and other substances.

We do this by:

¢ Nominabng senior sta members to coordinate and manage our substance and alcohol
abuse policy and provision.

¢ Implemen®ng strategies, policies and procedures.

e Explaining our policies and procedures to employees.

o Employees and others following our procedures and policies.

e Providing and recording relevant informa®on and training.

¢ Providing competent accredited trained personnel to provide support and counselling
services.

e Ensuring managers and supervisors know what to look for when employees or contractors
arrive on site.

e Monitoring and reviewing our systems; using experience to improve the way we manage the
risks from substance abuse.

The personnel responsible for these measures are shown in the Responsibility Table of our Health
and Safety Policy.

Action Plan

To protect workers and others from the risks of working with people who abuse substances and
alcohol we will-

1. Use this policy for dealing with workers whose abuse of substances and alcohol put other
people at work at risk.

2. Consider.

The problem should be treated as an illness.

The problem can be successfully treated.

Disciplinary acéon is a last resort.

Su erersmay find it di cult to admit to a problem.

It is easier to take acOon in the early stages of the condion.
Sta should be able to iden6fy early signs of problems.
Advice is available from many organisabons
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3. Review this procedure based on these consideradons.
4. Explain these arrangements to our workforce. Ensure they are understood.

5. Provide training and informa®on, where required, for sta nominated with responsibility so
that they can iden6fy workers with substance abuse problems.

6. Implement the procedure, idendfy who is to provide support and counselling services and
ensure that it is followed in prac6ce.

7. Ensure that sta , parcularly managers and supervisors, remains aware of our procedure
although we hope and expect it will not be required in pracoce.

8. Monitor and review the operaBon of this procedure whenever it has been used, making
changes iden6fied as necessary or beneficial.

InformaBon and advice on this subject can be found in Guidance Note 1-8 Substance and Alcohol
Abuse.

Purchasing

To protect workers and others from the risks of working with people who abuse substances and
alcohol we will-

1. Use this policy for dealing with workers whose abuse of substances and alcohol put other
people at work at risk.

2. Consider.

a. The problem should be treated as an illness.

The problem can be successfully treated.

Disciplinary ac6on is a last resort.

Su erersmay find it di cult to admit to a problem.

It is easier to act in the early stages of the condiBon.

Sta should be able to iden6fy early signs of problems.

g. Advice is available from many organisadons

3. Review this procedure based on these consideradons.

4. Explain these arrangements to our workforce. Ensure they are understood.

5. Provide training and informaBon, where required, for sta nominated with responsibility so
that they can iden6fy workers with substance abuse problems.

6. Implement the procedure, idendfy who is to provide support and counselling services and
ensure that it is followed in prac6ce.

7. Ensure that sta , parBcularly managers and supervisors, remains aware of our procedure
although we hope and expect it will not be required in pracOce.

8. Monitor and review the operadon of this procedure whenever it has been used, making
changes iden6fied as necessary or beneficial.

9. InformaBon and advice on this subject can be found in Guidance Note 1-8 Substance and
Alcohol Abuse.

R
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Action Plan

To ensure that we purchase work equipment and substances that will be safe, so far as is reasonably
pracBcable, when used by our workers and others we will:

1. Iden6fy the people authorised to purchase equipment, supplies and substances and
consider whether they need specific training to specify health and safety
requirements.

2. Consider where we buy equipment and substances.

3. Obtain the manufacturer’s Safety Data Sheets for the substances we purchase and
consider the hazard and risk data provided.

4. When buying equipment specify in purchase orders that it complies with relevant

European or NaBonal Standards.

On receipt of new equipment check that where relevant it bears compliance markings.

Involve workers in using this procedure based on these consideradons.

Explain these arrangements to our workers. Ensure they are understood.

Provide training where required and informa®on for workers nominated with

responsibility.

9. Implement the procedure and ensure that it is followed in pracoce.

10. Monitor and review the operaBon of this procedure from ©me to ©me, making
changes iden6fied as necessary or beneficial.
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InformaBon and advice can be found in Guidance Note 1-9 Purchasing.

New and Expectant Mothers

We have a duty to protect the health of new and expectant mothers from hazards that might be
present within our educaBonal se,ng. We also have a duty to assess the risks to women of
childbearing age from our ac6viBes and inform them of any poten®al risks that might a ecta
pregnancy.

We do this by:

Nominaéng senior sta members to idendfy and assess the hazards which pose risk to new
and expectant mothers.

Developing and implemen®ng systems and procedures that will protect all women of
childbearing age from risks to unborn children.

Developing and implemen©ng systems and procedures that will protect new and expectant
mothers and their children from hazards and risks in our educa®onal set;,ng or risks from the
work acovity.

Considering the personal needs of each new and expectant mother.

Ensuring that the assessments are sensifvely carried out by competent, trained personnel.
Implemen®ng the findings of each assessment.

New and expectant mothers and other sta following agreed procedures and control
measures.

Recording our assessments and agreed plans.
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Monitoring and reviewing our systems; using our experience of operadng these
arrangements we aim to make improvements to the way we manage poten@al risks to new
and expectant mothers.

The personnel responsible are iden6fied in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect the health of new and expectant mothers and women of childbearing age we should.

1.

10.

11.

Assess the risks that our pracOce acvibes may have on women of childbearing age and any
poten6al foetus.
Inform the employees of those risks.
Reduce those risks so far as is reasonably prac6cable.
Assess the risks to any worker who no6fies us that they are pregnant or are returning to
work aOer having given birth.
Consider factors such as.
Substances to which they might be exposed.
The size and shape of their workstadon.
Posture.
Vibradons.
Environmental factors.
Ability to stand or sit for long periods.
Night working.
LiOing and carrying.
Noise levels.
J.  Welfare arrangements.
Discuss the results of the risk assessment with the worker.
Consider how to reduce risks.
Find alterna®ve work for the worker if it is not possible to reduce risks in her current job to
an acceptable level. Alterna®vely give her paid absence from work.
Implement our decisions.
Make sure all managers and other employees are aware and understand the measures to be
taken.
Review the risk assessment as pregnancy develops or as the pregnant worker makes any
concerns or problems known.

i
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Advice and guidance on managing the health and safety of new and expectant mothers can be found
in Guidance Note 1-11.

Lone Working

Our educaBonal set,ng has a duty to ensure the safety, health and welfare of our sta whilst at work
and the health, safety and welfare of children, students, pupils and others a ected by our acovibes.
That duty extends to sta who work by themselves without direct or close supervision.

We do this by:
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¢ Nominabng senior sta members to consider the health, safety and welfare of lone working
sta .

¢ |denBfying situaBons where lone working is required which a ect our sta members.

e Assessing the risks to members of sta who are or may become lone workers.

e Developing and implemen®ng control measures and procedures to ensure their health and
safety whilst at work.

e Providing su cient funding support to enable the development and implementaSon of
procedures, risk assessments and control measures.

e Ensuring that procedures and control measures are in place for lone working situaGons.

e Ensuring that iden6fied equipment needs are met and training on their use is given.

e Ensuring that the procedures and risk assessments are always available to sta .

e Providing and recording training.

e Monitoring and reviewing our systems; using our experience of operaéng these
arrangements we aim to make improvements to the way we manage the risks from lone
working.

The personnel responsible for the above measures are idenéfied in the Responsibility Table of our
Health and Safety Policy.

Action Plan

To protect the health, safety and welfare of our workers who work alone, whether it is because they
are a mobile worker, because they work away from our core opera®ng site or for other reasons, we
will.

1. Iden6fy who among our workforce is or is potenBally a lone worker.
2. Assess the risks to those iden6fied as lone workers.
3. lden6fy the control measures already in place and any addiGonal measures that may be
required.
4. Consider, as part of our assessment, issues such as;
a. Where they work.
Are they at risk because they are work at remote locaBons?
Are they at greater risk in the winter months?
Are they likely to cut corners because they are not under direct supervision?
Are they at risk from a violent child or one of their family?
Are they at risk because of health issues?
Are they at risk because they work excepBonal hours?
Are they at risk because they do not have access to welfare or first aid facilioes?
i.  Are they at risk because a significant part of their day is spent driving?
j-  Mobile phone signals.
5. Keep awriZen record of significant risk assessments and the control measures and systems
of work adopted.
6. Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
7. Explain our system and arrangements to the workforce. Ensure they are understood and
provide further training where necessary.
8. Implement the procedure and ensure that it is followed in prac6ce.
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9. Monitor and review the operaBon of this procedure from &me to 6me and whenever an
employee reports an accident or case of ill health aZributable to working alone, make
changes to the procedure iden6fied as necessary or beneficial.

Advice on managing the risks from lone working can be found in Guidance Note 1-13.

Health and Safety Training

We have a duty to protect the health, safety and welfare of our sta whilst they are at work as well
as the health, safety and welfare of children, students, pupils and others a ected by our acbvifes.
Among other specific arrangements we need to be sure that our sta are trained to recognise
hazards and risks and what they need to do to eliminate, reduce and avoid risk.

We do this by:

¢ Nominabng a senior manager to oversee Health and Safety training.

e Assessing the risks to our workforce and others from an inadequately trained workforce.

¢ Developing and implemen®ng training policies, programmes and arrangements.

e Ensuring that the policy, programmes and arrangements are managed by competent, trained
personnel.

e Managing our acOvibes to ensure that employees are adequately trained for the variety of
tasks which they may asked to do.

e Providing and recording relevant training.

¢ Monitoring and reviewing our systems; using our experience of operadng these
arrangements we aim to make improvements to the way we manage our Health and Safety
training programmes.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

In developing and implemen®©ng training policies, programmes and arrangements we need to-

1. Assess our work acBvity to idenefy where and when workers or the public may be exposed
to hazards and risks.

2. Where we iden6fy hazards, we need to consider the associated risks and the ability of sta
to control them and then to iden6fy whether their knowledge of and training about control
measures is adequate.

3. IdenBfy any jobs that require workers to have received specific health and safety training.

4. lden6fy the systems already in place to provide training and any addi®onal measures that
may be required.

5. Consider procedures and prac6ces including-

a. Infecon Control

b. Chemicals used to clean and disinfect
c.  Works transport.

d. Working at height.
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LiOing equipment
Use of plant and equipment.
Manual handling.
Electrical safety.
i. Mundane work.
J. Occasional work acovifes.
k. Training needs analyses for individuals.
6. Involve the workforce in making these assessments of our needs.
7. Develop procedures, programmes and praceces tailored to our workplace.
8. Explain these arrangements to the workforce, their managers and supervisors. Ensure they
are understood and provide further training where necessary.
9. Implement the procedures and ensure that they are followed in prac6ce.
10. Monitor and review this procedure from 6me to ©me making changes iden6fied as necessary
or beneficial.
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Informadon, advice and guidance on the provision of Health and Safety Training can be found in
Guidance Note 1-14.

Health and Safety of Visitors

We have a duty to ensure the health and safety of visitors who come onto our premises.
We do this by:

¢ Nominabng senior managers to idendfy and risk assess the workplace hazards to which
visitors could be exposed.

e Assessing risks to visitors.

e Providing a visitors’ book to track visitors.

o Develop and implement visitor procedures and control measures.

e Ensuring all site visitors are accompanied unless inducon has been carried out.

e Ensuring that risk assessments are undertaken by competent, trained personnel.

e Regularly inspecong the premises to idenofy hazards that could put visitors at risk.

e Ensuring workers and others adhere to the contents of procedures, control measures and
safe systems of work.

e Providing relevant informaBon and training.

e DBS checks as necessary.

e Monitoring and reviewing our systems; using our experience of these arrangements we aim
to make improvements to the way we manage the risks to visitors.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.
Action Plan

To protect visitors to our workplace we will-

1. Assess our work and premises to iden&fy where and when the public may be exposed to
hazards.
2. Iden®fy the risks that visitors might face when at our workplace.
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10.

Where risks to the health and safety of visitors are iden6fied or reported, assess those risks
to idenBfy where control measures are required.
Iden®fy control measures already in place and any addiGonal measures that may be
required.
Consider among other issues-

a. Where do visitors go, when and why, and what do they do when they get there?
Floor coverings.
Slippery floors and uneven surfaces.
CondiBon of stairs.
Chemical hazards.
Electrical hazards.
Machinery hazards.
Environmental hazards.

i. Aggression and violence.

J.  Site security.
Involve the workforce in making these assessments; use their experience.
Develop procedures, programmes and pracBces for ensuring visitor safety specific to our
premises.
Explain these arrangements to the workforce, their supervisors and managers. Ensure they
are understood and provide further training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.
Monitor and review operagon of this procedure from ®me to ®&me and whenever a visitor
su ers a work-related injury, making changes to the procedure iden8fied as necessary or
beneficial.
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Advice and guidance on the Health and Safety of visitors is in Guidance Note 1-15.

Home Working

We have a duty to protect our employees from the hazards and risks which may arise when
employees work from home.

We do this by:

Nomina®ng senior managers to manage and reduce the risks posed from home working.
Assessing the risks arising to individual workers and others from home working.

Developing and implemen©ng control measures, policies and safe systems of work. Ensuring
that the policy, procedures, safe systems of work and control measures relaéng to home
working are managed by competent, trained personnel.

Managing our business to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience we will make improvements to the
way we manage the risks posed from home working.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.
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Action Plan

To protect workers from the risks associated with home working we will:

1. Assess the suitability of their work and home environment for ‘home working’ using ‘Form

HWVC’ whenever home working is being considered.

2. We will consider-

a. Is the designated home working area clear from obstrucons and tripping hazards.
b. Isthe equipment (chair, desk, keyboard) suitable for the user while they are at work.
c. Ineach case, is the equipment ergonomically sound.

d. Aresu cient storage faciliBes available.

e. Isligheng of the working area adequate.

f. Is the temperature in the work area comfortable?

g. Isthe area well venBlated?

h. Are all cables and plugs in use in good repair and visually acceptable?

i. Are all items of electrical equipment in good repair and working correctly?

j.  Has the home worker had basic manual handling and ergonomics training?

k. Fire safety.

. First Aid arrangements

Ensure workers have an area in the home designated strictly to their work to help them
separate their working area from their leisure acvifes and home life.

Provide suitable IT equipment. Some laptop and portable computers may not be suitable for
home use.

Make sure homeworkers are properly managed.

Encourage home workers to report all accidents and incidents whilst working from home to
their supervisor as soon as pracOcable. Supervisors should ensure that the accident and
incident report form is completed.

Guidance on the health and safety of home workers is in Guidance Note 1-18.

Safe Systems of Work

We have a duty to ensure our workforce are provided with clear instrucBons and training when
undertaking potenBally hazardous tasks that pose significant risks.

We do this by:

Nominabng senior sta members to oversee and implement safe systems of work.
Iden©fying where safe systems of work are required.

Developing safe systems of work to e ecBvely control the work acBvibes within our work
premises or on site.

CommunicaBng the safe systems of work to applicable employees.

Ensuring that safe systems of work are created by competent, trained personnel.
Providing training on the safe system to the workforce.

Regular checks to ensure that the systems are being followed. Reviewing our systems.

The personnel responsible for these measures are shown in the Responsibility Table of our Health
and Safety Policy.
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We use the experience from opera®ng these arrangements to make improvements to our safety,
health and welfare management system.

Action Plan
To ensure that adequate safe systems of work are in place for employees to follow we will.

Appoint and train enough sta in the creaBon of the Safe System of Work.

Systema6cally iden6fy the areas where a Safe System of Work may be required.

Assess the task and idenofy the hazards.

Define the safe method of undertaking the task.

Document the safe system of work and ideally display it at the work site where the

work takes place.

6. Implement the system and ensure employees understand it. Provide training where
necessary.

7. When developing and implemen®ng safe systems of work we should involve managers
and workers in the task being assessed.

8. Review safe systems of work on a regular basis or when situadons change.
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Advice and guidance on safe systems of work is in Guidance Note 1-20 Safe Systems of Work.

Action on Enforcing Authority Reports

We recognise that we will need to take early acon on receipt of reports from the Enforcement
Authority and plan to deal with them as a high priority.

We have done this by-

e Nominabng our most senior manager to coordinate the acBons required.

e Providing adequate resources, financial and human, to meet these requirements.
e Rou®Bnely reviewing progress.

e Having access to competent health and safety advice.

e Using to guide and support us in meeéng enforcing authority requirements.

The person responsible is shown in the Responsibility Table of our Health and Safety Policy.

Action Plan
To meet our legal obligaBons and act on enforcing authority reports we will-

Iden©fy a responsible manager to coordinate the acBon required.

Ensure that the responsible person understands their duBes and responsibili©es.
Provide adequate training for that person.

Give that person the authority and resource necessary for them to fulfil their role.
Ensure that our workers are aware of the need to make concerns about health and
safety known and report accidents, incidents and cases of work-related ill health to
their managers.

6. Review our arrangements from 6me to ©me to ensure that they are fully understood
and are working correctly.
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Advice and guidance can be found in Guidance Note 1-21 Acon on Enforcement Authority Reports.
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Equality and Disability Discrimination Compliance

We recognise the benefits that accrue from planned and carefully considered arrangements for the
equal treatment of all people about health, safety and welfare issues. To obtain these benefits we
have taken steps that will help to avoid discrimina®on within our segng.

We have done this by:

¢ Nominabng an individual member of senior management to coordinate acBon to meet the
needs of disadvantaged and vulnerable persons.

¢ Providing adequate resources, financial and human, to make reasonable adjustments to our
workplace(s).

e Allowing employees to nominate safety representaves who will represent their colleagues
in respect of health, safety and welfare maZers.

e Providing such health and safety informa®on, instrucéon, and training for all workers as is
necessary for them to be able to work without risk to their health or safety or welfare so far
as is reasonably pracBcable.

e Recording and analysing all reportable accidents, minor accidents, near miss incidents and
dangerous occurrences.

e Providing and recording relevant training.

e RouBnely reviewing the operabon of our reporéng system. « Having access to competent
health and safety advice.

The person responsible is shown in the Responsibility Table of our Health and Safety Policy.

Action Plan
To meet our legal obligaBons to avoid discrimina6on to employees we need to:

1. Have a manager to coordinate the acBons required and enable us to treat all people
equally.

Ensure that they understand their dues and responsibili©es.

Provide adequate training for that person.

Give that person the authority and the resource necessary to fulfil their role.

Review our arrangements from 6me to 6me to ensure that they are fully understood
and operaéng correctly.
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Advice and guidance is in Guidance Note 1-22 Equality, Disability DiscriminaBon and Compliance.

Health and Safety Information for Employees

We recognise the benefits that accrue from the provision of e ecBve informadon about health,
safety and welfare acOvifes to our employees. To obtain these benefits we need an e ecbve
management system and have taken steps to provide adequate informa®on to employees and
others.

We have done this by;

¢ Allowing employees to nominate safety representadves who will coordinate issues arising
from their colleagues in respect of health, safety and welfare. Providing adequate resources.
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e Providing health and safety informa6on, instrucon, training and supervision for all workers
as necessary for them to be able to work without risk to their health or safety or welfare so
far as is reasonably pracBcable.

e Recording and analysing all reportable accidents, minor accidents, near miss incidents and
dangerous occurrences.

e Providing and recording relevant training.

¢ RouBnely reviewing the operaBon of our reporong system. « Having access to competent
health and safety advice.

The personnel responsible are idenBfied within the Responsibility Table of our Health and Safety
Policy.

Action Plan

To meet our legal obligaBons to provide adequate health and safety informaBon to employees we
need to

1. Iden®©fy a person to take responsibility for ensuring that adequate informa6on is
provided to employees.

2. Ensure that the responsible person understands their duBes and responsibili©es.

3. Provide adequate training for that person.

4. Give that person the authority required and the resource necessary for them to fulfil
their role.

5. IdenBfy the most e ecOve methods for providing informaBon to employees.

6. Display the statutory health and safety ‘What you should know’ poster and complete
the informaBon on the poster

7. Provide informaBon to our employees about their responsibili®es and essenBal safety
rules.

8. Explain to our workers, managers and supervisors the nature of our arrangements for
managing health, safety and welfare.

9. Ensure that our workers are aware of the need to make concerns about health and
safety known and report accidents, incidents and cases of work-related ill health to
their managers.

10. Review our arrangements from ©me to ©me to ensure that they are fully understood
and are operabng correctly.

Advice and guidance on this subject can be found in our Guidance Note 1-23 Health and Safety
InformaBon for Employees.

Fire Safety — Arrangements and Procedures

We must implement and maintain a fire safety programme, to control the risk of fire, and to provide
fire warning systems, firefigh&ng equipment, emergency lighng, emergency signs, adequate means
of escape and evacuaBon procedures. We have made arrangements to meet these responsibiliGes
and to iden®fy and reduce the risks associated with fire and emergency situadons.

Our arrangements are:
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Nominaéng a ‘responsible person’ to coordinate fire and emergency arrangements and take
responsibility for maintaining an up-to-date Fire Risk Assessment.

Iden®fying fire risks on our premises, potenBal emergency situaBons and who may be

a ected.

Assessing the level of risk and recording the informa6on in the Fire Risk Assessment and
emergency plan.

Implemen®ng procedures and control measures to miBgate the risks.

Liaising with the emergency services, informing them of any workplace or process hazards
that have the poten6al to create fire or emergency situadons.

Developing safe systems of work to reduce the poten6al for fire and emergency situadons.
Adequate provision of tested and inspected firefigh©ng and warning equipment.
PracBcing and recording fire evacuaGon procedures.

Delivering training on the emergency plan, the fire risk assessment and on the use of
firefigh©ng equipment.

Reviewing our system. We use experience to improve our fire safety management
arrangements.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect workers and others from the risk of fire we need to-

1.

Nominate and train a senior manager to be our competent and responsible person for fire
safety maZers.
Prepare and maintain an up-to-date fire risk assessment. If we have hazards which make our
premises high risk, we will need to get assistance from experts.
Provide and maintain (keep records) suitable fire alarm systems, means of escape,
firefighng equipment, emergency ligh®ng and emergency signs.
Develop procedures for the safe and speedy evacuadon to a place of relaBve safety of
workers and others in a fire or other emergency.
Where appropriate consult with the Fire Service in making these provisions and in
developing our site-specific arrangements and procedures.
Consider-

a. Fire prevenBon. Storage of flammables, waste disposal, open flames etc.

b. PotenBal sources of igniBon including use of flammable substances and process

related fire hazards.

c. Maintenance of fire alarms, smoke detectors, automadc door closers.
Maintenance of fire doors and escape routes.
Emergency procedures — fire wardens, fire and evacua@on drills and safe assembly
points.
Maintenance of fire exénguishers and firefigh&ng equipment.
Liaison with fire service and assisong the fire service in the event of a fire.
Providing and maintaining fire safety signs and no6ces.
Record keeping.
j.  Safe means of shung down electric, gas and fuel supplies
k. Always purchase robust equipment suitable for our intended use

o -
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7. Explain the fire safety programme, arrangements and procedures to our managers,
supervisors, workforce and any other people who need to know, including landlords and
neighbours. Ensure they are understood. Provide training where required and informaBon
for sta nominated with responsibiliBes.

8. Implement the programme and ensure that it is followed in prac6ce.

9. Carry out fire alarm and evacua®on drills to check that the programme works in prac6ce.

10. Monitor and review the operaBon of all aspects of the Fire Safety Programme at least twice a
year and whenever a fire related incident happens, making changes to the fire risk
assessment, arrangements and procedures idenffied as necessary or beneficial.

Advice and guidance on the development of a Fire Safety Programme can be found in Guidance Note
2-1 Fire Safety - Arrangements and Procedures.

First Aid

We have a duty to provide suitable first aid arrangements for our sta , learners, visitors and others
who may be a ected by our acviBes. We have taken steps to provide first aid arrangements that
meet this requirement.

We do this by:

¢ Nominabng a senior manager to idenefy our needs and ensure conénuing arrangements for
first aid provision.

e Assessing the reasonable level of first aid provision required for our educadonal seng.
Recruidng su cient members of sta to undertake first aid training as a first aider or
appointed person, as appropriate.

e Arranging approved training for those people and keeping records of their training.

e Providing adequate numbers of trained personnel to be always available during business
hours.

e Providing and maintaining enough first aid equipment and consumables.

o Displaying names and locaBons of first aid trained personnel or appointed persons in
prominent posiéons throughout the premises.

¢ RouBnely reviewing our first aid arrangements for suitability and ensuring that where we
have trained first aiders qualificaBons are up to date.

The personnel responsible for these measures are iden6fied in the Responsibility Table of our Health
and Safety Policy.

Action Plan

To ensure that we meet our obligaons to provide suitable first aid arrangements for our sta ,
learners and others who may be a ected by our acéviBes we need to take the following acon-

1. Assess our business acOvity to iden6fy the level of first aid provision that will be necessary.
2. Consider issues including-

a. The severity of foreseeable work-related accidents.

b. The number of people likely to be present at any one 6me.

c. The nature of health and safety risks at our se;,ng.

d. The locaBon and accessibility of the workplace.
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e. Whether the need is for trained first aiders or appointed persons.
f. The need for paediatric first aid training in early years provision.
Keep a wriZen record of our assessment and conclusions.
Explain our assessment and conclusions to our workforce and service users.
Iden6fy workers to be trained and take responsibility for administering first aid.
Provide approved training for appointed first aiders.
Keep records of this training and ensure qualificaBons are kept up to date.
Make sure our arrangements are understood, and the responsible people known to all
employees, supervisors and managers.
9. Provide suitable facili®es and consumables for delivering first aid at our workplace
10. Monitor and review from &me to 6me the operadon of this procedure in the light of
experience making changes to our system idenBfied as necessary or beneficial.
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InformaGon and advice on First Aid provision can be found in Guidance Note 3-1 First Aid.

Welfare, Staff Amenities, Rest Rooms and the Working
Environment

We are obliged to make and maintain arrangements for welfare and the provision of a safe and
healthy working environment for our sta whilst they are at work. Sta must be provided with
suitable and su cient rest facili©es at readily accessible places. Suitable rest facilies must be
provided for pregnant women and nursing mothers at work and suitable and su  cient facili®es must
be provided for persons at work to eat meals where necessary. The organisaBons Premises
Regula®ons must also be considered.

We must make and maintain arrangements for welfare and the provision of a safe and healthy
working environment. This includes a duty to provide restrooms where work is arduous or conducted
in a hosBle environment and portable faciliOes where there is a need.

We do this by-;

¢ Nominabng senior managers to oversee our provision and maintenance of welfare facili©es
and a safe working environment.

¢ Maintaining our workplace including buildings, sheds and fixtures in good order and
according to required standards.

e Providing welfare faciliGes that are fit for purpose and include adequate hot, cold and
drinking water, sanitary conveniences, hand washing facili©es, facilies for meal breaks,
su cient light, heat and ven6laon.

¢ Implemen®ng housekeeping, cleaning and maintenance regimes.

e Providing and recording relevant instrucBon and training.

e Regular monitoring and review of our arrangements and faciliGes to ensure that they remain
su cient and are adequately maintained.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.
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Action Plan

To ensure that we make the proper and necessary arrangements for welfare and to provide a safe
working environment we will-.

1. Consider the arrangements we have in place to provide for the welfare of our workforce
whilst at work and to provide a safe working environment.

2. Assess the specific welfare arrangements, including rest rooms and catering areas that we
have provided against both minimum legal requirements and what might reasonably be
expected by law; parBcularly where work may be arduous or in a hos6le environment.

3. Consider among other relevant issues-

a. Our worksite, the condi©on of the buildings.

Temperature, venBladon and ligheng in the workplace.

The use of chemical and biological and substances.

The condi6on of floors, walls and ceilings.

Tra croutes.

Sanitary and washing facilifes.

Clothing accommodafon, changing rooms and rest rooms.

Drinking water and the means for making hot drinks and hea®ng food.

Arrangements to support workers away from fixed facili©es, e.g. during in field pick

and pack working.

j-  The needs of nursing mothers.
k. The heaBng and cleaning of rest rooms and welfare facili©es.

4. Involve workers in these consideraBons and in the development and maintenance of
facilioes and arrangements based on these consideragons.

5. Keep awriZen record of significant assessments, acons iden6fied and taken.

6. Provide informaBon and any necessary training to employees, managers and any sta
nominated with responsibility to ensure that our arrangements and provisions are
understood.

7. Monitor welfare arrangements and facili©es to ensure that they remain su cient, are
maintained in a good clean condi®on and are fit for purpose.
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For further informaBon and advice see Guidance Notes 3-2 Welfare and the Working Environment
and 3-8 Sta  Amenifes and Rest Rooms.

Housekeeping and Cleaning

We have a duty to ensure the safety, health and welfare of our employees, children, students,
vulnerable adults and others who enter our premises by keeping it in a clean, 6dy and sanitary
condifon.

We do this by:

¢ Nominabng a senior manager to oversee the provision and management of housekeeping
facili®es and arrangements.

o Assessing the risks to our workforce and others from housekeeping acovibes.

o Developing and implemen®ng cleaning procedures and associated safe systems of work
where required.
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Ensuring that competent, trained personnel manage cleaning regimes and control measures.
Carrying out regular housekeeping audits.

Providing and using personal protecéve equipment where necessary.

Managing our workforce to ensure that they use the control measures provided and follow
policies and procedures.

Providing instrucBon and where necessary training which is recorded.

Regular monitoring and review of arrangements; to ensure that the workplace is kept clean,
and our cleaning arrangements are adequate.

Employees and others following procedures and safe systems of work.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To ensure that we keep our workplace 6dy and in a clean, sanitary condi®on we need to-

1.

8.

Assess all areas of the workplace and work ac6vifes to determine the cleaning requirements
for each area.
Devise and implement cleaning plans and schedules for each area, specifying and recording
them.
In devising these plans consider issues including-

a. Floors, stairs, toilets, rest and catering areas, outside paths, roadways and storage

areas, etc.

b. The contaminant and the most appropriate method for cleaning. Vacuum cleaning is
always beXer than sweeping.
Dry cleaning or wet cleaning. Wet cleaning may leave slippery floors.
The source of the contaminant - can it be contained other than by cleaning?
The frequency of and best ®me of day for cleaning.
Waste handling and disposal — 0 ensive, unhygienic, infected, chemical, process etc.
Warning signs.
Hazards associated with chemical cleaners.

i. Cleaning around potenBally hazardous equipment.

j. Procedures for cleaning hazardous equipment.
Involve the workforce in making these assessments of our needs.
Explain these arrangements to the cleaning team, the workforce and their supervisors and
managers. Ensure they are understood. Provide and record training where necessary.
Make sure managers understand the requirements.
Monitor the implementaBon and e ecBveness of our procedures to ensure that the
workplace is being cleaned properly and adequately.
Amend systems and procedures as necessary in the light of operaonal experience.
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For advice and informaBon on Housekeeping refer to Guidance Notes 3-3 Cleaning and 3-12
Housekeeping.
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Control of Hazardous and Non-Hazardous waste

We have a duty to ensure that we e ecBvely and safely dispose of waste materials and products and
control the methods of disposal used so that our sta , children, students and any others who might
be a ected are not at risk to their health, safety or welfare.

We do this by:

Nominaéng senior managers to control the disposal of waste, both hazardous and non-
hazardous wastes, from our premises and to minimise risk.

Assessing the risks to our workers from the handling and disposal of waste. Developing and
implemen®ng policies, procedures, safe systems of work and control measures relevant to
the control of waste including any necessary to comply with environmental legislaBon.
Ensuring that waste disposal is by competent, approved personnel, using the correct
personal protecve equipment.

Ensuring that the safest means of disposal is used to protect the environment.

Employees and others adhering to procedures, control measures and safe systems of work. «
Providing and recording relevant training.

Regular monitoring and review of our arrangements and facili©es to ensure that we conénue
to manage and dispose of waste, hazardous and non-hazardous, without risks to health or
safety.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To ensure our sta , children, students and any others who might be a ected are not at risk to their
health, safety or welfare from the way we dispose of hazardous and non-hazardous waste materials
and products we need to:

1.

2.
3.
4

IdenBfy where we create waste and rubbish.
Assess the hazards from the waste materials and the risks create.
Iden©fy hazardous and controlled wastes.
Consider issues relevant to our workplace including-
a. Isthe waste parBcularly hazardous because it is a classified chemical substance?
Is the waste hazardous because it is or contains biological agents?
Whether the waste is hazardous because it is sharp, heavy or flammable.
How is it stored on our premises or land?
How is it moved around?
If stored outside, is it secure? Can the public gain access?
Is the way we store waste an invitaBon to an arsonist?
How can we make the process easier and safer for our workers?
Consider how environmental legislaBon and requirements might impact on
procedures and the way waste is disposed of.
Involve workers in developing a procedure based on these consideradons.
Keep a wrizen record of significant risk assessments and the control measures and systems
of work adopted.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
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8.

9.

Explain our system and arrangements to the workforce. Ensure they are understood and
provide further training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.

Advice and guidance on the control of hazardous and non-hazardous waste can be found in Guidance
Note 3-6.

Access, Egress, Stairs and Floors

We have a duty to protect the health, safety and welfare of our sta , children, students, while at
work and also others who come onto our premises from the risk of injury due to badly maintained
access and exit routes, stairs and floors.

We do this by:

Nomina6ng senior managers to monitor and reduce incidents involving access and egress,
including stairs and floors etc.

Assessing the risks of incidents involving access and egress faciliBes, including stairs and
floors etc.

Developing and implemen@ng control measures, policies and safe systems of work.
Ensuring that the policy, procedures, safe systems of work and control measures reladng to
slips, trips and falls are managed by competent, trained personnel.

Managing our acovibes to ensure that employees and others use the control measures
provided and follow the procedures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience we aim to improve the way we
manage these risks.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect the health, safety and welfare of our workforce and other people using our premises from
the risk of injury due to slips, trips and falls we need to-

1.
2.

Consider the nature of our premises and the way we work.
IdenBfy areas where badly designed or maintained access and exit routes, stairs and floors
could create access and egress problems or otherwise obstruct movement leading to
employees and others slipping, tripping or falling.
Iden6fy the control measures already in place and any addiBonal measures that may be
required.
Consider issues including-
a. Steep stairs, handrails.
Ramps.
Changes in floor levels.
Potholes in floors and yard areas.
Blind corners.
Wet and slippery floors.

R
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g. Highly polished floors.
h. Trailing cables.
i.  Rubbish.
5. Keep awriZen record of significant risk assessments, control measures and systems of work
adopted.
6. Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
7. Explain our system and arrangements to the workforce. Ensure they are understood and
provide further training where necessary.
8. Implement the procedure and ensure that it is followed in pracce.
9. Monitor and review the operadon of this procedure from 8me to 8me and aler any incident
involving access, egress, stairs or floors, making changes to the procedure iden6fied as
necessary or beneficial.

Advice and guidance about access, egress, stairs and floors can be found in Guidance Note 3-

9.

Windows, Glass and Glazing in the Workplace

We have a duty to ensure the safety, health and welfare of our employees, children, students and
everyone else who enters our premises from the risks posed by glass and glazing.

We do this by:

¢ NominaBng senior managers to reduce the risks from glass and glazing systems.

o Assessing the risks from glass and glazing systems to our workforce and others.

o Developing and implemen@ng control measures, policies and safe systems of work. Ensuring
that the management of the policy, procedures, safe systems of work and control measures
relaGng to glass and glazing systems are undertaken by competent, trained personnel.

e Managing our acvifes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

e Providing and recording relevant training.

e Monitoring and reviewing our systems to improve the way we manage the risks from glass
and glazing systems.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To ensure the safety, health and welfare of our employees, children, students and everyone else who
enters our premises from the risks to their safety from inappropriate glass or glazing systems we
need to.

1. Iden®fy glass and glazing which, because of its use and posifon, could present a risk to the
safety of building users.

2. Assess the risks to our workforce and others from the glass or glazing systems at our
workplace.

3. Iden®fy the control measures already in place and any addiBonal measures that may be
required.
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Consider-
a. What type of glazing is installed?
b. Is there arisk of contact with the glazing?
c. Does the glass or glazing material meet current standards for that applicaBon?
d. Isall the glazing obvious — will glass walls or doors always be noBced by a passer-by?
e. Are window restrictors required?
Explain these arrangements to the workforce, their supervisors and managers.
Ensure they are understood and provide further training where necessary.
Implement the procedure and ensure that it is followed in pracOce.
Monitor and review the operadon of this procedure from 6me to 6&me and whenever there is
an incident involving glass and glazing systems, making changes to the procedure idenéfied
as necessary or beneficial.

Advice and guidance on the control of windows, glass and glazing systems can be found in Guidance
Note 3-10.

Workplace Signs

Where appropriate we have a legal duty to display safety signs to warn our sta , children, students,
and others of hazards that may be present in our workplace.

We do this by:

Nominaéng senior managers to idendfy where safety signs are needed.

Creadng a procedure for the purchase and installaBon of signs.

Ensuring that signs are adequate for their purpose and maintained.

Ensuring that assessments are made by competent, trained personnel.

Ensuring that workplace signs are observed.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience we will improve the way we
manage and use of safety signs.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect the health, safety and welfare of our sta , children, students and others we need to use
safety signs as a way of warning people where there are hazards. We need to-

1.
2.
3.

Iden6fy where there are hazards that need to be marked with warning signs.
Iden®fy signs already in place and any addiBonal signs that may be required.
Consider, as part of our assessment, issues such as- 1. Where prohibi®on signs should be
used.
a. Where cauBonary signs should be used.
b. Where signs requiring posifve ac6on should be used.
c. Where signs are required to indicate a mandatory acoon.
d. Whether signs are made, coloured and displayed according to legal requirements.
e. Replacement of damaged signs — now and in the future.
Involve our workforce in developing these arrangements and systems.
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Keep a wrizen record of assessments and decisions made.

Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.

Explain decisions to the workforce. Ensure they are understood and provide further training
where necessary.

Implement the procedure and ensure that it is followed in pracOce.

Monitor and review the operadon of this procedure and the provision of signs from &me to
©me.

Advice on safety signs can be found in Guidance Note 3-11.

Water Temperature Control

We have a duty to protect our sta , children, students and others who may be a ected by our
acovides from the risk of contact with high water temperatures which could give rise to burns.

We do this by:

Nominabng senior sta members to risk manage, idendfy and minimise the risks created by
hot water.

Assessing the risk of burns from hot water systems.

Developing and implemen©ng control measures, procedures and safe systems of work.
Ensuring that water temperatures are maintained and checked at appropriate intervals.
Providing thermostaBc mixing valves, to control water temperatures.

Ensuring that our acBons are carried out by competent and trained personnel.

Following our procedures, control measures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using our experience of operadng these
arrangements we aim to conénuously improve to the way we manage health and safety risks
associated with our business.

The personnel responsible for the above measures are shown in the Responsibility Table of our
Health and Safety Policy.

Action Plan

To ensure the safety of our employees, children, students and others from the risk of being burnt or
scalded by high temperature hot water we need to.

1.

Assess our work acBvity to idenBfy where and when workers or others may be exposed to
the hazard.
Where hazards are iden6fied carry out an assessment of the risks to our workers and others.
Involve the workforce in these assessments and in the iden6ficaBon of appropriate control
measures.
Iden©fy the control measures already in place and any addiBonal measures that may be
required. Refer to manufacturers’ guidance, trade guidance and BriBsh, European or other
standards etc.
Consider among other issues-

a. Who has access to the outlet?
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10.

b. Can athermostaSc reducing valve be used at that locaBon to reduce the
temperature of the water supplied?
c.  Where high temperature outlets are required make sure they are sited away from or
out of the reach of children and learners.
d. Use of warning signs.
e. Maintenance of temperature reducing valves.
f. InsulaBon of high temperature pipes.
Develop procedures, programmes and pracoces tailored to our educabonal seng.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
Explain these arrangements to the workforce. Ensure they are understood and provide
further training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.
Monitor and review the operadon of this procedure from 8me to &me and following any
incident, or injury caused by high water temperatures, making changes to the procedure
idenBfied as necessary or beneficial.

InformaBon and advice about water temperature control is in Guidance Note 3-14.

Premises

We have a duty to protect our workers and everyone else from risks present in our premises and to
ensure that they are maintained.

We do this by:

Nominaéng a senior manager to reduce the risks posed by work in or by use of our faciliBes.
Assessing the risks arising from working on our premises to our workforce and others.
Developing and implemen®ng control measures, policies and safe systems of work. Ensuring
that the management of the policy, procedures, safe systems of work and control measures
relaBng to our premises are completed by competent, trained personnel.

Managing our acovifes to ensure that workers and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using our experience of operadng these
arrangements we aim to make improvements to the way we manage the risks posed.

The personnel responsible for the above measures are iden6fied within the Responsibility Table of
our Health and Safety Policy.

Action Plan

To protect workers and everyone else from the risks associated with our premises we must-

1.
2.

Complete a general risk assessment of the premises, iden6fying any hazards that are present
Consider-
a. Workspace —can people go about their tasks without obstrucon?
b. Sanitary conveniences and washing facili©es — must be available and determined by
the number of employees.
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c. Windows and doors — ensuring these do not create an obstrucon or vision problem.
Rest areas - provision for employees to be able to eat and drink away from working
areas.

e. The need for a fire risk assessment.

f. RouBne tesong of the fire alarm system and emergency ligheng; ensuring that this is
recorded.

g. IdenBficaBon of any asbestos present in the premises. Maintain an asbestos register;
seek remediaBon treatment where necessary.

h.  Whether all our insurance liability policies are current and suitable for the premises.

i.  Glazing in high-risk areas is of a safety material or protected against breakage.

j-  Pedestrian segregadon from vehicles, with clearly idenéfied walkways to ensure
pedestrian safety.

k. A suitable housekeeping regime that reduces the likelihood of slip, trip and fall
hazards occurring on our premises.

Advice and guidance on the control of premises hazards can be found in Guidance Note 3-15.

Electrical Safety

We have a duty to protect our employees, children, students and other people who use our premises
from the risk of electrical injury caused by our electrical installaBons, our use of fixed equipment and
our use of portable electrical appliances.

We do this by:

Nominabng a senior sta member to ensure the safety of our electrical installaBons,
equipment and portable appliances.

Assessing the risks from electrical installaBons, fixed equipment and portable appliances.
Assessing the service users’ personal portable electrical items.

Developing and implemen©ng procedures, control measures, policies and safe systems of
work.

Ensuring that any work carried out on our electrical installaBon, equipment and appliances is
carried out by competent, accredited electrical engineers.

Providing and using personal protecve equipment where appropriate.

Regular inspecBon by competent accredited electrical engineers.

Managing our acovibes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing relevant training and keeping training records.

Monitoring and reviewing our systems; using our experience of operadng these
arrangements we aim to make improvements to the way we manage electrical safety.

The personnel responsible for the above measures are iden6fied within the Responsibility Table of
our Health and Safety Policy.
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Action Plan

To protect sta , children, students and others from the risks from using fixed and portable electrical
equipment we need to:

1.

© N o O

10.

11.

Consider our acéviBes and idenofy where and when workers may be exposed to risks to their
health and safety from fixed or portable electrical equipment.
Assess the risks from that exposure to fixed and portable electrical equipment, idendfying
control measures in place and any addiGonal measure that may be required to avoid risk
such as tesong service users’ electrical equipment.
Consider relevant issues including:

a. The competence of employees or contractors who install or maintain electrical

equipment.

b. InspecOon of fixed electrical installaBons as prescribed by the IET Wiring RegulaBons
(18th ediGon) BS 7671.
The maintenance of electrical installaBons between inspecoons.
The maintenance and inspec6on of portable electrical equipment.
Using bazery powered hand tools.
Residual current devices.
Whether hydraulic or pneumagc tools might be safer
Equipment used by mobile workers.

i. Use of trailing cables.
Purchase robust equipment suitable for the environment in which it is to be used.
Arrange for the rouBne tesbng and inspecBon of portable electrical equipment.
Develop a procedure based on these consideradons.
Keep a wriZen record of significant risk assessments and the control measures and systems
of work adopted.
Make sure that our managers and senior sta understand the procedures and arrangements.
Consider whether they need any training.
Explain our procedures and arrangements to our workforce. Ensure they are understood and
provide training where necessary.
Implement the procedure and ensure that it is followed in pracoce.

Se "o a0

Guidance Note 4-1 has informa6on and advice about the use of fixed and portable electrical
equipment.

The Provision, Use and Maintenance Work Equipment

We have a duty to protect our employees, children, learners and other people who use our premises
from the health and safety risks associated with the provision and use of work equipment.

We do this by:

Nominabng senior sta members to consider the health and safety issues surrounding any
new equipment that we obtain and the equipment that we use during our business.
Assessing the risks from work equipment when in use and during its maintenance.
Developing and implemen©ng procedures, control measures, policies and safe systems of
work.
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e Ensuring that any work carried out on work equipment is carried out by competent workers
or competent contractors.

e Providing and using personal protecve equipment where appropriate.

e Regular maintenance and servicing.

e Statutory inspecBons by competent accredited engineers and surveyors where required.

e Managing our acOvibes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

e Providing relevant training and keeping training records.

¢ Monitoring and reviewing our systems; using our experience of operadng these
arrangements we aim to make improvements to the way we manage the provision and use
of work equipment.

The personnel responsible are iden6fied within the Responsibility Table of our Health and Safety
Policy.

Action Plan
To protect sta , children, learners and others from the risks from work equipment we need to:

1. Consider our acvifes and iden&fy where and when they might be exposed to risks to their
health and safety from our use of exiséng equipment.
2. Consider the implicaons for the health and safety of our sta when purchasing or looking to
purchase new equipment.
3. Assess the risks from any such exposure to work equipment, idenfying control measures in
place and any addi®onal measure that may be required to avoid risk.
4. Consider relevant issues including:
a. What risks to health and safety might be created?
b. Do any parts look dangerous?
c. Do the guards adequately protect against the risk? Do they conform to the current
BS or EN standard and any o  cial guidance?
Is it excessively noisy?
Is there excessive vibraBon?
Are there any special maintenance requirements?
Are parts that need maintenance easily accessible?
Does any part get very hot or cold?
Are there any live electrical parts exposed?
J.  Are the manufacturer’s opera®ng and maintenance instrucons clear and
comprehensive?
5. Arrange for work equipment to be rouBnely serviced and maintained and for statutory
inspecoons where required.
6. Keep awriZen record of significant risk assessments and the control measures and any
systems of work or procedures adopted.
7. Implement the procedures and arrangements making sure that the senior management
team and line managers understand them. Consider whether they need any training.
8. Explain our procedures and arrangements to our sta . Ensure they are understood and
followed in pracOce. Provide training where necessary.
9. Monitor and review the operadon of this procedure from 8me to 8me and aOer any incident,
making changes iden6fied as beneficial or necessary.

Se ~oa
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Further informaBon and advice can be found in Guidance Note 4-2 The Provision, Use and
Maintenance of Work Equipment.

Office Equipment

We have a duty to protect our sta and other people who use our premises from the risks associated
with the use of 0  ce equipment.

We do this by:

Nominaéng a senior manager to consider the safety implicaBons in the use of o ce
equipment.

Assessing the risks from using 0  ce equipment.

Developing and implemen®ng procedures, control measures, policies and safe systems of
work.

Ensuring that o ce equipment is properly maintained.

Managing our acévifes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing relevant training and keeping training records.

Monitoring and reviewing our systems; using our experience of operaéng these
arrangements we aim to make improvements to the way we manage the safety ofo ce
equipment.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect workers and others from the risks of using 0  ce equipment we need to:

1.

Consider our acéviBes and idenofy where and when workers may be exposed to risks to their
health and safety by using o ce equipment.
Assess the risks from the use of 0 ce equipment, iden6fying control measures already in
place and any addional measures required to avoid risk.
Consider relevant issues including:
a. The competence and training of workers who use o  ce equipment.
b. Who does what when the equipment goes wrong?
c. Are any young workers likely to use 0 ce equipment? Are any special precauéons
needed?
Are manufacturers’ instrucoons followed?
The maintenance of o  ce equipment.
f. ThelocaBon of 0 ce equipment.
Purchase robust equipment suitable for the work and environment in which it will be used.
Develop a procedure based on these consideraons.
Keep a wrizen record of any significant risk assessments and the control measures and
systems of work adopted.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
Explain our procedures and arrangements to our workforce. Ensure they are understood and
provide training where necessary.
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9.

Implement the procedure and ensure that it is followed in prac6ce.

10. Monitor and review the operaSon of this procedure from 8me to 8me and aler any accident

or incident, making changes iden6fied as beneficial or necessary.

InformaBon and advice can be found in Guidance Note 4-4 O ce Equipment.

Storage of Chemical Substances and Agents

We have a duty to protect our sta , children, learners and others from the poten6al hazards and risks
present because of the storage of chemical substances at our educaonal se,ng.

We do this by:

Nominaéng senior sta members to idendfy the chemical substances used and their storage
requirements.

Developing and implemen®eng risk assessments, procedures, safe systems of work and
control measures to minimise risk within our work premises.

Implemen®ng the procedures, safe systems of work and control measures.

Ensuring that the storage, containment and exhaust ven6labon arrangements are adequate
for their purpose, as defined in prescribed legisladon.

Ensuring that the management of the policy, procedures, safe systems of work and control
measures reladng to chemical substances are undertaken by competent, trained personnel.
Providing and using personal protecve equipment.

Managing our ac6vifes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using our experience of operaéng these
arrangements we aim to make improvements to the way we manage the risks from stored
chemical substances.

The personnel responsible for the above measures are idenéfied in the Responsibility Table of our
Health and Safety Policy.

Action Plan

To protect our sta , children, learners and others from the poten©al hazards and risks present as a
result of the storage of chemical agents at our educaGonal set,ng we need to;

1.

Make an inventory of every chemical substance, including its locaBon and the maximum
guan©6es expected, stored on our premises.
Assess the poten6al risks from the storage of each of those substances and iden6fy those
which are hazardous and those which are not.
Assess the hazardous chemical substances for the risks that they pose to health and safety
because of the quan©6es that we store and or the way that they are stored.
Iden6fy the control measures that we should adopt.
Consider maZers including.

a. What hazardous chemical substances do we store?

b. Inwhat quanoty?

c. Where?
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10.
11.

d. Are they stored in accordance with Safety Data Sheet (SDS) recommendaSons and
published guidance?
e. Are the storage arrangements suitable?
f. Have we iden6fied and separated incompa6ble chemical agents? How can we
improve our storage arrangements?
g. Isourworkforce aware of hazards and risks?
Record details of our assessments, the results and any controls subsequently introduced.
Prepare a detailed statement of how we control the risks.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
Explain our system and arrangements to the workforce. Ensure they are understood and
provide further training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.
Monitor and review the operadon of this procedure from &me to 6me and whenever
hazardous substances give rise to incident, injury or ill health, making changes to the
procedure iden6fied as necessary or beneficial.

Advice on storing chemical substances is available in Guidance Note 4-5.

Slips, Trips and Falls

We have a duty to protect our sta , children, students and others visiong our educaBonal seng
from the risks of slipping, tripping and falling.

We do this by:

Nominaéng a senior manager to monitor, improve and reduce the risk of slips, trips and falls.
Iden©fying all the poten®al causes of slips, trips and falls and assessing the risk.

Developing and implemen®ng procedures and control measures.

Ensuring that pedestrian routes are fit for purpose, that they are rouénely maintained and
checked.

Ensuring that competent and trained personnel complete risk assessments and safety
inspecoons.

Providing wherever possible segregated tra c routes and adequate signage.

Providing and recording relevant training.

Regular monitoring and review of compliance with our arrangements to ensure that they are
followed in pracBce and conBnue to control potendal risks.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect our sta , children, students and others who visit our educaonal seng from the risk of
accidents caused by slips, trips and falls we need to;

i

Idenofy where there are potenbal areas for slips, trips or falls accidents on our premises.
Assess the hazards in each of those areas and the risks that people may face.

List exis©ng controls and any other measures that we should be taking.

Consider issues including-
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10.

Floor surfaces.
The environment.
The weather.
Footwear
ContaminaGon
Obstacles and obstrucéons.
Cleaning regimes.

h. People - human factors
Involve workers in developing a procedure or arrangements based on these consideradons.
Keep a wrizen record of significant risk assessments and the control measures and systems
of work adopted.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
Explain our system and arrangements to our workforce. Ensure they are understood and
provide further training where necessary.
Implement the procedure and ensure that it is followed in pracOce.
Monitor and review the operadon of this procedure from &me to 6me making changes
iden6fied as necessary or beneficial. The arrangements will also be reviewed aOer any report
of a dangerous incident or of a person su ering injury or due to slipping or tripping
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The Provision and Use of Machinery

We have a duty to ensure that machinery used during our teaching is safe and without risk to our
sta , children, students and others when in use.

We have a duty to ensure that machinery used during business is safe for use and properly
maintained.

We do this by:

Nominaéng senior managers to manage the health and safety issues relabng to our use of
machinery.

Assessing the risks to our workforce and others during the use and maintenance of
machinery.

Developing and implemen®ng control measures, policies and safe systems of work for
machines currently in use and policies for the purchase of new machinery.

Ensuring that the management of these policies, procedures, safe systems of work and
control measures is by competent, trained personnel.

Ensuring that machinery is suitably safeguarded and regular, planned inspec6ons are carried
to meet statutory requirements and confirm their suitability for connued safe use.
Supplying and using personal protecove equipment for sta , children and students where it
IS necessary.

Managing our acovibes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience to improve our management of the
risks from machinery.
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The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect sta , children, students and others from the hazards and risks involved in the use of
machinery we need to:

1.

SN R

10.

Assess our teaching pracfces to idendfy where and when sta , children, students or others
may be exposed to machinery hazards and risks.
Assess the risks iden6fied and the control measures required.
Involve sta in making these assessments of our needs.
Iden6fy exis©ng control measures and any addional measures required.
Consider among other issues;

a. Risks to users including children, students and others.
Ease of set,ng.
EjecBon of work pieces.
Fumes.
Oil mist and bacterial contamina®on of oils.
PneumaBc and hydraulic receivers.
Handling work and teaching pieces.

h. Newer safer machines 9. Training.
Develop procedures, programmes and pracEces tailored to our educabonal segng.
Make sure that the senior management team and line managers understand the procedures
and arrangements. Consider whether they need any training.
Explain these arrangements to the sta . Ensure they are understood and provide further
training where necessary.
Implement the procedure and ensure that it is followed in pracOce.
Monitor and review the opera6on of this procedure from ©me to ©me and whenever anyone
is injured or su ers ill health because of using a machine, making changes to the procedure
idenBfied as necessary or beneficial.
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Advice and guidance on the control of the provision and use of machinery can be found in Guidance
Note 4-10.

The Safe Use of Machinery

We have a duty to ensure the health, safety and welfare of sta , children, students and others during
the use and maintenance of machinery.

We do this by:

Nominaéng senior managers to idendfy the hazards created by the use and maintenance of
machinery.

Assessing the risks to our workforce and others during the use and maintenance of
machinery.

Developing and implemen@ng policies, procedures, safe systems of work and control
measures.

Ensuring that any risk assessments are undertaken by competent, trained personnel.
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Ensuring that machinery is suitably safeguarded and regular, planned inspecfons are carried
out on to meet statutory requirements for their condnued use.

Ensuring employees and others adhere to procedures, control measures and safe systems of
work.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience we will improve our management
of risk from machinery.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect the health, safety and welfare of sta , children, students and others during the use and
maintenance of machinery we will-

1.
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9.

Idenefy where and when sta , children, students or others may be exposed to risk during the
use, repair and maintenance of machinery.
Assess the risks iden6fied and the control measures required.
Iden6fy exis©ng control measures and addiGonal measures required.
Involve the workforce in making these assessments of our needs.
Consider issues including-
a. Are dangerous parts of machinery suitably guarded or protected?
b. Is the integrity of the protec®on maintained when di erent tasks are done on the
machine?
Which parts of the machine need access for maintenance?
What is the nature of the intervenfon?
What do they do and how?
IsolaBon and lock 0  procedures.
Stored energy.
LiOing heavy parts.
Chemical, oil etc., contamina®on.
Have sta been formally trained to use and operadon of the machines.
Are learners being suitably supervised as they learn?
Is manufacturers’ advice or instrucéons being followed?
m. Ease of segng.
n. Handling work pieces.
0. Newer safer machines.
Develop procedures, programmes and pracoces tailored to our syllabus and teaching plans.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
Explain these arrangements to the workforce. Ensure they are understood and provide
further training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.
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Advice and guidance on the control of the provision and use of machinery can be found in Guidance
Note 4-10.
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Occupational Road Safety

We have a duty to manage, so far as we can, the health, safety and welfare of our sta , children,
students and others during travel away from our educaonal seng.

We do this by:

Nominaéng senior sta members to manage the potenBal hazards to our sta , children,
students and others when driving on our business set,ng.

Assessing the risks to our sta  from occupa©onal road risks.

Developing and implemenéng policies and procedures.

Ensuring that the vehicles are suitable and su cient for their intended use and that they are
maintained at their specified service intervals or when faults are idenofied.

Ensuring that all vehicles are properly insured, taxed and MoT tested, prior to road use.
Ensuring that competent and trained personnel undertake the risk assessments.
Employees and line managers following our policies and procedures.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience we improve our management of
the risks associated with occupaBonal road use.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To ensure the safety of our employees, children, students and others whilst travelling by road (and to
protect others who might be a ected by their acBons) from the hazards and risks surrounding
occupadonal road safety we need to-

1.

Idenofy where and when sta , children, students and others may be exposed to hazards and
risks on account of occupaBonal road use.
Assess specific occupaBonal road use risks to our sta .
Involve the sta in these assessments and in the iden6ficaBon of control measures.
Iden©fy the control measures already in place and any other measures that may be required.
Refer to government and road safety organisaons’ published guidance.
Consider among other issues-

a. The posiBoning and security of loads — in cars and minibuses.

b. Weather condifons.

c. Advanced driver training.

d. Suitability of vehicles.

e. Vehicle maintenance.
Develop procedures, programmes and prac6ces tailored to our workplace.
Make sure that the senior management team and line managers understand the procedures
and arrangements and explain them to the sta . Consider whether they need any training.
Implement the procedure and ensure that it is followed in prac6ce.
Monitor and review the operadon of this procedure from 8me to ©me and following any
incident or injury related to occupafonal road use, making changes to the procedure
idenBfied as necessary or beneficial.

Advice and guidance on occupabonal road safety can be found in Guidance Note 4-31.
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WRULD (Work Related Upper Limb Disorders)

We have a duty to protect our workforce from the risk of Work-Related Upper Limb Disorders
(WRULD) which could arise from our work ac6vioes.

We do this by:

Nominabng senior sta members to coordinate the way we deal with the risk of WRULDs.
Developing and implemen©ng control measures, strategies and procedures etc. Ensuring that
the development of our control measures, procedures and strategies is undertaken by
competent, trained personnel.

Providing and using mechanical aids where appropriate.

Employees and others adhering to our procedures and arrangements and using any control
measures provided.

Providing and recording relevant training.

Monitoring and reviewing our systems; using our experience of operaéng to these
arrangements we aim to make improvements to the way we manage the risks of work-
related upper limb disorders.

The personnel responsible for these measures are shown in the Responsibility Table.

Action Plan

To protect the health, safety and welfare of our workforce from the risk of work-related upper limb
disorders we need to-

1.

Consider the arrangements we have in place to protect the health, safety and welfare of
workers who perform repe©6ve tasks.
Assess the specific hazards and risks to the health, safety and welfare of workers performing
repeoove tasks.
IdenBfy any workers with health issues that make them par6cularly suscep6ble to WRULD.
IdenBfy any control measures in place and any other measures that may be needed. 5.
Consider among other relevant issues- 1. The job

a. Mechanical aids that are readily available

b. RepeB6ve bending, twisbng, reaching movements, repe66ve hand and wrist
movements.
Postural maZers
Temperature and draOs
WorkstaBon layout, tools and jigs, ergonomic design
Physical aZributes of the worker
Seabng
Job rotaon
Rest breaks away from the workstaGon.
Involve workers in developing procedures based on these consideradons.
Keep a wrizen record of significant risk assessments, the control measures and systems of
work adopted.
Make sure that managers and supervisors understand the procedures. Consider whether
they need any training.
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8.

9.

Explain these arrangements to our workforce. Ensure they are understood and provide
training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.

10. Report any incidence of medically diagnosed work related upper limb disorder to the

Enforcing Authority.

11. Monitor and review the operagon of this procedure from 6me to 6me and aler any report

of a worker developing or su ering from a WRULD, making changes iden6fied as necessary
or beneficial.

InformaBon and advice on the control of Work-Related Upper Limb Disorder can be found in
Guidance Note 5-6.

Manual Handling

We have a duty to ensure the safety, health and welfare of our employees, children, students and
others who enter our educaBonal segng from the risks present in manual handling acévibes.

We do this by-

NominaBng a senior manager to iden8fy and manage heavy loads or liQing hazards.
Assessing the risks from manual handing to our workforce.

Developing and implemen©ng procedures and systems of work to reduce the risks from
manual handling operadons.

Ensuring that manual handling risk assessments are carried out by competent, trained
personnel.

Nominaéng senior sta members to manage and iden6fy load or liQing hazards.
Assessing the risks from manual handing to our workforce.

Developing and implemen®ng procedures and systems of work to reduce the risks from
manual handling operaBons at work.

Ensuring that any manual handling risk assessments are completed by competent, trained
personnel.

Elimina®ng the need for manual handling through the introduc6on of mechanical handling
equipment or other alternaBves where this is reasonably prac6cable.

Regularly inspecBng the premises to idendfy any new processes, personnel or changes to
building structures which would trigger the need for reassessment.

Providing and recording job-based training for workers with manual handling tasks.
Employees and others adhering to the contents of procedures, control measures and Safe
Systems of Work.

Employees and others adhering to the contents of procedures, control measures and safe
systems of work.

Providing and recording job-based training for employees with manual handling tasks.
Monitoring and reviewing our systems; using our experience of operaéng these
arrangements we aim to make improvements to the way we manage the risks from manual
handling.

The personnel responsible for the above measures are shown in the Responsibility Table of our
Health and Safety Policy.
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Action Plan

To protect our sta , children, students and others from the risk of injury while manual handling loads

we need to-
1. Assess the risks to our workforce from handling loads. This includes liQing and carrying as
well as pushing and pulling loaded containers.
2. Have a nominated manager to lead the process.
3. Consider-
a. What we need to move - its size and shape.
b. The weight.
c. The frequency.
d. Who is involved? Do some handle loads more frequently than others?
e. Can we reduce the need for movement? Are there mechanical aids we could use?
Can we use them?
f. Can we adapt our processes to reduce the risk?
g. Has our workforce been trained in manual handling techniques for the products and
goods that they handle in the course of their work?
h. Where team liOing is employed have the workers been trained in the same system?
i. Are the floors suitable and maintained for the work that goes on?
j-  Are there extremes of temperature?
k. Are any groups or individual workers at par6cular risk?
I. s health surveillance required? If yes at what level?
4. Keep awriZen record of significant risk assessments and the control measures and systems
of work adopted.
5. Involve workers in developing a procedure based on these consideradons.
6. Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
7. Explain and implement these arrangements to our workforce. Ensure they are understood
and provide further training where necessary.
8. Monitor and review the operadon of this procedure from 6me to &me and aOer any ill health
or back injury, making changes iden6fied as necessary.
9. Where employees are injured in an accident involving manual handling or are diagnosed

with ill-health due to manual handling at work report any that are reportable to the
enforcing authori®es.

InformaBon and advice, including a template for Manual Handling Risk Assessments, can be found in
Guidance Note 5-9 Manual Handling.

Display Screen Equipment

We have a duty to protect the safety, health and welfare of our workforce from the risk involved in
the use of display screen equipment (DSE).

We do this by:

Nominaéng senior sta members to idendfy and reduce risks from the use of display screen
equipment.
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Assessing the risks from display screen equipment to each member of our workforce who
uses them.

Developing and implemen®ng control measures, policies and safe systems of work.
Ensuring that the management of the policy, procedures, safe systems of work and control
measures reladng to the use of display screen equipment are undertaken by competent,
trained personnel.

Managing our acovibes to ensure that employees and others use the control measures
provided and follow our policies, procedures and safe systems of work.

Providing and recording relevant training.

Monitoring and reviewing our systems to improve the way we manage the risks from display
screen equipment.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect sta from the risks from display screen equipment we need to:

1.

10.
11.

12.

Appoint a member or members of sta and train them to become competent to assess
display screen equipment.
Assess our work acBvity to idendfy where and when workers use display screen equipment.
Ensure all display screen users complete a Self-Assessment Quesdonnaire which can be
found in Guidance Note 5-11.
Iden6fy any workers with health issues that make them par6cularly suscep6ble to problems
in using display screen equipment.
Iden©fy the control measures already in place and any addiBonal measures that may be
required.
Consider the issues, including.

a. Furniture

b. Screen size

c. Ligheng; reflecBons and glare

d. Eyesight tests

e. Homeand o -site users of display screen equipment 6. Self-assessments and follow-

up.

Keep a wrizen record of all risk assessments, whether self-assessments or assessments by
trained assessors and the control measures and systems of work adopted.
Make sure that the senior management team and line managers understand the procedures
and arrangements. Consider whether they need any training.
Explain our system and arrangements to the sta . Ensure they are understood and provide
further training where necessary.
Implement the procedure and ensure that it is followed in prac6ce.
Report any incidence of reportable ill health caused by the use of display screen equipment
to the Enforcing Authorifes.
Monitor and review the opera6on of this procedure from ©me to ©me and whenever an
employee develops a display screen equipment related illness, making changes to the
procedure as necessary or of benefit.
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Advice and guidance on health, safety and welfare in the use of display screen equipment can be
found in Guidance Note 5-11.

Use of Chemical Agents and Substances

We have a duty to ensure the safety, health and welfare of our employees, children, students and
others who may be a ected by exposure to hazardous substances used in the course of work.

We do this by:

¢ NominaBng senior sta members to idenBfy hazardous substances encountered at work and
the hazards posed by them.

e Developing and implemen®ng risk assessments, procedures or safe systems of work and
control measures.

e Ensuring that any risk assessments are undertaken by competent, trained personnel.

e Employees and others adhering to the contents of the developed procedures, control
measures and safe systems of work.

e Providing safe equipment for use with hazardous substances.

e Providing su cient personal protecbve equipment.

e Providing and recording relevant training.

¢ Monitoring and reviewing our systems; using experience to improve the way we manage the
risks from hazardous substances.

The personnel responsible for these measures are shown in the Responsibility Table of our Health
and Safety Policy.

Action Plan

To protect our employees, children, students and others who may be a ected by exposure to the
hazardous substances used in our business we need to-

1. Make an inventory of every hazardous substance used and any that could be generated as a
by-product of our business processes.
2. Assess those substances for the risks that they pose to health and safety because of the
quanB6es to which people are exposed or the way that we use them.
3. Assess or measure the levels of hazardous substances to which our workforce is exposed.
4. lden6fy the control measures that we should adopt.
5. Consider relevant maZers including-
a. What hazardous substances do we use?
Are any hazardous substances created by the work we do?
Who might be exposed?
Where and when?
What are the levels they are exposed to?
How does this compare with the Workplace Exposure Limits and the requirement to
minimise exposures?
Can we eliminate the risk enBrely?
h. How do we reduce exposure?
i. What control measures are appropriate?
6. Record details of our assessments, measurements and any controls subsequently introduced.

A
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7. Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.

8. Inform, instruct and train workers about the hazardous substances in use, the risks, exposure
levels and use of control measures.

9. Implement the procedure and ensure that it is followed in pracce.

10. Report every case of a reportable disease to the Enforcing Authorifes.

11. From &me-to-6me check that the control measures are sll working and that exposure levels
are being controlled below the Workplace Exposure Limit.

12. Monitor and review the operadon of this procedure from ©me to ©me and whenever
hazardous substances give rise to incident, injury or ill-health, making changes as necessary.

Advice and guidance on the control of exposure to chemical substances can be found in Guidance
Note 5-14.

Asbestos at Work — Survey, No ACMs, No off-site Risk

We have a duty to ensure that the presence of Asbestos Containing Materials (ACMS) in our buildings
is known and that they are managed so that users of the buildings and contractors working on the
buildings are not exposed to the health risks associated with asbestos. We also need to be able to
idenBfy, manage and control exposure to ACMs when we work at customers’ worksites.

An asbestos survey carried out on our behalf has shown that ACMs are not present in the structure
of our premises.

Due to the nature of our business our workforce is unlikely to come into contact with any asbestos or
ACMs when working at customer sites.

We have therefore made no specific arrangements to manage exposure to asbestos or ACMs in the
course of work.

We record this as a fact but have nominated a senior manager to consider, by annual review, that this
remains the case. The person responsible is shown in the Responsibility Table of our Health and
Safety Policy.

Action Plan
This is deliberately blank
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Stress on the Workplace

EducaBon is consistently one of the top three occupa®ons that exhibit the highest number of
persons a ected by work related stress.

We recognise that we have a duty to take acBon to reduce and where reasonably pracScable to
eliminate ill health which is caused by work related stress.

We do this by-

Nominaéng senior sta members to consider and manage the issue of work-related stress.
Developing and implemenéng a policy for idenfying and managing work related stress.
Involving our workforce in the development of this policy and our procedures.

Providing informa©on about the policy to all workers.

Training managers and supervisors to recognise symptoms of work-related stress.

Ensuring that the policy is adopted and followed.

Ensuring employees know what to do if they suspect they, or a colleague, are su ering from
stress.

Providing counselling or occupa®onal health services and support.

Monitoring and reviewing the policy and procedures; using experience to make
improvements to the way we manage ill health caused by work related stress.

The personnel responsible for monitoring and implemen®ng this policy are shown in the
Responsibility Table of our Health and Safety Policy.

Action Plan

To protect our workforce from ill health caused by work related stress we need to-

1.

Assess our acBviBes to idenofy where and when workers or others may experience
unacceptable levels of work-related stress.
Prepare a stress policy and plan of acBon when a worker is iden8fied as su ering ill health on
account of work-related stress.
Involve the workforce in developing the policy and plan of acBon.
IdenBfy any control measures already in place and the addiGonal measures or ac6ons that
may be required. Refer to published sector guidance and advice.
Consider among another issues- 1. The outward signs of stress
a. FaBgue, anxiety, poor mo6vadon in general.
b. Making mistakes, having accidents.
c. Deterioradng relaBonships with colleagues, irritability, indecisiveness, absenteeism,
excessive smoking or drinking, overeadng etc.
Physiological, Increased complaints about health - headaches, dizziness etc.
Stress risks assessments.
Support to an employee who is experiencing stress whether work related or not e.qg.
following a bereavement or separadon.
The e ect of new or changed roles without adequate training.
The e ect of poor communicaBon during &mes of change
Excessive workloads, long working hours, unsocial hours.
Working alone
Employees having to cover for the poor performance or aZendance of colleagues.
. Do employees have developmental opportunifes.
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60| Page




10.

n. Bullying and harassment by managers, supervisors and colleagues.
Develop procedures, programmes and prac6ces tailored to our workplace.
Make sure that managers and supervisors understand the policy and procedure. Consider
whether they need any training.
Explain these arrangements to the workforce. Ensure they are understood and provide further
training where necessary.
Implement the policy and procedure and ensure that it is followed in prac©ce.
Monitor and review the operadon of the policy and procedure from &me to ©me and following
any case of ill health caused by work related stress, making changes to the procedure
idenBfied as necessary or beneficial.

Further advice and informa®on on work related stress can be found in Guidance Note 5-18.

Aggression and Violence

We recognise that we have a duty to take acon to reduce so far as is reasonably prac6cable the risk
of aggression and violence to our sta whilst at work which arise from sta , parents, children,
students and others.

We do this by:

Nominaéng senior sta members to consider and manage the issue of aggression and
violence at work.

Developing and implemen®ng a policy for iden6fying and managing work where there are
risks of aggression and violence.

Involving our workforce in the development of this policy and our procedures.

Providing informaBon about the policy to all workers.

Training all managers and supervisors to recognise work acévifes and locaBons where there
are higher than normal risks of work-related violence and aggression.

Ensuring that the policy is adopted and followed.

Ensuring workers know what to do if they suspect they, or a colleague, are under threat of
violence or aggression at work.

Providing counselling or occupaBonal health services and support.

Monitoring and reviewing the policy and procedures; using experience to make
improvements to the way we manage workplace violence and aggression.

The personnel responsible for monitoring and implemen®ng this policy are shown in the
Responsibility Table of our Health and Safety Policy.

Action Plan

To protect our sta from injury or ill health caused by violence and aggression at work we need

to.

Assess our work acBvifes to idenofy where sta may be subjected to violence or aggression
from clients or other people when at work.

Prepare a policy and plan of acGon to deal with aggression and violence at work.

Involve the workforce in developing the policy and plan of acBon.
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4.

10.
11.

Iden©fy any control measures already in place and the addiGonal measures or acBons that
may be required. Refer to published sector guidance and advice. Take advice from the Police.
5. Consider among other issues-

a.

@ *o o0 o
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Recognising where and why workers may be at risk.

Systems to allow the reporeng of aggression and threats of violence at work.
Handling incidents — calling the police.

Premises security and alarms.

Premises layout — make it di cult for aggressors to reach workers.

Lone working and security for workers o  site.

Training workers to iden6fy the early signs of aggressive behaviours and in conflict
management techniques.

Counselling

Special arrangements for dealing with clients and people known to be aggressive or
a risk to workers.

Develop procedures, programmes and prac6ces tailored to our premises.

Record details of our assessment, the controls in force and addi®onal measures planned.
Make sure that managers, pracGce manager and supervisors understand the policy and
procedure. Consider whether they need any training.

Explain these arrangements to our workforce. Ensure they are understood and provide
further training where necessary.

Implement the policy and procedures and ensure that it is followed in pracce.

Monitor and review the operadon of the policy and procedure from &me to ®me and
following any case of injury or ill health caused by aggression or violence at work, making
changes iden6fied as necessary or beneficial.

Further advice and informaBon on work related aggression and violence can be found in Guidance
Note 5-19 Aggression and Violence.

Drugs and Medication (Healthcare)

We have a duty to ensure the health and safety of our employees, children, students and others from
the way that we store and administer medicines and drugs within our educaonal set,ng.

We do this by-

Nominaéng a senior manager or a Medical Needs Co-ordinator to consider and manage the
safe provision, use and storage of drugs.
Assessing the risk to our workforce and others generally and more specifically to individual

clients.

Developing and implemen®ng control measures, procedures and safe systems of work.
Ensuring that the dispensing of drugs is adequately controlled and in accordance with any
more specific legisladon.

Providing secure storage faciliOes for drugs and medicaBon.

Ensuring that risk assessments are undertaken by competent, trained personnel.
Employees and others adhering to procedures, control measures and safe systems of work.
Providing and recording relevant training.
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Monitoring and reviewing our systems; using experience to improve our management of the
risks.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To ensure the safety of our employees, service users and others from the hazards and risks from
administering and storing medicadon and drugs we need to-

1.
2.
3.

© © N o

Consider where and when workers or others may be exposed to the hazard.
Where hazards are iden6fied carry out an assessment of the risks to our workers and others.
Involve the workforce in these assessments and the iden6ficaBon of appropriate control
measures.
Iden©fy control measures already in place and any other measures required. Refer to
professional, NaBonal Health Service and Department for EducaBon guidance.
Procedures for the receipt, recording, storage, handling, administraBon and disposal of
medicines,
a. Storing medicines in a lockable cupboard, access restricted to designated employees.
b. Medicines not in secure storage should not be le0 unaZended.
c. Maintaining records of all medicines received, dispensed and leaving the premises.
d. Consider amongst other issues-
« Medicines administered only by appropriately trained and qualified sta .
« AdministraBon and disposal of Controlled Drugs recorded in a controlled drugs register.
Develop procedures, programmes and pracBces tailored to our workplace.
Make sure that managers, supervisors and sta fully understand the procedures and
arrangements. Consider whether they need any training.

. Implement the procedure and ensure that it is followed in prac©ce.
11.

Monitor and review the operadon of this procedure from 8me to &me and following any
incident involving drugs or medica®on, making changes to the procedure iden6fied as
necessary or beneficial.

Guidance Note 6-3 provides health and safety informa6on and advice about drugs and medicadon.

Gym Equipment

We have a duty to protect our sta , children, students and others from the risks created by the
provision and use of gymnasium and playing field equipment.

We do this by:

Nominabng a senior manager to oversee and reduce the risks from gymnasium and playing
field equipment.

Assessing the risks to our workforce and users of gymnasium and playing field equipment.
Developing and implemen®ng control measures, policies, and safe systems of work. Ensuring
that the policies, procedures, safe systems of work and control measures reladng to safe
equipment are managed by competent, trained personnel.

Managing acBvibes to ensure that employees and others use the control measures provided
and follow our policies, procedures and safe systems of work.
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Providing and recording relevant training.
Monitoring and reviewing our systems; using experience we improve our management of
the risks from gymnasium and playing field equipment.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect sta , children, students and others from the risks created by the provision and use of
gymnasium and playing field equipment we need to.

1.

Assess the risks to our workforce and others from the use of the equipment, idenfying
control measures in place and any addiGonal measures that may be required to avoid risk.
Refer to manufacturers’, sector and o cial guidance, BriGsh and European Standards.
Consider:

a. The posiBon and layout of equipment.

b. Access to equipment.

c. Secure racks for weights and accessories.

d. Purchasing standards.

e. VenBlabon and air condiBoning systems.

f.  Providing access to a drinking water supply.

g. Slips and trips on wet floors in showers and changing rooms.
h. Assessment of user fitness levels.

i.

New user inducéon.
Warning and informaGon signs.

k. InspecBon and maintenance of equipment.
Keep a wriZen record of significant risk assessments, control measures and systems of work
adopted.
Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.
Explain our system and arrangements to our workforce. Ensure they are understood and
provide further training where necessary.
Ensure there are adequate numbers of sta trained in use of the equipment.
Implement the procedure and ensure that it is followed in pracOce.
Monitor and review the operaBon of this procedure periodically and aOer any incidents,
making changes iden6fied as necessary.

—

Guidance Note 6-6 has informaBon and advice on the provision and use of gymnasium and playing
field equipment.

Work with Children

We have a duty to protect our sta , children and others from the hazards of our business.

We do this by-

Nominaéng senior sta members to iden6fy hazards and risks and manage work with
children safety.
Assessing the risks created by work with children.
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Developing and implemen®ng control measures, procedures and safe systems of work.
Ensuring that the management of the policy, procedures, safe systems of work and control
measures reladng to work with children are undertaken by competent, trained personnel.
Providing and using safe play equipment and where required personal protecéve equipment.
Ensuring that risk assessments are completed by competent, trained personnel.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience to improve our management of the
risks associated with work with children.

The personnel responsible are shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect children and sta we need to-

1. Assess the work involved and iden©fy areas where children and others could be harmed.
2. Iden6fy the control measures already in place and any addional measures that may be required.
3. Consider-

1
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. Play equipment — is it suitable and regularly maintained?
2.
3.

Premises and faciliBes (toilets etc.) — are they safe, clean and well-maintained?
InfecBon control. Biological hazards from contact with bodily fluids or children with infecBous
condions.

. Accidents and illness in children — procedures for dealing with this, contacng parents or

guardians, emergency assistance etc.

. Any food consumed - is it safely stored?

. Poten®al for verbal or physical abuse from parents and guardians and children.
. PreparaBon of food —is it carried out safely to current food hygiene standards?
. Hazards involved in maintenance and cleaning.

9.

Safeguarding.

4. Keep a wriZen record of significant risk assessments and the control measures and systems of
work adopted.

5. Make sure that relevant senior management team and line managers understand the procedures
and arrangements. Consider whether they need any training.

(o]

. Implement the procedure and ensure it is followed in prac6ce.

7. Monitor and review the opera®on of this procedure from 6me to ©me and whenever an incident
occurs, make changes to the procedure iden6fied as necessary or beneficial.

InformaBon and advice on the control of risks from work with children can be found in Guidance
Note 6-14.

Educational Visits

We have a duty to protect our sta , children, students and others from the risks created when we go
on educabonal visits.

We do this by.

Nominaéng senior sta members to iden6fy hazards and risks and manage the safety of
educabonal visits.

Appoint an Educafonal Visit Coordinator (EVC).
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Assessing the risks created by educa®onal visits.

Developing and implemen®ng control measures, procedures and safe systems of work.
Ensuring that the management of the policy, procedures, safe systems of work and control
measures is undertaken by competent, trained personnel.

Ensuring any educaonal and play equipment on sites visited is safe to use.

Ensuring that risk assessments are completed by competent, trained personnel.

Providing and recording relevant training.

Monitoring and reviewing our systems; using experience to improve the way we manage
risks associated with educabonal visits.

The personnel responsible for the above measures are iden6fied within the Responsibility Table of
our Health and Safety Policy

Action Plan

To protect children, students, our sta and others from the hazards of educa®onal visits we need to-

1.

Assess the proposed visit and iden6fy areas where sta , children and others could be
harmed.
Iden©fy the control measures already in place and any addiBonal measures that may be
required.
Consider-
a. Issues regarding parental permission and approval of the visit from the Local
EducaBon Authority (as applicable).
b. Safety rules for children to adhere to on visit site (agreed in liaison with site sta ).
Safety of travel arrangements to and from the proposed site.
Number of accompanying sta in raBo to number of children azending — are sta
numbers su cient?
e. Possibility of contracong infecBous diseases on proposed site.
f.  Ground and weather condions which may possibly be encountered. Plan B in the
event of poor weather or other issues on the day.
g. Risks of water-based acovibes.
h. Possibility of contact with electrical equipment and di erent forms of machinery.
i. Possibility of contact with hazardous substances, e.g. pesBcides and animals.
J.  Welfare faciliBes, hygiene.
k. Overseas visits will require more in-depth consideraon.
[.  Approval by the EVC.
Keep a wrizen record of significant risk assessments and the control measures and systems
of work adopted.
Make sure that relevant senior members of sta understand the procedures and
arrangements. Consider whether they need any training.
Implement the procedure and ensure it is followed in prac6ce.
Monitor and review the operadon of this procedure from &me to 6me and whenever an
incident occurs, make changes to the procedure iden6fied as necessary or beneficial.

InformaBon and advice on the control of risks from educa®onal visits can be found in Guidance Note

6-15.
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Schools and Nurseries

We have a duty to protect our workforce and others from the risks encountered in working in
schools, nurseries and other educaBonal segngs.

We do this by;

Nominaéng senior sta members to iden6fy hazards and risks and manage schools, nurseries
and other educaBonal setngs safety.

Assessing the risks created by work in schools, nurseries and other educabonal sengs.
Developing and implemen©ng control measures, procedures and safe systems of work.
Ensuring that the management of the policy, procedures, safe systems of work and control
measures for work in schools, nurseries and other educadonal set,ngs is undertaken by
competent, trained personnel.

Providing and using safe learning equipment for children, students, volunteers and sta and
where required, personal protecBve equipment.

Ensuring that risk assessments are completed by competent, trained personnel.

Providing and recording relevant training.

Monitoring and reviewing our systems to improve the way we manage the risks associated in
the operadon of our business.

The personnel responsible is shown in the Responsibility Table of our Health and Safety Policy.

Action Plan

To protect children and our workers from the hazards encountered in schools, nurseries and other
educabonal set,ngs we need to-

1.

Assess the work involved and idenBfy areas where children or students and others could be
harmed.
Iden©fy the control measures already in place and any addiBonal measures that may be
required.
Consider-
a. Security of premises, CCTV, access and egress, pick-up and drop-o0 arrangements,
etc.
b. FaciliBes used — are they clean, safe and well-maintained?
Possibility of verbal and physical abuse from children, students, carers and parents.
d. Equipment used, computers, play equipment, furniture, sports equipment etc, is it
maintained, safe and regularly tested where necessary?
e. Contact with hazardous substances such as cleaning materials, chemicals in scienofic
lessons etc.
Hazards regarding exposure to contagious illnesses su ered by children or students.
Accident and injury procedures. Contacong parents, carers, emergency services etc.
Biological hazards societal and from bodily fluid contact, e.g., during an accident.
i. Paediatric first aid arrangements.
Keep a wriZen record of significant risk assessments and the control measures and systems
of work adopted.
Make sure relevant senior members of sta understand the procedures and arrangements.
Consider whether they need any training.

T a
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7.
8.

Implement the procedure and ensure it is followed in prac6ce.
Monitor and review the operadon of this procedure from &me to 6me and whenever an
incident occurs, make changes to the procedure iden6fied as necessary or beneficial.

InformaBon and advice on the control of risks from work in schools and nurseries can be found in
Guidance Note 6-16.

Contractor Control and Management

To ensure the safety of our employees, children, students and others, when we have contractors
working on our premises, we need to be sure of their ability to control of health and safety from
their work.

We do this by-

Nominaéng a senior manager to coordinate and plan the selec6on of suitable, competent
contractors or subcontractors.

RequesBng and reviewing the suitability and adequacy of the health and safety
documentaBon submiZed by the contractor or subcontractor. Checking the competence of
contractors and subcontractors.

Requeseng a ‘method statement’ for the work.

Ensuring that contractors and subcontractors adhere to their method statement and safety
documentaBon.

Ensuring that the contractors or subcontractors are aware of the procedures and risk
assessments for any of our work processes that may a ect them.

Ensuring that contractors and subcontractors comply with our site-specific company rules).
Ensuring that any equipment used is inspected and tested at frequencies defined within
current legislaBon and evidence of this can be supplied.

Reviewing our own and contractors’ systems.

The personnel responsible for overseeing contractors and subcontractors are shown in the
Responsibility Table of our Health and Safety Policy.

Action Plan

To ensure the safety of our employees, children, students and others, when we have contractors
working on our premises, we need to be sure of their ability to control of health and safety from

their work.
We need to-
1. Assess the hazards and risks to our workforce created by contractors working on our
premises.
2. Assess the hazards and risks to the contractors from their presence on our premises.
3. Involve our workforce and the contractors and in the iden6ficaBon of appropriate control
measures.
4. lden6fy the control measures already in place and any addi®onal measures that may be
required. Refer to manufacturers’ guidance, sector guidance, published standards, etc.
5. Consider among other issues-

a. What will the contractor be doing? Where will they be doing it and when?
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I.
J-

Does this put any of our sta at risk? Will our processes put contractors at risk?
Should the contractor work only when our workforce is not present?

What knowledge do we have of the contractor’s ability to manage health and safety?
Do we need them to complete a pre-contract quesGonnaire or method statements?
Will they provide their own equipment - do they expect to use any of ours?

Will any plant they bring on site create risk to our workforce?

Does the place where the contractors will be working need to be fenced o to
protect them from our work ac6vifes or vice versa?

Are their workers trained and competent? How will they be managed on our site?
Will the contractor’s workers understand our rules, instrucBons and signs?

6. Develop procedures, programmes and pracOces for when contractors are working on our
premises.

7. Make sure that managers and supervisors understand the procedures and arrangements.
Consider whether they need any training.

8. Explain these arrangements to the workforce. Ensure they are understood and provide
further training where necessary.

9. Implement the procedure and ensure that it is followed in prac6ce.

10. Monitor and review the operadon of this procedure from 6me to ©me and following any
incident, injury or case of ill health, making changes to the procedure iden6fied as necessary
or beneficial.

Advice and guidance on health and safety during contract work can be found in Guidance Note
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