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This policy was reviewed by on:                                 
Date: 30th July 2026
By: Shannon Ramsey IOSH Health and Safety Officer.
Policy will be reviewed on:      30th July 2027               
Frequency of review: Every 1 year(s) or sooner if government legislation changes  

1. Health and Safety policy statement: 
1st Staff acknowledges its overriding responsibility for the health, safety, and welfare of our employees, placed with our clients, and any other persons who may be affected by our work activities. We are committed to rigorously assessing and mitigating potential hazards and risks, striving to maintain an acceptable and tolerable level of safety across all our operations.
Our management and supervisory staff are fully aware of their responsibilities and are required to implement all reasonable precautions to ensure the safety, health, and welfare of our workforce, temporary workers, client employees, and any other affected parties.
We will meet our legal obligations by fully providing and maintaining a safe and healthy working environment reasonably practicable. This commitment will be achieved through:

· Proactive Leadership: Providing clear leadership and control in identifying and managing health and safety risks at our offices and client worksites.
· Effective Consultation: Engaging in meaningful consultation with our employees and temporary workers on matters related to their health and safety.
· Robust Safeguarding: Ensuring the security of our premises and conducting thorough background checks, including Disclosure and Barring Service (DBS) checks where applicable, for all members of our workforce.
· Safe Working Environments: Facilitating safe and suitable working environments, collaborating with clients to ensure workplace safety.
· Information and Training: Providing comprehensive information, instruction, and training to our workforce, including temporary workers, with due consideration for those who may not have English as their first language.
· Competency Assurance: Verifying the competency of all employees and temporary workers to perform their assigned tasks and providing appropriate training as required.
· Accident Prevention: Actively preventing accidents and cases of work-related ill health.
· Active Oversight: Diligently managing and supervising health and safety in all work-related activities.
· Off-Site Activity Management: Carefully organising, assessing, and mitigating hazards and risks for any off-site activities, with a separate consideration and approval process.
· Competent Advisory Support: Ensuring access to competent health and safety advice.
· Continuous Improvement: Pursuing continuous improvement in health and safety performance and management through regular policy reviews and revisions.
· Resource Allocation: Providing the necessary resources, both financial and otherwise, to ensure the effectiveness of this policy and our health and safety arrangements.
· Client Collaboration: Working closely with our client employers and other parties present at client worksites to ensure the safety of everyone involved.
· Reporting procedures: Ensuring that there are clear reporting procedures for accidents, incidents and near misses.
We acknowledge our duty to cooperate and collaborate with client employers and other parties present at client worksites to ensure the safety of everyone involved.
To reinforce these objectives and ensure our employees understand their responsibilities under health and safety legislation, we will emphasise their duty to exercise reasonable care for themselves and others. These duties will be explained during initial employment and induction.
Our policy, procedures, and arrangements will be reviewed annually.

2. Health and Safety Management Responsibilities 
The Managing Director acknowledges ultimate responsibility for all health and safety matters within 1st Staff. They recognise the necessity to actively address the key points outlined in our Health and Safety Policy and associated procedures.
In fulfilling these responsibilities, a strong emphasis is placed on empowering managers and supervisors to:
· Proactively Identify Hazards: Recognise and identify potential hazards within their areas of responsibility.
· Conduct Thorough Risk Assessments: Carry out comprehensive risk assessments to evaluate the likelihood and severity of identified hazards.
· Implement Effective Control Measures: Take decisive steps to implement effective control measures to minimise risks to employees, students, visitors, and other affected parties.
· Ensure Ongoing Monitoring and Review: Continuously monitor and review the effectiveness of implemented control measures, adjusting as necessary.
By fostering a culture of proactive hazard identification and risk management, we aim to ensure the health and safety of everyone associated with 1st Staff.

3. Health and Safety General Policy Statement 
1st Staff recognises its paramount responsibility for the health, safety, and welfare of our employees, tutors, students, parents/guardians, and any other individuals who may be affected by our work activities at our tutoring locations and during off-site activities. We are dedicated to assessing and mitigating potential hazards and risks, striving to maintain an acceptable and tolerable level of safety across all our operations.
Our management and supervisory personnel are fully aware of their responsibilities and are required to implement all reasonable precautions to ensure the safety, health, and welfare of our workforce, tutors, students, parents/guardians, and any other affected parties.
We will meet our legal obligations by fully providing and maintaining a safe and healthy environment reasonably practicable. This commitment will be realised through:
· Proactive Leadership: Providing clear leadership and control in identifying and managing health and safety risks at all our tutoring locations and during off-site activities.
· Effective Consultation: Engaging in meaningful consultation with our employees and tutors on matters related to their health and safety, and the safety of our students.
· Robust Safeguarding: Ensuring the security of our locations and conducting thorough background checks, including Disclosure and Barring Service (DBS) checks where applicable, for all members of our workforce and tutors.
· Safe Learning Environments: Facilitating safe and suitable learning environments at all our tutoring locations.
· Information and Training: Providing comprehensive information, instruction, and training to our workforce and tutors, with due consideration for those who may not have English as their first language.
· Competency Assurance: Verifying the competency of all employees and tutors to perform their assigned tasks and providing appropriate training as required.
· Accident Prevention: Actively preventing accidents and cases of work-related ill health.
· Active Oversight: Diligently managing and supervising health and safety in all tutoring-related activities.
· Off-Site Activity Management: Carefully organising, assessing, and mitigating hazards and risks for any off-site activities, with a separate consideration and approval process.
· Competent Advisory Support: Ensuring access to competent health and safety advice.
· Continuous Improvement: Pursuing continuous improvement in health and safety performance and management through regular policy reviews and revisions.
· Resource Allocation: Providing the necessary resources, both financial and otherwise, to ensure the effectiveness of this policy and our health and safety arrangements.
· Reporting Procedures: Ensuring that there are clear reporting procedures for accidents, incidents and near misses.
We acknowledge our duty to cooperate and collaborate with parents/guardians and other parties present at our tutoring locations to ensure the safety of everyone involved.
To reinforce these objectives and ensure our employees and tutors understand their responsibilities under health and safety legislation, we will emphasise their duty to exercise reasonable care for themselves and others. These duties will be explained during initial employment and induction.
4. Occupational Health and Safety 
1st Staff is committed to:
· Implementing Robust Procedures for Occupational Health Risk Management: Ensuring that adequate procedures are in place to identify and address occupational health risks relevant to our employees and tutors.
· Controlling Exposure to Occupational Health Risks: Ensuring that necessary measures are implemented and used to reduce and control the exposure of our employees and tutors to occupational health risks arising from their tutoring activities.
· Providing Occupational Health Surveillance: Providing occupational health surveillance where required, based on risk assessments and legal obligations, particularly concerning potential risks associated with the tutoring environment.
· Promoting Workplace Wellbeing and Stress Reduction: Implementing measures to reduce stress and promote wellbeing among our employees and tutors, acknowledging the demands of the tutoring profession

5. Accidents, Incidents, and First Aid 
1st Staff is committed to:
· Providing Suitable First Aid Arrangements at All Tutoring Locations: Ensuring that appropriate first aid arrangements are in place at all our tutoring locations to address the needs of employees, tutors, and students.
· Recording and Reporting Accidents and Incidents: Maintaining accurate records of all accidents and incidents involving our employees, tutors, and students at our tutoring locations and during off-site activities.
· Conducting Thorough Accident and Incident Investigations: Carrying out comprehensive investigations into accidents and incidents to identify root causes and implement effective preventative measures to protect our employees, tutors, and students.
· Ensuring Statutory Reporting: Ensuring that reportable injuries, diseases, and dangerous occurrences are reported to the relevant Enforcing Authority (such as the Health and Safety Executive) in accordance with legal requirements.

6. Fire and Emergency Arrangements
1st Staff is committed to ensuring:
· Effective Fire Safety Arrangements at All Tutoring Locations: That adequate fire safety arrangements are in place at all our tutoring locations.
· Comprehensive Fire and Emergency Training for All Staff and Tutors: That all employees and tutors are trained in fire safety, evacuation procedures, and other emergency protocols.
· Clear Communication of Emergency Procedures to All Location Users: That employees, tutors, and students are made aware of fire and evacuation procedures and other emergency protocols.
· Regular Fire Drills and Record Keeping: That fire drills are conducted regularly at each tutoring location, and records of these drills are maintained.
· Proper Maintenance of Emergency Equipment: That emergency equipment is provided, tested, and maintained appropriately at each tutoring location.
· Completion of Thorough Fire Risk Assessments: That comprehensive Fire Risk Assessments are conducted and kept up to date for each tutoring location.




7 Lockdown and Security emergencies
1st Staff recognises that a lockdown may be required where there is a serious or immediate threat to the safety and security of staff, tutors, students, visitors or other persons present at a location. Lockdown arrangements form part of the company's emergency procedures.
All staff and tutors must familiarise themselves with the lockdown arrangements applicable to the location in which they are working and must follow the instructions of the responsible person for that location and/or the emergency services.
Where a lockdown is initiated, staff and tutors should, where it is safe and reasonably practicable to do so:
· Remain calm and follow the lockdown instructions provided.
· Move to, or remain in, a suitable place of safety and follow the site's lockdown arrangements.
· Secure or lock doors where this is part of the site's lockdown procedure and it is safe to do so.
· Keep away from windows and doors and minimise noise where appropriate.
· Not leave the building or designated place of safety unless instructed to do so by the emergency services or the person responsible for the premises, or where remaining would place them or others at greater risk.
· Follow instructions provided by emergency services, the premises manager, host organisation or other designated responsible person.
· Contact the emergency services where necessary and safe to do so.
· Once the lockdown has ended, follow the instructions given by the emergency services, premises manager, host organisation or 1st Staff management.
Working in Non-Owned, Flexible and Off-Site Environments
1st Staff recognises that staff and tutors may work in a range of environments that are not owned or directly controlled by the company, including libraries, family homes, care homes, schools, community venues and other client or partner premises.
Before or at the start of working at an unfamiliar or non-owned location, staff and tutors should establish, where reasonably practicable:
· The location's emergency and lockdown arrangements.
· Who is responsible for managing an emergency or lockdown at the premises.
· How a lockdown or emergency will be communicated or signalled.
· The location of suitable places of safety and any relevant access or exit arrangements.
· How emergency services can be contacted and any relevant site-specific emergency contact details.
Where staff or tutors are working in a non-owned or flexible environment, they must follow the emergency and lockdown procedures of the premises or host organisation where these are provided. Where no specific lockdown procedure is available, staff and tutors must follow the instructions of the responsible person and take reasonable steps to protect their own safety and the safety of others.
For work undertaken in family homes, staff and tutors should familiarise themselves, where reasonably practicable, with the arrangements agreed for responding to an emergency or lockdown. Staff and tutors must follow 1st Staff's relevant risk assessment and safe system of work and should contact their manager or the emergency services where appropriate.
For work undertaken in libraries, care homes, schools or other organisations' premises, staff and tutors must comply with the emergency and lockdown procedures of the host premises and any instructions issued by the person responsible for the site.
Where a site-specific lockdown arrangement conflicts with a 1st Staff procedure, the safety instructions of the responsible person for the premises and/or emergency services should be followed, unless doing so would place the staff member, tutor, student or another person at greater risk.
Communication, Training and Review
Area Leads must ensure that staff and tutors are provided with appropriate information about lockdown arrangements relevant to their work location. Where staff regularly work across different locations, managers must ensure that staff understand the need to familiarise themselves with the emergency arrangements applicable to each location.
Lockdown arrangements will be included within relevant health and safety information, induction and training. Risk assessments and safe systems of work will be reviewed where there is a significant change in the working environment, following a lockdown or security incident, or where information indicates that existing arrangements require improvement.
Any lockdown, security incident or significant concern arising during work must be reported in accordance with 1st Staff's incident reporting arrangements.



8. Risk Assessments and Safe Systems of Work 
1st Staff is committed to:
· Conducting Comprehensive Risk Assessments: Ensuring that thorough risk assessments are completed, and suitable safe systems of work are developed, for all activities that pose a significant risk of harm to our employees, tutors, and students.
· Documenting Risk Assessments and Safe Systems of Work: Maintaining accurate and documented records of all risk assessments and safe systems of work.
· Communicating Risk Assessment Outcomes Effectively: Ensuring that the outcomes of risk assessments and safe systems of work are clearly communicated and understood by our workforce, tutors, and, where appropriate, to parents/guardians.
· Reviewing and Updating Risk Assessments Regularly: Ensuring that risk assessments and safe systems of work are reviewed regularly and updated as necessary to reflect changing circumstances.
· Consider Lockdown and Security Risks: Where staff, tutors or students work at 1st Staff hubs or in non-owned, flexible or off-site environments, consider foreseeable lockdown and security risks as part of the relevant risk assessment and identify appropriate control measures and emergency arrangements.


9. Premises 
1st Staff is committed to:
· Ensuring Safe and Suitable Learning and Working Environments: Providing safe and suitable learning environments for students and safe working environments for employees at all tuition hubs, with adequate welfare facilities.
· Maintaining Electrical Safety Compliance: Ensuring that all fixed electrical installations at all tuition hubs are properly installed, regularly inspected, and diligently maintained.
· Upholding High Housekeeping Standards: Implementing and consistently maintaining high standards of housekeeping at all tuition hubs to ensure a consistently clean and safe environment.
· Providing Comprehensive Facility Maintenance: Providing suitable and sufficient maintenance for all facilities at each tuition hub.

10. Equipment 
1st Staff is committed to ensuring:
· Suitable and Proper Use of All Provided Equipment: All furniture and equipment provided by 1st Staff is suitable for its intended purpose and used correctly, regardless of location.
· Maintenance and Safety of All Work Equipment: All work equipment used by 1st Staff employees and tutors is regularly maintained and kept in a safe working condition.
· Regular Maintenance and Testing of Portable Electrical Appliances: All portable electrical appliances used by 1st Staff employees and tutors are regularly maintained, inspected, and tested by competent persons.
· Provision and Maintenance of Appropriate Hand Tools: Appropriate hand tools are provided and maintained in good working order for any necessary tasks related to 1st Staff's operations.
· Provision and Training on Personal Protective Equipment (PPE): Where PPE is required for any 1st Staff activity, it is provided, gives suitable protection, is used correctly, and employees and tutors are given comprehensive information, instruction, and training on its proper use.

11. Substances 
1st Staff is committed to ensuring:
· Safe Use of Hazardous Substances: All hazardous or dangerous substances used by 1st Staff employees or tutors are used safely, in accordance with manufacturer's instructions and relevant safety data sheets (SDS).
· Appropriate Storage of Hazardous Substances: All hazardous or dangerous substances are stored securely and appropriately, in compliance with relevant regulations and manufacturer's guidelines, to prevent unauthorised access and potential hazards.


12. Managers and Supervisors 
· In addition to their general health and safety responsibilities, specific duties are assigned to identified managers and supervisors.

13. Employee and Tutors' Responsibilities

Our policy reflects the statutory duties placed on all individuals to take care of their own health and safety, and that of others, while at work. Specifically, we expect all employees and tutors to:
· Understand and Adhere to Policies and Procedures: Read, understand, and consistently follow all 1st Staff health and safety policies and procedures.
· Follow Site Procedures: Adhere to all sign-in/sign-out procedures and site-specific protocols at all tutoring locations and during off-site activities.
· Take Reasonable Care: Exercise reasonable care for their own health and safety and the safety of others. Refrain from intentionally or recklessly interfering with or misusing any safety equipment or procedures.
· Inspect Equipment: Visually inspect work equipment, tools, and Personal Protective Equipment (PPE) before each use.
· Maintain Equipment: Ensure that work equipment, tools, and PPE are maintained, used, and stored according to manufacturer's guidelines and 1st Staff instructions.
· Follow Safety Instructions: Adhere to all safety instructions and guidance when using equipment.
· Report Incidents: Report all near misses, incidents, accidents, and non-conformances to the designated person as outlined in site protocols.
· Promote Health and Safety: Contribute to the promotion of a positive health and safety culture within the workplace.
· Follow Safe Systems of Work: Adhere to all written safe systems of work (SSOW), including method statements, risk assessments, and chemical assessments.
· Follow Management Instructions: Comply with safety instructions from senior management.
· Ensure Competence: Refrain from using work equipment without proper training and demonstrated competence.
· Comply with Legislation: Comply with all relevant legislation, Approved Codes of Practice, and guidance notes.
· Drive Safely: If driving for 1st Staff business, ensure vehicles are driven safely and securely parked when not in use.
· Consult on Health and Safety: Participate in consultations and investigations related to health and safety.
· Seek Advice: Seek advice from management on any health and safety concerns.
· Obey Safety Signage: Comply with all site safety signs, rules, and arrangements.

14. Monitoring
 Compliance with this policy and associated procedures is actively monitored through:
· Periodic Review of Safety Records: Regular review of completed safety record forms.
· Workplace Checklists: Implementation of periodic workplace checklists.
The Managing Director retains overall responsibility for monitoring, with routine tasks potentially delegated to designated personnel.
An Annual Health and Safety Review is conducted to assess the adequacy of our existing health and safety procedures and arrangements.
Individuals with delegated responsibilities under this policy are required to complete periodic compliance checklists, ensuring that remedial actions are taken where necessary. The findings of these periodic reviews will be incorporated into the annual review process.
This monitoring and review process enables us to evaluate the effectiveness of our Safety Management System and facilitate continuous improvement.

15. Relevant Legislation 
This document provides a list of key UK health and safety legislation applicable to 1st Staff's tutoring operations.
Health and safety legislation generally requires a common-sense approach to identifying and implementing reasonably practicable precautions to prevent injuries and ill-health. Our Health and Safety Management System provides practical guidance for achieving compliance, rather than quoting specific legal references. By following the guidance and requirements outlined in this system, 1st Staff will meet its legal obligations.
Not every piece of legislation listed will apply to 1st Staff daily, but it's important to be aware of them should circumstances change.
For further details and access to the specific wording of these legal requirements, please contact the Peninsula 24 Hour Advice Service on 0844 892 2785 (option 1).

Note: Although the transition period for the UK's exit from the EU has expired, the European Regulations listed here remain in force, until replaced by domestic legislation, under the European Union (Withdrawal) Act 2018 and associated legislation.

Key Applicable Legislation:
· Health and Safety at Work etc. Act 1974: The fundamental legislation for workplace health and safety.
· Management of Health and Safety at Work Regulations 1999 (as amended): Covers risk assessments, planning, and monitoring of health and safety.
· Regulatory Reform (Fire Safety) Order 2005: Covers fire safety in non-domestic premises.
· Workplace (Health, Safety and Welfare) Regulations 1992: Covers basic workplace requirements, such as ventilation, lighting, and welfare facilities.
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR): Covers the reporting of accidents and incidents.
· Electricity at Work Regulations 1989: Covers electrical safety.
· Control of Substances Hazardous to Health Regulations 2002 (as amended) (COSHH): If any hazardous substances are used (e.g., cleaning products).
· Equality Act 2010: Covers discrimination issues, which can relate to health and safety.
· Employers Liability (Compulsory Insurance) Regulations 1998 (as amended): Requires employers to have liability insurance.
· Personal Protective Equipment at Work Regulations 1992 (as amended by the Personal Protective Equipment at Work (Amendment) Regulations 2022): if PPE is used.
· Manual Handling Operations Regulations 1992 (as amended): if there is any manual handling.
· Health and Safety (First Aid) Regulations 1981 (as amended): covers first aid provisions.
· Display Screen Equipment Regulations 1992: if computers are used.
· Control of Noise at Work Regulations 2005: If there is excessive noise.
· Control of Vibration at Work Regulations 2005: If there is vibration.
· Work at Height Regulations 2005 (as amended): If any work at height is undertaken.
· Building Regulations 2010 (as amended): Regarding building safety.
· Building Safety Act 2022: Regarding building safety.
· Fire Safety Act 2021: Regarding fire safety.
· Fire Safety (England) Regulations 2022: Regarding fire safety.

16. Managing Safety and Health at Work 
1st Staff recognises the significant benefits derived from effective safety and health management within our educational setting. To achieve these benefits, we have established a robust health and safety management system.
This has been accomplished by:
· Designating Senior Management Responsibility: Appointing a member of senior management to oversee the management of safety and health at work.
· Allocating Adequate Resources: Providing sufficient resources to support health and safety initiatives.
· Delivering Comprehensive Training: Providing all staff with the necessary health and safety information, instruction, and training to perform their duties safely.
· Maintaining Incident Records: Recording and analysing all reportable accidents, minor accidents, near-miss incidents, and dangerous occurrences.
· Ensuring Timely Reporting: Reporting all reportable accidents within the statutory timescales, as detailed in our Guidance Notes.
· Providing and Documenting Training: Providing and maintaining records of all relevant health and safety training.
· Regularly Reviewing Reporting Systems: Routinely reviewing the operation of our incident reporting system.
· Accessing Competent Advice: Ensuring access to competent health and safety advice.

To fulfil our legal obligations regarding the management of safety and health at work, we have:
· Designated Management Responsibility: Identified managers to take responsibility for managing health and safety within our business activities, ensuring the health, safety, and welfare of staff, tutors, students, and others.
· Clarified Duties and Responsibilities: Ensured that managers understand their specific duties and responsibilities.
· Provided Comprehensive Training: Provided managers with adequate and relevant training.
· Empowered Managers with Authority and Resources: Granted managers the necessary authority and resources to effectively fulfil their roles.
· Developed and Implemented a Health and Safety Management System: Planned our management of health and safety at work, establishing and maintaining systems to deliver a satisfactory health and safety performance.
· Communicated Health and Safety Arrangements: Clearly explained our health and safety management arrangements to all staff, tutors, and managers.
· Established Incident Reporting Procedures: Ensured that all staff and tutors are aware of the need to report health and safety concerns, accidents, incidents, and cases of work-related ill health to their managers.
· Implemented Regular Review Processes: Provided for periodic reviews of our health and safety arrangements to ensure they are fully understood and operating effectively.

17. Accident, Incident, and Ill-Health Reporting and Investigation 
We encourage all employees and tutors to report all personal injuries, injuries involving students, near-miss incidents (dangerous occurrences), and cases of ill-health occurring during their work and tutoring practices. This reporting allows us to investigate causes, learn from experience, and improve our health and safety management. We also use this information to fulfil our legal obligations regarding reporting accidents to the relevant Enforcing Authority.
We achieve this by:
· Designating Incident Management Responsibility: Appointing a designated member of staff to manage the investigation, recording, and reporting of accidents, dangerous occurrences, and occupational ill-health.
· All RIDDOR reportable incidents will be reported via the HSE online reporting system at https://www.hse.gov.uk/riddor/ by the designated responsible person.
· Telephone reporting is limited to fatal and specified injuries. The current number shown by HSE is 0345 300 9923.
· Implementing Incident Reporting Procedures: Establishing clear accident, incident, and ill-health reporting procedures.
· Maintaining Incident Records and Analysis: Recording and analysing all reportable accidents, minor accidents, near-miss incidents (dangerous occurrences), and occupational ill-health.
· Ensuring Timely Statutory Reporting: Reporting all reportable accidents, ill-health, and dangerous occurrences within the statutory timescales. 
· Developing and Implementing Investigation Protocols: Establishing and implementing comprehensive investigation protocols and policies.
· Providing and Documenting Training: Providing and maintaining records of relevant training for incident reporting and investigation.
· Ensuring Investigator Competence: Ensuring that all individuals conducting investigations are competent to do so.
· Regularly Reviewing Investigation Outcomes: Routinely reviewing the outcomes of investigations and the operation of our incident reporting system.

To meet our legal obligations regarding effective health and safety management, and to report accidents, dangerous occurrences, and occupational ill-health to the relevant Enforcing Authority, we will:
· Assign Investigation and Reporting Responsibilities: Identify individuals responsible for investigating the causes of injuries, incidents, dangerous occurrences, and occupational ill-health, and for managing our reporting arrangements.
· Ensure Investigator Competence: Ensure that designated individuals possess the necessary knowledge and experience to conduct thorough investigations and operate the reporting system effectively.
· Provide Targeted Training: Provide suitable training for those who require it to develop the necessary competencies.
· Implement and Communicate Reporting Systems: Create clear reporting systems and ensure all staff and tutors, including managers and supervisors, are aware of and understand them.
· Maintain Accident Records: Provide an accident book or digital equivalent, implement clear procedures, and ensure they are consistently followed.
· Conduct Thorough Investigations: When investigating incidents, consider: 
· The time, date, prevailing weather conditions, and local lighting.
· The sequence of events, including the actions of the injured person and any witnesses.
· Relevant risk assessments, safe systems of work, and training records.
· Obtaining witness statements, where possible.
· Creating a sketch of the incident area, including measurements if appropriate, taking photographs, and documenting any relevant features.
· Identifying both immediate and underlying causes.
· Maintain Written Investigation Records: Keep detailed written records of all investigations.
· Implement Preventative Measures: Review the causes of incidents to determine if similar events can be prevented by implementing reasonably practicable control measures.
· Monitor and Review Procedures: Regularly monitor and review the effectiveness of our investigation and reporting procedures to ensure they are understood, followed, and that lessons learned are applied.

18. Workplace Health and Safety Consultation 
We have a legal duty to consult with our staff team on matters affecting their health, safety, and welfare at work. Therefore, we have established a process for managers to consult with employees and tutors, or their elected safety representatives, about work-related health, safety, and welfare issues. This system also facilitates the delivery of concise safety messages and rules through short toolbox talks.
We achieve this by:
· Appointing a Consultation Coordinator: Designating a manager to organize and plan consultation meetings and toolbox talks.
· Recognizing Safety Representatives: Recognising any safety representatives elected by the workforce or appointed by trade union members and respecting their statutory role.
· Scheduling Consultation Activities: Arranging scheduled formal consultation meetings or toolbox talks between managers, elected representatives, employees, and tutors, as appropriate.
· Establishing Consultation Procedures: Developing and implementing clear and effective consultation procedures.
· Supporting Safety-Related Training: Providing or allocating time for employees, tutors, and safety representatives to undertake relevant safety-related training.
· Maintaining Consultation Records: Taking and maintaining accurate minutes of consultation meetings and making them accessible to all staff and tutors.
· Demonstrating Responsive Action: Demonstrating that we listen to and act upon issues and concerns raised during consultation meetings.
To ensure effective consultation with our workforce on health and safety matters, we will:
· Ensure Consultation Competence: Ensure that individuals responsible for consultation arrangements possess the necessary knowledge and experience to operate the system effectively.
· Provide Targeted Training: Provide suitable training for those who require it to develop the necessary competencies for effective consultation.
· Establish and Communicate a Formal System: Create a formal consultation system and ensure it is clearly communicated and understood by all members of our workforce.
· Incorporate Key System Elements: As part of the consultation system, we will: 
· Recognize and involve representatives from all levels of the workforce.
· Recognize trade union safety representatives and those elected by non-union workers.
· Where there are no nominated representatives, appoint a worker(s) to act as a spokesperson for others.
· Permit employee representatives to take time off to attend relevant health and safety training.
· Provide training for employee representatives if necessary or beneficial to the consultation process.
· Schedule health and safety as a regular agenda item for staff meetings.
· Arrange to discuss safety concerns with Trade Union Safety Representatives where they have been appointed.
· Formally record the outcomes of all consultation meetings and maintain these records.
· Make the outcomes of consultation meetings available to all employees and tutors affected by them.
· Communicate Consultation Arrangements: Clearly explain these consultation arrangements to our workforce and ensure they are understood.
· Implement and Monitor Procedures: Implement the consultation procedures and ensure they are consistently followed in practice.
· Review System Effectiveness: Regularly review the operation of this procedure to ensure our workforce is effectively consulted on health and safety matters that affect them at work.

19. Risk Assessment and Hazard Reporting 
We have a duty to assess significant risks arising from our activities and specific areas of concern. We are committed to implementing the findings of these risk assessments to ensure the safety, health, and welfare of our staff, tutors, students, and others who may be affected by our work.
To support this process and our overall health and safety management, we encourage all employees and tutors to report any hazards observed during their work, enabling us to identify potential risks and take appropriate action.
We will achieve this by:
· Assigning Risk Assessment Oversight: Designating senior managers to oversee our risk assessment process and hazard reporting procedures.
· Ensuring Competent Risk Assessment: Ensuring that risk assessments are conducted by competent and trained personnel.
· Developing Risk Control Measures: Developing comprehensive risk assessments, safe systems of work, method statements, and effective risk control measures.
· Communicating Risk Assessment Outcomes: Clearly communicating the results of risk assessments to our workforce and tutors.
· Implementing Risk Control Measures: Implementing the findings of risk assessments, procedures, safe systems of work, and control measures.
· Establishing Hazard Reporting Procedures: Implementing clear hazard reporting procedures and communicating them effectively to our workforce and tutors.
· Analysing Hazard Reports: Recording and analysing reported hazards and investigating corrective and preventative measures.
· Ensuring Compliance with Procedures: Ensuring that employees and tutors adhere to our procedures, control measures, and safe systems of work.
· Conducting Regular Reviews: Conducting regular reviews of existing risk assessments and identifying the need for additional assessments.
· Providing and Documenting Training: Providing and maintaining records of relevant risk assessment and hazard reporting training.
· Regularly Reviewing System Effectiveness: Routinely reviewing the operation of our risk assessment and hazard reporting systems.
· Driving Continuous Improvement: Using experience and feedback to continuously improve our safety, health, and welfare management system.
To ensure our risk assessment process is robust enough to protect the health, safety, and welfare of our employees, tutors, students, and others affected by our activities, we will:
· Conduct Activity Risk Identification: Assess our activities to identify where and when staff, tutors, students, or others may be exposed to significant levels of risk.
· Engage Staff in Hazard Identification and Risk Management: Involve location managers, tutors and employees in identifying hazards, conducting risk assessments, and coordinating risk management.
· Ensure Competent Risk Assessors: Appoint and train sufficient staff and tutors to conduct thorough and effective risk assessments.
· Systematically Identify Hazards: Systematically identify all hazards to which our workforce, tutors, students, and others are exposed.
· Establish Hazard Reporting Channels: Provide a clear means for the workforce and tutors to identify and report hazards or potential hazards to their managers.
· Evaluate Risk and Identify Affected Persons: Consider the risks from all identified hazards, identifying those who may be affected.
· Implement Risk Control Measures: Evaluate the risks, determine if further precautions are necessary, record our findings, and implement appropriate control measures.
· Ensure Inclusive Risk Assessment: Involve all individuals participating in an activity in identifying hazards and conducting risk assessments.
· Communicate Risk Assessment Outcomes: Clearly communicate the results of risk assessments to all affected staff, tutors, and students, and detail any new precautions or systems of work that must be followed.
· Conduct Regular Risk Assessment Reviews: Review risk assessments on a regular basis, at intervals appropriate to the level of risk.
· Review System Effectiveness: Regularly review our risk assessment arrangements to ensure they are fully understood and operating effectively.



20. Substance and Alcohol Abuse
We have a duty to protect the safety, health, and welfare of our employees, tutors, students, and others from hazards that may arise due to substance and alcohol abuse.
We achieve this by:
· Designating Substance Abuse Management Responsibility: Appointing senior staff members to coordinate and manage our substance and alcohol abuse policy within our safeguarding policy.
· Implementing Clear Policies and Procedures: Establishing and implementing clear strategies, policies, and procedures.
· Communicating Policies and Procedures: Clearly communicating our policies and procedures to all employees and tutors.
· Ensuring Policy Compliance: Ensuring that employees and tutors adhere to our procedures and policies.
· Providing Information and Training: Providing and maintaining records of relevant information and training on substance and alcohol abuse awareness.
· Providing Support and Counselling Services: Providing access to competent, accredited, and trained personnel to offer support and counselling services.
· Training Managers and Supervisors: Ensuring managers and supervisors are trained to recognize signs of potential substance or alcohol abuse among employees and tutors.
· Monitoring and Reviewing Systems: Regularly monitoring and reviewing our systems and using experience to improve our management of risks related to substance and alcohol abuse.
To protect staff, tutors, students, and others from the risks associated with substance and alcohol abuse, we will:
· Utilize This Policy Consistently: Employ this policy to address situations where substance and alcohol abuse by staff or tutors poses a risk to others.
· Adopt a Supportive Approach: Consider the following principles: 
· Substance and alcohol abuse should be treated as a health issue.
· Effective treatment options are available.
· Disciplinary action is a last resort.
· Individuals may find it difficult to acknowledge a problem.
· Early intervention is crucial for successful outcomes.
· Staff and tutors should be trained to recognize early signs of potential issues.
· External support and advice are readily available.
· Regularly Review the Policy: Review this policy based on the principles to ensure its continued effectiveness.
· Communicate Policy and Procedures: Clearly communicate these arrangements to all staff and tutors, ensuring comprehensive understanding.
· Provide Targeted Training: Provide training and information, as needed, to designated staff members to enable them to identify potential substance and alcohol abuse issues.
· Implement and Support the Policy: Implement the policy, identify appropriate support and counselling services, and ensure consistent application.
· Maintain Awareness: Ensure that staff and tutors, particularly managers and supervisors, remain aware of the policy, even though we anticipate its infrequent use.
· Monitor and Review Effectiveness: Monitor and review the policy's operation following each instance of its use, making necessary adjustments for improvement.

21. Purchasing 
To ensure the health and safety of our staff, tutors, students, and others, we will integrate health and safety considerations into our purchasing processes.
We will achieve this by:
· Establishing Health and Safety Purchasing Criteria: Develop clear criteria for evaluating the health and safety aspects of all purchased goods and services.
· Conducting Supplier Due Diligence: Conduct due diligence on suppliers to ensure they adhere to relevant health and safety standards and regulations.
· Prioritizing Safe Equipment and Materials: Prioritize the purchase of equipment and materials that minimize health and safety risks.
· Obtaining Safety Data Sheets (SDS): Ensure that Safety Data Sheets (SDS) are obtained for all hazardous substances purchased.
· Providing Equipment Training: Ensure that adequate training is provided to staff and tutors on the safe use of purchased equipment.
· Inspecting Purchased Items: Inspect all purchased items upon delivery to ensure they meet our safety standards.
· Maintaining Purchasing Records: Maintain accurate records of all purchases, including safety-related documentation.
· Regularly Reviewing Purchasing Procedures: Regularly review our purchasing procedures to ensure they remain effective in protecting health and safety.

To ensure that we purchase work equipment and substances that are safe, as far as reasonably practicable, for use by our staff, tutors, and others, we will:
· Authorise and Train Purchasers: Identify authorised personnel for purchasing equipment, supplies, and substances, and provide them with specific training on health and safety purchasing requirements.
· Select Reputable Suppliers: Carefully consider the source of our equipment and substances, prioritising reputable suppliers.
· Obtain and Review Safety Data Sheets (SDS): Obtain and thoroughly review manufacturer's Safety Data Sheets (SDS) for all purchased substances, considering the hazard and risk data provided.
· Specify Compliance with Standards: When purchasing equipment, specify in purchase orders that it complies with relevant European or National Standards.
· Verify Compliance Markings: Upon receipt of new equipment, verify the presence of relevant compliance markings.
· Involve Staff in the Purchasing Process: Involve staff and tutors in the purchasing process to ensure their input on health and safety considerations.
· Communicate Purchasing Procedures: Clearly communicate these purchasing arrangements to our workforce and tutors, ensuring they are understood.
· Provide Targeted Training: Provide training and information, as needed, to designated staff members responsible for purchasing.
· Implement and Monitor Procedures: Implement the purchasing procedures and ensure they are consistently followed in practice.
· Conduct Regular Reviews: Regularly monitor and review the effectiveness of our purchasing procedures, making necessary adjustments for improvement.

22. New and Expectant Mothers 
We have a legal duty to protect the health of new and expectant mothers from hazards within our educational setting. We also have a duty to assess risks to women of childbearing age from our activities and inform them of any potential risks that might affect a pregnancy.
We achieve this by:
· Designating Assessment Responsibility: Appointing senior staff members to identify and assess hazards that pose risks to new and expectant mothers.
· Implementing Protection Systems for Women of Childbearing Age: Developing and implementing systems and procedures to protect all women of childbearing age from risks to unborn children.
· Implementing Protection Systems for New and Expectant Mothers: Developing and implementing systems and procedures to protect new and expectant mothers and their children from hazards and risks in our educational setting or from work activities.
· Addressing Individual Needs: Considering the personal needs of each new and expectant mother.
· Ensuring Sensitive and Competent Assessments: Ensuring that assessments are conducted sensitively by competent and trained personnel.
· Implementing Assessment Findings: Implementing the findings of each assessment.
· Ensuring Procedure Compliance: Ensuring that new and expectant mothers and other staff follow agreed procedures and control measures.
· Maintaining Assessment Records: Recording our assessments and agreed plans.
· Monitoring and Reviewing Systems: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage potential risks to new and expectant mothers.
To protect the health of new and expectant mothers and women of childbearing age, we will:
· Assess Risks to Women of Childbearing Age: Assess the potential risks our activities may pose to women of childbearing age and any potential foetus.
· Communicate Identified Risks: Inform employees of the identified risks.
· Implement Risk Reduction Measures: Reduce those risks as far as reasonably practicable.
· Conduct Individual Risk Assessments: Assess the specific risks to any employee who notifies us of pregnancy or their return to work after childbirth.
· Consider Relevant Risk Factors: Consider factors such as: 
· Exposure to substances.
· Workstation ergonomics.
· Posture and repetitive movements.
· Exposure to vibrations.
· Environmental factors (e.g., temperature, ventilation).
· Ability to stand or sit for prolonged periods.
· Night working (if applicable).
· Lifting and carrying tasks.
· Noise levels.
· Welfare arrangements.

· Discuss Assessment Outcomes: Discuss the results of the risk assessment with the employee.
· Implement Risk Mitigation Strategies: Consider and implement strategies to reduce identified risks.
· Provide Alternative Work or Paid Absence: If risks cannot be adequately reduced in the employee's current role, offer alternative work or paid absence.
· Implement Decisions: Implement all agreed-upon decisions and control measures.
· Ensure Manager and Staff Awareness: Ensure that all managers and other employees are aware of and understand the measures to be taken.
· Conduct Ongoing Risk Assessment Reviews: Review the risk assessment regularly throughout the pregnancy or as the employee raises any concerns or problems.

23. Lone Working 
We have a legal duty to ensure the safety, health, and welfare of our staff and tutors while at work, as well as the safety, health, and welfare of students and others affected by our activities. This duty extends to staff and tutors who work alone without direct or close supervision.
We achieve this by:
· Assigning Lone Working Oversight: Designating senior staff members to consider the health, safety, and welfare of lone working staff and tutors.
· Identifying Lone Working Situations: Identifying situations where lone working is required for our staff and tutors.
· Conducting Lone Working Risk Assessments: Assessing the risks to staff and tutors who are or may become lone workers.
· Developing and Implementing Control Measures: Developing and implementing control measures and procedures to ensure their health and safety while working alone.
· Allocating Sufficient Resources: Providing sufficient funding and support to enable the development and implementation of procedures, risk assessments, and control measures.
· Establishing Lone Working Procedures: Ensuring that clear procedures and control measures are in place for lone working situations.
· Providing Equipment and Training: Ensuring that identified equipment needs are met and that appropriate training on its use is provided.
· Ensuring Accessibility of Procedures: Ensuring that procedures and risk assessments are readily available to staff and tutors.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Monitoring and Reviewing Systems: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage the risks associated with lone working.

24. Health and Safety Training 
We have a legal duty to protect the health, safety, and welfare of our staff and tutors while they are at work, as well as the safety, health, and welfare of students and others affected by our activities. To fulfil this duty, we must ensure that our staff and tutors are trained to recognize hazards and risks, and understand how to eliminate, reduce, and avoid them.
We achieve this by:
· Appointing a Training Oversight Manager: Designating a senior manager to oversee health and safety training.
· Assessing Training Needs: Assessing the risks to our workforce and students from an inadequately trained workforce.
· Developing Comprehensive Training Programmes: Developing and implementing effective training policies, programmes, and arrangements.
· Ensuring Competent Training Delivery: Ensuring that training is delivered by competent and trained personnel.
· Providing Task-Specific Training: Managing our activities to ensure that employees and tutors are adequately trained for the variety of tasks they may be required to perform.
· Providing and Documenting Training: Providing and maintaining records of all relevant training.
· Monitoring and Reviewing Training Effectiveness: Monitoring and reviewing our training systems, using our experience to continuously improve our health and safety training programmes.
To develop and implement effective health and safety training policies, programmes, and arrangements, we will:
· Conduct Activity Risk Assessment: Assess our work activities to identify where and when staff, tutors, or students may be exposed to hazards and risks.
· Evaluate Training Adequacy: Where hazards are identified, consider the associated risks and staff and tutor abilities to control them, and then determine if their knowledge and training on control measures are adequate.
· Identify Specific Training Requirements: Identify any roles or tasks that require staff and tutors to have received specific health and safety training.
· Evaluate Existing Training Systems: Evaluate existing training systems and identify any additional measures that may be required.
· Consider Relevant Procedures and Practices: Consider procedures and practices, including: 
· Infection control (if applicable).
· Safe use of cleaning and disinfectant chemicals.
· Safe use of work-related transport (if applicable).
· Work at height (if applicable).
· Safe use of lifting equipment (if applicable).
· Safe use of plant and equipment (if applicable).
· Manual handling techniques.
· Electrical safety.
· General workplace safety (mundane work).
· Occasional work activities.
· Individual training needs analyses.
· Involve Staff in Needs Assessment: Involve staff and tutors in the assessment of training needs.
· Develop Tailored Training Programmes: Develop procedures, programmes, and practices tailored to our specific workplace.
· Communicate Training Arrangements: Clearly communicate these training arrangements to staff, tutors, managers, and supervisors, ensuring they are understood, and provide further training where necessary.
· Implement and Monitor Training: Implement the training procedures and ensure they are consistently followed in practice.
· Conduct Regular Training Reviews: Regularly monitor and review the effectiveness of this training procedure, making necessary adjustments for improvement.


25. Health and Safety of Visitors 
We have a legal duty to ensure the health and safety of all visitors to our premises.
We achieve this by:
· Assigning Visitor Safety Oversight: Designating senior managers to identify and risk assess workplace hazards to which visitors could be exposed.
· Conducting Visitor Risk Assessments: Assessing specific risks to visitors.
· Maintaining a Visitor Log: Providing a visitor log (physical or digital) to track visitors.
· Developing Visitor Procedures: Developing and implementing clear visitor procedures and control measures.
· Implementing Visitor Supervision: Ensuring all site visitors are accompanied unless a suitable induction has been completed.
· Ensuring Competent Risk Assessment: Ensuring that risk assessments are conducted by competent and trained personnel.
· Conducting Regular Premises Inspections: Regularly inspecting the premises to identify hazards that could put visitors at risk.
· Ensuring Procedure Adherence: Ensuring staff and others adhere to visitor procedures, control measures, and safe systems of work.
· Providing Visitor Information: Providing relevant health and safety information to visitors.
· Conducting DBS Checks: Conducting Disclosure and Barring Service (DBS) checks as necessary.
· Monitoring and Reviewing Visitor Safety Systems: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage risks to visitors.
To protect visitors to our workplace, we will:
· Conduct Workplace and Activity Risk Assessment: Assess our work activities and premises to identify where and when visitors may be exposed to hazards.
· Identify Visitor-Specific Risks: Identify the specific risks that visitors might face while at our workplace.
· Assess Identified or Reported Risks: Where risks to visitor health and safety are identified or reported, assess those risks to determine where control measures are required.
· Evaluate Existing and Required Control Measures: Identify existing control measures and determine any additional measures that are necessary.
· Consider Relevant Visitor Safety Factors: Consider factors such as: 
· Visitor movement patterns (where, when, why).
· Floor coverings and conditions.
· Slippery floors and uneven surfaces.
· Condition of stairs and access routes.
· Chemical hazards (if applicable).
· Electrical hazards.
· Machinery hazards (if applicable).
· Environmental hazards (e.g., temperature, ventilation).
· Potential for aggression or violence.
· Site security.
· Involve Staff in Risk Assessments: Involve staff and tutors in making these assessments, utilizing their experience.
· Develop Tailored Visitor Safety Procedures: Develop procedures, programmes, and practices for ensuring visitor safety that are specific to our premises.
· Communicate Visitor Safety Arrangements: Clearly communicate these arrangements to staff, tutors, supervisors, and managers, ensuring they are understood, and provide further training where necessary.
· Implement and Monitor Visitor Safety Procedures: Implement the visitor safety procedures and ensure they are consistently followed in practice.
· Conduct Regular Reviews and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and whenever a visitor experiences a work-related injury, making necessary adjustments for improvement.
26. Home Working 
We have a legal duty to protect our employees and tutors from hazards and risks that may arise when working from home.
We achieve this by:
· Designating Home Working Oversight: Appointing senior managers to manage and reduce the risks associated with home working.
· Conducting Individual Home Working Risk Assessments: Assessing the risks arising to individual employees, tutors, and others from home working.
· Developing and Implementing Home Working Policies: Developing and implementing control measures, policies, and safe systems of work. Ensuring that home working policies, procedures, safe systems of work, and control measures are managed by competent, trained personnel.
· Ensuring Policy Adherence: Managing our business to ensure that employees and tutors use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Home Working Training: Providing and maintaining records of relevant training related to home working.
· Monitoring and Reviewing Home Working Systems: Monitoring and reviewing our home working systems, using our experience to continuously improve the way we manage the risks associated with home working.
To protect staff and tutors from the risks associated with home working, we will:
· Conduct Home Working Suitability Assessments: Assess the suitability of their work and home environment for home working using "Form HWVC" whenever home working is considered.
· Evaluate Home Working Environment Factors: Consider the following factors: 
· Is the designated home working area clear of obstructions and tripping hazards?
· Is the equipment (chair, desk, keyboard) suitable for the user during work hours?
· Is the equipment ergonomically sound?
· Are sufficient storage facilities available?
· Is the lighting in the working area adequate?
· Is the temperature in the work area comfortable?
· Is the area well-ventilated?
· Are all cables and plugs in use in good repair and visually acceptable?
· Are all items of electrical equipment in good repair and working correctly?
· Has the home worker received basic manual handling and ergonomics training?
· Fire safety considerations.
· First aid arrangements.
· Encourage Designated Work Areas: Ensure staff and tutors have a designated work area in their home to help separate their working area from leisure activities and home life.
· Provide Suitable IT Equipment: Provide suitable IT equipment, recognizing that some laptops and portable computers may not be suitable for prolonged home use.
· Implement Effective Home Working Management: Ensure home workers are properly managed and supported.
· Establish Incident Reporting Procedures: Encourage home workers to report all accidents and incidents that occur while working from home to their supervisor as soon as practicable. Supervisors should ensure that the accident and incident report form is completed.

27. Safe Systems of Work 
We have a legal duty to provide our staff and tutors with clear instructions and training when undertaking potentially hazardous tasks that pose significant risks.
We achieve this by:
· Designating Safe Systems of Work Oversight: Appointing senior staff members to oversee and implement safe systems of work.
· Identifying Tasks Requiring Safe Systems of Work: Identifying tasks where safe systems of work are required.
· Developing Effective Safe Systems of Work: Developing safe systems of work to effectively control work activities within our premises or at off-site locations.
· Communicating Safe Systems of Work: Clearly communicating the safe systems of work to applicable employees and tutors.
· Ensuring Competent Development of Safe Systems of Work: Ensuring that safe systems of work are created by competent and trained personnel.
· Providing Safe Systems of Work Training: Providing thorough training on the safe systems of work to the workforce and tutors.
· Conducting Regular System Checks: Conducting regular checks to ensure that the systems are being followed.
· Regularly Reviewing Systems: Regularly reviewing our safe systems of work.

To ensure that adequate safe systems of work are in place for staff and tutors to follow, we will:
· Ensure Competent Development of Safe Systems of Work: Appoint and train sufficient staff and tutors in the creation of safe systems of work.
· Systematically Identify Task Needs: Systematically identify the areas where a safe system of work may be required.
· Conduct Task Hazard Assessments: Assess the task and identify the hazards.
· Define Safe Task Methods: Define the safe method of undertaking the task.
· Document and Display Safe Systems of Work: Document the safe system of work and ideally display it at the work site where the work takes place.
· Implement and Communicate Safe Systems of Work: Implement the system and ensure staff and tutors understand it. Provide training where necessary.
· Ensure Collaborative Development: When developing and implementing safe systems of work, involve managers, staff, and tutors in the task being assessed.
· Conduct Regular System Reviews: Review safe systems of work on a regular basis or when situations change.



28. Action on Enforcing Authority Reports 
We recognise the importance of taking prompt action upon receipt of reports from the Enforcing Authority and will treat them as a high priority.
We achieve this by:
· Designating Senior Management Responsibility: Appointing our most senior manager to coordinate the required actions.
· Allocating Adequate Resources: Providing sufficient financial and human resources to meet the requirements outlined in the reports.
· Implementing Regular Progress Reviews: Conducting routine reviews of progress made in addressing the report findings.
· Securing Access to Competent Health and Safety Advice: Ensuring access to competent health and safety advice to guide and support us in fulfilling the Enforcing Authority's requirements.
To meet our legal obligations and effectively act on Enforcing Authority reports, we will:
· Designate a Responsible Manager: Identify a responsible manager to coordinate the required actions.
· Clarify Duties and Responsibilities: Ensure the designated manager fully understands their duties and responsibilities.
· Provide Targeted Training: Provide adequate training to the designated manager to equip them for their role.
· Empower the Responsible Manager: Grant the designated manager the necessary authority and resources to fulfil their role effectively.
· Promote Open Communication: Ensure that our staff and tutors are aware of the need to raise health and safety concerns and report accidents, incidents, and cases of work-related ill health to their managers.
· Conduct Regular System Reviews: Regularly review our arrangements to ensure they are fully understood and operating effectively.

29. Equality and Disability Discrimination Compliance 
We recognise the benefits of planned and carefully considered arrangements for the equal treatment of all individuals regarding health, safety, and welfare. To achieve these benefits, we have implemented measures to prevent discrimination within our setting.
We achieve this by:
· Appointing an Equality and Diversity Officer: Designating a senior management member to coordinate actions to meet the needs of disadvantaged and vulnerable individuals.
· Allocating Resources for Reasonable Adjustments: Providing sufficient financial and human resources to make reasonable adjustments to our workplaces.
· Facilitating Safety Representation: Allowing employees and tutors to nominate safety representatives who will represent their colleagues on health, safety, and welfare matters.
· Providing Comprehensive Health and Safety Training: Providing health and safety information, instruction, and training to all staff and tutors, as necessary, to enable them to work without risk to their health, safety, or welfare, as far as is reasonably practicable.
· Maintaining and Analysing Incident Records: Recording and analysing all reportable accidents, minor accidents, near-miss incidents, and dangerous occurrences.
· Providing and Documenting Equality and Diversity Training: Providing and maintaining records of relevant equality and diversity training.
· Conducting Regular System Reviews: Routinely reviewing the operation of our reporting system.
· Ensuring Access to Competent Health and Safety and Equality Advice: Ensuring access to competent health and safety and equality advice.
To meet our legal obligations to prevent discrimination against employees and tutors, we will:
· Appoint an Equality and Diversity Coordinator: Designate a manager to coordinate the required actions and ensure the equal treatment of all individuals.
· Clarify Duties and Responsibilities: Ensure the designated coordinator fully understands their duties and responsibilities.
· Provide Targeted Equality and Diversity Training: Provide adequate training to the designated coordinator to equip them for their role.
· Empower the Equality and Diversity Coordinator: Grant the designated coordinator the necessary authority and resources to fulfil their role effectively.
· Conduct Regular Equality and Diversity System Reviews: Regularly review our arrangements to ensure they are fully understood and operating effectively.

30. Health and Safety Information for Employees 
We recognise the benefits of providing effective information about health, safety, and welfare activities to our staff and tutors. To achieve these benefits, we have implemented an effective management system and provide adequate information to employees, tutors, and others.
We achieve this by:
· Facilitating Safety Representation: Allowing employees and tutors to nominate safety representatives who will coordinate health, safety, and welfare issues raised by their colleagues, and providing adequate resources for them.
· Providing Comprehensive Health and Safety Information: Providing health and safety information, instruction, training, and supervision to all staff and tutors, as necessary, to enable them to work without risk to their health, safety, or welfare, as far as is reasonably practicable.
· Maintaining and Analysing Incident Records: Recording and analysing all reportable accidents, minor accidents, near-miss incidents, and dangerous occurrences.
· Providing and Documenting Training: Providing and maintaining records of relevant health and safety training.
· Conducting Regular System Reviews: Routinely reviewing the operation of our reporting system.
· Ensuring Access to Competent Health and Safety Advice: Ensuring access to competent health and safety advice.
To meet our legal obligations to provide adequate health and safety information to staff and tutors, we will:
· Designate an Information Provision Coordinator: Identify a designated individual to take responsibility for ensuring adequate information is provided to staff and tutors.
· Clarify Duties and Responsibilities: Ensure the designated coordinator fully understands their duties and responsibilities.
· Provide Targeted Training: Provide adequate training to the designated coordinator to equip them for their role.
· Empower the Information Provision Coordinator: Grant the designated coordinator the necessary authority and resources to fulfil their role effectively.
· Determine Effective Information Delivery Methods: Identify the most effective methods for providing information to staff and tutors.
· Display Statutory Health and Safety Information: Display the statutory health and safety "What you should know" poster and complete the required information on the poster.
· Provide Information on Employee Responsibilities and Safety Rules: Provide information to our staff and tutors about their responsibilities and essential safety rules.
· Communicate Health, Safety, and Welfare Arrangements: Explain to our staff, tutors, managers, and supervisors the nature of our arrangements for managing health, safety, and welfare.
· Promote Open Communication and Incident Reporting: Ensure that our staff and tutors are aware of the need to raise health and safety concerns and report accidents, incidents, and cases of work-related ill health to their managers.
· Conduct Regular System Reviews: Regularly review our arrangements to ensure they are fully understood and operating effectively.

31. Fire Safety – Arrangements and Procedures 
We are committed to implementing and maintaining a comprehensive fire safety programme to control the risk of fire and provide effective fire warning systems, firefighting equipment, emergency lighting, emergency signs, adequate means of escape, and evacuation procedures. We have established arrangements to meet these responsibilities and to identify and reduce the risks associated with fire and emergency situations.
Our arrangements include:
· Appointing a Fire Safety Manager: Designating a 'responsible person' to coordinate fire and emergency arrangements and maintain an up-to-date Fire Risk Assessment.
· Conducting Fire and Emergency Risk Assessments: Identifying fire risks on our premises, potential emergency situations, and those who may be affected.
· Documenting Risk Assessments and Emergency Plans: Assessing the level of risk and recording the information in the Fire Risk Assessment and emergency plan.
· Implementing Risk Mitigation Measures: Implementing procedures and control measures to mitigate identified risks.
· Liaising with Emergency Services: Liaising with the emergency services, informing them of any workplace or process hazards that have the potential to create fire or emergency situations.
· Developing Fire Safety Safe Systems of Work: Developing safe systems of work to reduce the potential for fire and emergency situations.
· Ensuring Adequate Fire Safety Equipment: Providing adequate, tested, and inspected firefighting and warning equipment.
· Conducting and Recording Fire Evacuation Drills: Practicing and recording fire evacuation procedures.
· Delivering Fire Safety Training: Delivering training on the emergency plan, the Fire Risk Assessment, and the use of firefighting equipment.
· Regularly Reviewing Fire Safety Systems: Regularly reviewing our fire safety systems, using our experience to continuously improve our fire safety management arrangements.
To protect staff, tutors, students, and others from the risk of fire, we will:
· Appoint and Train a Fire Safety Manager: Nominate and train a senior manager to be our competent and responsible person for fire safety matters.
· Conduct and Maintain Fire Risk Assessments: Prepare and maintain an up-to-date fire risk assessment. If we have hazards that make our premises high risk, we will seek assistance from experts.
· Provide and Maintain Fire Safety Equipment: Provide and maintain (keep records) suitable fire alarm systems, means of escape, firefighting equipment, emergency lighting, and emergency signs.
· Develop Evacuation Procedures: Develop procedures for the safe and speedy evacuation of staff, tutors, students, and others to a place of relative safety in a fire or other emergency.
· Consult with the Fire Service: Where appropriate, consult with the Fire Service in making these provisions and in developing our site-specific arrangements and procedures.
· Consider Key Fire Safety Factors: Consider factors such as: 
· Fire prevention (storage of flammables, waste disposal, open flames, etc.).
· Potential sources of ignition (including use of flammable substances and process-related fire hazards).
· Maintenance of fire alarms, smoke detectors, and automatic door closers.
· Maintenance of fire doors and escape routes.
· Emergency procedures (fire wardens, fire and evacuation drills, and safe assembly points).
· Maintenance of fire extinguishers and firefighting equipment.
· Liaison with the Fire Service and assisting the Fire Service in the event of a fire.
· Providing and maintaining fire safety signs and notices.
· Record keeping.
· Safe means of shutting down electric, gas, and fuel supplies.
· Purchasing robust equipment suitable for our intended use.
· Communicate Fire Safety Procedures: Explain the fire safety programme, arrangements, and procedures to our managers, supervisors, staff, tutors, and any other people who need to know, including landlords and neighbours. Ensure they are understood. Provide training where required and information for staff nominated with responsibilities.
· Implement and Enforce Fire Safety Procedures: Implement the programme and ensure that it is consistently followed in practice.
· Conduct Regular Fire Drills: Carry out fire alarm and evacuation drills to check that the programme works in practice.
· Conduct Regular and Incident-Based Fire Safety Reviews: Monitor and review the operation 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 identified as necessary or beneficial.

32. First Aid
We have a legal duty to provide suitable first aid arrangements for our staff, tutors, students, visitors, and others who may be affected by our activities. We have taken steps to provide first aid arrangements that meet this requirement.
We achieve this by:
· Appointing a First Aid Coordinator: Designating a senior manager to identify our needs and ensure continuing arrangements for first aid provision.
· Conducting First Aid Needs Assessments: Assessing the reasonable level of first aid provision required for our educational setting. Recruiting sufficient members of staff and tutors to undertake first aid training as a first aider or appointed person, as appropriate.
· Arranging and Documenting Approved Training: Arranging approved training for those people and maintaining records of their training.
· Ensuring Adequate First Aid Coverage: Providing adequate numbers of trained personnel to be always available during business hours.
· Providing and Maintaining First Aid Equipment: Providing and maintaining sufficient first aid equipment and consumables.
· Displaying First Aid Personnel Information: Displaying the names and locations of first aid trained personnel or appointed persons in prominent positions throughout the premises.
· Conducting Regular First Aid System Reviews: Routinely reviewing our first aid arrangements for suitability and ensuring that, where we have trained first aiders, qualifications are up to date.
To ensure we meet our obligations to provide suitable first aid arrangements for our staff, tutors, students, and others who may be affected by our activities, we will take the following actions:
· Conduct First Aid Needs Assessment: Assess our business activities to identify the level of first aid provision that will be necessary.
· Consider Key Assessment Factors: Consider factors including: 
· The severity of foreseeable work-related accidents.
· The number of people likely to be present at any one time.
· The nature of health and safety risks at our setting.
· The location and accessibility of the workplace.
· Whether the need is for trained first aiders or appointed persons.
· The need for paediatric first aid training (if applicable).
· Document Assessment and Conclusions: Keep a written record of our assessment and conclusions.
· Communicate Assessment Outcomes: Explain our assessment and conclusions to our staff, tutors, and service users.
· Identify and Designate First Aid Personnel: Identify staff and tutors to be trained and take responsibility for administering first aid.
· Provide Approved First Aid Training: Provide approved training for appointed first aiders.
· Maintain Training Records: Keep records of this training and ensure qualifications are kept up to date.
· Communicate First Aid Arrangements: Ensure our arrangements are understood, and the responsible people are known to all employees, tutors, supervisors, and managers.
· Provide First Aid Facilities and Supplies: Provide suitable facilities and consumables for delivering first aid at our workplace.
· Conduct Regular First Aid System Reviews: Monitor and review the operation of this procedure regularly, making changes to our system identified as necessary or beneficial based on experience.

33. Welfare, Staff Amenities, Rest Rooms, and the Working Environment 
We are legally obligated to make and maintain arrangements for welfare and the provision of a safe and healthy working environment for our staff and tutors while they are at work. Staff and tutors must be provided with suitable and sufficient rest facilities at readily accessible locations. Suitable rest facilities must be provided for pregnant women and nursing mothers at work, and suitable and sufficient facilities must be provided for staff and tutors to eat meals where necessary. We must also consider the Organisation's Premises Regulations.
We must make and maintain arrangements for welfare and the provision of a safe and healthy working environment. This includes a duty to provide rest rooms where work is arduous or conducted in a challenging environment, and portable facilities where needed.
We achieve this by:
· Designating Welfare and Working Environment Oversight: Appointing senior managers to oversee our provision and maintenance of welfare facilities and a safe working environment.
· Maintaining Premises Standards: Maintaining our workplace, including buildings, fixtures, and fittings, in good order and according to required standards.
· Providing Fit-for-Purpose Welfare Facilities: Providing welfare facilities that are fit for purpose and include adequate hot, cold, and drinking water, sanitary conveniences, handwashing facilities, facilities for meal breaks, sufficient light, heat, and ventilation.
· Implementing Housekeeping and Maintenance Regimes: Implementing effective housekeeping, cleaning, and maintenance regimes.
· Providing and Documenting Training: Providing and maintaining records of relevant instruction and training.
· Conducting Regular System Reviews: Regularly monitoring and reviewing our arrangements and facilities to ensure they remain sufficient and are adequately maintained.
To ensure we make proper and necessary arrangements for welfare and provide a safe working environment for our staff and tutors, we will:
· Review Existing Welfare Arrangements: Consider the arrangements we have in place to provide for the welfare of our staff and tutors while at work and to provide a safe working environment.
· Assess Welfare Facilities Against Legal and Reasonable Standards: 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, particularly where work may be challenging.
· Consider Key Welfare and Working Environment Factors: Consider factors including: 
· Condition of our premises and buildings.
· Temperature, ventilation, and lighting in the workplace.
· Use of chemical and biological substances (if applicable).
· Condition of floors, walls, and ceilings.
· Traffic routes within the premises.
· Sanitary and washing facilities.
· Clothing accommodation, changing rooms, and rest rooms.
· Drinking water and facilities for making hot drinks and heating food.
· Arrangements to support staff and tutors working away from fixed facilities (if applicable).
· Needs of nursing mothers.
· Heating and cleaning of rest rooms and welfare facilities.
· Involve Staff in Welfare Planning: Involve staff and tutors in these considerations and in the development and maintenance of facilities and arrangements based on these considerations.
· Maintain Written Records: Keep a written record of significant assessments, actions identified, and actions taken.
· Provide Information and Training: Provide information and any necessary training to staff, tutors, managers, and any staff nominated with responsibility to ensure that our arrangements and provisions are understood.
· Monitor Welfare Arrangements and Facilities: Monitor welfare arrangements and facilities to ensure that they remain sufficient, are maintained in good, clean condition, and are fit for purpose.

34. Housekeeping and Cleaning 
We have a legal duty to ensure the safety, health, and welfare of our staff, tutors, students, and visitors by maintaining our premises in a clean, tidy, and sanitary condition.
We achieve this by:
· Appointing a Housekeeping Manager: Designating a senior manager to oversee the provision and management of housekeeping facilities and arrangements.
· Conducting Housekeeping Risk Assessments: Assessing the risks to our staff, tutors, students, and visitors from housekeeping activities.
· Developing Cleaning Procedures and Safe Systems of Work: Developing and implementing cleaning procedures and associated safe systems of work where required.
· Ensuring Competent Cleaning Management: Ensuring that competent and trained personnel manage cleaning regimes and control measures.
· Conducting Regular Housekeeping Audits: Carrying out regular housekeeping audits.
· Providing and Using Personal Protective Equipment (PPE): Providing and ensuring the use of personal protective equipment (PPE) where necessary.
· Ensuring Procedure Adherence: Ensuring our staff and tutors use the provided control measures and follow policies and procedures.
· Providing and Documenting Training: Providing instruction and, where necessary, training, and maintaining records of such training.
· Conducting Regular Housekeeping System Reviews: Regularly monitoring and reviewing our arrangements to ensure that the workplace is kept clean, and our cleaning arrangements are adequate.
· Ensuring Procedure Compliance: Ensuring staff, tutors, and others follow procedures and safe systems of work.
To ensure that we keep our workplace tidy and in a clean, sanitary condition, we will:
· Conduct Workplace Cleaning Needs Assessments: Assess all areas of the workplace and work activities to determine the cleaning requirements for each area.
· Develop Cleaning Plans and Schedules: Devise and implement cleaning plans and schedules for each area, specifying and documenting them.
· Consider Key Cleaning Factors: When devising these plans, consider factors including: 
· Floors, stairs, toilets, rest and catering areas, outside paths, roadways, and storage areas, etc.
· The contaminant and the most appropriate cleaning method (vacuum cleaning is generally preferable to sweeping).
· Dry cleaning or wet cleaning (wet cleaning may create slippery floors).
· The source of the contaminant (can it be contained rather than just cleaned?).
· The frequency and optimal time of day for cleaning.
· Waste handling and disposal (offensive, unhygienic, infected, chemical, process, etc.).
· Warning signs (e.g., wet floor signs).
· Hazards associated with chemical cleaners.
· Cleaning around potentially hazardous equipment.
· Procedures for cleaning hazardous equipment (if applicable).
· Involve Staff in Cleaning Needs Assessments: Involve staff and tutors in making these assessments of our cleaning needs.
· Communicate Cleaning Procedures and Provide Training: Explain these cleaning arrangements to the cleaning team, staff, tutors, supervisors, and managers. Ensure they are understood. Provide and document training where necessary.
· Ensure Managerial Understanding: Ensure managers fully understand the cleaning requirements.
· Monitor Cleaning Implementation and Effectiveness: Monitor the implementation and effectiveness of our cleaning procedures to ensure that the workplace is being cleaned properly and adequately.
· Implement Continuous Improvement: Amend systems and procedures as necessary based on operational experience.



35. Control of Hazardous and Non-Hazardous Waste 
We have a legal duty to ensure that we effectively and safely dispose of waste materials and products and control the methods of disposal used so that our staff, tutors, students, and others who might be affected are not at risk to their health, safety, or welfare.
We achieve this by:
· Appointing a Waste Management Coordinator: Designating senior managers to control the disposal of waste, both hazardous and non-hazardous, from our premises and to minimize risk.
· Conducting Waste Handling and Disposal Risk Assessments: Assessing the risks to our staff and tutors from the handling and disposal of waste. Developing and implementing policies, procedures, safe systems of work, and control measures relevant to the control of waste, including those necessary to comply with environmental legislation.
· Ensuring Competent Waste Disposal: Ensuring that waste disposal is carried out by competent, approved personnel, using the correct personal protective equipment (PPE).
· Prioritizing Environmentally Safe Disposal: Ensuring that the safest means of disposal is used to protect the environment.
· Ensuring Procedure Adherence: Ensuring staff, tutors, and others adhere to procedures, control measures, and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular Waste Management System Reviews: Regularly monitoring and reviewing our arrangements and facilities to ensure that we continue to manage and dispose of waste, hazardous and non-hazardous, without risks to health or safety.
To ensure our staff, tutors, students, and others 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 will:
· Identify Waste Generation Points: Identify where we generate waste and rubbish.
· Assess Waste Hazards and Risks: Assess the hazards from the waste materials and the risks they create.
· Identify Hazardous and Controlled Wastes: Identify hazardous and controlled wastes.
· Consider Key Waste Management Factors: Consider factors relevant to our workplace, including: 
· Is the waste particularly hazardous because it is a classified chemical substance?
· Is the waste hazardous because it is or contains biological agents?
· Is the waste 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?
· Does the way we store waste create a fire risk?
· How can we make the process easier and safer for our staff and tutors?
· How might environmental legislation and requirements impact procedures and waste disposal methods?
· Involve Staff in Procedure Development: Involve staff and tutors in developing a procedure based on these considerations.
· Maintain Written Records: Keep a written record of significant risk assessments, control measures, and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure managers and supervisors understand the procedures and arrangements. Consider whether they need any training.
· Communicate Waste Management Procedures and Provide Training: Explain our system and arrangements to staff, tutors, and others. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Waste Management Procedures: Implement the procedure and ensure that it is consistently followed in practice.

36. Access, Stairs, and Floors 
We have a legal duty to protect the health, safety, and welfare of our staff, tutors, students, and visitors from the risk of injury due to poorly maintained access and exit routes, stairs, and floors.
We achieve this by:
· Assigning Access and Egress Oversight: Designating senior managers to monitor and reduce incidents involving access and egress, including stairs and floors.
· Conducting Access and Egress Risk Assessments: Assessing the risks of incidents involving access and egress facilities, including stairs and floors.
· Developing and Implementing Control Measures: Developing and implementing control measures, policies, and safe systems of work.
· Ensuring Competent Management of Slip, Trip, and Fall Prevention: Ensuring that policies, procedures, safe systems of work, and control measures relating to slips, trips, and falls are managed by competent and trained personnel.
· Ensuring Procedure Adherence: Managing our activities to ensure that staff, tutors, and others use the provided control measures and follow the procedures and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage these risks.
To protect the health, safety, and welfare of our staff, tutors, students, and visitors from the risk of injury due to slips, trips, and falls, we will:
· Assess Premises and Work Practices: Consider the nature of our premises and the way we work.
· Identify Potential Hazards: Identify areas where poorly designed or maintained access and exit routes, stairs, and floors could create access and egress problems or otherwise obstruct movement, leading to slips, trips, or falls.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required.
· Consider Key Risk Factors: Consider factors including: 
· Steep stairs and handrails.
· Ramps.
· Changes in floor levels.
· Potholes in floors and yard areas.
· Blind corners.
· Wet and slippery floors.
· Highly polished floors.
· Trailing cables.
· Rubbish and obstructions.
· Maintain Written Risk Assessment Records: Keep a written record of significant risk assessments, control measures, and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure managers and supervisors understand the procedures and arrangements. Consider whether they need any training.
· Communicate Procedures and Provide Training: Explain our system and arrangements to staff, tutors, and others. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and after any incident involving access, egress, stairs, or floors, making changes to the procedure identified as necessary or beneficial.




37. Windows, Glass, and Glazing in the Workplace
We have a legal duty to ensure the safety, health, and welfare of our staff, tutors, students, and visitors from the risks posed by glass and glazing.
We achieve this by:
· Assigning Glass and Glazing Safety Oversight: Designating senior managers to reduce the risks from glass and glazing systems.
· Conducting Glass and Glazing Risk Assessments: Assessing the risks from glass and glazing systems to our staff, tutors, and others.
· Developing and Implementing Glass and Glazing Safety Policies: Developing and implementing control measures, policies, and safe systems of work. Ensuring that the management of policies, procedures, safe systems of work, and control measures relating to glass and glazing systems are undertaken by competent and trained personnel.
· Ensuring Procedure Adherence: Managing our activities to ensure that staff, tutors, and others use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems to continuously improve the way we manage the risks from glass and glazing systems.
To ensure the safety, health, and welfare of our staff, tutors, students, and visitors from the risks posed by inappropriate glass or glazing systems, we will:
· Identify Potential Glazing Hazards: Identify glass and glazing that, due to its use and position, could present a risk to the safety of building users.
· Conduct Glazing Risk Assessments: Assess the risks to our staff, tutors, and others from the glass or glazing systems at our workplace.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required.
· Consider Key Glazing Safety Factors: Consider factors including: 
· What type of glazing is installed?
· Is there a risk of contact with the glazing?
· Does the glass or glazing material meet current standards for that application?
· Is all glazing clearly visible (will glass walls or doors always be noticed by passers-by)?
· Are window restrictors required?
· Communicate Glazing Safety Arrangements: Explain these arrangements to staff, tutors, supervisors, and managers.
· Ensure Understanding and Provide Training: Ensure they are understood and provide further training where necessary.
· Implement and Enforce Glazing Safety Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and whenever there is an incident involving glass and glazing systems, making changes to the procedure identified as necessary or beneficial.

38. Workplace Signs 
Where appropriate, we have a legal duty to display safety signs to warn our staff, tutors, students, and visitors of hazards that may be present in our workplace.
We achieve this by:
· Assigning Signage Oversight: Designating senior managers to identify where safety signs are needed.
· Establishing a Signage Procurement and Installation Procedure: Creating a procedure for the purchase and installation of signs.
· Ensuring Sign Adequacy and Maintenance: Ensuring that signs are adequate for their purpose and are properly maintained.
· Ensuring Competent Signage Assessment: Ensuring that assessments are made by competent and trained personnel.
· Ensuring Signage Compliance: Ensuring that workplace signs are observed.
· Providing and Documenting Signage Training: Providing and maintaining records of relevant training.
· Conducting Regular Signage System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage and use safety signs.
To protect the health, safety, and welfare of our staff, tutors, students, and visitors, we need to use safety signs as a way of warning people where hazards are present. We will:
· Identify Hazard Signage Needs: Identify where hazards exist that require warning signs.
· Evaluate Existing and Required Signage: Identify signs already in place and any additional signs that may be required.
· Consider Key Signage Factors: Consider, as part of our assessment, factors such as: 
· Where prohibition signs should be used.
· Where cautionary signs should be used.
· Where signs requiring positive action should be used.
· Where signs are required to indicate a mandatory action.
· Whether signs are made, coloured, and displayed according to legal requirements.
· Replacement of damaged signs (current and future).
· Involve Staff in Signage Planning: Involve our staff and tutors in developing these arrangements and systems.
· Maintain Written Signage Records: Keep a written record of assessments and decisions made.
· Ensure Managerial Understanding and Training: Ensure managers and supervisors understand the procedures and arrangements. Consider whether they need any training.
· Communicate Signage Information and Provide Training: Explain decisions to the staff and tutors. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Signage Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular Signage System Reviews: Monitor and review the operation of this procedure and the provision of signs regularly.

39. Water Temperature Control 
We have a legal duty to protect our staff, tutors, students, and visitors from the risk of contact with high water temperatures that could cause burns.
We achieve this by:
· Assigning Water Temperature Safety Oversight: Designating senior staff members to risk manage, identify, and minimize the risks created by hot water.
· Conducting Hot Water Burn Risk Assessments: Assessing the risk of burns from hot water systems.
· Developing and Implementing Water Temperature Control Measures: Developing and implementing control measures, procedures, and safe systems of work.
· Ensuring Regular Water Temperature Monitoring: Ensuring that water temperatures are maintained and checked at appropriate intervals.
· Implementing Thermostatic Mixing Valves: Providing thermostatic mixing valves to control water temperatures.
· Ensuring Competent System Management: Ensuring that our actions are carried out by competent and trained personnel.
· Ensuring Procedure Adherence: Following our procedures, control measures, and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage health and safety risks associated with our business.


To ensure the safety of our staff, tutors, students, and visitors from the risk of burns or scalds from high-temperature hot water, we will:
· Conduct Hot Water Hazard Assessments: Assess our work activities to identify where and when staff, tutors, students, or visitors may be exposed to the hazard.
· Conduct Hot Water Burn Risk Assessments: Where hazards are identified, carry out an assessment of the risks to our staff, tutors, students, and visitors.
· Involve Staff in Risk Assessment and Control Planning: Involve staff and tutors in these assessments and in the identification of appropriate control measures.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required. Refer to manufacturers' guidance, trade guidance, and British, European, or other relevant standards.
· Consider Key Hot Water Safety Factors: Consider factors including: 
· Who has access to the outlet?
· Can a thermostatic mixing valve be used at that location to reduce the temperature of the water supplied?
· Where high-temperature outlets are required, ensure they are sited away from or out of the reach of children and learners.
· Use of warning signs.
· Maintenance of temperature-reducing valves.
· Insulation of high-temperature pipes.
· Develop Tailored Hot Water Safety Procedures: Develop procedures, programs, and practices tailored to our educational setting.
· Ensure Managerial Understanding and Training: Ensure managers and supervisors understand the procedures and arrangements. Consider whether they need any training.
· Communicate Hot Water Safety Procedures and Provide Training: Explain these arrangements to staff, tutors, and others. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Hot Water Safety Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and following any incident or injury caused by high water temperatures, making changes to the procedure identified as necessary or beneficial.

40. Premises Safety 
We have a legal duty to protect our staff, tutors, students, and visitors from risks present in our premises and to ensure that they are properly maintained.
We achieve this by:
· Assigning Premises Safety Oversight: Designating a senior manager to reduce the risks posed by work in or by use of our facilities.
· Conducting Premises Risk Assessments: Assessing the risks arising from working on our premises to our staff, tutors, students, and visitors.
· Developing and Implementing Premises Safety Policies: Developing and implementing control measures, policies, and safe systems of work. Ensuring that the management of policies, procedures, safe systems of work, and control measures relating to our premises are completed by competent and trained personnel.
· Ensuring Procedure Adherence: Managing our activities to ensure that staff, tutors, and others use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular Premises System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage the risks posed.
To protect staff, tutors, students, and visitors from the risks associated with our premises, we will:
· Conduct a General Premises Risk Assessment: Complete a general risk assessment of the premises, identifying any hazards that are present.
· Consider Key Premises Safety Factors: Consider factors including: 
· Workspace: Can people perform their tasks without obstruction?
· Sanitary conveniences and washing facilities: Are they available and adequate for the number of staff and tutors?
· Windows and doors: Do they create obstructions or vision problems?
· Rest areas: Are there provisions for staff and tutors to eat and drink away from working areas?
· Fire risk assessment: Is a fire risk assessment in place and up to date?
· Fire alarm and emergency lighting testing: Is routine testing conducted and recorded?
· Asbestos identification: Is there asbestos present in the premises? Is an asbestos register maintained, and is remediation treatment sought where necessary?
· Insurance liability policies: Are all insurance liability policies current and suitable for the premises?
· Glazing in high-risk areas: Is it made of safety material or protected against breakage?
· Pedestrian segregation from vehicles: Are there clearly identified walkways to ensure pedestrian safety? (If applicable)
· Housekeeping regime: Is there a suitable housekeeping regime that reduces the likelihood of slip, trip, and fall hazards?
· Maintain Written Risk Assessment Records: Keep a written record of significant risk assessments, control measures, and systems of work adopted.
· Ensure Managerial Understanding and Training: Make sure that managers and supervisors understand the procedures and arrangements. Consider whether they need any training.
· Communicate Procedures and Provide Training: Explain our system and arrangements to staff, tutors, and others. Ensure they are understood and provide further training where necessary. 
·  Implement and Enforce Procedures: Implement the procedure and ensure that it is consistently followed in practice. 
·   Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and after any incident involving premises safety, making changes to the procedure identified as necessary or beneficial.

41. Electrical Safety 
We have a legal duty to protect our staff, tutors, students, and visitors from the risk of electrical injury caused by our electrical installations, fixed equipment, and portable electrical appliances.
We achieve this by:
· Assigning Electrical Safety Oversight: Designating a senior staff member to ensure the safety of our electrical installations, equipment, and portable appliances.
· Conducting Electrical Risk Assessments: Assessing the risks from electrical installations, fixed equipment, and portable appliances.
· Assessing User-Provided Portable Electrical Items: Assessing the safety of users' personal portable electrical items (where applicable).
· Developing and Implementing Electrical Safety Procedures: Developing and implementing procedures, control measures, policies, and safe systems of work.
· Ensuring Competent Electrical Work: Ensuring that any work carried out on our electrical installations, equipment, and appliances is carried out by competent, accredited electrical engineers.
· Providing and Using Personal Protective Equipment (PPE): Providing and ensuring the use of personal protective equipment (PPE) where appropriate.
· Conducting Regular Electrical Inspections: Conducting regular inspections by competent, accredited electrical engineers.
· Ensuring Procedure Adherence: Managing our activities to ensure that staff, tutors, and others use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Electrical Safety Training: Providing relevant training and maintaining training records.
· Conducting Regular Electrical System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage electrical safety.
To protect staff, tutors, students, and visitors from the risks of using fixed and portable electrical equipment, we will:
· Identify Electrical Hazard Exposure: Consider our activities and identify where and when staff and tutors may be exposed to risks to their health and safety from fixed or portable electrical equipment.
· Conduct Electrical Risk Assessments: Assess the risks from that exposure to fixed and portable electrical equipment, identifying control measures in place and any additional measures that may be required to avoid risk, such as testing user-provided electrical equipment (where applicable).
· Consider Key Electrical Safety Factors: Consider relevant issues including: 
· The competence of employees or contractors who install or maintain electrical equipment.
· Inspection of fixed electrical installations as prescribed by the IET Wiring Regulations (18th edition) BS 7671.
· The maintenance of electrical installations between inspections.
· The maintenance and inspection of portable electrical equipment.
· Using battery-powered hand tools.
· Residual current devices (RCDs).
· Whether hydraulic or pneumatic tools might be safer (if applicable).
· Equipment used by mobile workers (if applicable).
· Use of trailing cables.
· Purchase Suitable Equipment: Purchase robust equipment suitable for the environment in which it is to be used.
· Arrange Routine Testing and Inspection: Arrange for the routine testing and inspection of portable electrical equipment.
· Develop Electrical Safety Procedures: Develop a procedure based on these considerations.
· Maintain Written Risk Assessment Records: Keep a written record of significant risk assessments and the control measures and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure that our managers and senior staff understand the procedures and arrangements. Consider whether they need any training.
· Communicate Electrical Safety Procedures and Provide Training: Explain our procedures and arrangements to our staff and tutors. Ensure they are understood and provide training where necessary.
· Implement and Enforce Electrical Safety Procedures: Implement the procedure and ensure that it is consistently followed in practice.

42. Provision, Use, and Maintenance of Work Equipment 
We have a legal duty to protect our staff, tutors, students, and visitors from the health and safety risks associated with the provision and use of work equipment.
We achieve this by:
· Assigning Work Equipment Safety Oversight: Designating senior staff members to consider the health and safety issues surrounding any new equipment that we obtain and the equipment that we use during our business.
· Conducting Work Equipment Risk Assessments: Assessing the risks from work equipment when in use and during its maintenance.
· Developing and Implementing Work Equipment Safety Procedures: Developing and implementing procedures, control measures, policies, and safe systems of work.
· Ensuring Competent Equipment Work: Ensuring that any work carried out on work equipment is carried out by competent workers or competent contractors.
· Providing and Using Personal Protective Equipment (PPE): Providing and ensuring the use of personal protective equipment (PPE) where appropriate.
· Conducting Regular Equipment Maintenance and Servicing: Conducting regular maintenance and servicing.
· Conducting Statutory Inspections: Conducting statutory inspections by competent, accredited engineers and surveyors where required.
· Ensuring Procedure Adherence: Managing our activities to ensure that staff, tutors, and others use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Training: Providing relevant training and maintaining training records.
· Conducting Regular Work Equipment System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage the provision and use of work equipment.
In order to protect staff, tutors, students, and visitors from the risks associated with work equipment, we will:
· Identify Equipment Hazard Exposure: Consider our activities and identify where and when staff and tutors might be exposed to risks to their health and safety from our use of existing equipment.
· Conduct Pre-Purchase Equipment Safety Assessments: Consider the implications for the health and safety of our staff and tutors when purchasing or considering purchasing new equipment.
· Conduct Work Equipment Risk Assessments: Assess the risks from any such exposure to work equipment, identifying control measures in place and any additional measures that may be required to avoid risk.
· Consider Key Work Equipment Safety Factors: Consider relevant issues including: 
· What risks to health and safety might be created?
· Are any parts visibly dangerous?
· Do the guards adequately protect against the risk? Do they conform to the current BS or EN standard and any official guidance?
· Is it excessively noisy?
· Is there excessive vibration?
· 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?
· Are the manufacturer’s operating and maintenance instructions clear and comprehensive?
· Arrange Routine Maintenance and Statutory Inspections: Arrange for work equipment to be routinely serviced and maintained, and for statutory inspections where required.
· Maintain Written Risk Assessment Records: Keep a written record of significant risk assessments and the control measures and any systems of work or procedures adopted.
· Ensure Managerial Understanding and Training: Implement the procedures and arrangements, ensuring that the senior management team and line managers understand them. Consider whether they need any training.
· Communicate Work Equipment Safety Procedures and Provide Training: Explain our procedures and arrangements to our staff and tutors. Ensure they are understood and followed in practice. Provide training where necessary.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and after any incident, making changes identified as beneficial or necessary.



43. Storage of Chemical Substances and Agents 
We have a legal duty to protect our staff, tutors, students, and visitors from the potential hazards and risks present due to the storage of chemical substances at our educational setting.
We achieve this by:
· Assigning Chemical Storage Safety Oversight: Designating senior staff members to identify the chemical substances used and their storage requirements.
· Developing and Implementing Chemical Storage Safety Procedures: Developing and implementing risk assessments, procedures, safe systems of work, and control measures to minimize risk within our work premises.
· Implementing Chemical Storage Safety Procedures: Implementing the procedures, safe systems of work, and control measures.
· Ensuring Adequate Storage and Ventilation: Ensuring that the storage, containment, and exhaust ventilation arrangements are adequate for their purpose, as defined in prescribed legislation.
· Ensuring Competent Chemical Substance Management: Ensuring that the management of policies, procedures, safe systems of work, and control measures relating to chemical substances are undertaken by competent and trained personnel.
· Providing and Using Personal Protective Equipment (PPE): Providing and ensuring the use of personal protective equipment (PPE).
· Ensuring Procedure Adherence: Managing our activities to ensure that staff, tutors, and others use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Training: Providing relevant training and maintaining training records.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage the risks from stored chemical substances.

44. Slips, Trips, and Falls 
We have a legal duty to protect our staff, tutors, students, and visitors from the risks of slipping, tripping, and falling.
We achieve this by:
· Assigning Slip, Trip, and Fall Prevention Oversight: Designating a senior manager to monitor, improve, and reduce the risk of slips, trips, and falls.
· Conducting Slip, Trip, and Fall Hazard Assessments: Identifying all the potential causes of slips, trips, and falls and assessing the risk.
· Developing and Implementing Prevention Procedures: Developing and implementing procedures and control measures.
· Ensuring Safe Pedestrian Routes: Ensuring that pedestrian routes are fit for purpose, routinely maintained, and checked.
· Ensuring Competent Risk Assessments and Inspections: Ensuring that competent and trained personnel complete risk assessments and safety inspections.
· Implementing Traffic Route Segregation and Signage: Providing segregated traffic routes and adequate signage wherever possible.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular Compliance Reviews: Regularly monitoring and reviewing compliance with our arrangements to ensure that they are followed in practice and continue to control potential risks.
45. Occupational Road Safety 
We have a duty to manage, so far as we can, the health, safety, and welfare of our staff and tutors during travel away from our educational setting for business purposes.
We achieve this by:
· Assigning Occupational Road Safety Oversight: Designating senior staff members to manage the potential hazards to our staff and tutors when driving for business purposes.
· Conducting Occupational Road Risk Assessments: Assessing the risks to our staff and tutors from occupational road risks.
· Developing and Implementing Road Safety Policies: Developing and implementing policies and procedures.
· Ensuring Vehicle Suitability and Maintenance: Ensuring that vehicles are suitable and sufficient for their intended use and that they are maintained at their specified service intervals or when faults are identified.
· Ensuring Vehicle Legal Compliance: Ensuring that all vehicles are properly insured, taxed, and MOT tested prior to road use.
· Ensuring Competent Risk Assessments: Ensuring that competent and trained personnel undertake the risk assessments.
· Ensuring Procedure Adherence: Ensuring staff, tutors, and line managers follow our policies and procedures.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve our management of the risks associated with occupational road use.
To ensure the safety of our staff and tutors while traveling by road for business purposes (and to protect others who might be affected by their actions) from the hazards and risks surrounding occupational road safety, we will:
· Identify Occupational Road Risk Exposure: Identify where and when staff and tutors may be exposed to hazards and risks due to occupational road use.
· Conduct Specific Occupational Road Risk Assessments: Assess specific occupational road use risks to our staff and tutors.
· Involve Staff in Risk Assessment and Control Planning: Involve staff and tutors in these assessments and in the identification of control measures.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any other measures that may be required. Refer to government and road safety organizations' published guidance.
· Consider Key Occupational Road Safety Factors: Consider factors including: 
· The positioning and security of loads (in cars and minibuses, if applicable).
· Weather conditions.
· Advanced driver training.
· Suitability of vehicles.
· Vehicle maintenance.
· Develop Tailored Occupational Road Safety Procedures: Develop procedures, programs, and practices tailored to our workplace.
· Ensure Managerial Understanding and Training: Ensure that the senior management team and line managers understand the procedures and arrangements and explain them to the staff and tutors. Consider whether they need any training.
· Implement and Enforce Occupational Road Safety Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and following any incident or injury related to occupational road use, making changes to the procedure identified as necessary or beneficial.
46. Manual Handling 
We have a legal duty to ensure the safety, health, and welfare of our staff, tutors, students, and visitors from the risks present in manual handling activities.
We achieve this by:
· Assigning Manual Handling Safety Oversight: Designating a senior manager to identify and manage heavy loads or lifting hazards.
· Conducting Manual Handling Risk Assessments: Assessing the risks from manual handling to our staff and tutors.
· Developing and Implementing Manual Handling Safety Procedures: Developing and implementing procedures and systems of work to reduce the risks from manual handling operations.
· Ensuring Competent Manual Handling Risk Assessments: Ensuring that manual handling risk assessments are carried out by competent and trained personnel.
· [bookmark: _Int_o1cSYgAy]Eliminating or Reducing Manual Handling Risks: Eliminating the need for manual handling through the introduction of mechanical handling equipment or other alternatives where reasonably practicable.
· Conducting Regular Premises Inspections: Regularly inspecting the premises to identify any new processes, personnel, or changes to building structures that would trigger the need for reassessment.
· Providing and Documenting Job-Based Training: Providing and maintaining records of job-based training for staff and tutors with manual handling tasks.
· Ensuring Procedure Adherence: Ensuring staff, tutors, and others adhere to the contents of procedures, control measures, and safe systems of work.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using our experience to continuously improve the way we manage the risks from manual handling.

47. Display Screen Equipment (DSE) Safety
We have a legal duty to protect the safety, health, and welfare of our staff and tutors from the risks involved in the use of display screen equipment (DSE).
We achieve this by:
· Assigning DSE Safety Oversight: Designating senior staff members to identify and reduce risks from the use of display screen equipment.
· Conducting DSE Workstation Risk Assessments: Assessing the risks from display screen equipment to each member of our staff and tutors who uses them.
· Developing and Implementing DSE Safety Policies: Developing and implementing control measures, policies, and safe systems of work.
· Ensuring Competent DSE Management: Ensuring that the management of policies, procedures, safe systems of work, and control measures relating to the use of display screen equipment are undertaken by competent and trained personnel.
· Ensuring Procedure Adherence: Managing our activities to ensure that staff and tutors use the provided control measures and follow our policies, procedures, and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular DSE System Reviews: Monitoring and reviewing our systems to continuously improve the way we manage the risks from display screen equipment.
To protect staff and tutors from the risks associated with display screen equipment, we will:
· Designate and Train DSE Assessors: Appoint and train staff members to become competent DSE assessors.
· Identify DSE User Work Activities: Assess our work activities to identify where and when staff and tutors use display screen equipment.
· Implement DSE Self-Assessments: Ensure all DSE users complete a Self-Assessment Questionnaire (referencing relevant guidance).
· Identify Vulnerable DSE Users: Identify any staff and tutors with health issues that make them particularly susceptible to problems from using display screen equipment.
· Evaluate Existing and Required DSE Control Measures: Identify the control measures already in place and any additional measures that may be required.
· Consider Key DSE Ergonomic Factors: Consider factors including: 
· Furniture (ergonomic chairs, desks).
· Screen size and positioning.
· Lighting, reflections, and glare.
· Eyesight tests and provisions.
· Home and off-site DSE users.
· Self-assessment follow-up procedures.
· Maintain Written DSE Assessment Records: Keep a written record of all risk assessments (self-assessments and assessor-led assessments), control measures, and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure that the senior management team and line managers understand the procedures and arrangements. Consider whether they need any training.
· Communicate DSE Safety Procedures and Provide Training: Explain our system and arrangements to the staff and tutors. Ensure they are understood and provide further training where necessary.
· Implement and Enforce DSE Safety Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Report DSE-Related Ill Health: Report any incidence of reportable ill health caused by the use of display screen equipment to the relevant enforcing authorities.
· Conduct Regular and Incident-Based DSE Reviews: Monitor and review the operation of this procedure regularly and whenever a staff member or tutor develops a DSE-related illness, making changes to the procedure as necessary or beneficial.
48. Asbestos Management 
We have a duty to ensure that the potential presence of Asbestos Containing Materials (ACMs) in our buildings is known and that they are managed to prevent exposure to the associated health risks for building users and contractors. We must also be able to identify, manage, and control exposure to ACMs when working at customer sites.

· Premises Survey Results: An asbestos survey conducted on our behalf has confirmed that ACMs are not present in the structure of our premises.
· Off-Site Risk Assessment: Due to the nature of our business, our staff and tutors are highly unlikely to encounter asbestos or ACMs while working at customer sites.
· Asbestos Management Decision: Based on the survey results and off-site risk assessment, we have determined that specific asbestos management arrangements are not currently required.
· Annual Review and Responsibility: We acknowledge this decision and have designated a senior manager to conduct an annual review to ensure that this assessment remains accurate. The responsible person is identified in the Responsibility Table of our Health and Safety Policy.

49. Stress in the Workplace 
We recognize that education is a sector with a high prevalence of work-related stress. We have a legal and ethical duty to take action to reduce and, where reasonably practicable, eliminate ill health caused by work-related stress.
We achieve this by:
· Assigning Stress Management Oversight: Designating senior staff members to consider and manage the issue of work-related stress.
· Developing and Implementing a Stress Management Policy: Developing and implementing a policy for identifying and managing work-related stress.
· Involving Staff in Policy Development: Involving our staff and tutors in the development of this policy and our procedures.
· Communicating the Stress Management Policy: Providing information about the policy to all staff and tutors.
· Providing Stress Awareness Training for Managers: Training managers and supervisors to recognize symptoms of work-related stress.
· Ensuring Policy Implementation: Ensuring that the policy is adopted and followed.
· Providing Guidance on Reporting Stress: Ensuring staff and tutors know what to do if they suspect they, or a colleague, are suffering from stress.
· Providing Support Services: Providing counselling or occupational health services and support.
· Conducting Regular Policy Reviews: Monitoring and reviewing the policy and procedures, using experience to continuously improve the way we manage ill health caused by work-related stress.
To protect our staff and tutors from ill health caused by work-related stress, we will:
· Conduct Stress Risk Assessments: Assess our activities to identify where and when staff and tutors may experience unacceptable levels of work-related stress.
· Develop Stress Management Plans: Prepare a stress policy and plan of action when a staff member or tutor is identified as suffering ill health due to work-related stress.
· Involve Staff in Plan Development: Involve staff and tutors in developing the policy and plan of action.
· Evaluate Existing and Required Control Measures: Identify any control measures already in place and the additional measures or actions that may be required. Refer to published sector guidance and advice.
· Consider Key Stress Factors: Consider factors including: 
· Outward signs of stress: 
· Fatigue, anxiety, poor motivation.
· Making mistakes, having accidents.
· Deteriorating relationships with colleagues, irritability, indecisiveness, absenteeism, excessive smoking or drinking, overeating.
· Physiological symptoms (headaches, dizziness, etc.).
· Stress risk assessments.
· Support for staff and tutors experiencing stress (work-related or personal).
· The effect of new or changed roles without adequate training.
· The effect of poor communication during times of change.
· Excessive workloads, long working hours, unsocial hours.
· Working alone.
· Employees having to cover for poor performance or attendance of colleagues.
· Developmental opportunities.
· Bullying and harassment by managers, supervisors, and colleagues.
· Develop Tailored Stress Management Programs: Develop procedures, programs, and practices tailored to our workplace.
· Ensure Managerial Understanding and Training: Ensure that managers and supervisors understand the policy and procedure. Consider whether they need any training.
· Communicate Stress Management Procedures and Provide Training: Explain these arrangements to the staff and tutors. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Stress Management Procedures: Implement the policy and procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of the policy and procedure regularly and following any case of ill health caused by work-related stress, making changes to the procedure identified as necessary or beneficial.


50. Aggression and Violence Prevention 
We recognise our duty to take action to reduce, as far as reasonably practicable, the risk of aggression and violence to our staff and tutors while at work, arising from staff, parents, students, and others.
We achieve this by:
· Assigning Violence Prevention Oversight: Designating senior staff members to consider and manage the issue of aggression and violence at work.
· Developing and Implementing a Violence Prevention Policy: Developing and implementing a policy for identifying and managing situations where there are risks of aggression and violence.
· Involving Staff in Policy Development: Involving our staff and tutors in the development of this policy and our procedures.
· Communicating the Violence Prevention Policy: Providing information about the policy to all staff and tutors.
· Providing Violence Awareness Training for Managers: Training all managers and supervisors to recognize work activities and locations where there are higher than normal risks of work-related violence and aggression.
· Ensuring Policy Implementation: Ensuring that the policy is adopted and followed.
· Providing Guidance on Reporting Violence: Ensuring staff and tutors know what to do if they suspect they, or a colleague, are under threat of violence or aggression at work.
· Providing Support Services: Providing counselling or occupational health services and support.
· Conducting Regular Policy Reviews: Monitoring and reviewing the policy and procedures, using experience to continuously improve the way we manage workplace violence and aggression.
To protect our staff and tutors from injury or ill health caused by violence and aggression at work, we will:
· Conduct Violence Risk Assessments: Assess our work activities to identify where staff and tutors may be subjected to violence or aggression from clients or other people when at work.
· Develop Violence Prevention Plans: Prepare a policy and plan of action to deal with aggression and violence at work.
· Involve Staff in Plan Development: Involve staff and tutors in developing the policy and plan of action.
· Evaluate Existing and Required Control Measures: Identify any control measures already in place and the additional measures or actions that may be required. Refer to published sector guidance and advice. Take advice from the police where appropriate.
· Consider Key Violence Prevention Factors: Consider factors including: 
· Recognizing where and why staff and tutors may be at risk.
· Systems to allow the reporting of aggression and threats of violence at work.
· Handling incidents, including calling the police.
· Premises security and alarms.
· Premises layout (making it difficult for aggressors to reach staff and tutors).
· Lone working and security for staff and tutors off-site.
· Training staff and tutors to identify 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 staff and tutors.
· Develop Tailored Violence Prevention Programs: Develop procedures, programs, and practices tailored to our premises.
· Maintain Written Violence Risk Assessment Records: Record details of our assessment, the controls in force, and additional measures planned.
· Ensure Managerial Understanding and Training: Ensure that managers and supervisors understand the policy and procedure. Consider whether they need any training.
· Communicate Violence Prevention Procedures and Provide Training: Explain these arrangements to our staff and tutors. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Violence Prevention Procedures: Implement the policy and procedures and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of the policy and procedure regularly and following any case of injury or ill health caused by aggression or violence at work, making changes identified as necessary or beneficial.



51. Medication Management 
We have a duty to ensure the health and safety of our staff, tutors, students, and visitors from the way that we store and administer medicines and drugs within our educational setting.
We achieve this by:
· Assigning Medication Management Oversight: Designating a senior manager or a Medical Needs Coordinator to consider and manage the safe provision, use, and storage of medication.
· Conducting Medication Risk Assessments: Assessing the risk to our staff, tutors, students, and visitors generally and more specifically to individual students with medical needs.
· Developing and Implementing Medication Management Procedures: Developing and implementing control measures, procedures, and safe systems of work.
· Ensuring Controlled Medication Dispensing: Ensuring that the dispensing of medication is adequately controlled and in accordance with relevant legislation.
· Providing Secure Medication Storage: Providing secure storage facilities for medication.
· Ensuring Competent Medication Risk Assessments: Ensuring that risk assessments are undertaken by competent and trained personnel.
· Ensuring Procedure Adherence: Ensuring staff, tutors, and others adhere to procedures, control measures, and safe systems of work.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using experience to continuously improve our management of the risks.
To ensure the safety of our staff, tutors, students, and visitors from the hazards and risks of administering and storing medication and drugs, we will:
· Identify Medication Hazard Exposure: Consider where and when staff, tutors, students, or visitors may be exposed to the hazard.
· Conduct Medication Risk Assessments: Where hazards are identified, carry out an assessment of the risks to our staff, tutors, students, and visitors.
· Involve Staff in Risk Assessment and Control Planning: Involve staff and tutors in these assessments and the identification of appropriate control measures.
· Evaluate Existing and Required Control Measures: Identify control measures already in place and any other measures required. Refer to professional, National Health Service, and Department for Education guidance.
· Develop Medication Management Procedures: Develop procedures for the receipt, recording, storage, handling, administration, and disposal of medicines, including: 
· Storing medicines in a lockable cupboard, with access restricted to designated staff.
· Ensuring medicines not in secure storage are not left unattended.
· Maintaining records of all medicines received, dispensed, and leaving the premises.
· Consider Key Medication Management Factors: Consider factors including: 
· Medicines administered only by appropriately trained and qualified staff.
· Administration and disposal of Controlled Drugs recorded in a controlled drugs register (if applicable).
· Develop Tailored Medication Management Programs: Develop procedures, programs, and practices tailored to our workplace.
· Ensure Managerial Understanding and Training: Ensure that managers, supervisors, and staff fully understand the procedures and arrangements. Consider whether they need any training.
· Communicate Medication Management Procedures and Provide Training: Implement the procedure and ensure that it is consistently followed in practice.
· Implement and Enforce Medication Management Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and following any incident involving drugs or medication, making changes to the procedure identified as necessary or beneficial.
52. Working with Children Safety 
We have a duty to protect our staff, tutors, students, and visitors from the hazards associated with our business activities involving children.
We achieve this by:
· Assigning Child Safety Oversight: Designating senior staff members to identify hazards and risks and manage child safety.
· Conducting Child Safety Risk Assessments: Assessing the risks created by working with children.
· Developing and Implementing Child Safety Procedures: Developing and implementing control measures, procedures, and safe systems of work. Ensuring that the management of policies, procedures, safe systems of work, and control measures relating to working with children are undertaken by competent and trained personnel.
· Providing Safe Equipment and PPE: Providing and ensuring the use of safe play equipment and, where required, personal protective equipment (PPE).
· Ensuring Competent Risk Assessments: Ensuring that risk assessments are completed by competent and trained personnel.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using experience to continuously improve our management of the risks associated with working with children.
To protect students and staff, we will:
· Conduct Child Safety Hazard Identification: Assess the work involved and identify areas where children and others could be harmed.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required.
· Consider Key Child Safety Factors: Consider factors including: 
· Play equipment: Is it suitable and regularly maintained?
· Premises and facilities (toilets, etc.): Are they safe, clean, and well-maintained?
· Infection control: Biological hazards from contact with bodily fluids or children with infectious conditions.
· Accidents and illness in children: Procedures for dealing with this, contacting parents or guardians, emergency assistance, etc.
· Food safety: Is any food consumed safely stored?
· Potential for verbal or physical abuse from parents, guardians, and children.
· Food preparation: Is it carried out safely to current food hygiene standards?
· Hazards involved in maintenance and cleaning.
· Safeguarding procedures.
· Maintain Written Child Safety Risk Assessment Records: Keep a written record of significant risk assessments and the control measures and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure that relevant senior management team and line managers understand the procedures and arrangements. Consider whether they need any training.
· Implement and Enforce Child Safety Procedures: Implement the procedure and ensure it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and whenever an incident occurs, making changes to the procedure identified as necessary or beneficial.

53. Educational Visit Safety 
We have a duty to protect our staff, tutors, students, and visitors from the risks created when we undertake educational visits.
We achieve this by:
· Assigning Educational Visit Safety Oversight: Designating senior staff members to identify hazards and risks and manage the safety of educational visits.
· Conducting Educational Visit Risk Assessments: Assessing the risks created by educational visits.
· Developing and Implementing Educational Visit Safety Procedures: Developing and implementing control measures, procedures, and safe systems of work. Ensuring that the management of policies, procedures, safe systems of work, and control measures is undertaken by competent and trained personnel.
· Ensuring Site Equipment Safety: Ensuring any educational and play equipment on sites visited is safe to use.
· Ensuring Competent Risk Assessments: Ensuring that risk assessments are completed by competent and trained personnel.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems, using experience to continuously improve the way we manage risks associated with educational visits.
To protect students, staff, tutors, and others from the hazards of educational visits, we will:
· Conduct Visit Risk Assessments: Assess the proposed visit and identify areas where staff, tutors, students, and others could be harmed.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required.
· Consider Key Educational Visit Safety Factors: Consider factors including: 
· Parental permission and approval of the visit from the Local Education Authority (as applicable).
· Safety rules for students to adhere to on the visit site (agreed in liaison with site staff).
· Safety of travel arrangements to and from the proposed site.
· Staff-to-student ratios: Are staff numbers sufficient?
· Possibility of contracting infectious diseases on the proposed site.
· Ground and weather conditions that may be encountered. Plan B in the event of poor weather or other issues on the day.
· Risks of water-based activities.
· Possibility of contact with electrical equipment and different forms of machinery.
· Possibility of contact with hazardous substances (e.g., pesticides) and animals.
· Welfare facilities and hygiene.
· Overseas visits: These will require more in-depth consideration.
· Maintain Written Educational Visit Risk Assessment Records: Keep a written record of significant risk assessments and the control measures and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure that relevant senior members of staff understand the procedures and arrangements. Consider whether they need any training.
· Implement and Enforce Educational Visit Safety Procedures: Implement the procedure and ensure it is consistently followed in practice.   
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and whenever an incident occurs, making changes to the procedure identified as necessary or beneficial.

54. Working in Educational Settings Safety 
We have a duty to protect our staff, tutors, and others from the risks encountered when working in schools, nurseries, and other educational settings.
We achieve this by:
· Assigning Educational Setting Safety Oversight: Designating senior staff members to identify hazards and risks and manage safety in schools, nurseries, and other educational settings.
· Conducting Educational Setting Risk Assessments: Assessing the risks created by working in schools, nurseries, and other educational settings.
· Developing and Implementing Educational Setting Safety Procedures: Developing and implementing control measures, procedures, and safe systems of work. Ensuring that the management of policies, procedures, safe systems of work, and control measures for work in schools, nurseries, and other educational settings is undertaken by competent and trained personnel.
· Providing Safe Learning Equipment and PPE: Providing and ensuring the use of safe learning equipment for children, students, volunteers, and staff, and where required, personal protective equipment (PPE).
· Ensuring Competent Risk Assessments: Ensuring that risk assessments are completed by competent and trained personnel.
· Providing and Documenting Training: Providing and maintaining records of relevant training.
· Conducting Regular System Reviews: Monitoring and reviewing our systems to continuously improve the way we manage the risks associated with the operation of our business.
To protect children, students, and our staff and tutors from the hazards encountered in schools, nurseries, and other educational settings, we will:
· Conduct Educational Setting Hazard Identification: Assess the work involved and identify areas where children, students, and others could be harmed.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required.
· Consider Key Educational Setting Safety Factors: Consider factors including: 
· Security of premises, CCTV, access and egress, pick-up and drop-off arrangements, etc.
· Facilities used: Are they clean, safe, and well-maintained?
· Possibility of verbal and physical abuse from children, students, carers, and parents.
· Equipment used (computers, play equipment, furniture, sports equipment, etc.): Is it maintained, safe, and regularly tested where necessary?
· Contact with hazardous substances (cleaning materials, chemicals in scientific lessons, etc.).
· Hazards regarding exposure to contagious illnesses suffered by children or students.
· Accident and injury procedures: Contacting parents, carers, emergency services, etc.
· Biological hazards from bodily fluid contact (e.g., during an accident).
· Paediatric first aid arrangements.
· Maintain Written Educational Setting Risk Assessment Records: Keep a written record of significant risk assessments and the control measures and systems of work adopted.
· Ensure Managerial Understanding and Training: Ensure relevant senior members of staff understand the procedures and arrangements. Consider whether they need any training.
· Implement and Enforce Educational Setting Safety Procedures: Implement the procedure and ensure it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and whenever an incident occurs, making changes to the procedure identified as necessary or beneficial.

55. Contractor Safety Management 
To ensure the safety of our staff, tutors, students, and visitors when we have contractors working on our premises, we need to be assured of their ability to control health and safety during their work.
We achieve this by:
· Assigning Contractor Safety Oversight: Designating a senior manager to coordinate and plan the selection of suitable and competent contractors or subcontractors.
· Reviewing Contractor Safety Documentation: Requesting and reviewing the suitability and adequacy of the health and safety documentation submitted by the contractor or subcontractor. Checking the competence of contractors and subcontractors.
· Requesting Method Statements: Requesting a 'method statement' for the work.
· Ensuring Method Statement Adherence: Ensuring that contractors and subcontractors adhere to their method statement and safety documentation.
· Communicating Site-Specific Procedures: Ensuring that the contractors or subcontractors are aware of the procedures and risk assessments for any of our work processes that may affect them.
· Ensuring Site Rule Compliance: Ensuring that contractors and subcontractors comply with our site-specific company rules.
· Verifying Equipment Inspection and Testing: Ensuring that any equipment used is inspected and tested at frequencies defined within current legislation and that evidence of this can be supplied.
· Conducting Joint System Reviews: Reviewing our own and contractors’ systems.
To ensure the safety of our staff, tutors, students, and visitors when we have contractors working on our premises, we need to be assured of their ability to control health and safety during their work.
We will:
· Assess Contractor-Related Hazards to Our Staff: Assess the hazards and risks to our staff and tutors created by contractors working on our premises.
· Assess Hazards to Contractors: Assess the hazards and risks to the contractors from their presence on our premises.
· Involve Staff and Contractors in Control Planning: Involve our staff, tutors, and the contractors in the identification of appropriate control measures.
· Evaluate Existing and Required Control Measures: Identify the control measures already in place and any additional measures that may be required. Refer to manufacturers’ guidance, sector guidance, published standards, etc.
· Consider Key Contractor Safety Factors: Consider factors including: 
· What will the contractor be doing? Where will they be doing it and when?
· Does this put any of our staff or tutors at risk? Will our processes put contractors at risk?
· Should the contractor work only when our staff and tutors are 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 questionnaire 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 staff and tutors?
· Does the place where the contractors will be working need to be fenced off to protect them from our work activities 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, instructions, and signs?
· Develop Contractor Safety Procedures: Develop procedures, programs, and practices for when contractors are working on our premises.
· Ensure Managerial Understanding and Training: Ensure that managers and supervisors understand the procedures and arrangements. Consider whether they need any training.
· Communicate Contractor Safety Procedures and Provide Training: Explain these arrangements to the staff and tutors. Ensure they are understood and provide further training where necessary.
· Implement and Enforce Contractor Safety Procedures: Implement the procedure and ensure that it is consistently followed in practice.
· Conduct Regular and Incident-Based Reviews: Monitor and review the operation of this procedure regularly and following any incident, injury, or case of ill health, making changes to the procedure identified as necessary or beneficial.

56. Key Staff 
Shannon Ramsey 
Health and Safety Officer IOSH
Shannon@1ststaff.co.uk
Tel: 0330 174 8191
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