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Section 1 - General Policy 

 
 

Health and Safety Policy Statement 
19 November 2025 

 
Conquest Schools Limited is committed to providing a safe and healthy working environment for all its 
employees, pupils, contractors, visitors, and anyone else who may be affected by our operations. We recognise 
our moral and legal responsibilities to ensure the health, safety, and welfare of all individuals in the workplace. 
 
This policy outlines our commitment to: 
 

• Complying with all relevant health and safety legislation, including but not limited to the Health and 

Safety at Work etc. Act 1974, and all associated regulations and Approved Codes of Practice (ACOP); 

• Preventing accidents, injuries, and ill-health by identifying, assessing, and controlling risks arising from 

our work activities; 

• Providing and maintaining safe plant, equipment, and systems of work; 

• Ensuring the safe use, handling, storage, and transport of articles and substances; 

• Providing adequate information, instruction, training, and supervision to enable all employees to 

perform their work safely and competently; 

• Consulting with employees on matters affecting their health and safety; 

• Maintaining a safe and healthy working environment with adequate welfare facilities; 

• Ensuring that adequate resources and sufficient financial arrangements are in place to control health and 

safety risks arising from our work activities; 

• Promoting a positive health and safety culture where everyone is encouraged to contribute to a safe 

workplace; 

• Setting goals and following action plans to ensure continuous improvement in health and safety 
performance; and 

• Regularly reviewing and updating this policy and our health and safety arrangements, at least 
annually, or sooner if there are significant changes to our operations, legislation, or as a result of an 
incident or accident investigation, to ensure their continued effectiveness and compliance with legislation 
and best practice. 

 
We believe that health and safety is an integral part of our business operations and is essential for our success. 
All employees are expected to co-operate with management in carrying out this policy and to take reasonable 
care for their own health and safety and that of others who may be affected by their acts or omissions. 

 
Signature:    
 
Name:  Lyana Sinclair-Russell 
 
Position:  Chair of Proprietors
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Section 2 – Organisation 
 

2.1 Overview 
 
Conquest Schools has recently acquired the site, the former John Fielding School vacated since 
approximately 2021, and are in the process of implementing minor refurbishment works to bring the 
building and facilities up to an appropriate standard and also the curriculum and educational support 
required prior to opening up to the first intake of pupils, proposed for January 2026.   The provision will 
be for pupils aged 7-19 with Social, Emotional and Mental Health (SEMH), ASC and ADHD needs. 
 
The site is surrounded by both residential properties and two other schools, Tower Road Academy and 
Boston St Mary’s RC Primary School. 
 
Operating periods proposed to be Monday to Friday 0830 – 1630 for staff and 0845-1430 for pupils. 
Initial proposed numbers would be up to 10 staff (2 management and 4-8 teaching staff) and up to 20 
pupils in the first academic year. Pupils would be from Year 3 to 14 (aged 7-19) and have a range of 
special educational needs. 
 
As the policy is being issued prior to operation as an educational facility, some assumptions have been 
made, together with reported proposals, to determine the specific arrangement topics included.   
Therefore, some points may not be immediately relevant but could be implemented in the near future. 
 
Safeguarding at Conquest School 
 
At Conquest School, we are committed to providing an environment in which students feel safe and secure to 
access their education. All stakeholders are responsible for ensuring the safety and well-being of children. 
Safeguarding is everyone’s responsibility and all staff are encouraged to maintain an “it could happen here” 
attitude. We recognise our responsibility to safeguard all who access school and promote the welfare of all our 
pupils by protecting them from physical, sexual and emotional abuse, neglect and bullying. Conquest School 
are dedicated to creating a strong safeguarding culture, and that the safety and well-being of children is the 
central thread that embeds itself through all aspects of the school. If a person is concerned about anything 
they read, witness or hear with regards to the school, they should contact the school’s designated 
safeguarding lead immediately or Headteacher. Safeguarding, and the safety and well-being of all pupils at 
Conquest School is carefully considered and a central theme through all school policies. 
 
Special Educational Needs & Disabilities (SEND) at Conquest School 
 
At Conquest School, we are passionate about providing an inclusive education to children with special 
educational needs. We recognise and celebrate the individuality of our pupils and use personalised 
approaches, allowing pupils with SEND to feel supported during the school day. We strive to provide pupils 
with the same opportunities and experiences that pupils would have received at a mainstream school, 
believing passionately that in the right environment, with the right support, pupils will flourish in education. We 
do this by focusing on providing a SEND friendly environment, a differentiated curriculum and a strong focus 
on developing pupils’ personal, social and emotional development. The special educational needs and 
disabilities of all pupils at Conquest School is carefully considered and a central theme in through all school 
policies. For more information, please read the school’s SEND Information Report. 
 
The Health & Safety Policy should be read in collaboration with the following policies: 
 
Safeguarding Policy 
Behaviour Policy 
Ofsted Framework 2019 
Independent School Standards, Part 3, para 16(a)(b) and para 13 and Part 5 
Conquest School Site Risk Assessment 
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2.2 Management Structure 

An organogram showing the management structure for Conquest Schools is provided below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lyana Sinclair-Russell 
Chair of Proprietors 

Simon Reynolds 
Head Teacher 

Karen Joel 
Deputy Head Teacher 

Educational Staff Administration and Support Staff 
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2.3 Responsibilities 

2.3.1 Responsibilities of the Proprietor(s) 
 

The Chair of Proprietors recognises and accepts the overall responsibility for health and safety 
and will ensure that suitable and sufficient arrangements are in place to satisfy the health and 
safety regulations and codes of practice that are applicable to the organisation. 

 
The general responsibilities are to: 

 

 Understand, initiate and monitor the effectiveness of the implementation of this policy and its 
arrangements, and ensure that any necessary alterations are made; 

 

 Ensuring that adequate resources and sufficient financial arrangements are in place to control 
health and safety risks arising from our work activities; 

 

 Ensure that employees are engaged, informed and take active participation in the 
implementation of this policy and its arrangements; 

 

 Ensure that adequate training is undertaken by employees to enable them to safely undertake 
their work duties; 

 

 Ensure adequate liaison with relevant external bodies, e.g. enforcing authorities, emergency 
services, where necessary; 

 

 Ensure that suitable arrangements are in place so that plant and equipment is provided and 
maintained and conforms to all relevant statutory provisions (e.g. guarding, examination and 
testing, etc.); 

 

 Ensure that suitable arrangements are in place so that hazardous substances are marked, 
used, stored or handled in accordance with relevant guidance and procedures; 

 

 Ensure that suitable arrangements are in place so that appropriate first aid, fire-fighting and 
any other relevant emergency equipment is provided and readily available; 

 Ensure adequate emergency procedures are in place and that they are regularly tested; 

 Ensure adequate procedures are in place to correctly report, record and investigate all 
accidents and incidents and that action is taken to prevent a reoccurrence; 

 Take appropriate action when statutory and/or internal standards are breached; 

 Ensure that health and safety is on the agenda at all relevant meetings; and 

 Ensure that contractors understand and comply with the organisations’ policies and 
procedures, and take action where compliance is not achieved. 
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2.3.2 Responsibilities of Duty Holders, Managers and Supervisors, etc. 
 

The Managers and Supervisors, etc., listed below are responsible for ensuring that health and safety 
arrangements are implemented and adhered to in the area of work for which they have control and 
responsibility, and/or for the specific arrangements identified in Section 3. 

 

Area of Responsibility / Specific Arrangements Name Title 

Asbestos Simon Reynolds Headteacher  

Construction Design and Management (CDM) Simon Reynolds Headteacher  

Control of Contractors Simon Reynolds Headteacher  

Display Screen Equipment Simon Reynolds Headteacher  

Electrical Safety Simon Reynolds Headteacher  

Fire Safety Simon Reynolds Headteacher  

First Aid and Accident Reporting Simon Reynolds Headteacher  

Hazardous Substances Simon Reynolds Headteacher  

Health and Safety Management Simon Reynolds Headteacher  

Legionella Simon Reynolds Headteacher  

Lone Working Simon Reynolds Headteacher  

Manual Handling Simon Reynolds Headteacher  

Mental Health and Wellbeing Simon Reynolds Headteacher  

Noise Simon Reynolds Headteacher  

Personal Protective Equipment Simon Reynolds Headteacher  

Pressure Systems Simon Reynolds Headteacher  

Safety Signs and Signals Simon Reynolds Headteacher  

Vibration Simon Reynolds Headteacher  

Work at Height Simon Reynolds Headteacher  

Work Equipment Simon Reynolds Headteacher  

Working Time Simon Reynolds Headteacher  

Workplace (Health, Safety and Welfare) Simon Reynolds Headteacher  

Workplace Transport Simon Reynolds Headteacher  

 
In addition, the general responsibilities of Managers and Supervisors, etc. are to: 

 

 Ensure they, and all employees under their control, observe the requirements of this policy; 
 

 Ensure that all employees under their control have received induction and further training, 
refreshed at periodic intervals, relevant to the tasks that they perform; 

 

 Ensure that, where necessary, suitable and sufficient risk assessments/safe systems of work are 
in place for the tasks undertaken, area of work or individuals at work; 

 

 Ensure that arrangements are agreed with contractors to avoid conflicts with work, and that where 
necessary, suitable risk assessments/method statements are in place and are being observed; 

 

 Ensure that all relevant health and safety information is communicated or distributed; 

 Ensure that their area of control is kept tidy, that good housekeeping is maintained and that any 
waste is removed promptly; 



Health and Safety Policy 

Section 2 

 

 

 

 Ensure that all work equipment is in good condition, adequately maintained and guarded; 

 Ensure that all hazardous substances are marked, used, stored or handled in accordance with 
relevant guidance and procedures; 

 

 Ensure, where appropriate, that suitable and sufficient personal protective equipment is provided 
to and worn by persons in their area of control; 

 

 Instigate relevant emergency procedures, where necessary, else ensure that the 
procedures are regularly tested; 

 

 Assess, follow up and record any health and safety concerns from employees, and ensure that 
they are dealt with, or referred, in a timely manner; 

 

 Ensure that all accidents and incidents are correctly reported, recorded and investigated and that 
action is taken to prevent a reoccurrence; and 

 Attend relevant health and safety meetings when requested. 

Managers and Supervisors are employees and must also see Section 2.3.3 
Responsibilities of Employees. 
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2.3.3 Responsibilities of Employees 
 

It is the responsibility of all employees to co-operate in the implementation of this Health and Safety 
Policy. All employees have a duty to ensure their own safety and the safety of others, 
e.g. co-workers, pupils, contractors working on the same premises and visitors to the premises. 

The general responsibilities of employees are to: 
 

 Adhere to the information, instruction and training they have received to ensure work activities are 
undertaken in a safe manner; 

 Not operate any vehicle or machinery that they are not competent and authorised to use; 

 Not interfere with or misuse anything provided in the interests of health and safety; 

 Report all defects in plant, equipment or materials, or any other obvious health and safety 
hazards, accidents, injuries and dangerous occurrences to their Supervisor or Manager; 

 

 Ensure that appropriate action is taken to rectify unsafe systems or actions; and 
 

 Ensure good housekeeping at all times to prevent incidents where possible, e.g. cleaning up a 
spillage immediately after it has occurred. 

 
Other responsibilities are detailed in the Employee’s Health and Safety Handbook that accompanies 
this policy. 
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2.3.4 Responsibilities of Contractors 
 

It is the responsibility of contractors to co-operate in the implementation of this health and safety 
policy, and to follow all instruction provided by the contact at the organisation. 

The general responsibilities of contractors are to: 

 

 Familiarise themselves with so much of this health and safety policy as affect them and will 
ensure that appropriate information is communicated to their employees, and/or any sub-
contractors who will do work on behalf of the organisation; 

 

 Provide a current copy of their health and safety policy, and any other relevant documentation, 
to the organisation when requested, such as insurance confirmation and risk assessments; 

 

 Ensure that any work is carried out in accordance with relevant statutory provisions, guidance 
and best practice, and in such a manner as to not put either themselves or any other persons 
at risk; 

 

 Ensure that all plant and equipment brought onto the premises is in a safe condition, good 
working order and conforms to all relevant statutory provisions, e.g. guarding, examination and 
testing, etc.; 

 

 Ensure that all hazardous substances brought onto the premises are marked, used, stored or 
handled in accordance with relevant guidance and procedures. Any substances with a 
significant health, fire or explosion risk, must be notified in advance to their contact at the 
organisation; 

 

 Ensure that all fire prevention and precaution measures appropriate to the work are taken; 
 

 Ensure steps are taken to minimise noise and vibration produced by their equipment and 
activities; 

 

 Ensure that their work area is kept tidy, that good housekeeping is maintained and that any 
waste is removed as appropriate; 

 

 Ensure that all accident and incidents are reported as soon as possible to their contact at the 
organisation; and 

 

 Ensure that welfare facilities provided by the organisation are treated with care and respect. 
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2.3.5 Responsibilities of the Health and Safety Consultant 
 

The HR Branch Limited has been used as an external safety advisor. This role provides 
competent health and safety advice in accordance with Reg. 7 of The Management of health and 
Safety at Work Regulations 1999 but has no executive authority. 

In general, the responsibilities of the health and safety consultant are to: 

 

 Assist the organisation with the implementation and monitoring of this policy and its 
arrangements; 

 Conduct site safety inspections, at a frequency requested by the organisation; 

 Provide assistance with the development, writing, implementation and monitoring of risk 
assessments/safe systems of work, etc.; 

 

 Provide written and verbal support and assistance to representatives of the organisation with 
regards to health and safety; and 

 

 Ensure that management are reminded of the need to review and revise the policy and its 
arrangements, as necessary. 

 
Additional services may be provided by arrangement, e.g. accident and incident investigation and 
liaison with enforcing authorities, attendance at health and safety meetings, training provision, etc. 
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2.3.6 Work Safe Policy 
 

Under the Management of Health and Safety at Work Regulations 1999, every employee has the 
right to refuse to carry out work that they believe to be unsafe. 

Where an employee feels that the work they are asked to do is unsafe, they must report it 
immediately to their Supervisor or Manager. If it is their Supervisor or Manager who has asked 
them to carry out the work, they may report to a safety representative or direct to senior 
management. Work will not be recommenced until the safety concerns have been assessed, and 
any reasonable concerns addressed. 

 
All refusals to work on safety grounds must be recorded, along with the findings of the assessment 
and actions taken to address the concerns. 

 
No employee raising justifiable safety concerns will be subject to any related disciplinary action, 
discharge, suspension, laying-off, demotion or any financial or other penalty. 
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Section 3 – Arrangements 
 

3.1 ASBESTOS  

Management of asbestos in non-domestic premises 
 
The relevant duty holder has responsibilities to manage asbestos in non-domestic properties, they: 

• Will take reasonable steps to find out if there are materials containing asbestos in the premises and, if so, 
how much, where they are and what condition they are in. This will involve a survey being undertaken by a 
competent person. The results of the survey will be recorded and the information provided to anyone who 
may work on, or disturb, the materials, for example, contractors.  An Asbestos Management Survey was 
undertaken in July 2025 which identified some asbestos containing materials (ACM), mainly in floor adhesive 
and tiles and a recommendation for periodic visual inspection; 

• Will develop a plan to manage materials containing asbestos on the premises. In some cases, asbestos 
can be safely left in place and a system of inspection introduced. Where asbestos is to be removed, the 
duty holder will use a contractor who holds a licence to work on asbestos (exemptions apply); 

• Will undertake a suitable assessment of the risk to health of employees, and others, before any work is 
carried out that may expose persons to asbestos. The assessment should be completed by a competent 
person. The results of the assessment will be recorded and the information provided to employees, 
including the control measures in place to prevent exposure; and 

• Will review the survey and management plans at regular intervals and revise them as necessary. 

Employees: 
 

• Must co-operate with the arrangements for the management of asbestos in non-domestic premises, for 
example, ask to see a copy of the asbestos survey and be mindful as to where asbestos is present, such 
that they are able to recognise defects or shortcomings in arrangements; and 

• Must notify the duty holder if there any defects or shortcoming in their arrangements. 

Work with asbestos 

Employers have responsibilities to manage work with asbestos containing materials, they: 
 

• Will not undertake any work that exposes employees to asbestos unless a suitable and sufficient 
assessment has been carried out to identify whether asbestos is, or is liable to be present, of what type 
and in what condition; 

• Will make a suitable and sufficient assessment of the risks to employee health from any asbestos work and 
record the findings. The assessment should be reviewed regularly; 

• Will determine whether the work requires a licence, is notifiable non licensed work or is non- licensed work 
and will only undertake work they are licensed or competent to do; 

• Will prepare a written plan for any asbestos work detailing how the work is to be carried out. A copy of the 
plan will be kept at the workplace; 

• Will not undertake any work unless notified to the enforcing authority in writing (for licensed and notifiable 
non-licensed work); 

• Will ensure that adequate information, instruction and training is given to employees who are liable to be 
exposed to asbestos and those who supervise asbestos work; 

• Will prevent or reduce exposure of employees to asbestos so far as is reasonably practicable, ensuring that 
control measures are maintained in an efficient state, in efficient working order and good repair; 

• Will provide adequate and suitable protective clothing and ensure that such clothing is disposed of as 
asbestos waste or adequately cleaned at suitable intervals; 

• Will protect the health of employees from an accident, incident or emergency; 

• Will prevent, or where this is not reasonably practicable, reduce to the lowest level reasonably practicable, 
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the spread of asbestos from any workplace and ensure that the workplace, and any plant used is kept in a 
clean state; 

 

• Will designate asbestos areas and respirator zones as appropriate during asbestos work; 

• Will monitor the exposure of employees to asbestos fibres present in air at regular intervals and when a 
change occurs (exemptions apply). In addition, employers will monitor for site clearance certification. 
Records are to be kept; 

• Will ensure that a health record for each employee, undertaking licensable work, is maintained and kept for 
40 years. Medical surveillance is required by a relevant doctor at intervals not exceeding 2 years; 

• Will ensure that, on or before 30 April 2015, a health record for each employee, undertaking notifiable non-
licensed work, is maintained and kept for 40 years. After 1 May 2015, medical surveillance is required by a 
relevant doctor at intervals not exceeding 3 years; 

• Will provide adequate washing and changing facilities; and 

• Will ensure the appropriate storage, distribution and labelling of asbestos waste. 
 
Employees: 

• Must co-operate with the arrangements for work with asbestos, in particular using any control measures, 
including dust suppression/extraction and personal protective equipment; 

• Must carefully follow all procedures in the plan of work and keep the workplace clean; 

• Must eat and drink only in the places provided; and 

• Must report any defects or shortcomings in arrangements, and particularly in control measures, to their 
Supervisor or Manager immediately. 

Reference(s) 
Control of Asbestos Regulations 2012 

Resource(s) 

L143: Control of Asbestos Regulations 2012. Approved Code of Practice and Guidance  
HSG264 Asbestos: The Survey Guide 
HSG247 Asbestos: The Licensed Contractors’ Guide 

Further information and guidance is available at www.hse.gov.uk 

 

 

http://www.hse.gov.uk/
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3.2 CONSTRUCTION DESIGN AND MANAGEMENT 

The Construction (Design and Management) Regulations 2015 identify various duty holders and their roles to 
ensure health and safety is managed throughout the design and construction phase of a project. These duty 
holders include client, domestic client, designer, principal designer, principal contractor, contractor and worker. 
As defined by the Regulations it is likely the organisation could undertake one or more of the following roles but 
most likely as Client: 
 
Clients: 

• Will make suitable arrangements for managing a project, including the allocation of sufficient time and other 
resources; 

• Will ensure that these arrangements are maintained and reviewed throughout the project; 

• Will provide pre-construction information as soon as is practicable to every designer and 
contractor appointed, or being considered for appointment, to the project; 

• Will ensure that, before the construction phase begins, a construction phase plan is drawn up by the 
contractor if there is only one contractor, or the principal contractor; 

• Will ensure that the principal designer prepares a health and safety file for the project, which is revised from 
time to time to incorporate any new information; 

• Will, if there is more than one contractor, appoint in writing, a principal designer and a principal contractor, 
before the construction phase begins; and 

• Will, where a project is notifiable, give notice in writing to the Executive as soon as is practicable before the 
construction phase begins. 

A project is notifiable if the construction work is scheduled to: 

• Last longer than 30 working days and have more than 20 workers working simultaneously at any point in 
the project; or 

• Exceed 500 person days. 

All designers or contractors appointed to work on a project must have the skills, knowledge and experience 
and, if they are an organisation, the capability to fulfil the role in a manner that secures the health and safety of 
any person affected by the project. 

Designers: 

• Will not commence work in relation to a project unless satisfied that the client is aware of their duties; 

• Will eliminate, take steps to reduce or foreseeably control the risks that may arise during construction 
and the maintenance and use of a building once it is built; and 

• Will provide sufficient information to other members of the project team to adequately assist them to 
comply with their duties. 

Principal Designers: 

• Will plan, manage and monitor the pre-construction phase and coordinate matters relating to health 
and safety during the pre-construction phase; and 

• Will prepare a health and safety file and ensure the file is appropriately reviewed, updated and revised from 
time to time. 

Principal Contractors: 

• Will, before setting up a construction site, draw up a construction phase plan; 

• Will ensure the construction phase plan is appropriately reviewed, updated and revised from time to time; 

• Will plan, manage and monitor the construction phase and coordinate matters relating to health and safety 
during the construction phase; 

• Will organise cooperation between contractors; 

• Will ensure suitable site induction is provided; 
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• Will take necessary steps to prevent access by unauthorized persons to the construction site; 

• Will ensure welfare facilities are available on the first day of work and throughout the construction phase. 
In addition, ensure that the welfare facilities are of sufficient size to accommodate all those on site who will 
use them, and ensure they are adequately cleaned and maintained; and 

• Will make and maintain arrangements to ensure all those engaged in construction work cooperate 
effectively and consult on matters connected with the project which may affect their health and safety. 

Contractors: 

• Will not carry out construction work unless satisfied that the client is aware of their duties; 

• Will plan, manage and monitor construction work carried out under their control; 

• Will, where there is more than one contractor working on a project, ensure there is coordination with others 
involved; 

• Will provide each worker under their control with appropriate supervision, instructions and information; 

• Will check that suitable and sufficient welfare facilities have been provided and are being maintained; and 

• Will prepare a construction phase plan where we are the only contractor on the project. 

Workers: 

• Must take care of their own health and safety and that of others who may be affected by their actions; 

• Must report anything they see which is likely to endanger their own or others health and safety; and 

• Must co-operate with their employer, other workers, contractors and other duty holders. 
 

The Regulations contain general requirements for all construction sites that must be complied with, including: 
 

o Safe places of construction work; 

o Good order and site security; 

o Stability of structures; 

o Demolition and dismantling; 

o Explosives; 

o Excavations, cofferdams and caissons; 

o Reports of inspections; 

o Energy distribution installations; 

o Prevention of drowning; 

o Traffic routes and vehicles; 

o Prevention of risk from fire, flooding or asphyxiation; 

o Emergency procedures including emergency routes and exits; 

o Fire detection, warning and fire-fighting; 

o Fresh air; 

o Temperature and weather protection; and 

o Lighting. 

Schedule 2 to the Regulations contains the minimum welfare facilities required for construction sites. 

Reference(s) 

Construction (Design and Management) Regulations 2015 

 

Resource(s) 

L153: Construction (Design and Management) Regulations 2015. Approved Code of Practice  
HSG33: Health and Safety in Roof Work 
HSG47: Avoiding Danger from Underground Services  
HSG65: Managing for Health and Safety 
HSG144: The Safe Use of Vehicles on Construction Sites 
HSG150: Health and Safety in Construction 
HSG151: Protecting the Public HSG168: Fire Safety in Construction 

Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/
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3.3 CONTROL OF CONTRACTORS 

Both employers and contractors have responsibilities under health and safety legislation. Many contractors are 
employers too. Everyone needs to take the right precautions to eliminate or reduce health and safety risks to 
employees and the public. 

Employers: 

• Will identify all aspects of the work they want a contractor to do and consider the health and safety 
implications of the work; 

• Will provide all potential contractors with this information and make sure they know and understand the 
performance expected of them; 

• Will satisfy themselves that a chosen contractor can do the job safely and without risks to health. This means 
making enquiries about the competence of the contractor and ensuring statutory and advisory requirements 
are in place such as liability insurances, RAMS, training, etc; 

• Will ensure that the risk assessment for the work activities of the organisation covers risks to contractors and 
with the contractor consider any risks from each other’s work that could affect the health and safety of the 
workforce or anyone else; 

• Will agree any measures needed to control risk with the contractor before work starts, among other things to 
ensure that contractors are aware of hazards on site, e.g. the presence of asbestos containing materials; 

• Will communicate, co-operate and co-ordinate with the contractor throughout the process and ensure that the 
contractor and their employees have information on health and safety risks they may face, the measures in 
place to deal with those risks and any emergency procedures; 

• Will provide clear instructions, information and adequate training for their own employees; 

• Will consult with their own employees on health and safety matters and how the contractor’s work will affect 
their health and safety, making sure they know how to raise any concerns they may have about the 
contractors and their work; 

• Will manage the contractor’s work consistent with the level of risk; 

• Will take prompt and appropriate action if contractors are observed working not in accordance with their risk 
assessments, or safety systems of work/method statements; and 

• Will ensure that permits to work are arranged and completed as required. 

Employees: 

• Must co-operate with the arrangements for work with contractors; and 

• Must report any defects or shortcomings in arrangements, and particularly in control measures, to their 
Supervisor or Manager immediately. 

 

Reference(s) 

Management of Health and Safety at Work Regulations 1999  
Construction (Design and Management) Regulations 2015 
 
Resource(s) 
HSG150: Health and Safety in Construction  
HSG159: Managing Contractors: A Guide for Employers 
 
Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.4 DISPLAY SCREEN EQUIPMENT (DSE) 

The use of display screen equipment (DSE) at work may result in ill effects including: 

o Upper limb pains and discomfort; 

o Eye and eyesight effects; and 

o Fatigue and stress. 

Persons who habitually use DSE, as a significant part of their normal work, are defined as ‘users’. 
The employer has a responsibility to avoid or reduce risks to users, or persons likely to become users.  

Employers: 

• Will ensure that for all users, for which they have responsibility, a DSE risk assessment is carried out 
and a record kept. In practice this means that there will be a completed risk assessment form for each 
workstation, and this will identify whether the associated personnel are users or not. Risk assessments 
should be carried out in conjunction with the user so as to provide training; 

• Will progress reasonable requests from users for any items identified as a result of carrying out the 
DSE risk assessment and, which will significantly reduce any ill effects associated with DSE work; 

• Will, where users request an eye and eyesight test, arrange for this to be undertaken and ensure that 
reasonable costs for the eye and eyesight test and of ‘special’ corrective appliances, i.e. those 
prescribed solely to undertake DSE work, are reimbursed. Normal corrective appliances remain at the 
expense of the individual; and 

• Will remain responsible for maintaining a record of DSE users. 

Users: 

• Must co-operate with their Manager and assist them in carrying out the DSE risk assessment detailed 
above; and 

• Must notify their Manager if they become aware of any ill effects associated with their DSE work so 
that the DSE risk assessment may be reviewed. 

 
Reference(s) 
Health and Safety (Display Screen Equipment) Regulations 1992 (as amended) 

Resource(s) 
L26: Work with Display Screen Equipment: Health and Safety (Display Screen Equipment) Regulations 1992 
as Amended by the Health and Safety (Miscellaneous Amendments) Regulations 2002 

Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.5 ELECTRICAL SAFETY 

Electricity can kill or severely injure people and cause damage to property. Every year many accidents at work 
involving electric shock or burns are reported to the Health and Safety Executive (HSE). Most of the fatal 
incidents are caused by contact with overhead power lines. Even non-fatal shocks can cause severe and/or 
permanent injury, e.g. shocks from faulty equipment may lead to falls from ladders, scaffolds or other work 
platforms. Those using or working with electricity may not be the only ones at risk – poor electrical installations 
and faulty electrical appliances can lead to fire, which may also cause death or injury to others. 
 
The use of electricity in environments cannot be avoided as it is in nearly all working premises. Working safely 
with electricity and electrical equipment is vital. 

Employers: 

• Will ensure all systems (and conductors in a system) are of such construction as to prevent, so far as is 
reasonably practicable, danger. This includes the suitable insulation, protection and placing of 
conductors, and earthing or other suitable precautions to protect against faults and excess current; 

• Will ensure all systems are maintained, so as to prevent, so far as is reasonably practicable, such danger; 

• Will ensure every work activity, including operation, use and maintenance of a system and work near a 
system, is carried out in such a manner as not to give rise to danger; 

• Will ensure any equipment provided to protect persons at work on or near electrical equipment is suitable, 
maintained and properly used; 

• Will ensure that no electrical equipment is put into use where its strength and capability may be exceeded 
in such a way as to give rise to danger; 

• Will ensure that any electrical equipment that may reasonably be exposed to mechanical damage, the 
effects of the weather, the effects of wet, dirty dusty or corrosive conditions, or any flammable or 
explosive substance, is of such construction or as necessary constructed as to prevent, so far as is 
reasonably practicable, danger; 

• Will ensure, where necessary to prevent danger, suitable means are available for cutting off the supply of 
electrical energy and isolating it; 

• Will ensure adequate precautions are taken to prevent electrical equipment, which has been made dead 
in order to prevent danger while work is carried out on or near that equipment, from becoming electrically 
charged during that work; 

• Will not allow any person to engage in work on or near live conductors unless it is unreasonable in all 
circumstances for it to be so, and suitable precautions are taken to prevent injury; and 

• Will not allow any person to engage in any work activity associated with electrical equipment, without 
adequate technical knowledge or experience (unless that person is under such a degree of supervision 
from someone who such knowledge and experience). 

Employees: 

• Must co-operate with their employer to enable the duties placed on them to be complied with; and 

• Must comply with the any of the above provision so far as they relate to matters within their control. 

Reference(s) 
Electricity at Work Regulations 1989 

Resource(s) 
HSR25: Memorandum of Guidance on the Electricity at Work Regulations 1989. Guidance on 
Regulations 
HSG85 Electricity at Work: Safe Working Practices  
HSG107: Maintaining Portable Electrical Equipment  
HSG230: Keeping Electrical Switchgear Safe 

Further information and guidance is available at www.hse.gov.uk 
 

http://www.hse.gov.uk/
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3.6 FIRE SAFETY 

The cost of a serious fire can be high, and many businesses or organisations fail to recover. The 
consequences of fire include property and stock damage, lost business and increased insurance premiums – 
more importantly fire can seriously injure and kill. 

The responsible person(s) is, in a workplace, likely to be the employer; however, it may be the person in 
control of the premises, for example, a building owner. In all other premises it will be the person, or persons 
in control of the premises who are responsible for fire precautions. The responsible person(s) have a duty to 
ensure that any fire risks are identified, evaluated, removed or reduced to ensure persons are protected, so 
far as is as reasonably practicable. Relevant persons include employees, visitors, contractors and members 
of the public.   The responsible person is Simon Reynolds, Headteacher. 
 
Responsible Person(s): 

• Will carry out a suitable and sufficient fire risk assessment, considering the various factors outlined below 
to determine whether further precautions are required to remove or reduce the risk and protect persons. A 
fire risk assessment was undertaken in October 2025 by an external contractor; 

o Premises.  Construction of buildings and infrastructure, number of buildings on site, size and number 
of floors; 

o Persons at risk.  Employees, visitors, contractors, members of the public, vulnerable persons (mobility 
or other additional needs); 

o Sources of Fuel.  Infrastructure components, combustible materials, furniture or waste, flammable 
materials and gases; 

o Sources of ignition.  Hot works (e.g. welding, grinding), faulty electrical systems and appliances, 
arson, lightning, open flames, smoking; 

o Sources of air/oxygen.  Piped or compressed cylinder Oxygen; 

o Means of escape.  Suitable escape routes including appropriate travel distances, signage, emergency 
lighting, fire doors and fire exits; 

o Fire detection and warning.  Provision of appropriate fire detection and warning systems from manual 
operation to fully automatic, monitored systems; 

o Fire-fighting.  Provision of appropriate fire-fighting equipment of a suitable type, in the correct location 
and, with signage; 

o Provision of appropriate fire awareness training for all staff and additional roles as required such as 
Fire Warden / Marshal; and 

o Provision of appropriate emergency action plan, with all persons made aware, including staff and 
visitors, with the plan practised at periodic intervals to ensure its effectiveness. 

• Will record the significant findings of their fire risk assessment if they employ five or more persons and 
ensure this is communicated to relevant persons; 

• Will nominate one or more competent persons, depending on the size and use of the premises to carry 
out the precautions identified by the risk assessment. A competent person is someone with the 
knowledge, training and/or experience to implement the precautions properly; 

• Will provide employees, and other relevant persons, with clear and relevant information, instruction and 
training on the risk of fire and the measures taken to protect them. There is particular emphasis on those 
persons at specific risk, for example, persons with a disability, young persons, etc.; 

• Will co-operate and co-ordinate with other responsible persons for shared premises, if applicable; 

• Will establish a suitable means of contacting the emergency services and providing relevant information 
regarding the risk from dangerous substances, and liaise with the emergency services and enforcing 
authority where necessary; and 

• Will ensure that the premises and any equipment provided in connection with fire detection and warning, 
firefighting, emergency routes and exits, including emergency lighting, are appropriate and covered by a 
suitable system of maintenance and are maintained by a competent person in an efficient state, working 
order and good repair. 
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Relevant Persons, including employees: 

• Must co-operate with the responsible person(s) to ensure the workplace is safe from fire and its effects, 
and must not do anything that will place themselves or others at risk; 

• Must inform the responsible person(s), or other person with specific responsibility, of any work situation 
presenting a serious and immediate danger, or shortcoming in arrangement that may result in such 
danger; and 

• Must follow all training and instruction received. 

 
Reference(s) 
Regulatory Reform (Fire Safety) Order 2005 
 

Resource(s) 

HSG51: Storage of Flammable Liquids in Containers  
HSG140: Safe Use and Handling of Flammable Liquids 
HSG168: Fire Safety in Construction 

HSG176: Storage of Flammable Liquids in Tanks 

 
Further information and guidance is available at www.hse.gov.uk 

 

 

http://www.hse.gov.uk/
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3.7 FIRST AID AND ACCIDENT REPORTING 

The purpose of first aid is to preserve life, prevent a condition from becoming worse and promote recovery. All 
employers have a duty to make arrangements to ensure their employees receive immediate attention if they are 
injured or taken ill at work.   It is also considered prudent under duty of care to ensure that pupils are also 
included, even if there is no specific legal requirement to do so. 

An employer should make an assessment of first aid needs, appropriate to the circumstances of each 
workplace, to ensure that sufficient first aid personnel, equipment and facilities are available. 

Based on that assessment, where an employer provides first aiders in the workplace, they should have a 
valid certificate of competence in either first aid at work (FAW) or emergency first aid at work (EFAW). EFAW 
training enables a first aider to give emergency first aid to someone who is injured or becomes ill at work, 
whereas FAW training additionally equips a first aider to deal with a range of injuries and illnesses. An 
appointed person is not a first aider, but someone to look after the first aid equipment, facilities and call the 
emergency services when required. The following table serves as a guide as to how many first aiders or 
appointed persons are needed. 
 

Degree of Hazard Numbers employed at 
any location 

Suggested Number of First Aid 

Trained Personnel at all Times 

People are at Work 

Low hazard, e.g. offices, shops and 

libraries 

Less than 25 At least one appointed person 

25 – 50 At least one first aider trained in 
EFAW 

More than 50 At least one first aider trained in 
FAW for every 100 employed (or 
part thereof) 

Higher hazard, e.g. light engineering and 
assembly work, food processing, 
warehousing, extensive work with 
machinery or sharp instruments, 
construction and chemical manufacturing 

Fewer than 5 At least one appointed person 

5 – 50 At least one first aider trained in 
EFAW or FAW depending on the 
type of injuries that might 
occur 

More than 50 At least one first aider trained in 
FAW for every 50 employed (or part 
thereof) 

 
In addition to the above, where applicable, employers must account for: 

 
• Additional training to deal with injuries resulting from special hazards or life-threatening bleeds; 

• Inexperienced workers or employees with disabilities; 

• Employees who work remotely or alone; 

• Employees who work shifts or out of hours; 

• Workplaces remote from emergency medical services; 

• Employees working at sites occupied by other employers; 

• Planned and unplanned absences by first aiders or appointed persons; and 

• Pupils and visitors to the site. 
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It may also be helpful to have people trained to identify and understand mental ill health symptoms who are able 
to support someone who is experiencing a mental health issue. 
 
All businesses must have appropriate means for enabling first aid at work. Following any accident there is a 
requirement for the employee to report accident details to the employer. The employer then has a duty to 
investigate the accident and notify it the enforcing authorities, where appropriate. 

Employers: 

• Will ensure that an ambulance or other professional help is summoned as soon as possible by the most 
appropriate means or other arrangements are made, as necessary; 

• Will ensure that they have an adequate number of first aid personnel in their area, and that the number of 
first aid personnel is monitored and reviewed; 

• Will ensure that there are an adequate number of first aid boxes in the workplace, and that they are 
suitably stocked, and properly identified; 

• Will provide means for the accident to be recorded and check that the accident details are a full and 
correct account of the accident; 

• Will follow up accidents and ensure that any remedial actions, where required, are carried out, to prevent 
recurrence; 

• Will ensure that the Incident Contact Centre are notified where appropriate using the correct reporting 
method; and 

• Will monitor and review accidents to ensure the effectiveness of these arrangements. 

Employees: 

• Must advise management of all accidents. When you are injured at work, the law says that you must tell 
your employer as soon as possible. You do this by ensuring that details of the accident are recorded in 
the Accident Book; 

• Must look after your own safety and the safety of others who may be affected by your acts or omissions; 
and 

• Must use work equipment and personal protective equipment correctly and not misuse any item of 
equipment. If an accident does occur report it to your Supervisor or Manager immediately. 

 
Reporting of Incidents 

Employers, or other responsible persons (dependant on the status of the injured party or workplace), are 
required to report and keep records of: 
 

• Work related accidents which cause death; 

• Work related accidents which cause certain serious injuries; 

• Diagnosed cases of certain industrial diseases; and 

• Certain dangerous occurrences. 

The diagram overleaf is provided to help decide when an incident should be reported to the Incident Contact 
Centre. 
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Deaths 
 
All deaths to workers and non-workers, with the exception of suicides, must be reported if they arise from a 
work-related accident, including an act of physical violence to a worker. This applies for up to one year 
following the date of the accident. 

Specified Injuries 
 
Any of the following specified injuries must be reported: 

• Any fracture, other than fingers, thumbs or toes; 

• Any amputation; 

• Any injury likely to lead to permanent loss of sight or reduction in sight in one or both eyes; 

• Any crush injury to the head or torso causing damage to the brain or internal organs; 

• Serious burns (including scalding) which: 

o Cover more than 10% of the body; or 
o Cause significant damage to the eyes, respiratory system or other vital organs. 

• Any scalping requiring hospital treatment; 

• Any loss of consciousness caused by head injury or asphyxia; 

• Any other injury arising from working in an enclosed space which: 

o Leads to hypothermia or heat-induced illness; or 
o Requires resuscitation or admittance to hospital for more than 24 hours. 

No 

Accident does not 
require reporting 

Is it a reportable injury? 

(refer to list) 

Record the injury in the 
Accident Book 

 

 
Yes 

 
Accident connected with 

work, or involving a member 

of the public 

Injury has resulted from the 
accident 

(including injuries from physical 

violence) 

No injury has 

resulted from 

the accident 

No 

Yes 

Has the person been off 

work for more than seven 

days because of the injury? 

Was the accident a 
Dangerous Occurrence? 

(refer to list) 

 
Yes 

Fatal and major injuries are to be reported to the Incident Contact Centre by the quickest possible means and 
an accident report form (F2508) submitted via HSE’s website within 10 days of the incident 

 
Dangerous occurrences are to be reported without delay using the appropriate form on the HSE website 

‘Over seven day injuries’ are to be reported within 15 days of the accident using the HSE’s reporting form 
which is available on their website 

No 
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Over-seven-day Incapacitation of a Worker 
 
Accidents must be reported where they result in an employee or self-employed person being away from work, 
or unable to perform their normal work duties, for more than seven consecutive days as a result of their injury. 
This seven-day period does not include the day of the accident, but does include weekends and rest days. 
 
Over-three-day Incapacitation of a Worker 

Accidents must be recorded, but need not be reported, where they result in a worker being incapacitated for 
more than three consecutive days. 
 
Injuries to Non-workers (e.g. Members of the Public) 

Work-related accidents to members of the public, or others who are not at work, must be reported if they result 
in an injury, and the person is taken directly from the scene of the accident to hospital for treatment to that 
injury. Examinations and diagnostic tests do not constitute ‘treatment’ in such circumstances. There is no need 
to report incidents where people are taken to hospital purely as a precaution when no injury is apparent. 
 
If the accident occurred at a hospital, the report only needs to be made if the injury is a specified injury (as 
above). 

Dangerous Occurrences 
 
Dangerous occurrences, irrespective of any personal injury resulting, should also be reported to the Incident 
Contact Centre. The list below gives a brief guide to the types of dangerous occurrences which should be 
reported: 

• Lifting equipment failure; 

• Pressure systems failure; 

• Overhead electric lines contact; 

• Electrical incidents causing explosion or fire; 

• Explosive misuse; 

• Biological agent release; 

• Radiation generators and radiography failure; 

• Breathing apparatus failure; 

• Diving operations – failure of equipment, trapping, uncontrolled ascent; 

• Collapse of scaffolding; 

• Train collisions; 

• Wells (not water abstraction) equipment failure, blow out; 

• Pipelines or pipeline works failure or uncontrolled realease; 

• Structural collapse; 

• Explosions or fire; 

• Release of flammable liquids and gases; and 

• Hazardous escapes of substances. 

Further incidents may be reportable for specific workplaces, e.g. quarries. 
 

Occupational Diseases 
 
Where, in relation to a person at work, the responsible person receives a diagnosis of any of the diseases listed 
below they must follow the correct reporting procedures: 

• Carpal Tunnel Syndrome, where the person’s work involves regular use of percussive or 

vibrating tools; 
• Cramp in the hand or foreman, where the person’s work involves prolonged periods of 

repetitive movement of the fingers, hand or arm; 

• Occupational dermatitis, where the person’s work involves significant or regular exposure to a 

known skin sensitiser or irritant; 
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• Hand Arm Vibration Syndrome, where the person’s work involves regular use of percussive or vibrating tools, 
or holding materials subject to percussive processes, or processes causing vibration; 

• Occupational asthma, where the person’s work involves significant or regular exposure to a 

known respiratory sensitiser; or 

• Tendonitis or tenosynovitis in the hand or forearm, where the person’s work is physically 

demanding and involves frequent, repetitive movements. 
 
Exposure to Carcinogens, Mutagens and Biological Agents 
 
Where, in relation to a person at work, the responsible person receives a diagnosis of: 

 
• Any cancer attributed to an occupational exposure to a known human carcinogen or mutagen (including 

ionising radiation); or 

• Any disease attributed to an occupational exposure to a biological agent. 

Reporting Injuries, Diseases and Dangerous Occurrences 
 
Fatal and major injuries must be reported by the quickest possible means to the Incident Contact Centre, and 
followed up by the completion of the ‘Report of an injury’ form available via the HSE website within 10 days of the 
incident (see www.hse.gov.uk/riddor). 
 
Dangerous occurrences must be reported without delay by way of completion of the appropriate form on the 
website. Over-seven-day injuries must be reported by completing the ‘Report of an injury’ form within 15 days of 
the incident. 

Cases of occupational diseases, including those associated with exposure to Carcinogens, Mutagens or 
Biological Agents, must be reported as soon as the responsible person receives a diagnosis, using the 
appropriate on-line form. 

The responsible person is required to keep records of every event which must be reported, and records of injuries 
that result in a person unable to carry out their normal duties for more than three days, for at least three years. 
 
Reference(s) 
Health and Safety (First Aid) Regulations 1981 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

Resource(s) 
L74: First Aid at Work. Health and Safety (First Aid) Regulations 1981. Guidance on Regulations 
HSG245: Investigating Accidents and Incidents – for Employers, Unions and Safety Reps 
  
Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/riddor)
http://www.hse.gov.uk/
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3.8 HAZARDOUS SUBSTANCES 

Hazardous substances can occur in many forms, including solids, liquids, vapours, gases and fumes. They can 
also be simple asphyxiants (gases or vapours that can displace oxygen content to such an extent that life 
cannot be supported) or biological agents (such as bacteria, viruses, fungi and parasites). Special 
consideration must be given to substances that can cause asthma, cancer or other irreversible effects. 

Separate Regulations cover other specific hazardous substances, such as asbestos, lead, ionising radiation 
and flammable/explosive substances. 
 
The employer should regard a substance or preparation (a mixture of two or more substances) as hazardous if 
it has the potential to cause harm if it is ingested, inhaled, absorbed by, or comes into contact with, the skin, or 
other body membranes, including by injection. 

Employers: 

• Will not carry out any work which can expose any of their employees to any substances hazardous to 
health until a suitable and sufficient assessment of the risk to employees’ health created by that work has 
been carried out; and the steps needed to prevent or adequately control exposure have been identified and 
put into operation; 

• Will ensure that the person (or persons) who carries out the assessment and provides information of the 
prevention and control measures are competent to do so; 

• Will consult employees and/or their safety representative on any measures they plan to introduce as a 
result of an assessment; 

• Will establish procedures to ensure that control measures, including personal protective equipment and any 
other item or facility, are properly used or applied and are not made less effective by other work practices 
or by improper use; 

• Will ensure that any control measure, including engineering controls and personal protective equipment, is 
maintained in an efficient state, in efficient working order and in a clean condition; 

• Will ensure that any control measure, including systems of work and supervision, are reviewed at suitable 
intervals and revised as necessary; 

• Will ensure that in the case of engineering controls, thorough examination and testing is carried out at 
suitable intervals. In the case of local exhaust ventilation this is at least once every 14 months (unless for a 
specified process). Records are to be kept for 5 years; 

• Will ensure that in the case of respiratory protective equipment (other than disposable), thorough 
examination and testing is carried out at suitable intervals. Records are to be kept for 5 years; 

• Will ensure that the person (or persons) who carries out maintenance, examination and testing of control 
measures are competent to do so; 

• Will ensure, where the risk assessment indicates it is requisite for ensuring the maintenance of adequate 
control, or to otherwise protective the health of employees, that the exposure of employees to substances 
hazardous to health is monitored; 

• Will ensure that in the case of exposure monitoring, it is completed at regular intervals. Records are to be 
kept for 5 years (40 years where a record contains the personal monitoring data of an individual employee); 

• Will ensure that any person (or persons) who carries out exposure monitoring are competent to do so; 

• Will ensure, where it is appropriate for the protection of health, that employees who are, or are likely to be, 
exposed to substances hazardous to health, are under suitable health surveillance; 

• Will ensure that in the case of health surveillance, it is completed at regular intervals. Records are to be 
kept for 40 years; 

• Will ensure that any person (or persons) who carries out health surveillance are competent to do so; 

• Will provide employees with suitable and sufficient information, instruction and training to include details of 
the substances hazardous to health to which they are likely to be exposed, the significant findings of the 
risk assessment, the precautions in place to safeguard them and others (including hygiene arrangements) 
and the results of any monitoring; and 
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• Will ensure that procedures are in place, including the provision of appropriate first-aid facilities, warning 
and communication systems and relevant safety drills, in order to protect the health of employees from an 
accident, incident or emergency. 

Employees: 

• Must use the control measures in the way they are intended and as they have been instructed, including 
following defined methods of work; 

• Must wear any personal protective equipment provided, correctly, in accordance with the 

manufacturer’s instructions, when they have been advised it is required; 

• Must ensure that any personal protective equipment is stored, when not in use, in the accommodation that 
is provided to prevent damage; 

• Must use the welfare facilities provided to maintain a high standard of personal hygiene; 

• Must remove any personal protective equipment which could cause contamination before eating drinking or 
smoking; 

• Must report any defects noted with regards to personal protective equipment to the appropriate person 
promptly; and 

• Must not use damaged personal protective equipment. 
 

Reference(s) 

Control of Substances Hazardous to Health Regulations 2002 (as amended) 

 
Resource(s) 
L5: Control of Substances Hazardous to Health Regulations 2002. Approved Code of Practice and 
Guidance on Regulations 
L8: Control of Legionella Bacteria in Water Systems. Approved Code of Practice and Guidance on 
Regulations 
EH40/2005: Workplace Exposure Limits (as amended) HSG53: Respiratory Protective Equipment at Work  
HSG61: Health Surveillance at Work 
HSG97: A Step by Step Guide to COSHH Assessment HSG167: Biological Monitoring in the Workplace 
HSG173: Monitoring Strategies for Toxic Substances 
HSG187: Control of Diesel Engine Exhaust Emissions in the Workplace  
HSG 201: Controlling Exposure to Stonemasonry Dust – Guidance for Employers 
HSG258: Controlling Airborne Contaminants at Work 

HSG262: Managing Skin Exposure Risks at Work 

HSG274: Legionnaires’ Disease 
 

Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/


Section 3 HSM 

Health and Safety Policy 
 

 

3.9 HEALTH AND SAFETY MANAGEMENT 

Organisations have a legal duty to put in place suitable arrangements to manage health and safety.  

Employers: 

• Will make a suitable and sufficient assessment of the risks to the health and safety of employees to which 
they are exposed whilst at work; and the risks to others, such as contractors, visitors and members of the 
public arising out of or in connection with the undertaking.   If relevant, this may include specific person-
related assessments where additional needs have been identified that may affect the safe undertaking of 
their role (e.g. pregnancy, mobility or health limitations; 

• Will review the assessment when there is reason to believe it is no longer valid; or there has been a 
significant change in the matters to which it relates; 

• Will not employ a young person unless an assessment has been made taking into account the 
inexperience, lack of awareness of risks and immaturity of young persons, and that they are protected from 
any risks to their health and safety as a consequence; 

• Will ensure that the significant findings of an assessment are recorded (where there are 5 or more 
employees); 

• Will implement preventive and protective measures on the bases of the following principles of prevention: 

o Avoiding risks; 

o Evaluating the risks that cannot be avoided; 

o Combating the risks at source; 
o Adapting the work to the individual, especially as regards the design of workplaces, the choice of 

work equipment and the choice of working and production methods; 

o Adapting to technical progress; 

o Replacing the dangerous by the non-dangerous or the less dangerous; 
o Developing a coherent overall prevention policy which covers technology, organisation of work, working 

conditions, social relationships and the influence of factors relating to the work environment; 

o Giving collective measures priority over individual protective measures; and 

o Giving appropriate instructions to employees. 

• Will make and give effect to such arrangements as are appropriate, having regard to the nature of activities 
and size of undertaking, for the effective planning, organisation, control, monitoring and review of 
preventive and protective measures; 

• Will ensure that the arrangements are recorded (where there are 5 or more employees); 

• Will ensure that employees are provided with such health surveillance as is appropriate having regard to 
the risks that are identified by the assessment; 

• Will appoint one or more competent persons to assist with the management of health and safety. Such 
persons will have sufficient training and experience or knowledge and other qualities to enable them to 
properly assist; 

• Will establish appropriate procedures to be followed in the event of serious and imminent danger; 

• Will ensure that any necessary contacts with external services are arranged, particularly as regards first-
aid, emergency medical care and rescue work; 

• Will provide employees with comprehensive and relevant information on the risks to their health and safety 
identified by the assessment, and the preventive and protective measures; 

• Will co-operate and co-ordinate with other employers, where two or more employers share a workplace 
(whether on a temporary or permanent basis); 

• Will ensure that employees are provided with adequate health and safety training when they are recruited 
to the undertaking, and when they are exposed to new or increased risk. Training will be repeated 
periodically where appropriate and take place during working hours; 

• Will provide any temporary workers with comprehensible information on the qualifications and skills 
required to carry out work safely, and any health surveillance required; 

• Will include an assessment of the risks to the health and safety of a new or expectant mother or to that of 
her baby. The employer will, if it is reasonable to do so, and it would avoid the risks, alter the working 
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conditions or hours of work of the expectant mother. If it is not reasonable to avoid any such risks, then 
consideration should be given to any reasonable and suitable alternative roles for as long as is necessary; 

• Will ensure that young persons are protected. Regulation 19 requires every employer to ensure that all 
employees under 18 years old are protected from any risks to their health and safety, which may result 
from their lack of experience, awareness of existing or potential risks, or lack of maturity. 

• Will demonstrate commitment to the process by monitoring and reviewing performance; 

• Will ensure that systems are in place to report performance upwards, so that management are assured that 
legal compliance is achieved and maintained; 

• Will ensure that systems are in place to report serious incidents upwards immediately; 

• Will monitor the design, development, installation and operation of management arrangements by 
arranging, for example, the routine inspection of premises, plant and equipment, health surveillance (where 
applicable), and planned function check regimes for key pieces of plant to prevent dangerous situations 
being realised and/or harm to employees; 

• Will monitor the evidence of poor health and safety practice, for example, investigating accidents and 
incidents and monitoring cases of ill-health and sickness absence records, such that lessons can be learnt 
and transferred to other parts of the business. It will also be necessary to review, and if necessary revise, 
risk assessments and associated documents; 

• Will provide leadership and management that supports and embraces working towards a positive health 
and safety culture; 

• Will ensure employees are trained and skilled for the work they are expected to undertake; 

• Will consult with employees on health and safety matters, their risks posed by their work, and the 
preventative and protective measures in place; and 

• Will access competent health and safety advice, as required. 
 
Employees: 

• Must use any machinery, equipment, dangerous substance, transport equipment, means of production or 
safety device in accordance with any training and instructions given; 

• Must inform the employer (if necessary via their safety representative, Supervisor or Manager) of any 
situation considered to represent serious and immediate danger, or any matter considered to represent a 
shortcoming in the organisation’s protection arrangements for health and safety; and 

• Must co-operate and communicate with their employer to allow them to fulfil their statutory duties. 

• Must attend training provided by the employer and follow the training that has been provided; 

• Must communicate with the employer on matters of health and safety; 

• Must advise their Supervisor or Manager of any health and safety concerns or defects; 

• Must report accidents, incidents and dangerous occurrences/near misses; 

• Must follow instructions provided by their employer for their health, safety and welfare; and 

• Must ensure their working does not affect the safety of themselves or any person who may be affected by 
their acts or omission. 

Note:  

The Safety Representatives and Safety Committees Regulations 1977 only apply to those organisations that 
have recognised trade unions for collective bargaining purposes. The union may appoint safety representatives 
from among the employees and notify the employer in writing. The representatives fulfil several functions 
including investigating the causes of accidents, carrying out inspections and attending safety committee 
meetings. Representatives will be permitted time off with pay to fulfil these functions and to undergo health and 
safety training. 

The Health and Safety (Consultation with Employees) Regulations 1996 were introduced to ensure that 
employees working in organisations without recognised trade unions would still be consulted on health and 
safety matters. Employees will be consulted either on an individual basis or through employee safety 
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representatives elected by the workforce. The function of these safety representatives are similar to those 
outlined above, as are the rights to health and safety training. The employer will consult on issues including the 
introduction of any measure or change which may substantially affect employees’ health and safety, any 
information resulting from risk assessments or their resultant control measures and the planning and 
organisation of any health and safety training required by legislation. 
 
Reference(s) 
Management of Health and Safety at Work Regulations 1999 (as amended) 
Safety Representatives and Safety Committees Regulations 1977  
Health and Safety (Consultation with Employees) Regulations 1996 

Resource(s) 
L146: Consulting Workers on Health and Safety. Safety Representatives and Safety Committees Regulations 
1977 (as Amended) and Health and Safety (Consultation with Employees) Regulations 1996 (as Amended). 
Approved Code of Practice and Guidance 
HSG 65: Managing for Health and Safety 
HSG137: Health Risk Management – Practical Guide for Managers in SMEs 
HSG 256: Managing Shift Work – Health and Safety Guidance 
HSG 263: Involving Your Workforce in Health and Safety – Good Practice for All Workplaces 
 
Further information and guidance is available at www.hse.gov.uk 
 

 

http://www.hse.gov.uk/
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3.10 LEGIONELLA 

Legionellosis is a collective term for diseases caused by legionella bacteria including the most serious 
Legionnaires' disease, as well as the similar but less serious conditions of Pontiac fever and Lochgoilhead 
fever. Legionnaires' disease is a potentially fatal form of pneumonia, and everyone is susceptible to infection. 
The risk increases with age, but some people are at higher risk including: 
 

• People over 45-50 years of age; 

• Smokers and heavy drinkers; 

• People suffering from chronic respiratory or kidney disease; 

• People with diabetes, lung and heart disease; and 

• Anyone with an impaired immune system. 

The bacterium Legionella pneumophila and related bacteria are common in natural water sources such as 
rivers, lakes and reservoirs, but usually in low numbers. They may also be found in purpose- built water 
systems such as cooling towers, evaporative condensers, hot and cold water systems and spa pools. 

If conditions are favourable, the bacteria may grow increasing the risks of Legionnaires' disease and it is 
therefore important to control the risks by introducing appropriate measures. 
 
People contract Legionnaires' disease by inhaling small droplets of water (aerosols), suspended in the air, 
containing the bacteria. Certain conditions increase the risk from legionella if: 

 
• The water temperature in all or some parts of the system may be between 20-45 °C, which is suitable for 

growth; 

• Water is stored or sat for long periods in tanks and pipework or re-circulated; 

• There are deposits that can support bacterial growth providing a source of nutrients for the organism, e.g. 
rust, sludge, scale, organic matter and biofilms; and 

• It is possible for breathable water droplets to be created and dispersed, e.g. aerosol created by a cooling 
tower or water outlets. 

 
The relevant duty holder, such as the employer or person in control of the premises has responsibilities to 
manage Legionella bacteria, they: 

• Will take suitable precautions to prevent or control the risk of exposure to legionella. Carry out a suitable 
and sufficient risk assessment to help establish any potential risks and implement measures to either 
eliminate or control those risks. A competent person with the necessary skills should conduct a risk 
assessment. This can be done by someone from within your own organisation or from someone outside, 
e.g. an external consultant.   A Legionella Risk Assessment has been completed in December 2025, with 
measures for establishing a management plan. 

• Will identify the risks in the water system, or a competent person who understands your water systems and 
any associated equipment should establish any possible exposure to legionella risks, as listed above, as 
part of a risk assessment. The risk assessment will include: 

 
o Management responsibilities, including the name of the competent person and a description of the 

systems; 

o Any potential risk sources; 

o Any controls currently in place to control risks; 

o Monitoring, inspection and maintenance procedures; 

o Records of the monitoring results, inspection and checks carried out; and 

o A review date. 

If it is decided that the risks are insignificant and are being properly managed to comply with the law, the 
assessment is complete. No further action is required, but it is important to review the assessment 
periodically in case anything changes in your system. 
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• Will consider whether the risk of legionella can be prevented in the first place by considering the type of 
water system needed, e.g. consider whether it is possible to replace a wet cooling tower with a dry air-
cooled system. The key point is to design, maintain and operate water services under conditions that 
prevent or adequately control the growth of legionella bacteria. This includes, as appropriate: 

o Ensure that the release of water spray is properly controlled; 
o Avoid water temperatures and conditions that favour the growth of legionella and other micro-

organisms; 
o Ensure water cannot stagnate anywhere in the system by keeping pipe lengths as short as possible or 

by removing redundant pipework; 
o Avoid materials that encourage the growth of legionella. The Approvals Directory references fittings, 

materials, and appliances approved for use on the UK Water Supply System by the Water Regulations 
Advisory Scheme - WRAS); 

o Keep the system and the water in it clean; and 
o Treating water to kill legionella bacteria (and other microorganisms) or limit their ability to grow. 

• Will ensure that if a risk is identified that cannot be prevented, appropriate controls are implemented to 
control any risks from legionella by identifying: 

 

o The system(s), e.g. developing a written schematic; 

o Who is responsible for carrying out the assessment and managing its implementation; 

o The safe and correct operation of the system(s); 

o What control methods and other precautions will be used; and 

o What checks will be carried out to ensure risks are being managed and how often. 

• Will develop a suitable management plan to manage legionella on the premises. For businesses with five 
or more employees, a record should be documented of any significant findings, including any groups of 
employees identified by it as being particularly at risk and the steps taken to prevent or control risks. If 
there are less than five employees, then it is not necessary to write anything down, although it is useful to 
keep a written record of what has been done. Records should include details about: 

 
o The person or people responsible for conducting the risk assessment, managing, and 

implementing the written scheme; 

o Any significant findings of the risk assessment; 

o The written control scheme and its implementation;  

o Measures to implement for the actions in the event of a case or outbreak of Legionellosis. 
o The results of any inspection, test or check carried out, and the dates. This should include details 

about the state of operation of the system, i.e. in use/not in use. 
 

These records should be retained throughout the period for which they remain current and for at least two 
years after that period. Records kept in accordance with the last bullet point above should be retained for at 
least five years. 

• Will review the assessment and management plan at regular intervals and revise them as necessary. 

Employees: 

• Must co-operate with the arrangements implemented for the management of legionella in the workplace. 

• Must notify the duty holder if there any defects or shortcoming in their arrangements. 

 
Reference(s) 

Control of Substances Hazardous to Health Regulations 2002 (as amended) 

 
Resource(s) 

L8: Legionnaire’s Disease: The Control of Legionella Bacteria in Water Systems - Approved Code of Practice 

and Guidance 

HSG274 Pt 1 – The control of Legionella bacteria in evaporative cooling systems, Pt 2 – The control of Legionella 
bacteria in hot and cold water systems HSG274 Pt 3 – The control of Legionella bacteria in other risk systems 

INDG 458 – Legionnaire’s Disease: A Brief Guide for Duty holders 

 
Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/
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3.11 LONE WORKING 

The definition of lone working is an employee who works by themselves without close or direct supervision. 
Lone working is not in itself against the law and it will often be safe to do so. However, the law requires 
employers to consider carefully, and then deal with, any health and safety risks for people working alone. 
 
Employers: 

• Will assess the risks to lone workers and take steps to avoid or control risks where necessary. Some tasks 
may be too difficult or dangerous to be carried out unaccompanied, e.g. work in a confined space. In such 
cases, the employer will arrange assistance; 

• Will involve workers when considering potential risks and measures to control them; 

• Will take steps to ensure risks are removed where possible, or put in place control measures, e.g. carefully 
selecting work equipment to the ensure the worker is able to perform the required tasks in safety; 

• Will provide suitable and sufficient instruction, training and supervision to control, guide and help, 
particularly for lone workers faced with uncertain situations, and set limits to what can and cannot be done 
whilst working alone; 

• Will review risk assessments periodically or when there has been a significant change in working practice; 

• Will, where a lone worker is working at another employer’s workplace, inform that other employer 

of the risks and control measures; 

• Will consider both routine and foreseeable emergencies that may impose additional physical and mental 
burdens on an individual; 

• Will take into account an individuals’ medical fitness for lone working; and 

• Will establish emergency procedures and ensure lone workers are provided with information and are 
trained in their implementation, e.g. arrangements for access to first aid facilities. 

Employees: 

• Must attend and follow training provided, follow safe systems of work, assessments and emergency 
procedures that are in place; 

• Must take reasonable care of themselves and other people who are affected by their work activities; and 

• Must co-operate with their employers with regards to lone working requirements. 

Reference(s) 

Health and Safety at Work Etc. Act 1974 

Management of Health and Safety at Work Regulations 1999 

Resource(s) 

Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.12 MANUAL HANDLING 

The employer has a responsibility to avoid or reduce risks to employees from manual handling 
operations. 

Employers: 

• Will ensure, in the work areas for which they have responsibility, that manual handling operations are 
avoided, so far as is reasonably practicable. This may involve ensuring that mechanical handling 
equipment is available, maintained and used appropriately by those under their control; 

• Will ensure, where manual handling operations cannot be avoided, that they have assessed the task and 
satisfied themselves that the manual handling operation cannot be avoided. This may involve carrying out 
a risk assessment; and 

• Will ensure, for those manual handling operations which remain, that health and safety risks are reduced so 
far as is reasonably practicable. This may involve introducing job rotation schemes or ensuring that team 
lifting practices are employed etc. Manual handling training courses are widely available and must also be 
considered. 

Employees: 

• Must use the appropriate mechanical handling equipment, where it is available, to avoid the need for 
manual handling. Any deficiency in the equipment must be reported to their Supervisor or Manager; 

• Must assist their Manager in carrying out manual handling risk assessments detailed above; and 

• Must ensure that, for the manual handling tasks which remain, that they are undertaken in accordance with 
any training and instruction they have received. You must be mindful of your own abilities when lifting and 
carrying etc. and not put yourself at increased risk. 

Reference(s) 
Manual Handling Operations Regulations 1992 (as amended) 

Resource(s) 
L23: Manual Handling. Manual Handling Operations Regulations 1992 (as Amended). Guidance on Regulations 

HSG60: Upper Limb Disorders in the Workplace 

Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.13 MENTAL HEALTH AND WELLBEING 
 
We recognise that mental ill health and stress are associated with many of the leading causes of disease and 
disability in our society. Promoting and protecting the mental wellbeing of our workforce is important for 
individuals’ physical health, social wellbeing and productivity. 
 
Mental wellbeing in the workplace is relevant to all employees, and everyone can contribute to improved mental 
wellbeing at work. Addressing workplace mental wellbeing can help strengthen the positive, protective factors 
of employment, reduce risk factors for mental ill health and improve general health. 

The purpose of this policy is to provide direction and guidance to employees and line managers on the 
management of mental health and wellbeing concerns. 
 
Definitions 
 

• Mental health is defined as a state of wellbeing in which an individual can cope with the normal stresses 
of life and can work productively. However, when a person is suffering from mental ill health their 
emotional wellbeing has been affected; 

• Stress is defined as “the adverse reaction people have to excessive pressure or other types of demand 
placed on them”; 

• Health is defined as “...a state of complete physical, mental and social wellbeing and not merely the 
absence of disease or infirmity”; and 

• Wellbeing: is defined as “...a state of being with others, where human needs are met, where one can act 
meaningfully to pursue one’s goals, and where one enjoys a satisfactory quality of life”. 

 
Employers: 

• Will protect and promote mental health and wellbeing of our employees and others who may be affected 
by our operations; 

• Will continuously strive to improve the mental health environment and culture of the organisation by 
identifying, eliminating, or minimising all harmful processes, procedures and behaviours that may cause 
psychological harm or illness to our employees;  

• Will build and maintain a workplace environment and culture that supports mental health and wellbeing 
and prevents discrimination (including bullying, harassment and racism); 

• Will increase employee knowledge and awareness of mental health and wellbeing issues and behaviours; 

• Will tackle workplace factors that may negatively affect mental wellbeing; 

• Will reduce stigma around depression and anxiety in the workplace; 

• Will facilitate employee’s active participation in a range of initiatives that support mental health and 
wellbeing; 

• Will give employees information on and increase their awareness of mental wellbeing; 

• Will include information about the mental health and wellbeing policy in employee inductions; 

• Will provide systems that encourage predictable working hours, reasonable workloads and flexible 
working practices, where appropriate; 

• Will develop management skills to promote mental wellbeing; 

• Will develop a culture based on trust, support and mutual respect within the workplace; 

• Will establish effective two-way communication to ensure employees involvement, particularly during 
periods of organisational change; 

• Will provide a physical environment that is supportive of mental health and wellbeing including a sound, 
ergonomically designed workstation or working situation with appropriate lighting, noise levels, heating, 
ventilation and adequate facilities for rest breaks; 

• Will provide training for designated employees, if deemed necessary, in the early identification, causes 
and appropriate management of mental health issues such as anxiety, depression, stress and change 
management; 
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• Will ensure individuals suffering from mental health problems are treated fairly and consistently and are 
not made to feel ashamed or guilty; 

• Will manage return to work for those who have experienced mental health problems and in cases of long-
term sickness absence, put in place, where possible, a phased return to work; 

• Will offer assistance, advice and support to people who experience a mental health problem while in 
employment; 

• Will ensure employees are aware of the support that can be offered through occupational health 
provision, Employee Assistance Programme (where appropriate) or alternatively their own GP, or a 
counsellor; 

• Will make every effort to identify suitable alternative employment, in consultation with the employee, 
where a return to the same job is not possible due to identified risks or other factors; 

• Will treat all matters relating to individual employees and their mental health problems in the strictest 
confidence and share on a ‘need to know’ basis only with consent from the individual concerned; 

• Will adopt the principles of the HSE Stress Management Standards for employees or groups of employees 
that it is felt may be affected by stress; 

• Will identify all workplace stressors and conduct risk assessments to eliminate stress or control the risks 
from stress. These risk assessments will be regularly reviewed; 

• Will consult with employee representatives on all proposed action relating to the prevention of workplace 
stress; 

• Will provide training in good management practices, including those related to health and safety and 
stress management; 

• Will provide confidential counselling and adequate resources; 

• Will align with other relevant organisation policies and procedure such as physical activity, alcohol and 
absence management; 

• Will monitor the workplace, identify hazards and risks and take steps to eliminate or reduce these as far 
as is reasonably practicable; 

• Will ensure good communication between management and employees, particularly where there are 
organisational and procedural changes; 

• Will assist and support employees who are known to have mental health problems or are 
experiencing stress outside work, e.g. due to bereavement or separation; 

• Will ensure employees are provided with the resources and training required to carry out their job; 

• Will monitor workloads to ensure that people are not overloaded; 

• Will monitor working hours and overtime to ensure that employees are not overworking, and monitor 
holidays to ensure that employees are taking their full entitlement;  

• Will ensure employees are provided with meaningful developmental opportunities; 

• Will ensure that employees performing a management or supervisory function have sufficient competence 
to discharge that function in a manner consistent with the maintenance of mental health in the workplace; 

• Will, where practical, monitor and report on levels of sickness absence which relate to mental health 
problems including stress-related illness (in conjunction with departmental managers and the occupational 
health service if provided); 

• Will manage mental health problems effectively; and 

• Will, as far as is reasonably practicable, promoting mental health throughout the organisation by 
establishing and maintaining processes that enhance mental health and wellbeing. 

Employees: 

• Should ensure they are aware of this Mental Health and Wellbeing Policy and the facilities available. This 
will be part of the Health and Safety Policy, will be included in the employee handbook and employee 
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information or induction pack. Updates will be provided to all employees via their line management; 

• Should raise issues of concern and seek help from their safety representative, line manager, human 
resources or occupational health department, or use the Employee Assistance Programme where 
applicable; and 

• Accept opportunities for counselling when recommended. 

Reference(s) 

The Health and Safety at Work, etc Act 1974 

The Management of Health and Safety at Work Regulations 1999; and 

The Equality Act 2010 

Resource(s) 

HSE WBK01 Tackling work-related stress using the Management Standards approach 
HSG218: Managing the causes of work related stress 

Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.14 NOISE 

Working in a noisy environment may result in the ill health of employees or pupils, including: 
 

• Temporary or permanent damage to hearing, including noise induced hearing loss; 

• Fatigue and stress; 

• Tinnitus (ringing, whistling, buzzing or humming in the ears), a distressing condition that can lead to 
disturbed sleep. 

 
All of the above may result in lower than normal performance in the workplace and so in addition to preventing 
ill health there are real commercial benefits to be obtained from a noise control programme. 

The employer has a responsibility to avoid or reduce risks to employees from noise to as low a level as 
reasonably practicable.   The only likely noise risks within a school environment could potentially be from music 
lessons where provided. 
 
Employers: 

• Will ensure that all noise hazards within their area of control are identified. In addition, they must estimate, 
and where necessary measure, likely exposure; 

• Will identify relevant control measures and record findings in an action plan. The aim is to protect 
employees by eliminating or reducing risks using good practice and engineering controls and ensuring that 
no legal limits are exceeded over an averaged 8 hour working day.  These are Lower Exposure Action 
Value of 80dB(A), Upper Exposure Action Value of 85dB(A) and an Exposure Limit Value of 87dB(A); 

• Will provide hearing protection for those at risk (having already given consideration to other means of 
noise control) as well as providing and managing hearing protection zones; 

• Will consult workers, and/or their safety representatives and allow their participation and provide 
information, instruction and training about the noise risks, control measures in place, the hearing protection 
provided and safe working practices; 

• Will provide health surveillance (hearing checks) for those at risk and use the results to review controls 
and further protect individuals; 

• Will maintain any noise-control equipment and hearing protection, and ensure that anything supplied is 
fully and properly used; and 

• Will review the arrangements for control of noise at work whenever there is a change to a work practice, a 
change in noise exposure or new ways are uncovered to reduce risks. 

 
Employees: 

• Must co-operate with the arrangements for the control of noise at work, including attending for hearing 
checks; 

• Must use the nose control measures provided and report any defects; and 

• Must make full and proper use of the hearing protection provided, especially where its use is mandatory. 

Reference(s) 
Control of Noise at Work Regulations 2005 

Resource(s) 
L108: Controlling Noise at Work. Control of Noise at Work Regulations 2005. Guidance on 
Regulations 
 
Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.15 PERSONAL PROTECTIVE EQUIPMENT 

Personal protective equipment covers all required personal safety equipment which is intended to be worn or 
held by a person at work which protects against one or more risks to their health and safety, and any addition 
or accessory designed to meet that objective. This includes clothing affording protection against the weather.   
For schools, it is possible that certain activities may require the use of protective clothing or equipment, e.g 
science or art. 
 
Employers: 

• Will ensure that suitable personal protective equipment is provided, free of charge, to employees who may 
be exposed to a risk to their health and safety while at work except where and to the extent that such risk 
has been adequately controlled by other means which are equally or more effective; 

• Will ensure that where the presence of more than one risk to health or safety makes it necessary for 
employees to wear or use more than one item of personal protective equipment simultaneously, such 
equipment is compatible and continues to be effective against the risk or risks in question; 

• Will, before providing any personal protective equipment, ensure that an assessment is made to determine 
that it will be suitable; 

• Will ensure that any personal protective equipment provided to employees is maintained (including being 
replaced or cleaned as appropriate) in an efficient state, in efficient working order and in good repair; 

• Will ensure that appropriate accommodation is provided for personal protective equipment when it is not 
being used; 

• Will ensure that employees are provided with such information, instruction and training as is adequate and 
appropriate to enable them to know the risks which the personal protective will avoid or limit, the purpose 
and manner in which it is to be used, and any action to be taken by them to ensure that the equipment 
remains fit for use; and 

• Will take reasonable steps to ensure that any personal protective equipment provided is properly used. 

Employees: 

• Must use any personal protective equipment in accordance both with any training received and instructions 
given; 

• Must take all reasonable steps to ensure that personal protective equipment is returned to the 
accommodation provided for it after use; 

• Must report any loss or obvious defect to their employer immediately; and 

• Must not misuse or wilfully damage any personal protective equipment provided for their safety. 
 
Reference(s) 
Personal Protective Equipment at Work Regulations 1992 (as amended)  
Personal Protective Equipment at Work (Amendment) Regulations 2022 

 
Resource(s) 
L25: Personal Protective Equipment at Work. Personal Protective Equipment at Work Regulations 1992 (as 
Amended). Guidance on Regulations 
HSG53: Respiratory Protective Equipment at Work  
HSG262: Managing Skin Exposure Risks at Work 
 
Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.16 PRESSURE SYSTEMS 

A pressure system can be defined as: 

• one or more pressure vessels of rigid construction, and any associated pipework and protective 
devices; 

• pipework with its protective devices to which a transportable pressure receptacle is, or is intended to 
be connected; or 

• a pipeline and its protective devices. 

Which contain or are liable to contain a relevant fluid, but does not include a transportable pressure receptacle. 

Examples include boilers and steam heating units, pressurized processing plant, compressed air systems (fixed 
and portable), pressure cookers, etc.  A flow diagram at the end of this section could be used to determine if a 
system is relevant. 
 
A relevant fluid can be defined as: 

• steam; 

• any fluid or mixture of fluids which is at a pressure greater than 0.5 bar above atmospheric pressure; or 

• a gas or mixture of gases, or a liquid which would turn into a gas if system failure occurred. This covers 
compressed air as well as other compressed gases, i.e. nitrogen, acetylene and oxygen. 

Relevant fluids do not include hydraulic oils.  Hydraulic systems, while using high pressures, do not store energy 
in the system and so are not included. 

The employer/user: 

• Will only operate a pressure system, or allow it to be operated, if safe working limits have been established 
and communicated; 

• Will only operate a pressure system, or allow it to be operated, if a written scheme of examination for the 
periodic inspection of it (its pressure vessels, pipelines and protective devices) has been drawn up by a 
competent person; 

• Will ensure that those parts of a pressure system included in the written scheme of examination are 
examined by a competent person within the intervals specified in the scheme, and before the system is 
used for the first time; 

• Will not operate, or allow the operation of, a pressure system than has failed an examination, unless the 
repairs, modifications or changes to the established safe operating limits specified in the examination have 
been completed; 

• Will not operate, or allow the operation of, a pressure system after the expiry date of examination, unless a 
later date is agreed in writing with the competent person; 

• Will provide for any person operating the system adequate and suitable instructions for the safe operation 
of the system and the action to be taken the event of any emergency; 

• Will take reasonable steps to ensure that the system is only operated in accordance with the instructions 
provided; 

• Will ensure that the system is properly maintained in good repair, so as to prevent danger; and 

• Will keep records including the last examination by a competent person, any previous reports containing 
information assessing whether the system is safe to operate, or about any repairs or modifications. 

 
The competent person: 

• Will, if they are of the opinion that the pressure system or part of the pressure system being examined will 
give rise to imminent danger unless certain repairs, modifications or changes to the operating conditions 
are made, report this is writing to the user. The competent person will send a written report containing the 
same details to the relevant enforcing authority. 

 
Employees: 

• Must follow the information in place to support the safe use of the equipment; 
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• Must not use the equipment unless they have been instructed, trained, shown how to use it to a level they 
require to safely use; 

• Must attend training/information sessions provided and follow the training/information provided at all times; 

• Must not modify the equipment unless they have been authorised by their employer as competent to do so; 

• Must not misuse or interfere with the equipment provided; and 

• Must report any concerns or defects to their Supervisor or Manager immediately. 
 

Reference(s) 

Pressure Systems Safety Regulations 2000 

Pressure Equipment (Safety) Regulations 2016 

 
Resource(s) 
L122: Safety of Pressure Systems. Pressure Systems Safety Regulations. Approved Code of Practice  
HSG39: Compressed air safety 
HSG139: Safe use of compressed gases in welding, flame cutting and allied processes  

Further information and guidance is available at www.hse.gov.uk 

See overleaf for decision flow diagram 

http://www.hse.gov.uk/
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Note: This diagram only covers type (a) pressure systems, as defined in regulation 2(1) under ‘pressure system’, 
‘one or more pressure vessels of rigid construction, any associated pipework and protective devices.’  
It does not cover a type (b) pressure system, ‘the pipework with its protective devices to which a transportable 
pressure receptacle is, or is intended to be, connected,’ or a type (c) pressure system, ‘a pipeline and its 
protective devices.’  
If your pressure system is as defined in (b) or (c), this diagram will not work. 
 

*bl - bar litres – e.g.   25 litre capacity at 10 bar max pressure = 250 bl 

* 
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3.17 SAFETY SIGNS AND SIGNALS 

The Health and Safety (Safety Signs and Signals) Regulations 1996 require employers to use a safety sign 
where there is a significant risk to health and safety that has not been avoided or controlled by the methods 
required under other relevant law, provided use of a sign can help reduce the risk. 
 
Safety signs are not a substitute for those other methods of controlling risks such as engineering controls and 
safe systems of work, but may be of importance to reduce any residual risk after other controls have been put 
into place. 

The requirements apply to all workplaces and to all activities where people are employed, but exclude signs 
used in connection with transport or the supply and marketing of dangerous substances, products and 
equipment. The Regulations require, where necessary, the use of road traffic signs in workplaces to regulate 
road traffic. 
 
There are five different types of signs included in ISO 7010:  

 
 
 

Hazards should be controlled as far as practicable by other means such as engineering controls, or safe 
systems of work. However, when this isn’t possible: 
 
Employers: 

• Will ensure a suitable and sufficient assessment of the risks has been undertaken and that all 
necessary controls have been identified and put into place; 
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• Will make certain appropriate information/instruction/training is provided so that all employees understand 
the safety signs signals, hand instructions, and audible alarms are understood; 

• Will maintain safety signs, signals, and alarms so that they work as required, for example, sounding 
alarms, cleaning signs; 

• Will use the correct type of signs as is required; 

• Will, where pipes/containers are not obvious as to what they hold/transport, ensure that they are 
appropriately marked as to the dangerous substance within, for example, mains gas or steam; 

• Will identify rooms/enclosures/stores where amounts of dangerous substances or preparations are held, 
for example, chemical stores or spray stores; 

• Will use signs or signals that are appropriate to the environment, for example, an alarm with no ignition 
source in an explosive atmosphere/environment; and 

• Will locate signs in a way so as to not cause confusion, for example, not place too many signs too closely 
together, or not using an acoustic signal if there is too much ambient noise to hear it. 

Employees: 

• Must follow any safe systems of work in place; 

• Must co-operate with their employer; 

• Must not interfere with any signs or signals that are put in place for their health, safety and welfare; 
and 

• Must report to their Supervisor or Manager any defective signs as soon as possible. 
 

Reference(s) 

Health and Safety (Safety Signs and Signals) Regulations 1996 

 

Resource(s) 

L64: Health and Safety (Safety Signs and Signals) Regulations 1996. Guidance on Regulations  

Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.18 VIBRATION 

Exposure to hand-arm or whole-body vibration at work may result in a number of ill health conditions or injuries. 
Personnel who are engaged in operations where they may be exposed to hand-arm or whole-body vibration, for 
example, when using handheld tools or when driving vehicles, as a significant part of their normal work, may be 
at risk. Employers have a responsibility to avoid or reduce risk associated with vibration at work. 

Employers: 

• Will ensure, in the work areas for which they have responsibility, that hand-arm or whole body vibration is 
avoided, so far as is reasonably practicable. This may involve ensuring that work equipment is 
appropriately selected for the intended use, maintained and used appropriately by those in their control.  
And when purchasing new work equipment, ensure vibration magnitude is a criterion for selection; 

• Will ensure that, for any operation where hand-arm or whole body vibration is likely to lead to exposure, 
that the work equipment has been selected in order to reduce that risk, so far as is reasonably practicable, 
and to ensure that no legal limits are exceeded over an averaged 8 hour working day.  These are Exposure 
Action Value of 2.5 m/s2 and Exposure Limit Value of 5.0 m/s2; 

• Will ensure, where vibration exposure cannot be avoided, that they have assessed the task and satisfied 
themselves that the vibration exposure cannot be avoided. This may involve carrying out a risk 
assessment; and 

• Will ensure, for those vibration exposures that remain, that health and safety risks are reduced so far as is 
reasonably practicable. This may involve introducing job rotation schemes or health surveillance regimes, 
and will require that employees are instructed and trained why and how to detect and report signs of injury. 

Employees: 

• Must use work equipment as they have been shown and instructed to reduce exposure to vibration. Any 
deficiency in the equipment must be reported to their Supervisor or Manager; 

• Must assist their Manager in carrying out vibration risk assessments detailed above; and 

• Must ensure, for vibration exposures that remain, that they are reduced as far as is reasonably practicable 
in accordance with any training and instruction they have received. 

 
Reference(s) 
Control of Vibration at Work Regulations 2005 

Resource(s) 

L140 Hand-arm Vibration: Control of Vibration at Work Regulations. Guidance on Regulations  
L141 Whole-body Vibration: Control of Vibration at Work Regulations. Guidance on Regulations  
HSG170: Vibration Solutions 
 
Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.19 WORK AT HEIGHT 

The Work at Height Regulations 2005 define working at height as ‘work at any place, including a place at or 
below ground level; obtaining access to or egress from such a place while at work, except by a staircase in a 
permanent workplace, where, if measures required by these Regulations were not taken, a person could fall a 
distance liable to cause personal injury’. 
 
The employer/those in control of any work at height activity have a responsibility to avoid work at height 
wherever possible, e.g. a window cleaner using a pole system rather than a ladder. 

However, where work at height cannot be avoided, they: 

• Will ensure that work at height is properly planned, appropriately supervised and so far as is reasonably 
practicable carried out in a way that is safe; 

• Will ensure work at height activities are considered, and suitable and sufficient assessments of the risks 
are undertaken; 

• Will ensure that employees who are required to work at height are competent to do so, or if being trained, 
are being supervised by a competent person; 

• Will ensure suitable and sufficient measures are in place to prevent so far as is reasonably practicable any 
person falling a distance liable to cause personal injury; 

• Will select the most appropriate work at height equipment for the task, giving priority to collective protection 
over personal protection measures; 

• Will prevent work on/near fragile surfaces or, where this is not reasonably practicable, ensure a suitable 
support and protection system is used; 

• Will take sufficient steps to prevent so far as reasonably practicable the fall of any article or object; 

• Will restrict access to danger areas, where there is a risk of falls or being hit by a falling object; 

• Will ensure that work at height is carried out only when the weather conditions do not jeopardise the health 
and safety of persons involved; 

• Will ensure that, where the safety of work equipment depends on how it is installed or assembled, it is not 
used after installation of assembly unless is has been inspection; 

• Will ensure that work equipment exposed to conditions causing deterioration which is liable to result in 
danger is inspected at suitable intervals, such as every 7 days, and each time exceptional circumstances 
have occurred; 

• Will ensure that a working platform used for construction work and from which a person could fall 2 metres 
or more, is not used unless it has been inspected in that position, or in the case of mobile work equipment 
on that site, within the previous 7 days; and 

• Will ensure that the results of inspections are recorded and kept until a next one is made. 

Employees: 

• Must report any unsafe activity or defect relating to working at height; 

• Must use any work equipment or safety device provided for working at height as they have been shown or 
instructed; 

• Must follow any training that has been provided; and 

• Must follow any safe systems of work and/or method statements that are in place, including any 
requirements or prohibitions imposed. 

 
Reference(s) 
Work at Height Regulations 2005 

Resource(s) 
HSG33: Health and safety in roof work 

Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/
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3.20 WORK EQUIPMENT 

In The Provision and Use of Work Equipment Regulations 1998 (PUWER), the definition of work equipment is 
any machinery, appliance, apparatus, tool or installation for use at work (whether exclusively or not). This 
includes equipment which employees provide for their own use at work. The use of work equipment is also very 
widely interpreted and means any activity involving work equipment and including starting, stopping, 
programming, setting, transporting, repairing, modifying, maintaining, servicing and cleaning. 
 
The employer/those in control of work premises have a responsibility to ensure that work equipment is suitable 
and sufficient for the task it is being used. 
 
Employers: 

• Will ensure that work equipment is so constructed or adapted as to be suitable for the purpose for which it 
is used or provided, having regard to the working conditions, and to the risks to the health and safety of 
persons, which exist in the place it is used; 

• Will ensure that work equipment is only used for operations, and under conditions, for which it is suitable; 

• Will ensure that work equipment is maintained in an efficient state, in efficient working order and good 
repair. Where machinery has a maintenance log, this will be kept up to date; 

• Will ensure that, where the safety of work equipment depends on the installation conditions, it is inspected 
after installation (each time if able to be relocated) to ensure it is safe to operate; 

• Will ensure that work equipment exposed to conditions causing deterioration which is liable to result in 
dangerous situations is inspected at suitable intervals and each time that exceptional circumstances liable 
to jeopardise safety have occurred; 

• Will ensure that inspection records are made and recorded and are kept until the next one is made; 

• Will, where the use, repair or maintenance of work equipment is likely to involve a specific risk to health or 
safety, ensure that the use, repair or maintenance of that work equipment is restricted to those persons 
given the respective task. The employer will ensure those designated persons have received adequate 
training; 

• Will ensure that all persons who use, Supervise or Manage, work equipment have available to them 
adequate health and safety information and, where appropriate, written instructions pertaining to the use of 
the work equipment; 

• Will ensure that all persons who use, Supervise or Manage, work equipment have received adequate 
training for purposes of health and safety, e.g. the risks of use and precautions to be taken; 

• Will ensure that an item of work equipment has been designed and constructed in compliance with any 
essential requirements, e.g. is CE / UKCA Marked and has appropriate warning labels attached; 

• Will ensure that measures are taken which are effective to prevent access to any dangerous part of 
machinery, or stop the movement of any dangerous part before any person enters a danger zone. The 
hierarchy of measures follows: 

o Fixed guards; 

o Other guards and protection devices; 

o Jigs, holders, lush-sticks or similar protection appliances; then 

o Information, instruction, training and supervision. 

• Will ensure guards and protection devices: 

o Are suitable for the purpose provided; 

o Of good construction, sound materials and adequate strength; 

o Are maintained in an efficient state, in efficient working order and good repair; 

o Will not give rise to an increased risk to health and safety; 

o Cannot be easily bypassed or disabled; 

o Are situated a sufficient distance from the danger zone; 
o Do not restrict the view of the operating cycle of the machinery, where such a view is necessary; and 
o Are so constructed or adapted that they allow the fitting or replacement of part, or maintenance work, 

restricting access to the allowed area, without having to dismantle the guard or protection device. 

• Will take measures to ensure that the exposure of a person using work equipment to any specified hazard 
is either prevented, or where this is not reasonably practicable, adequately controlled. Specified hazards 
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include: 

o An article or substance falling or being ejected from work equipment; 

o Rupture or disintegration of parts of work equipment; 

o Work equipment catching fire or overheating; 
o The unintended or premature discharge of any article or substance produced, used or stored in the 

work equipment; or 
o The unintended or premature explosion of the work equipment or any article or substance. 

• Will ensure that protection is in place where work equipment, parts of work equipment or any article or 
substance produced, used or stored is at a high or very low temperature; 

• Will ensure that, where appropriate, work equipment is provided with one or more controls to start the work 
equipment, or control any change in speed, pressure or other operating conditions; 

• Will ensure that, where appropriate, work equipment is provided with one or more readily accessible stop 
controls, the operation of which, will bring the work equipment to a safe condition in a safe manner; 

• Will ensure that, where appropriate, work equipment is provided with one or more readily accessible 
emergency stop controls, unless it is not necessary by reason on the nature of the hazards and the time 
taken for the work equipment to come to a complete stop; 

• Will ensure that all controls for work equipment are clearly visible and identifiable, including by appropriate 
marking where necessary; 

• Will, except where necessary, ensure that no control for work equipment is in a position where any person 
operating the control is exposed to risk, and that safe systems of work and/or audible, visible or other 
suitable warning is given whenever work equipment is about to start; 

• Will ensure that, where appropriate, work equipment is provided with suitable means to isolate it from all its 
sources of emergency. Appropriate measures also ensure that re-connection of any energy does not 
expose any person using the work equipment to danger; 

• Will ensure that work equipment is stabilised by clamping or otherwise where necessary for purposes of 
health and safety; 

• Will ensure that suitable and sufficient lighting, which takes account of the operations to be carried out, is 
provided at any place where a person uses work equipment; 

• Will take appropriate measures to ensure that work equipment is constructed or adapted that, so far as is 
reasonably practicable, maintenance operations which involve a risk to health and safety can be carried out 
while the work equipment is shut down, or in other cases without exposing person to danger; and 

• Will ensure that work equipment is marked in a clearly visible manner with any marking, and incorporates 
any warnings or warning devices, appropriate for reasons of health and safety. 

Employees: 

• Must follow safe systems of work and any other instructions, or training provided to them; 

• Must report as soon as is possible any damaged equipment, and take it out of use until it is repaired or 
replaced; and 

• Must not misuse any work equipment. 
 

Reference(s) 

Provision and Use of Work Equipment Regulations 1998 

 
Resource(s) 
L22: Safe Use of Work Equipment. Provision and Use of Work Equipment Regulations 1998. Approved 
Code of Practice and Guidance 
HSG253: The Safe Isolation of Plant and Equipment 

Further information and guidance is available at www.hse.gov.uk 

 

http://www.hse.gov.uk/
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3.21 WORKING TIME 

The Working Time Regulations 1998 implement the European Working Time Directive into British law. 
Enforcement of the legislation is split between the Arbitration, Conciliation and Advisory Service (ACAS) and 
the Health and Safety Executive (HSE). ACAS usually advise on time off, rest break entitlements, paid annual 
leave entitlements, whereas the HSE advise on maximum weekly working time limit, night working limits, and 
health assessments for night workers. 

To ensure the health, safety and welfare of their employees the employer has a responsibility to ensure that the 
following points are complied with. 
 
Maximum Weekly Working Time limits 

• An adult worker’s working time, including overtime, shall not exceed an average of 48 hours for each 7 
days. A young worker’s working time must not exceed 8 hours a day and 40 hours in a 7 day period 
(normally Monday to Sunday). A young worker is a 16 or 17 year old; 

• If an adult worker may be required to work in excess of 48 hours per week at any time, draw up and ask 
them to sign an individual opt out agreement. Young workers cannot sign individual agreements; and 

• Records of actual hours worked must be kept by the employer for 2 years. 
 
Night Working Limits 

• A night worker’s normal hours of work in any reference period shall not exceed an average of 8 hours for 
each 24 hours; and 

• Young workers cannot work between 10pm and 6am. 

Health Assessments 

• An employer shall not assign night work to an adult worker unless the worker will have the opportunity of a 
free health assessment before taking up the assignment. The Regulations do not stipulate who is 
permitted to carry out the health assessment. 

Daily Rest 

• An adult worker is entitled to a rest period of not less than 11 consecutive hours in each 24 hour period; 
and 

• A young worker is entitled to 12 consecutive hours rest in each 24 hour period. 

Weekly Rest 

• An adult worker is entitled to an uninterrupted rest period of not less than 24 hours in each 7 day period; 
and 

• A young worker is entitled to not less than 48 hours uninterrupted rest in each 7 day period. 

Rest Breaks 

• Where an adult worker’s daily working time is more than six hours, he is entitled to a rest break of 20 
minutes; and 

• Where a young worker’s daily working time is more than 4½ hours, he is entitled to a rest break 

of 30 minutes. 

 

Annual Leave 

• The statutory holiday entitlement is 5.6 weeks (28 days if you work a five day week, pro-rota for those 
working part-time); and 

• The holiday entitlement is inclusive of bank holidays. 

Employers should have a disciplinary/grievance procedure in place. Whereby any employee who has any 
queries, or concerns should seek redress through the procedure prior to going to an Employment Tribunal. 
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Employees: 

• Must follow all policies and procedures in place; 

• Must apply for any leave as per the procedure in place at your work, and be aware that any leave booked 
that is outside the scope of the procedure could be rejected by your employer; and 

• Must give sufficient notice in writing of any request for working changes, for example, 
consideration for flexible working. 

 
Reference(s) 
Working Time Regulations 1998 

Resource(s) 
HSG256: Managing shift work. Health and safety guidance 

Further information and guidance is available at www.hse.gov.uk and www.acas.org.uk 

 

http://www.hse.gov.uk/
http://www.acas.org.uk/
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3.22 WORKPLACE (HEALTH, SAFETY AND WELFARE) 

The Workplace (Health, Safety and Welfare) Regulations 1992 apply to almost all workplaces (except those 
involving construction work on construction sites, those in or on a ship, or those below ground level at a mine, 
which have their own specific Regulations). The Regulations include common parts of shared buildings such 
as industrial estates where there are shared office facilities. 
 
Employers and people other than employers have a duty under these Regulations, if they have control, to any 
extent, of a workplace, for example, owners of premises, landlords or managing agents of business premises. 
People other than employees have limited duties to matters which are within their control. 
 
The employer (and people other than employers where relevant) have a responsibility to keep the workplace in 
a suitable manner for the health, safety and welfare of employees. 

Employers: 

• Will encourage collaboration with employees to help maintain health and safety in a practical way; 

• Will ensure buildings and structures are capable of supporting all foreseeable loads, including 
environmental loads such as wind and snow. This includes modifications, extensions or conversions; 

• Will maintain workplace equipment, devices and systems so that they remain in an efficient state, in 
efficient working order and in a good state of repair, e.g. emergency lighting, fencing, anchorage points for 
safety harnesses, devices to limit the opening of windows; 

• Will ensure there is effective and suitable ventilation at the workplace. This can be via fresh or purified air; 

• Will ensure that there is a reasonable workplace temperature inside the building. This should be at least 
16oC, or 13oC if working in a physically demanding job. This is the case unless there is a requirement for 
lower working temperatures, such as working in a cold store; 

• Will ensure that every workplace has suitable and sufficient lighting. Where possible this is with natural 
lighting. Suitable and sufficient emergency lighting will be provided particularly where those at work are 
specifically exposed to danger in the event of failure of artificial lighting; 

• Will ensure that the workplace is designed and built with materials that are able to be cleaned, and the 
workplace will be kept clean, so far as is reasonably practicable; 

• Will ensure that there are suitable and sufficient waste receptacles, and any waste is appropriately 
disposed of; 

• Will ensure that where persons work, the room shall have sufficient floor area, height and unoccupied 
space for allowing freedom of movement; 

• Will ensure that workstations are laid out to ensure appropriate room for working. Suitable seating will be 
provided at the workplace where the task requires it and possible to do so; 

• Will ensure that all floors, traffic routes are of suitable construction such that the floor or surface of the 
traffic route is suitable for the purpose for which it is used. So far as is reasonably practicable floors and 
traffic routes will be kept free from obstruction and any particular/substance which may cause a person to 
slip, trip or fall; 

• Will ensure where there are tanks, pits, or structures that pose a risk from falling into a dangerous 
substance (e.g. grain silo), they are securely covered or fenced; 

• Will ensure that windows/translucent/transparent doors, gates and walls are protected against breakage, 
and to ensure it is apparent. Where glass has the potential to break, it must break safely; 

• Will ensure that any windows, skylights, and ventilators that can be opened, closed or adjusted will not 
cause risk to health and safety. Such windows, skylights should be able to be cleaned in a safe manner. 
Such as by use of a pole cleaner, or a window that turns 1800 to enable the outside to be cleaned from the 
inside; 

• Will ensure that vehicles and pedestrians and their traffic routes are safely managed; 

• Will ensure that doors and gates are suitably constructed and fitted with any necessary safety devices; 

• Will ensure that escalators and moving walkways function safely, are fitted with necessary safety devices, 
and have at least one, easily identifiable, easily reachable emergency stop; 
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• Will ensure that there are suitable and sufficient sanitary conveniences provided.  The Approved Code of 
Practice provides more guidance as detailed in the table below; 
 

Number of toilets and washbasins for mixed use (or women only): 

Number of people at work Number of toilets Number of washbasins 

1-5 1 1 

6-25 2 2 

26-50 3 3 

51-75 4 4 

76-100 5 5 

An additional toilet and washbasin should be provided for every 25 people above a total of 100 (or 
fraction of 25). 

 

Number of toilets and washbasins for men only (washbasin requirements as above) 

Number of men at work Number of toilets Number of urinals 

1-15 1 1 

16-30 2 1 

31-45 2 2 

46-60 3 2 

61-75 3 3 

76-90 4 3 

91-100 4 4 

For toilets only used by men, an additional cubicle for every 50 men (or fraction of 50) above 100 is 
sufficient, provided at least an equal number of additional urinals are provided. 

• Will ensure that there are, where required by the nature of the work, for health reasons, readily accessible 
washing facilities; 

• Will ensure there is an adequate supply of wholesome drinking water provided for all persons in the 
workplace; 

• Will ensure the provision of suitable and sufficient clothing accommodation for personal protective 
equipment or for personal clothing and articles whereby there is a requirement for changing. The clothing 
accommodation will be provided in a suitable location; 

• Will ensure that where required there will be suitable and sufficient area to change such clothing; and 

• Will ensure that suitable and sufficient rest facilities, including a clean area to eat meals, are provided as 
required in readily accessible places. 

 
Employees: 

• Must follow the instructions provided by their employer regarding their health, safety and welfare; 

• Must not misuse or interfere with any equipment or items that have been provided for their health and 
safety by their employer; and 

• Must report to their employer any damage, deterioration of defects in relation to workplace health, safety 
and welfare. 

Reference(s) 
Workplace (Health, Safety and Welfare) Regulations 1992 
 
Resource(s) 
L24: Workplace (Health, Safety and Welfare) Regulations 1992. Approved Code of Practice and 
Guidance 
 

Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/
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3.23 WORKPLACE TRANSPORT 
 
Every year, there are accidents involving transport in the workplace, some of which result in people being killed. 
 
People are knocked down, run over, or crushed against fixed parts by vehicles. People also fall from vehicles 
when getting on or off, or working at height when loading or unloading.  People may also be injured if a vehicle 
they are operating rolls over. 
 
Although the school does not currently operate any vehicles (e.g. minibus, etc), there are still vehicle movements 
on site and potential use of employee’s vehicles for business use. 

Employers: 
 
Safe site 

• Will plan the workplace layout so pedestrians are kept safe from moving vehicles, this will include 
considering common ‘shortcuts’ between locations; 

• Will provide a one-way system for vehicles if practical; 

• Will provide separate routes for pedestrians and vehicles where possible, using physical barriers and/or 
marked walkways; 

• Will provide appropriate crossing points where pedestrians and traffic meet; 

• Will ensure speed limits are as low as practical with associate signage displayed; 

• Will avoid reversing where possible, unless managed appropriately by competent banksperson or where 
reverse parking into parking bays is encouraged where practical; 

• Will use 'Highway Code' signs to indicate vehicle routes, speed limits, pedestrian crossings etc; 

• Will make sure lighting is adequate where people and vehicles are operating; 

• Will keep road surfaces firm and even, repairing and damaged areas as required and ensuring slippery 
surfaces are avoided, either from spillages or inclement weather; 

• Will make sure there are safe areas for loading and unloading; 

• Will ensure that vehicle loading and unloading is managed appropriately, particularly on loading bays, to 
avoid inadvertent ‘drive aways’, this could be achieved with key removal and retention and traffic light 
systems; 

• Will try to provide separate car parking for visitors as they may not know your site;  

• Will ensure visiting delivery drivers are aware of site rules or manage their movements; and 

• Will ensure appropriate personal protective equipment (PPE) is worn where deemed necessary, such as high 
visibility clothing. 

 
Safe vehicle 

• Will ensure vehicles are suitable for the purpose for which they are used; 

• Will maintain vehicles in good repair, particularly the braking system, steering, tyres, lights, mirrors and 
specific safety systems; 

• Will reduce the risk of falling when people have to climb onto a vehicle or trailer by providing well-constructed 
ladders, non-slip walkways and guard rails where possible; 

• Will provide reversing aids such as CCTV, mirrors, etc where appropriate; and 

• Will fit rollover protective structures and ensure seat belts are worn where fitted. 
 
Safe driver 

• Will ensure that vehicle operators are suitably trained for the relevant vehicles and hold the relevant licences 
which are then checked periodically. e.g. forklift truck, tractor, telehandler, ATV, HGV, etc; 

• Will reassess operators at periodic intervals, e.g. every 3 to 5 years, or when new risks arise such as 
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changes to working practices; 

• Will make sure all drivers are supervised appropriately (including those visiting the site) 
 
Employees: 

• Must follow the instructions provided by their employer regarding their health, safety and welfare; 

• Must follow relevant safe systems of work and any other instructions, or training provided to them; 

• Must report as soon as is possible any damaged vehicles or equipment, and take it out of use until it is 
repaired or replaced; 

• Must not misuse, or use damaged, work equipment and vehicles; and 

• Must report to their employer any motoring convictions or accidents. 

Reference(s) 
The Health and Safety at Work, etc Act 1974 
Workplace (Health, Safety and Welfare) Regulations 1992 
The Provision and Use of Work Equipment Regulations 1998 
The Road Vehicles (Construction and Use) Regulations 1986 
 
Resource(s) 
L22: Safe use of work equipment Provision and Use of Work Equipment Regulations 1998. Approved Code of 
Practice and guidance 
L24: Workplace (Health, Safety and Welfare) Regulations 1992. Approved Code of Practice and 
Guidance 
L117 Rider-operated lift trucks: Operator training and safe use. Approved Code of Practice and guidance 
HSG136 A guide to workplace transport safety 
 
Further information and guidance is available at www.hse.gov.uk 

http://www.hse.gov.uk/

