

[image: ]
Health and Safety at Work Policy
Inspire South West
Reviewed: 18th August 2026
Amended: 18th August 2026 – legal and guidance review
Updated: 18th August 2026
Next Review Due: April 2027 (or earlier if required)

1. Policy Statement
Inspire South West (ISW) recognises its legal and moral duty of care to safeguard the health, safety, and wellbeing of its employees, clients, contractors, and others who may be affected by its operations. This policy sets out our commitment to maintaining a safe and healthy working environment in accordance with relevant UK legislation, including but not limited to:

- Health and Safety at Work etc. Act 1974
- Management of Health and Safety at Work Regulations 1999
- Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013
- Control of Substances Hazardous to Health Regulations (COSHH) 2002
- Provision and Use of Work Equipment Regulations (PUWER) 1998
- Manual Handling Operations Regulations 1992
- Working Time Regulations 1998
- Health and Safety (Display Screen Equipment) Regulations 1992
- Worker Protection (Amendment of Equality Act 2010) Act 2023 and Employment Rights Act 2025 – current duty to take reasonable steps to prevent sexual harassment; from 30 October 2026 this strengthens to “all reasonable steps” and includes third-party harassment protections.
- Employment Rights Act 2025 – employment reforms are being commenced in stages. ISW will implement applicable changes on their statutory commencement dates; the Act does not replace ISW’s core health and safety duties under the Health and Safety at Work etc. Act 1974 and associated regulations.
- Personal Protective Equipment at Work Regulations 1992, as amended, including the Personal Protective Equipment at Work (Amendment) Regulations 2022
- Equality Act 2010 (Health & Safety implications)


ISW aims to ensure its working practices comply with all relevant regulations, maintaining safe environments and preventing accidents and ill health.

2. Management Responsibilities
Management will:
- Provide a clear organisational structure for health and safety responsibilities.
- Ensure systems, procedures and policies related to health and safety are consistently applied.
- Identify, assess and adequately control risks arising from work activities.
- Consult with employees on health and safety matters.
- Maintain safe environments and equipment.
- Ensure safe handling, storage and use of hazardous substances.
- Provide information, guidance and supervision for employees.
- Deliver appropriate training.
- Promote accident prevention and wellbeing.
- Verify that contractors comply with health and safety standards.
- Communicate policy updates to staff.

3. Employee Responsibilities
Employees must:
- Take reasonable care for their own health and safety and that of others.
- Comply with safety instructions and procedures.
- Report hazards, near misses or unsafe practices promptly.
- Cooperate with management to meet statutory obligations.

4. Risk Assessment and Compliance
Risk assessment is central to how ISW keeps people safe. All activities involving students must be risk assessed before they take place, and all risk assessments must be stored securely and centrally on SharePoint so that they are accessible to relevant staff and to leadership.
Leadership responsibility
The Senior Leadership Team (SLT) holds overall responsibility for ensuring that the risk assessment process is robust, consistently applied, and embedded across all ISW activities. SLT ensures that suitable and sufficient risk assessments are in place, that staff are competent to identify and control risk, and that significant risks are escalated and acted upon. Day-to-day, staff leading an activity are responsible for completing and following the relevant risk assessment.
Types of risk assessment
ISW operates a range of risk assessments to address the different contexts in which staff and learners work:
- Environmental risk assessments – assessing the premises, venues, and locations used by ISW (including community settings) for hazards such as access, fire safety, slips and trips, and suitability of the environment for the planned activity.
- Activity-based risk assessments – assessing the specific tasks, sessions, trips, and activities delivered to learners, identifying the hazards involved and the control measures required to deliver them safely.
- Individual learner risk assessments – assessing risks relating to a specific learner, taking account of their individual needs, behaviours, medical or additional needs, and any factors that may affect their safety or the safety of others, with appropriate, person-centered control measures.
- Lone working risk assessments – assessing the risks to staff who work alone or without close or direct supervision (for example during community-based or one-to-one sessions), including communication, check-in arrangements, and procedures for raising the alarm.
Review and storage
Risk assessments are live documents and must be updated and reviewed regularly. They are reviewed at least annually by SLT, and sooner where there is a significant change – for example a new activity or venue, a change in a learner’s needs, an accident or near miss, or a change in legislation or guidance. All risk assessments are stored centrally and securely on SharePoint, with previous versions retained so that the review history is clear, and staff are directed to the current version before undertaking any activity.

5. RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013)
ISW complies with RIDDOR 2013 and recognises its legal duty to report specific workplace incidents to the Health and Safety Executive (HSE).

5.1 RIDDOR Responsibilities
ISW must ensure:
- Reportable incidents are submitted promptly via the HSE reporting system.
- Accurate internal records are kept of all incidents.
- Staff understand the requirement to report accidents, injuries and near misses immediately.
- RIDDOR-reportable events are reviewed and appropriate corrective actions implemented.

The Director of Operations acts as ISW’s designated lead for assessing RIDDOR thresholds and coordinating statutory reports.

5.2 What Must Be Reported
Under RIDDOR 2013, ISW must report:
- Deaths related to work activities.
- Specified injuries (fractures other than fingers/toes, loss of consciousness, serious burns, etc.).
- Over-7-day injuries preventing employees from working for more than 7 consecutive days.
- Reportable occupational diseases diagnosed by a doctor where the RIDDOR criteria and specified work-related exposure are met (for example, occupational dermatitis or occupational asthma). Work-related stress, anxiety or depression are not reportable diseases under RIDDOR.
- Dangerous occurrences (e.g., equipment failure that could have caused serious harm).
- Work-related accidents involving non-workers where the person is injured and taken directly from the scene to hospital for treatment of that injury. Precautionary attendance without an injury requiring treatment is not reportable on this basis.

5.3 Responsibility for RIDDOR Reporting
- The Director of Operations investigates incidents and determines RIDDOR applicability.
- The CEO holds overall organisational accountability. Internal approval arrangements must never delay a RIDDOR report beyond the statutory reporting deadline.
- Staff involved in or witnessing an incident must complete an ISW Incident Report Form within 24 hours and submit it to the Operations Manager.

5.4 The RIDDOR Process at ISW
1. Incident occurs → staff ensure immediate safety.
2. Incident Report completed within 24 hours.
3. Director of Operations reviews and determines if RIDDOR applies.
4. If applicable, the Director of Operations drafts and submits the HSE report online.
5. CEO signs off the final submission.
6. Incident logged in the secure SharePoint RIDDOR Log.
7. Lessons learned and required actions recorded and shared.


5.5 Staff Expectations
All staff must:
- Report injuries, accidents or near misses immediately.
- Provide accurate and factual information in incident forms.
- Cooperate fully with investigations.
- Maintain confidentiality and avoid speculation.

6. Personal Protective Equipment (PPE)
ISW provides personal protective equipment (PPE) in line with the Personal Protective Equipment at Work Regulations 1992 (as amended). PPE is used as a control measure where a risk cannot be adequately controlled by other means, and is provided free of charge to staff.
When PPE is required
PPE is required where a risk assessment identifies that it is needed to protect staff or learners. This includes, but is not limited to:
- Tasks involving cleaning, hygiene, or contact with bodily fluids.
- Handling or using substances hazardous to health (see Section 7).
- Practical, vocational, or outdoor activities where the activity-based risk assessment identifies a need (for example gloves, eye protection, or high-visibility clothing).
- First aid, where appropriate to the situation.
What PPE is provided
ISW provides PPE appropriate to the assessed risk, free of charge. Depending on the activity, this may include:
- Disposable gloves and aprons.
- Eye protection and face coverings or masks where required.
- High-visibility clothing for outdoor or community-based activities.
- Aprons, gloves and eye protection for handling cleaning products or other hazardous substances.
Where a learner has specific needs, suitable PPE is identified through their individual risk assessment. Staff who require PPE that must fit correctly (for example respiratory protection) will be appropriately fitted, and reasonable adjustments are made where PPE needs to accommodate a disability or other personal requirement.
Staff responsibilities for use, storage and maintenance
Staff must:
- Use the PPE provided whenever the risk assessment requires it, and use it correctly.
- Store PPE correctly, keeping it clean and in good condition, and store reusable items in the designated location.
- Check PPE before use and report any damaged, worn, or defective PPE to their manager so it can be repaired or replaced.
- Dispose of single-use PPE safely and hygienically after use.
- Never modify PPE or use PPE for a purpose it was not intended for.
Management is responsible for ensuring adequate stocks of suitable PPE are available, for replacing PPE when needed, and for ensuring staff are trained in its correct use.

7. Control of Substances Hazardous to Health (COSHH)
ISW operates from rented premises. Cleaning of the premises, including the provision, storage and management of cleaning products and associated chemicals, is the responsibility of the landlord/premises provider and is not undertaken by ISW staff.
The landlord/premises provider is responsible for ensuring that cleaning substances and other hazardous substances under their control are managed appropriately, including their safe storage, labelling, use and any required COSHH assessments.
ISW staff must not use, decant, mix or access cleaning chemicals provided for the maintenance of the premises unless specifically authorised to do so.
ISW will cooperate with the landlord/premises provider regarding health and safety arrangements and will report any concerns identified by staff, including:
· Unsafe or unsecured storage of chemicals
· Leaks, spillages or damaged containers
· Chemicals accessible to children or unauthorised persons
· Missing or unclear labels
· Any suspected exposure to a hazardous substance
Where a concern is identified, ISW will notify the landlord/premises provider promptly and take any immediate action reasonably necessary to protect students, staff and visitors.
ISW remains responsible for COSHH compliance in relation to any hazardous substance that ISW itself introduces, purchases or uses as part of its activities. Before introducing any such substance, ISW will consider whether it is necessary, assess the risks where required and ensure appropriate arrangements are in place for its use, storage and disposal.
Any exposure, spillage or incident affecting an ISW student, member of staff or visitor must also be reported through ISW's incident-reporting procedures. Where appropriate, the Director of Operations will consider whether any further reporting or safeguarding action is required.

8. Access to Policies
All health and safety policies are on SharePoint and are available upon request.

Policy Review
This policy will be reviewed annually, or sooner if changes in legislation, practice, or provision require it.
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