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Correct – two clear rungs. Don’t  
work any higher up this type of stepladder. 

Correct – 3 clear rungs, do not work 
any higher on this type of stepladder 

 
When using stepladders, avoid work that imposes a side loading, such as side-on drilling through solid materials 
(e.g. bricks or concrete), by having the steps facing the work activity. Where side-on loadings cannot be avoided 
you should prevent the steps from tipping over, for example by tying the steps to a suitable point, or you should 
use a more suitable type of access equipment. 
 

       
 

Incorrect – steps side on to work activity Correct – steps facing work activity 
 
Where you cannot maintain a handhold (e.g. putting a box on a shelf), the use of a stepladder will have to be 
justified by taking into account: 
 
• The height of the task  
• A safe handhold still being available on the stepladder 
• Whether it is light work 
• Whether it avoids side loading 
• Whether it avoids overreaching 
• Whether your feet are fully supported 
• Whether you can tie the stepladder. 
 
 
Consider tying a stepladder where possible and helpful to the task (e.g. side-on working or where two free hands 
are needed). Stepladders should not be used for access to another level unless they have been designed for this. 
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Is the ladder or stepladder safe to be used? 
 
You must check that the ladder or stepladder is in a safe condition before using it (a daily pre-use check). As a guide, 
only use ladders or stepladders that: 
 
• Have no visible defects 
• Have a current detailed visual inspection (look for an inspection label) 
• Are suitable for work use. Use EN 131 Professional ladders or stepladders at work because Non-Professional 

ones are not normally suitable for use at work 
• Have been maintained and stored in accordance with the manufacturer’s instructions. 
 
Also, you must always use a non-conductive ladder or steps for any necessary live electrical work. 
 
Pre-use checks 
 
Look for obvious visual defects before using a ladder or stepladder. Check that: 
 
• All the ladder feet are fitted 
• The feet are in good repair (not loose, missing, splitting, excessively worn, secure etc) 
• The feet are clean - the feet should be in contact with the ground. Ladder feet should also be checked when 

moving from soft/dirty ground (e.g. dug soil, loose sand/stone, a dirty workshop) to a smooth, solid surface 
(e.g. paving slabs), to ensure the foot material and not the dirt (e.g. soil, embedded stones or swarf) is 
making contact with the ground 

• All the screws, bolts and hinges are secure 
• On a stepladder, that the “spreaders” on the ladder can be locked into place 
• There are no other obvious signs of damage such as cracks. 
 
If you find a problem, DO NOT USE the ladder. It should be repaired (if practicable) or destroyed 
 
Storage 
 
When storing ladders and stepladders, store them in a well ventilated area to prevent sagging and warping. Store 
straight ladders in flat racks or on wall brackets, don’t hand them from the rungs. Store step ladders in the closed, 
vertical position. 
 
The information in this Guidance is based on the HSE leaflet ‘Safe use of ladders and step ladders’. 
 
Lasers 
 
The Trust requires all staff and pupils to comply with the general controls and the specific controls that are required 
for each class of laser. 
 
Laser radiation within the 400nm to 700nm wavelength is visible to the eye, but laser equipment operating below 
400nm or above 700nm will also produce invisible laser radiation. All laser equipment will be correctly labelled and 
these labels will specifically identify if it produces visible and/or invisible laser radiation. Staff should ask their line 
manager before using the laser equipment if they are unsure about its operating wavelength or classification. 
 
Staff and pupils are also required to inform the Trust if they have any medical conditions that may worsen with 
exposure to light, or if they are using any medication that may react badly with light. 
 
Staff must remember that the classification system is designed to help identify and control the risks from laser 
radiation. It has no bearing on the electrical or mechanical risks from laser equipment. Staff are obliged to treat all 
laser equipment with equal care and not regard a piece of laser equipment as being less dangerous merely because 
it has a lower laser classification. 
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Staff, pupils or other persons must NOT look directly into the laser (whether by looking directly at the emitter or by 
looking directly at its reflection in a mirror/glass etc.). All incidents where a person’s eye has been exposed to a 
laser, or where a person’s skin has been exposed at extremely close range to a laser, must be reported to a line 
manager or first aider without delay. 
 
Laser Pointers 
 
The Trust has provided laser pointers for to assist teaching staff with classroom work. When using laser pointers, 
staff must: 
 
• Follow the manufacturer's safety instructions at all times 
• Not point the laser pointer at or towards the audience 
• Remove mirrored or reflective surfaces that could reflect the laser from the room before using the laser 

pointer, or avoid pointing it at them if they cannot reasonably be removed 
• Never look into the laser aperture, regardless of whether the laser is switched off or on 
• Maintain ambient lighting in the room when using the laser pointer, and avoid blackout conditions 

wherever possible 
• Never allow unauthorised use, especially by pupils. 
 
First Aid 
 
If a member of staff, pupil or other person is taken to hospital as a result of exposure to a laser (whether as a 
precaution or for treatment), the injured person or the person accompanying them must give the following 
information to the hospital staff or ambulance crew: 
 
• The length of the time that the injured person may have been exposed to the laser beam 
• The method of exposure (e.g. looking directly into the beam or through a reflection) 
• The power output of the laser 
• The classification of the laser 
• The wavelength of the laser 
• Any other relevant information specified by the manufacturer of the laser equipment. 
 
Legionnaires Disease 
 
All reasonable steps will be taken to identify potential legionellosis hazards and to prevent or minimise the risk of 
exposure. 
 
At risk systems include the hot and cold water storage and distribution system. To achieve control of legionella 
bacteria the Trust will implement measures to ensure any growth of the bacteria is kept to a minimum and systems 
maintained. 
 
Day to day responsibility for monitoring and ensuring that the systems are being correctly operated lies with the 
Premise Officer and any problems should be reported to them. 
 
Lone Workers 
 
Rules for lone workers 
 
• Anyone working alone must have access to a telephone and ensure that a relative or colleague is aware; 
• The caretaker (or other named person) must be informed of anyone intending to work late and a 

satisfactory arrangement made for locking up the building; 
• When the caretaker (or other named person) is not present all lone workers, for reasons of security, health 

and safety, should lock themselves in the building. 
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• Staff must not place themselves in danger by challenging intruders or vandals but should call the police for 
assistance. 

• Staff working alone have a responsibility for making themselves familiar with and following the Trust’s 
safety procedures and location of safety equipment. 

• If staff rely on mobile phones they must ensure that their network has good reception within Trust. 
Although phones can give extra reassurance, they do not provide complete protection and staff should still 
be alert for their own personal safety at all times. 

• In the situation where two or more people are working in isolated areas of an otherwise unoccupied 
building, personnel should keep each other informed about their movements. 

 
Opening / Closing the School 
 
• When the last person has left the building and notified the caretaker (or other named person), he should 

then secure the building. This includes the closing of all fire doors and leaving on any emergency and 
exterior lights. 

• When the caretaker (or other named person) arrives in the morning he must make a quick examination of 
the exterior of the building to make sure that there are no signs of a break-in or of anyone having been in 
the building. If the caretaker is in any doubt he should contact the Police/security firm and should never 
enter the building if he is unsure of his safety. 

• Key holders are also advised to inform someone when they are attending an alarm call out. 
 
Emergency Considerations 
 
Lone workers should be capable of responding correctly to emergencies. Risk assessment should identify 
foreseeable events. Emergency procedures should be established and the people concerned trained in using the 
procedures. 
 
Emergency Procedures may need to cover: 
 
• Fires resulting from the activity or work being undertaken 
• If a person has an accident what needs to be done to recover them, especially important in laboratories 
• Actions to be taken in case of a chemical spill  
• Actions to be taken in the event of power failure (for example where the person is 
• Reliant on power for their safety systems or for egress from a building e.g. power operated doors). 
 
Manual Handling 
 
Unnecessary or incorrect handling can cause injury, in particular to the back. 
 
Do not try to lift anything beyond your individual capability and before ascertaining weight, stability and centre of 
gravity. 
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The correct handling technique required to lift items safely is demonstrated below: 
 
1 Planning 
 
Plan the lift, consider where the load is to be placed, the distances involved; are there any obstructions such as 
closed doors, is assistance required and can handling aids or equipment be used? 

 
 
2 Feet 
 
The feet should be positioned apart (shoulder width), one foot ahead of the other in the direction of the intended 
movement 
 

 
 
3 Knees 
 
Adopt a good posture for handling with the knees bent (not squat – don’t kneel), in order to gain the most effective 
power from the thigh muscles 
 
4 Back 
 
The back should be straight - not necessarily vertical (15° - 20° from vertical is alright) keeping the natural curve of 
the spine. It may help to tuck in the chin. If necessary, lean forward a little over the load to get a good grip and to 
keep the centre of gravity over the load. 
 
5 Arms 
 
The arms should be close to the body (nearer the centre of gravity) with the shoulders level and facing the same 
direction as the hips. 
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6 Hands 
 
Ensure a firm grip on the load. Holding the load this way is also less tiring than keeping the fingers straight. 
 
7 Head 
 
Raise the chin out and up as the lift begins, otherwise this results in round shoulders and a curved spine. 
 
8 Moving the load 
 

 
 
• Keep the load as close to the trunk for as long as possible, and where relevant, keep the heaviest side of 

the load close to the body. Slide the load towards you if required.  
• Lift smoothly 
• Move the feet not the trunk when turning to the side, i.e., don’t twist. 
• Put the load down and then slide the load into the required position if necessary. 
 
9 Team Handling 
 
Handling by two or more people may make possible an operation that is beyond the capability of one person, or 
reduce the risk of injury to a solo handler. 

 
 
Additional difficulties may arise if team members impede each other’s vision or movement, or if the load offers 
insufficient good handholds. This can occur particularly with compact loads which force the handlers to work close 
together or where the space available for movement is limited. 
 
When lifting loads at or near floor level is unavoidable, handling techniques which allow the use of relatively strong 
leg muscles rather than those of the back are preferable, provided the load is small enough to be held close to the 
trunk. In addition, if the task includes lifting to shoulder height, allow the handlers to change hand grip.  
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Bear in mind, however, that such techniques impose heavy forces on the knees and hip joints which must carry 
both the weight of the load and the weight of the rest of the body. 
 
The closeness of the load to the body can also be influenced by foot placement. The elimination of obstacles which 
need to be reached over or into will permit the handler’s feet to be placed beneath or adjacent to the load before 
beginning the manual handling operation. 
 
Needlestick or Sharps Injuries 
 
A needlestick or sharps injury is when the skin is punctured or scratched by a needle or sharp device that may be 
contaminated. Needles will most commonly be found in adrenaline auto-injectors (known as Epi-pens) or other 
medication prescribed to pupils or staff in an auto-injector. Needles, sharps and other waste or drug paraphernalia 
may also be illicitly brought on site by pupils, or be dumped on site by members of the public in an attempt to 
covertly dispose of it. As such, staff should be aware of the hazards posed by needles, sharps and similar waste. 
 
The direct handling of needles should be avoided. If this is not possible pick up the needle by the thick end wearing 
gloves. The needle should then be placed in an appropriate container for disposal. A used Epi-pen or other auto-
injector for medication should be treated in the same way even if it incorporates a mechanism for automatically 
re-sheathing the needle after use. 
 
If you suffer an injury from a needlestick or sharp which may be contaminated you must: 
 
• Encourage the wound to gently bleed, ideally holding it under running water 
• Wash the wound using running water and plenty of soap 
• Don’t scrub the wound whilst you are washing it 
• Don’t suck the wound 
• Dry the wound and cover it with a waterproof plaster or dressing 
• Seek medical assistance as advised by the First Aider 
• Report the injury to your line manager. 
 
New and Expectant Mothers 
 
The Trust recognises that the general precautions taken to protect the health and safety of the workforce as a 
whole may not in all cases protect new and expectant mothers and there may be occasions when, due to their 
condition, different and/or additional measures will be necessary. 
 
Should you become pregnant or are returning to work after having a baby, then you are requested to notify your 
Head Teacher at the earliest possible opportunity so a risk assessment can be carried out. 
 
Any necessary control measures will be implemented and reviewed regularly. Where risks cannot be eliminated or 
reduced to an acceptable level then consideration will be given to adjusting working conditions and/or hours or if 
necessary providing suitable alternative work or suspension with pay. 
 
New or expectant mothers should inform their Head Teacher of any changes which may affect the risk assessment 
including any medical conditions, incidents etc. 
 
Personal Protective Equipment 
 
The Trust provides personal protective equipment (PPE) when the risk presented by a work activity cannot be 
eliminated or adequately controlled by other means. When it is provided, it is because health and safety hazards 
have been identified that require the use of PPE and it is therefore necessary to use it in order to reduce risks to a 
minimum. 
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Staff provided with PPE must: 
 
• Wear the PPE as instructed or where indicated by signage 
• Maintain it in good condition 
• Report any defects to your manager 
• Ensure the PPE fits correctly, is comfortable and fully adjusted. 
 
Staff may also be required to remove jewellery or other small items when using PPE. Staff must remove such items 
as instructed; staff with concerns about removing items worn for ethical, philosophical or cultural reasons should 
speak to their supervisor. 
 
Safeguarding 
 
All education professionals, including administrative and facilities staff as well as teaching staff, have a statutory 
duty of care to all pupils. This duty extends to promoting the welfare of pupils who require additional support but 
are not suffering harm or at immediate risk of harm. 
 
The Trust will promote awareness and best practice to deal with situations of suspected abuse or neglect and 
situations in which staff are best placed to observe such signs. The Trust has appointed the Head Teacher as the 
designated safeguarding lead, who is responsible for providing support to staff members in their safeguarding 
duties and for liaising closely with the relevant social services such as children’s social care. 
 
Staff Responsibilities 
 
The Trust requires all staff to: 
 
• Assist in providing a safe environment in which children can learn 
• Raise all concerns with the designated safeguarding lead, including concerns about other staff members 
• Always err on the side of caution and report suspected cases of abuse or neglect 
• Report concerns directly to children’s social care if it is not possible to raise them with the designated 

safeguarding lead 
• Always act in the best interests of the child. 
 
If at any point there is a risk of immediate serious harm to a child, staff members should make an immediate 
referral to children’s social care. If the child’s situation does not improve, staff members with concerns should 
press for re-consideration. 
 
Record Keeping 
 
We will ensure that appropriate, accurate, legible and contemporaneous records of safeguarding concerns are 
made and stored securely in accordance with the Data Protection Act. 
 
Further Information 
 
All staff should refer to the School Office for full details of the Trust’s policy and arrangements for safeguarding. 
 
Smoking 
 
Exposure to second-hand smoke, also known as passive smoking, increases the risk of lung cancer, heart disease 
and other illnesses. Ventilation or separating smokers and non-smokers within the same airspace does not stop 
potentially dangerous exposure. 
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It is the policy of the Trust that all of its premises are smoke-free and that all staff and pupils have a right to work 
in a smoke-free environment. 
 
Smoking is prohibited throughout the entire Trust, including the use of all artificial 
smoking aids (electronic or otherwise) with no exceptions. This policy applies to all 
employees, pupils and visitors in all areas of the Trust, including Trust vehicles. 
 
Implementation 
 
All staff are obliged to adhere to and facilitate the implementation of the policy. 
 
The Trust will ensure that all staff and contractors are aware of the policy on smoking. They will also ensure that all 
new personnel are given a copy of the policy on recruitment or induction. 
 
Appropriate 'no smoking' signs will be clearly displayed at or near the entrances to the premises. Signs will also be 
displayed in Trust vehicles that are covered by the law. 
 
Stress 
 
The Health and Safety Executive define stress as “the adverse reaction people have to excessive pressure or other 
types of demand placed on them”. This makes an important distinction between pressure, which can be a positive 
state if managed correctly, and stress which can be detrimental to health. 
 
Stress at work can come about for a variety of reasons.  It may be excessive workload, unreasonable expectations, 
or overly-demanding work colleagues. As a reasonable Trust, we try to ensure that you are in a pleasant working 
environment and that you are as free from stress as possible. 
 
Employees who experience unreasonable stress which they think may be caused by work should raise their 
concerns with their manager or through the Trust’s grievance procedure. If deemed appropriate, the Trust will 
provide access to confidential counselling for staff affected by stress caused either by work or external factors 
 
Following action to reduce the risks, they shall be reassessed. If the risks remain unsustainable by the member of 
staff concerned, efforts shall be made to reassign that person to other work for which the risks are assessed as 
tolerable. 
 
Supporting Pupils with Medical Needs 
 
The Trust’s policy is to support pupils to attend Trust who have a medical condition. The Trust will therefore support 
the administration of short and long term medication and medical techniques where this is necessary for the pupil 
to continue to be educated at Trust. The Trust will also put in place procedures to deal with emergency medical 
needs. 
 
The Trust will establish procedures to ensure that all concerned, staff, parents, pupils and, where relevant, health 
professionals are aware of the pupil’s condition and what steps have been agreed either to manage the condition 
on a daily basis or to be implemented in case of an emergency. 
 
Individual health care plans are in place for those pupils with significant medical needs e.g. chronic or ongoing 
medical conditions such as diabetes, epilepsy, anaphylaxis etc. These plans will be completed at the beginning of 
the Trust year / when child enrols / on diagnosis being communicated to the Trust and will be reviewed/updated 
annually 
 
Administering Medicines 
 
No child under 16 should be given medicines without their parent’s written consent. Any member of staff giving 
medicines to a child should check: the child’s name; prescribed dose; expiry date; written instructions provided by 
the prescriber on the label or container. 
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If in doubt about any procedure staff should not administer the medicines but check with the parents or a health 
professional before taking further action. If staff have any other concerns related to administering medicine to a 
particular child, the issue should be discussed with the parent, if appropriate, or with a relevant health professional. 
 
Self-Management 
 
It is good practice to support and encourage children, who are able, to take responsibility to manage their own 
medicines from a relatively early age. As children grow and develop they should be encouraged to participate in 
decisions about their medicines and to take responsibility. 
 
Where children have been prescribed controlled drugs, staff need to be aware that these should be kept safely. 
However children could access them for self-medication if it is agreed that it is appropriate. 
 
Refusing Medicines 
 
If a child refuses to take medicine, staff should not force them to do so, but should note this in the child’s record 
and follow the agreed procedures. Parents should be informed of the refusal on the same day. 
 
Educational Visits 
 
The Trust will consider what reasonable adjustments they might need to make to enable children with medical 
needs to participate fully and safely on visits. This might include reviewing and revising the visits policy and 
procedures so that planning arrangements will include the necessary steps to include children with medical needs. 
It might also include risk assessments for such children. 
 
Sometimes additional safety measures may need to be taken for outside visits. It may be that an additional 
supervisor, a parent or another volunteer might be needed to accompany a particular child. Arrangements for 
taking any necessary medicines will also need to be taken into consideration. Staff supervising visits should always 
be aware of any medical needs and relevant emergency procedures. Copies of health care plans should be taken 
on visits in the event of the information being needed in an emergency. 
 
Sporting Activities 
 
Any restrictions on a child’s ability to participate in PE should be recorded in their individual health care plan. All 
adults should be aware of issues of privacy and dignity for children with particular needs. 
 
Some children may need to take precautionary measures before or during exercise and may also need to be allowed 
immediate access to their medicines such as asthma inhalers. Staff supervising sporting activities should consider 
whether risk assessments are necessary for some children, be aware of relevant medical conditions and any 
preventative medicine that may need to be taken and emergency procedures. 
 
Trust Transport 
 
Where pupils have life threatening conditions, specific health care plans should be carried on vehicles. The care 
plans should specify the steps to be taken to support the normal care of the pupil as well as the appropriate 
responses to emergency situations. 
 
All drivers and escorts should have basic first aid training. Additionally trained escorts may be required to support 
some pupils with complex medical needs. These can be healthcare professionals or escorts trained by them. 
 
Some pupils are at risk of severe allergic reactions. Risks can be minimised by not allowing anyone to eat on vehicles. 
All escorts should also be trained in the use of an adrenaline pen for emergencies where appropriate. 
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Non Prescription Medication 
 
Non-prescription medication should not be administered by the Trust. This includes paracetamol and homeopathic 
medicines.  
 
Staff may not know whether the pupil has taken a previous dose, or whether the medication may react with other 
medication being taken. A child under 16 should never be given aspirin containing medicine, unless prescribed by 
a doctor. 
 
Where it is necessary to administer non-prescription medicine to a child, specific written permission must be 
obtained from parents / carers and the administration documented. 
 
If a pupil suffers regularly from acute pain, such as migraine, the parents should authorise and supply appropriate 
painkillers for their child’s use, with written instructions about when the child should take the medication. A 
member of staff should notify the parents that their child has requested medication and supervise the pupil taking 
the medication if the parents have agreed to it being taken. 
 
Temporary Staff and Volunteers 
 
The Trust will take the necessary measures to ensure the health and safety of any temporary and volunteer staff in 
its employment. 
 
To achieve this, the Trust will provide temporary or volunteer staff with the following information prior to starting 
work: 
 
• Details of the qualifications and skills required to do the work safely 
• The requirements of the safeguarding policy 
• A risks to health and safety identified by workplace risk assessments 
• The preventive measures to be taken 
• Safe working procedures 
• The action to be taken in the event of an emergency. 
 
The competence of temporary and volunteer staff will be assessed to ensure they are capable of working safely. 
 
Trainee teaching staff or student teachers are additionally required to complete the proper DBS checks and to assist 
with implementing the Trust’s safeguarding policy during their work. 
 
Training 
 
Training in health and safety is a legal requirement and also helps create competent employees at all levels within 
the Trust to enable them to make a far more effective contribution to health and safety, whether as individuals, 
teams or groups. 
 
All employees will receive induction training. 
 
Such training will cover: 
 
fire procedures, warning systems, actions to be taken on receiving warning, locations of exits/escape routes, 
evacuation and assembly procedures, first aid/injury reporting procedures, names of first aiders/appointed 
persons, instruction on any prohibition areas (i.e. no smoking), issue of protective clothing/equipment and its use, 
instruction under COSHH, mandatory protection areas, thorough instruction applicable to their particular duties at 
work etc. 
 
Training needs will be reviewed as a result of job changes, promotion, new activities or new technology, following 
an accident/incident and performance appraisal. 
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Records of training will be kept for all employees. 
 
Employees must: 
 
• Participate in the induction training activities they have been required to attend or carry out 
• Work according to the contents of any training they receive 
• Ask for clarification of any points they do not fully understand 
• Not operate hazardous plant or equipment, use hazardous chemicals or carry out any hazardous activity 

unless they have been appropriately trained and instructed. 
 
Violence to Staff 
 
The Trust recognises that in certain situations violent behaviour towards staff may occur and therefore will take all 
reasonable measures to protect staff from violence and aggression. 
 
We define violence and aggression as: 
 
• Actual or threatened physical assaults on staff 
• Psychological abuse of staff 
• Verbal abuse which includes shouting, swearing and gestures 
• Threats against employees. 
 
All staff must familiarise themselves with any relevant risk assessments to help them prevent violence and 
aggression so far as possible and to help them manage it if it occurs. 
 
If you are a witness or receive any violence or aggression towards you, then you should report this to a senior 
member of staff / your manager so that this can be recorded and investigated. The Trust will support the decision 
of any employee wishing to press charges against the individual(s) involved. Access to counselling can also be 
provided where required. 
 
Visitors 
 
In the interest of safety and security, the Trust will take the necessary measures to protect staff and visitors from 
any accidents or incidents that may occur during visiting. 
 
Employees hosting visitors must ensure that: 
 
• They are authorised to enter the premises or are accompanied 
• They adhere to applicable health and safety instructions and rules during their visit 
• Adequate information is passed to ensure their safety including emergency information 
• Any protective clothing required is provided and worn 
• Any accidents / incidents involving visitors are reported through the accident reporting arrangements. 
 
Employees aware of people on the premises who may be unauthorised should report these to their manager for 
action. 
 
Emergency Action 
 
In the event of the fire alarm sounding, all visitors should be escorted to the assembly point by their host. Visitors 
should not leave the area before notifying the senior person present. 
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Window Restrictors 
 
The fitting and use of window restrictors within Trust premises is used to ensure the safety and security of members 
of staff, pupils and visitors. The Trust is particularly concerned with preventing persons from falling from height, 
and has fitted window restrictors to remove the possibility of persons opening a gap large enough for a person to 
fall through. It is therefore essential that all window restrictors are maintained in a good working order and that all 
staff report defects to their line manager as a matter of urgency. 
 
If you discover a window restrictor that is damaged or broken you must report it to your line manager or the Premise 
Officer. Any window restrictor that is found to be broken will be replaced or repaired as a matter of urgency, but 
you must ensure that you leave the window locked and do not open it until repairs are carried out. If the repair will 
not take place for more than a day, temporary signage should be put in place to indicate that the window should 
not be used. 
 
Work At Height 
 
The Trust will take all reasonable steps to provide a safe working environment for all employees who may be 
affected by work at height activities. 
 
Using Ladders (including stepladders) 
 
Ladders and stepladders should only be used for short duration tasks (less than 30 minutes), light duty tasks or 
where more suitable access equipment cannot be used due to existing features of the site which cannot be altered.  
 
Only those persons who have been trained to use ladders safely may use them. 
 
Prior to use it should always be ensured that the ladder is in good condition and fit for purpose.  
Where ladders are to be used to work from it should be ensured that: 
 
a) A secure handhold and support are available at all times; 
b) The work can be completed without stretching; 
c) The ladder can be secured to prevent slipping. 
 
Under no circumstances should high areas be accessed using chairs, tables or such other items of furniture not 
designed the purpose. 
 
Work Equipment 
 
The Trust will provide a safe working environment in relation to work equipment safety and ensure all employees 
receive appropriate safety information and training in their work equipment. 
 
Employees must 
 
• Only use work equipment for which they have received information and training for 
• Not undertake any maintenance work unless competent and authorised to do so 
• Not interfere with or remove anything which has been provided for safety reasons 
• Report defects immediately to their manager/supervisor 
• Use any personal protective equipment as required. 
 
 
 
 
 
 



 

41 

Working Time Regulations 
 
The Trust will ensure that all workers under their control adhere to the working time regulations. 
 
The working time regulations are designed to limit the number of hours individuals have to work. The Trust will 
NOT encourage workers to work over the 48 hours but workers can choose to work longer hours if they wish by 
opting out. Workers cannot be forced to opt out and can revoke their opt out if they give a suitable notice period. 
 
Individuals who are tired due to working excessive hours are more likely to suffer from mental health problems, 
general ill health and make mistakes leading to accidents. 
 
A summary of the requirements for adult workers: 
 
• A maximum of 48 hours per week, averaged out over a 17 week reference period (employees can opt out of 

this) 
• Entitlement to a minimum uninterrupted rest period of 11 hours in every 24-hour period with no opt out 
• Entitlement to 28 days paid holiday per year (including statutory holidays) for full time workers (pro-rata for 

part time workers) 
• Maximum of 8 hours per shift for night shift workers 
• Free health assessments for night shift workers 
• 24 hour rest period at least once a week, can be 48 hours every fortnight with no opt out 
• Entitlement to a rest break, if working over six hours 
• Employees must not suffer any detriment if they choose not to opt out. 
 
Travelling to and from the normal work place, break periods, rest periods, holidays and sickness do not count as 
working time. 
 
The reference period of 17 weeks can be increased 26 weeks or 52 weeks by local collective agreements with 
recognised trade unions or official employee representatives.  
 
A young person’s maximum hours are limited to 40 hours per week with no reference period. 
 
Young persons are generally excluded from shift working. 
 
Further information 
 
All staff should refer to the HR documentation for full details of the Trust’s policy on working times, holidays and 
other benefits. 
 
Workplace Transport 
 
The Trust will take all reasonable steps to control and manage the risks from the use of workplace transport. 
Pedestrian and vehicle traffic will be prevented from coming into contact wherever possible, and vehicles will be 
controlled on site so as to pose minimal risk to each other and to persons present on site. 
 
Employees must: 
 
• Obey all instructions regarding designated traffic routes and restricted areas whether on foot or in a vehicle 
• Refrain from entering or directing others into restricted areas 
• Adhere to Trust procedures and the directions of designated site personnel (such as banksmen) when 

carrying out reversing, loading and unloading, parking or similar vehicle-based activities 
• Complete any required competency assessments for driving 
• Comply with all vehicle operations procedures 
• Adhere to the site speed limits. 
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When using Trust vehicles, employees must carry out any pre-use checks and report any damage or defect to the 
vehicle promptly. 
 
 

HEALTH AND SAFETY HANDBOOK ACKNOWLEDGEMENT FORM 
 
Please read the notes below and then sign this form. 
 
Clearly, we will do all in our power to ensure the health and safety and welfare of all our staff and we look to our 
employees to abide by the Health and Safety standards laid down. 
 
We have formulated our Health and Safety at Work Policy as legally required and this handbook informs you of 
those sections of the Policy which affect you. 
 
You should read the information contained in this Handbook and adhere to the rules at all times. 
 
Please discuss any queries you may have with your employer and sign this form. 
 
 
I have read the Health and Safety Handbook and understand and accept its contents.  I will keep myself informed 
of its contents. 
 
 

Signature:  Date:  
 
 

Print Name:  
 
 
 
 
 


