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Health and Safety Policy: OASES		
Last Reviewed: 19.12.2025
Next Reviewed: 19.12.2026

OASES recognises the Management of Health and Safety at Work Regulations 1999 which states that:
· There is a legal duty on employers to carry out risk assessments;
· A written record must be maintained if there are 5 or more employees.
In order to help staff remain safe at work and ensure the safety of our clients, OASES:
· Makes health and safety a priority at work.
· Discusses health and safety at every team meeting.
· Keeps up to date health and safety records including but not limited to – risk assessments (work place, site based and activity), incident form, COSHH. 
· Supplies staff with PPE, equipment and mechanical aids to keep them safe and happy at work.
· The CEO has overall responsibility and accountability for staff wellbeing, aided by the OASES Manager

Statement of Intent
OASES acknowledges that the Health and Safety at Work etc. Act 1974, associated Regulations and Approved Codes of Practice provide the minimum standard for securing the health, safety, and welfare of all employees at work.
OASES recognises and accepts its responsibilities for the health, safety, and welfare at work of all employees, whether within the OASES Office or carrying out OASES business elsewhere. This responsibility extends to other persons who may be affected by the work of OASES.
OASES will ensure that risk assessments are conducted, recorded and implemented to guarantee so far as is reasonable practicable the provision and maintenance of:-
· safe premises, equipment, and systems of work
· safe methods of using, handling, storing, and transporting of articles and substances
· suitable and sufficient information, instruction, training and supervision to enable all employees to avoid hazards and contribute positively to their own safety and health at work.
· a safe working environment with adequate arrangements for the welfare of employees; and
· safe access to, and egress from, places of work including procedures for evacuation in an emergency.
Employees with management responsibilities will ensure that all significant risks are subjected to properly conducted risk assessments that are regularly monitored and reviewed and that work systems are planned to take into account the health and safety issues.
Adequate facilities and arrangements will be maintained to consult with employees, trade union representatives and the relevant external safety agencies, to encourage a joint approach to the management of health, safety, and welfare.
All employees have a legal obligation to take reasonable care for their own health and safety, for the safety of others, and to co-operate with OASES in the performance of its statutory duties.
This statement of intent will be supplemented by appropriate procedures which will detail arrangements for implementing this statement.
This statement and procedures will be brought to the attention of all OASES staff.
OASES will review its health and safety responsibilities on a regular basis and continually monitor procedures to ensure the achievement of best practice in all aspects of health and safety management.
Signed:
Designation...............Chair of OASES Trustees
Date........................


1. General Health and Safety rules
· Make sure you fully understand the safe and proper way to do your job. If you are in any doubt, ask your line manager for advice or further instructions.
· Practical jokes, horseplay and fighting are prohibited.
· Report unsafe conditions, tools, equipment and practices to your line manager so that any hazard can be reduced or removed before it causes an accident.
· Observe warning and hazard notices.																				
2. Risk Assessment
Risk is part of everyone’s life – we can’t avoid risks but we can put things in place to manage them effectively.  At OASES we manage risks by completing risk assessments and then acting upon them by adding precautions and control measures. Risk Assessments must be suitable and sufficient, enabling the identification of significant risks so that they can be managed appropriately.
Basic Terminology
In order to ensure a safe working environment, you need to understand the definition of risk and be able to estimate it. To help you in this regard please read the terminology below:
Hazard - is anything that has the potential to cause harm. This could be something as specialised as a piece of complicated machinery, or as commonplace as a hot drink. If it could be harmful in any way, then it’s a hazard. 
Hazardous event - takes place when someone or something interacts with the hazard and harm results. Suppose there’s a hole in the ground. The hole (the hazard) by itself isn’t causing any harm, but if someone tripped over it (the hazardous event) then it would become harmful. 
Likelihood - is a measure of the chance that the hazardous event will occur. If the hole is in a busy area, such as a shop entrance, it’s more likely someone will trip over it. However, if it’s in a corner away from footfall, tripping over it would be less likely. Think about the frequency of exposure, how long someone could be exposed to the hazard, knowledge of the hazard, the existing precautions.
Consequence - is the outcome of the hazardous event. If you tripped over a hole, there could be several possible outcomes: you might land on your feet with no damage at all, you might drop whatever you were carrying, or perhaps you could end up with a sprained ankle or even a fracture.  Think about the existing precautions that are in place, the number of people that could be affected and the scale of injury that could occur.
Risk - is the combination of the likelihood of a hazardous event occurring and the consequence of the event. 
Risk = likelihood x consequence referred to as severity
Risk Assessment - a careful examination of everything in your workplace, workplace activities and tasks that could cause people to suffer injury or ill health while they’re at work. 
The RA defines the hazard (something with the potential to cause harm; assesses the degree of risk (likelihood that the hazard will cause harm); and states the measures which will be put in place to reduce the risk.
Completing an OASES Risk Assessment
OASES completes risk assessments to protect its staff and its clients. Things to think about and record when creating a Risk Assessment:
· details of the person carrying out the risk assessment 
· the date and time of the assessment
· the location where the activities are taking place 
· the people involved in these activities 
· the equipment being used 
· the activities being performed.
· existing control measures 
· additional control measures 
· the date for review of the assessment
For every place / activity think about the associated Hazards and who could be harmed and how.
There are several stages involved when completing a risk assessment, as follows:
STAGE 1 – Identify the Hazard
STAGE 2 – Estimate the Risk
STAGE 3 – Evaluate Risk
STAGE 4 -  Record the Findings
STAGE 5 – Review the Assessment                           								
OASES requires that a written Risk Assessment to be kept of all significant hazards which staff may meet. A copy of these will be kept in the OASES Risk Register.
Risk Assessments should include a review date to ensure that all risk assessments are fit for purpose.  This is because a risk assessment might become invalid due to:
· Changes made within an organisation
· Accident/Near Miss/ Ill Health
· Enforcement action
· Changes to process
· New technology
· Change in legislation
· Complaints by employees
· New vulnerable employee
Within OASES general workplace RA’s will be undertaken by the OASES Management Team. These will be shared with all colleagues and will be regularly reviewed.  
OASES staff are to be provided with sufficient training and support to enable them to competently carry out risk assessments.  OASES staff are responsible for carrying out their own risk assessments for any activities that they are in charge of delivering. Procedures covering activities normally undertaken by OASES and codes of practices for use of tools and equipment are to be consulted in the writing of risk assessments and the planning and delivery of all activities.  Carefully consideration being given to the context of the specific activity session and the participants: 
· A site risk assessment is to be completed using the OASES site assessment template.
· An activity risk assessment is to be completed using the OASES site assessment template.
· An activity checklist and site profile is to be completed to ensure information that may be needed in case of an emergency is readily available.
· After the session, the risk assessments will be filed.  
· Where a novel activity is proposed, it may be necessary to create new procedures or codes of practices. These should be discussed with your line manager in detail before being used.
· The below flow diagram gives a guide to the process of risk assessment for OASES Staff.  
Certain workers may be at more risk than others in relation to certain work activities and work environments. In particular:-
(a) New or Expectant mothers (i.e. someone who is pregnant, has given birth in the last 6 months, or who is breastfeeding)
It is essential that an employee who is a new or expectant mother gives written notice of this and keeps the line manager informed of any advice given by their doctor affecting their health and safety at work.
The line manager will undertake a RA with the employee and review the RA with the employee at least once each trimester.
(b) Young employees
Employees who are under 18 years old, including volunteers or work experience students, require a more detailed RA to be carried out before starting employment or commencing a work experience/volunteering placement. This RA will be carried out by the OASES manager.





3. Hierarchy of Risk Control
When evaluating risk and the associated control measures and precautions to use we apply a hierarchy of risk control.  In the ideal world we will eliminate all risk but this is sometimes impossible or impractical and a residual risk will remain. To enable us to decide what measures/ precautions to put in place we evaluate the change that will ensue as a result of the measure/ precaution upon the likelihood and/or consequence of the hazardous event occurring. In order of preference the following will be applied:
1. Eliminate the hazard 
2. Reduce the hazard 
3. Prevent people coming into contact with the hazard 
4. Introduce a safe system of work system of work, which sets out how the work will be carried out on site and how the workforce will behave. 
5. Provide personal protective equipment
Once the risk control measures, precautions and/ or equipment are decided upon and put in place OASES staff must consider:
· How many people need to be protected? 
· Does the effectiveness of the risk control rely on human behaviour?
· How often will the risk control need to be tested, maintained and replaced?
· What is the financial cost of introducing the control?
· How much will the risk be reduced?
· Will using the selected control introduce other risks?
Usually, the final decision is a compromise between all of these points.
OASES will seek to reduce the risk as far as is reasonably practical.  This means that if the cost – in terms of time, effort, money or inconvenience – associated with the risk control outweighs the benefit of the risk reduction it’s not reasonably practicable to use that risk control.
Monitoring of Risk Controls
It is important to monitor the control measures once they have been put in place to ensure that they are working effectively and the exposure to the risk is reduced.  Every risk assessment should contain a review date.  On this date the following should be considered:
· Have the controls solved the problem?
· Is the risk posed by the original hazard contained?
· Have any new hazards been created?
· Have any new hazards been assessed?
· Are monitoring processes adequate?
· Have people affected by the hazard been adequately informed about the situation?
· Are any other measures required?
· Has the effectiveness of risk controls been documented?
Low consequence, low likelihood and low consequence, high likelihood issues should be reviewed at team meetings and dealt with through measure like good housekeeping. High consequence, high likelihood issues should be actively monitored and addressed on a regular basis. High consequence, low likelihood issues should be dealt with through emergency planning.
4. Training
Your individual health and safety training requirements will be identified through a number of processes including appraisal, risk assessment, accident/incident/near miss investigations and training needs analysis.
Anyone commencing employment with OASES should receive induction training covering health and safety procedures and fire drill etc. from a nominated person. Refresher training will be required throughout your employment with OASES to update your skills and knowledge e.g. First Aid re-qualification.
5. Accidents/Incidents/Ill Health
Employees must report all accidents, incidents, near misses and cases of work-related ill-health to their line manager, and cooperate with the completion of accident books, accident forms and any subsequent investigations.
The prime reason for reporting and investigating accidents/incidents/near misses and work-related ill health is to prevent any recurrence in the future, not to apportion blame.
6. First Aid
All injuries to OASES staff should be reported and treated immediately.
First aid treatment should be carried out by a trained first aider. Where school children require First Aid, this should normally be the responsibility of the accompanying teacher.
7. Asbestos
There are no asbestos materials within the EWE Centre or Esh Winning Academy.
If you do come across what you think may be asbestos materials while working (e.g. in fly-tipped rubbish at another school site or countryside area) leave well alone and inform the site owners.
8. Consumption of Alcohol
There is an absolute ban on alcohol consumption during normal working hours at Esh Winning Academy except in certain specific circumstances (e.g. special functions, public outreach out-reach events at libraries etc.)
For social or seasonal reasons, some consumption of alcohol may be permitted off site during lunch periods. However, staff must ensure that such consumption will not adversely affect their work performance on return to work. Those staff who have driving duties, who are about to work directly with children or vulnerable adults, or in any situation where the reputation of OASES might be adversely compromised, are prohibited from any alcohol consumption during the working day.
9. Drug abuse
The use of prescription or non-prescription drugs for any recreational or non-medical purposes by OASES staff is prohibited during work time, and strongly discouraged at any other time for health reasons.
Staff who attend work and appear to be under the influence of any narcotic substance (including alcohol) may be sent home, and on further investigation may be subject to disciplinary proceedings.

10. Smoking & Vaping
Smoking is prohibited on the premises at The EWE Centre and Esh Winning Academy. The premises includes the building, or within the grounds. 
Staff may not smoke while at work in any situation, even where those work duties may take place in an open and/or public area where smoking might otherwise be allowed.
11. Control of Fire Risk, Fire emergency procedures
All staff will be informed of fire alarm, fire evacuation and assembly area arrangements. A fire evacuation drill will take placed at least once each year.
Staff must keep exit routes clear, keep storage areas tidy, remove waste as soon as possible, and report any damage to electrical items or to fire safety equipment.
12. Suspicious packages/Bomb threats
All public establishments should be considered as possible targets for terrorist or other malicious attack.
A telephoned bomb threat, or an unidentified and suspicious package on the premises, should be considered as a real and significant threat. Inform your line manger immediately.
13. Display Screen equipment
All employees will be asked to undertake a simple ‘OASES Workstation Risk Assessment Checklist’.
All employees should take regular walks away from the display screen in order to exercise and allow the eyes to rest.
Employees are encouraged to arrange regular eye tests as part of their overall personal health monitoring regime.
14. Driving at work
Employees may need to drive in order to pursue their duties with OASES. All drivers should:
· Comply with the Highway Code at all times.
· Ensure that your vehicle is roadworthy and complies with all statutory requirements.
· Provide evidence that the vehicle is insured for business use and has a valid MOT certificate.
· Comply with EWE Centre and any other working site speed limits, parking restrictions, pedestrian routes etc.
· Drive in accordance with prevailing weather conditions
· Comply with any medical advice in relation to your driving, including any advice surrounding certain prescription and non-prescription medicines.
· OASES staff are discouraged from using mobile telephones while driving. 
· OASES staff are forbidden to use a mobile phone while driving unless it is incorporated into a proper hands-free system (i.e. with fixed speakers and microphones)

15. Electrical Safety
· Turn off, unplug and report damaged electrical equipment to your line manager.
· Never carry out repairs or alterations to electrical equipment unless suitably qualified and authorised to do so.
· Never carry or drag electrical items by the cable/flex.
· Where possible avoid using trailing extension leads.  If necessary, ensure that you site yourself as close to the electric point as possible and that you cover the electric lead so that it is not a trip hazard. 

16. Hand Tools and light equipment

Employees may from time to time need to use hand tools or other light equipment in the course of their work.
· Codes of practice are in place covering the use of Hand Tools and other light equipment.
· OASES staff will be made aware of the appropriate RA, and may only use tools in accordance with the RA.
· Tools and fire strikers must only be used by staff who are qualified to use them, either through Forest School or Forest Bathing training or internal sign off. 
· Sharps and fire strikers must be signed out and back in, noting the number on the items you are taking or returning. 

17. Personal Protective Equipment

The need for PPE will be established during the process of Risk Assessment. Where a work task requires that PPA is available the appropriate equipment will be provided by OASES.

18. Personal safety/lone working

OASES recognises that from time-to-time staff may be working alone either in the EWE Centre, or off-site.

While alone in the EWE Centre/Community wing, and school secretarial staff or caretaker etc. is on site:
· Inform the school office or caretaking staff that you are working alone and advise them when you leave the premises.
· Ensure that the office door closed on the electronic catch.
· Ensure that you do not open the main doors to any visitor before you have checked their identity via the door camera/intercom lock.
· Where there are no school staff on site, OASES staff will contact their line manager and advise that lone working is taking place. When departing the workplace, the same line manager must be notified.
While off-site:
· Make sure that your buddy is aware that you are lone working, and of your location. Inform the same buddy when you leave the lone working situation.

19. Working at Height

OASES staff will not be asked and should not volunteer to undertake any tasks requiring ladders, stepladders or step stools.

Should such tasks be proposed in the future, then OASES staff will receive appropriate training. In this event suitable equipment will be provided, maintained, and regularly inspected by OASES.

20. Manual Handling

OASES staff may need to move small and light loads including stationery, materials etc. Staff should exercise reasonable care when carrying out these tasks. Staff should take care not to overestimate their own ability, and be beware of the additional risk posed awkward loads, or lifting even light loads in a restricted space or while in an uncomfortable position. If in doubt, staff should seek assistance. Staff should undertake manual handling training every 3 years.

Staff will not be asked and should not volunteer to move heavy loads until a full risk assessment has been completed.

21. Stress

From time to time all staff may face increased stress, either through their work or through home circumstances that affect work.

OASES staff are encouraged to make their concerns known to a line manager or another member of the senior staff team so that steps can be taken to reduce that stress.

All staff are part of the OASES health benefit scheme that is run through Health Shield, Health Shield provide a 24/7 counselling and support health line.


22. Raising concerns about Health and Safety

If OASES staff have an urgent concern regarding a health and safety issue, they must report that concern to the line manager as soon as possible.
Health and safety will also be included as a standard agenda item at OASES staff team meetings.

OASES – Safeguarding young people and vulnerable adults.

All OASES staff have an obligation to cooperate with Esh Winning Academy (in which the EWE Centre is based) and support their safeguarding arrangements. The critical elements are as follows:-

· All staff must cooperate with our need to prove the DBS status before they may commence employment and sign up the DBS Update service, if not, DBS certificates need to be updated at least every three years during employment.
· All staff will be provided with, and should wear, an OASES identity badge while at work, either on or off-site.
· OASES will provide an EWE Centre visitors book and visitors badges. Staff must ensure that visitors to the EWE Centre sign this book and are issued with a visitor’s badge.
· Where a visitor is admitted for a meeting or course, then they must be accompanied by staff to the appropriate meeting room. Meeting participants or course members are not permitted to access any other part of the school site (excluding the Community Wing) unless accompanied by a member of OASES staff and with the prior permission of the Headteacher.
· Staff should be aware that the Community Wing of Esh Winning Academy has public access to the library during certain hours, and that a range of meetings may take place in the various community meeting rooms and areas. No Community Wing users may enter any other part of the school site before first signing in at the main school reception, unless as part of a course or meeting led by an OASES member of staff and with the prior permission of the Headteacher.
· OASES staff will be issued with appropriate entry keys, which must be signed for. These keys, along with OASES identity badges must not be passed to any other individual and must be returned to OASES upon termination of employment, or if otherwise requested by OASES managers.
· Lost entry keys or identity badges must be reported immediately to the line manager.
OASES staff must also cooperate with the safeguarding requirements of any site at which they are working.
When dealing with young children and vulnerable adults in a classroom or outdoor environment, OASES staff must be aware of the following :-
· OASES staff will at all times treat children, young people and vulnerable adults with respect.
· In the vast number or situations, OASES staff will be working with a member of the groups own staff. The group’s own staff member has the prime ‘Duty of Care’ to the group members. In general OASES staff should ask the group teacher/leader to take appropriate action with regard to disruptive, dangerous or inappropriate behaviour.  Because of their prime duty of care, group teachers/leaders must always be free to ask that a session is terminated, or an activity abandoned if they believe that it poses an undue threat to the participants.
· In planning for a session/activity, OASES staff must discuss with group teachers/leaders the activity itself, and any particular needs of the children or young adults who will be involved. When one or more participants are known to present challenging behaviours or have specific needs then these factors must be included on the session/activity risk assessment, and the means of reducing the risks (e.g. higher staffing ratio, having a member of staff with particular training etc etc.) included. 
· As experts in particular fields, OASES staff also have a duty of care to the young person or vulnerable adult. To discharge their duty of care, OASES staff should plan sessions carefully, present those sessions in line with risk assessments, and give advice to teachers/leaders in accordance with their training and expertise. OASES staff must ensure that group teachers/leaders understand the behaviour expectations associated with an activity and make the teacher/leader aware of any risk assessments.
· If behaviour continues to present a risk to an individual or the group despite the teacher/leader’s action, then OASES staff must discharge their duty of care by terminating the session, and assisting teachers/leaders in resolving the situation as safely as possible.
· OASES staff should avoid any situation where they are alone with a young person or vulnerable adult behind a closed door, in a vehicle, or in any situation where an allegation of misconduct may be made against them.
· Even with excellent planning, an unforeseen situation may arise where the behaviour of a group member may present an immediate danger to him/herself, and the only way to reduce that danger is to make a physical intervention. For instance: a child picks up a stick and begins hitting another child across the head, or a child pushes another child towards the kerb edge.
	In these limited instances OASES staff should not be discouraged from removing the risk through a physical 	intervention if that is the only available option – holding the attacker’s arm to allow the victim to escape; 	grabbing at the clothes to prevent the victim falling into the road. The intervention must cease as soon as 	the danger is passed. Any punishment for the behaviour or further action should be taken by the group 	teacher/leader and not by OASES staff.
· Some teachers/leaders of Special Needs may be trained and experienced in Control/Restraint techniques. These are controversial techniques, and can only be used by trained and experienced staff in very specific situations and within a strict usage policy. OASES staff should discover this at the planning stage. OASES staff are not qualified to assist a leader/teacher in carrying out such a technique.
· OASES staff who see inappropriate touching of children by a member of the group’s staff or OASES staff, see other inappropriate staff/pupil behaviour, or have such behaviour reported to them by a child or another colleague, MUST report the incident as soon as possible to the OASES line manager, who will ensure that the local area’s safeguarding protocol is instigated.

Complete or update a site assessment 
This must be saved in OASES' Sharepoint, Health & Safety, Risk Register\H&S INFORMATION\Completed Site Assessments
There may be some times when we do not do a site assesment for example, a if we are doing a one off teacher training session in school grounds. Where this is the case, all hazards must be included on your activity risk assessment. 
Print off the site assessment and take it along to the session 


Complete an activity risk assessment
This must be saved in the project delivery folder of your project file.
If you are delivering regularly with the same group (for example, gardening club) where the activities each week will be similar you may do one activity risk assessment for a half term. At the bottom of each activity risk assessment there is a table for ‘notes on the day’ you must sign and date this section each day of delivery along with either a note to indicate that there are no changes or a description of any changes (such as extremes of weather) and action taken.
If a session with the regular group differs from these activities, you must do a separate activity risk assessment for that week (for example, cooking with a gardening club).
Print off the activity risk assessment and take it along to the session


Print off relevent codes of practice and procedures 
These must be attached to your risk assessment


Complete the activity checklist
Print this off and take it along to the session


Prior to the session, if appropriate, email the group leader or school contact the site assessment, activity risk assessment and relevant codes of practice and procedures. 


After the session, or half term if regular delivery, place the risk assessment on the Office Administrator's desk in the designated folder 
This will then be filed in the Health and Safety Folder. At the end of each financial year the forms will be archived in the walk in cupboard.
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