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HEALTH AND SAFETY POLICY



1. Introduction

Reading Community Learning Centre is committed to providing a safe and healthy environment for staff, learners, volunteers, children in the crèche, visitors, contractors and anyone else who may be affected by our activities.

This policy sets out how RCLC manages health and safety in line with the Health and Safety at Work etc. Act 1974 and other relevant health and safety requirements. RCLC will take reasonable and proportionate steps to identify risks, prevent accidents, maintain safe working conditions and promote a culture where health and safety concerns are raised and addressed promptly.

2. Statement of General Policy

RCLC’s general health and safety policy is to:

· Provide adequate control of health and safety risks arising from our work activities
· Consult with staff on matters affecting their health and safety
· Provide and maintain safe premises, equipment and working practices
· Provide appropriate information, instruction, supervision and training for staff, volunteers, learners and visitors
· Ensure staff, volunteers and learners know what to do in the event of an emergency
· Prevent accidents and cases of work-related ill health as far as reasonably practicable
· Record, review and respond to accidents, incidents, near misses and health and safety concerns
· Maintain safe and healthy working conditions
· Review and revise this policy regularly, or sooner if there are significant changes to RCLC’s activities, premises or legal requirements

3. Scope

This policy applies to:

· All employees
· Sessional workers and tutors
· Volunteers
· Trustees
· Learners and Centre users
· Children using the crèche
· Visitors, contractors and anyone else attending RCLC premises or activities

All staff, volunteers and Centre users are expected to follow health and safety procedures and take reasonable care of themselves and others.

4. Responsibilities
All staff, tutors and volunteers have a responsibility to report any maintenance issue, hazard, health and safety concern, near miss or unsafe practice as soon as possible. Concerns should be reported to the CEO during normal working arrangements.
Where there is an urgent or serious health and safety risk, including any issue that may affect the safe opening or operation of the Centre, fire safety, access, evacuation, utilities, building safety or immediate welfare, this must be reported to the CEO immediately.
The CEO is responsible for deciding what action is required in response to urgent or serious health and safety concerns, including whether the Centre, crèche or any activity can safely remain open.
The CEO is responsible for raising and following up health and safety or maintenance concerns relating to volunteers, and for reporting these to the CEO where action or escalation is required.
· Board of Trustees - The Board of Trustees has overall responsibility for health and safety at RCLC. The Board is responsible for ensuring that:
· RCLC has an appropriate health and safety policy in place
· Health and safety risks are managed proportionately
· Significant risks, incidents and concerns are reviewed
· Appropriate resources are available to support health and safety compliance
· This policy is reviewed and approved at least every three years, or sooner if required

· CEO
The CEO has overall responsibility for ensuring this policy is implemented and for the day-to-day coordination of health and safety arrangements at RCLC, including:
· ensuring health and safety procedures are followed across RCLC 
· ensuring health and safety issues, identified actions and concerns are acted on in a timely manner 
· carrying out or coordinating general risk assessments 
· ensuring staff, volunteers and tutors receive appropriate information, instruction and training and are aware of relevant procedures 
· maintaining relevant health and safety records, including accident records, risk assessments, fire safety checks, first aid arrangements and training records 
· ensuring accidents, incidents, near misses, safeguarding-related safety concerns, fire safety issues, premises issues and other significant risks are appropriately recorded, reported and monitored 
· liaising with contractors, landlords, external agencies and the Board of Trustees where appropriate 

The CEO must be informed of any significant health and safety concern, accident, incident, near miss, safeguarding-related safety concern, fire safety issue, premises issue or risk that could affect staff, learners, volunteers, children, visitors or the safe operation of the Centre.

· Senior Crèche Supervisor - The Senior Crèche Supervisor has delegated responsibility for health and safety within the crèche. If the creche supervisor is not available on the day then the senior creche worker, Shahla Maqsud will take the lead. This includes:
· Ensuring the crèche environment is safe before each session
· Ensuring crèche equipment and toys are suitable, clean and in good condition
· Reporting hazards, accidents, incidents or concerns to the CEO
· Ensuring crèche accident records are completed where required
· Ensuring crèche staff and volunteers follow relevant safety procedures
· Ensuring children are supervised appropriately at all times

Staff, Tutors and Volunteers - All staff, tutors and volunteers must:
· Take reasonable care of their own health and safety and that of others
· Follow RCLC health and safety procedures
· Cooperate with managers on health and safety matters
· Report hazards, accidents, incidents, near misses or concerns promptly
· Not interfere with or misuse anything provided for health, safety or welfare
· Use equipment safely and only where they are competent to do so
· Follow fire evacuation and emergency procedures
· Support learners, visitors and children to follow safety instructions where relevant

· Learners, Centre Users and Visitors - Learners, Centre users and visitors are expected to:
· Follow health and safety instructions given by RCLC staff or tutors
· Take reasonable care of themselves and others
· Report anything unsafe to a member of staff
· Follow fire and emergency procedures
· Treat the premises, equipment and other people with care and respect

5. Risk Assessments

RCLC will carry out risk assessments to identify hazards, assess risks and put reasonable control measures in place. Risk assessments will be completed for:
· General premises and activities
· Crèche activities and equipment
· Events, trips or activities outside normal Centre arrangements
· Manual handling where relevant
· Lone working where relevant
· New or changed activities
· Any specific risks affecting staff, volunteers, learners, children or visitors

Risk assessments will be reviewed:
· At least annually
· When activities, premises, equipment or working arrangements change
· After an accident, incident, near miss or significant concern
· When new risks are identified

The CEO will coordinate general risk assessments. The Senior Crèche Supervisor will support risk assessments relating to the crèche. Significant risks and actions will be reported to the CEO and, where appropriate, to the Board of Trustees.  The CEO will update the RCLC Risk Register accordingly and share this with the Board of Trustees for review each time it is updated. 

6. Safe Premises, Equipment and Maintenance

RCLC will take reasonable steps to ensure that premises, furniture, equipment and facilities are safe and suitable for use. 

The CEO is responsible for identifying equipment or premises issues requiring maintenance and ensuring these are reported or addressed. Staff and volunteers must report any damaged, faulty or unsafe equipment immediately. Equipment must not be used if it appears unsafe, damaged or unsuitable. New equipment must be checked for suitability and safety before use.

Where equipment is used by children in the crèche, the Senior Crèche Supervisor must ensure it is age-appropriate, clean, safe and checked regularly.

7. Fire Safety and Emergency Evacuation

RCLC will maintain appropriate fire safety and emergency evacuation arrangements. The CEO is responsible for ensuring that fire safety arrangements are coordinated and that fire safety records are maintained. RCLC will ensure that:
· Fire exits and escape routes are kept clear
· Fire procedures are displayed and communicated
· Staff and volunteers know what to do in the event of a fire or emergency
· Learners and visitors are given appropriate information about emergency arrangements
· Fire alarms are tested regularly
· Emergency evacuation procedures are practiced regularly
· Fire safety concerns are reported and acted on promptly

Escape routes will be checked regularly. Fire alarm testing and evacuation drills will be recorded. Any fire safety issue must be reported immediately to the CEO.

8. First Aid, Accidents, Incidents and Near Misses

First aid boxes are located:

• In the General Office
• In the locked cupboard by the fire exit in the crèche room

The appointed first aider is:

• Hema Sundhararajan

Other qualified first aiders include:

· Aisha Malik – Remote Worker 
· Samar Al-Tamimi – Part-time 
· Shahla Maqsud – Creche 
· Farida Masud – Creche
· Sumera Rashid - Creche

All accidents, incidents and near misses must be reported promptly. All accidents and cases of work-related ill health must be recorded in the accident book. The accident book is kept in reception and maintained by the CEO

Accidents involving children in the crèche must be recorded in the Crèche Accident Book.

The CEO is responsible for reviewing accident records. The CEO will determine whether any matter needs to be escalated to the Board of Trustees. Where required, the CEO, will report accidents, diseases or dangerous occurrences to the Health and Safety Executive, local authority or other enforcing authority.

9. Information, Instruction and Training

RCLC will provide appropriate health and safety information, instruction, supervision and training. The Health and Safety Law poster is displayed on the staff notice board. The CEO will include health and safety information in induction for:
· Employees  
· Sessional workers and tutors
· Crèche workers
· Relevant contractors or regular visitors where appropriate

The CEO is responsible for ensuring appropriate health and safety information is provided to volunteers.
Induction and health and safety information will cover, as relevant to the person’s role or use of the Centre:

Induction will cover:
· Fire and emergency procedures
· Accident and incident reporting
· First aid arrangements
· Safeguarding links to health and safety where relevant
· Safe use of premises and equipment
· Reporting hazards or concerns
· Role-specific health and safety requirements

Training needs for employees, sessional workers, tutors, crèche workers, learners, centre users, contractors and regular visitors will be identified and monitored by the CEO. Training or information needs for volunteers will be identified and monitored by the CEO where required.


10. Supervision and Competency

RCLC will ensure that staff, workers and volunteers are competent for the tasks they are asked to carry out.
The CEO is responsible for ensuring appropriate supervision, information, instruction and training is in place for:
· Employees
· RCLC contracted staff and sessional employees
· Learners and centre users 
· Trustees 
· Contractors or regular visitors where relevant

The CEO is responsible for ensuring appropriate supervision, information, instruction and training is in place for volunteers.

Supervision of learners and centre users will be undertaken by tutors, the Community Development Worker or other appropriate staff, under the overall responsibility of the CEO. Specific roles may require additional training, guidance or supervision, including:
· Crèche workers
· Outreach workers
· Tutors
· Administrative workers
· Trustees
· Volunteers working directly with learners or children

No one should carry out a task if they have not been given appropriate information, instruction, training or support relevant to their role or activity.

11. Consultation with Employees

RCLC will consult with employees on health and safety matters. Consultation may take place through:
· Staff meetings and inductions
· One-to-one supervision
· Annual policy and risk assessment review
· Informal reporting of concerns
· Direct discussion with the CEO 

Staff are encouraged to raise health and safety concerns promptly and will not be criticised for doing so in good faith.

12. Lone Working and Personal Safety

Where staff or volunteers work alone. All lone workers at the Centre must record when they are working at RCLC in the Lone worker log book. RCLC will take reasonable steps to manage any risks. This may include:
· Ensuring someone knows who is on site 
· Agreeing check-in arrangements where appropriate
· Ensuring staff know how to report concerns
· Avoiding unnecessary lone working where risks cannot be managed
· Considering personal safety when opening or closing the Centre

Any concerns about lone working must be reported to the CEO.

13. Manual Handling

Staff and volunteers should avoid lifting or moving heavy or awkward items unless it is safe to do so. Where manual handling is required, staff and volunteers should:
· Ask for help where needed
· Use equipment where available
· Avoid lifting beyond their capability
· Report any concerns about unsafe lifting or moving tasks

Manual handling risks will be considered as part of risk assessments where relevant.

14. Display Screen Equipment

Where staff regularly use computers or display screen equipment as part of their role, RCLC will take reasonable steps to ensure they can work safely and comfortably. Staff should report any concerns about workstation set-up, discomfort or equipment to the CEO.

15. Work-Related Ill Health and Wellbeing

RCLC will take reasonable steps to prevent work-related ill health. Staff should raise concerns about workload, stress, working conditions or health issues that may affect their work with the CEO. Where appropriate, RCLC will consider reasonable adjustments, changes to working arrangements, occupational health advice or other support.

16. Contractors and Visitors

Contractors and visitors must follow RCLC’s health and safety instructions while on site. Contractors must not carry out work that creates avoidable risks to staff, learners, children, volunteers or visitors. Where contractors are carrying out work on site, RCLC will take reasonable steps to ensure that:
· The work is planned safely
· Risks to others are considered
· Fire exits and safe access routes are maintained
· Staff are informed of any relevant restrictions or hazards

17. Monitoring and Review

The CEO will monitor day-to-day health and safety arrangements and report concerns. The CEO will ensure that significant health and safety matters are addressed and escalated to the Board where appropriate. The Board of Trustees will review health and safety as part of its governance responsibilities.

This policy and its implementation will be reviewed at least every three years, or sooner if:
· There is a significant accident, incident or near miss
· There are changes to premises, activities or staffing
· New legal or regulatory requirements apply
· A review identifies that changes are needed

18. Records

RCLC will keep appropriate health and safety records, including:
· Risk assessments
· Accident and incident records
· Crèche accident records
· Fire alarm tests
· Fire evacuation drills
· Maintenance records
· Training and induction records
· Health and safety concerns and actions taken

Records will be stored securely and only accessed by those who need them for management, legal, insurance, safeguarding or health and safety purposes.

19. Related Policies and Procedures

This policy should be read alongside:
· Safeguarding Children and Adults at Risk Policy
· Volunteer Policy
· Risk assessments
· Data Protection Policy
· Managing Absence and Annual Leave Policy
· Equal Opportunity Policy

· Crèche Policy 
· Fire evacuation procedures


STORING PERSONAL INFORMATION 

The table below outlines how RCLC complies with UK GDPR and the Data Protection Act 2018 in relation to health and safety information. Further details are set out in the Data Protection Policy, Confidentiality Policy and Privacy Notice. 

	Holding your personal information 
	RCLC processes personal data where necessary to manage health and safety, prevent accidents, respond to incidents, meet legal obligations, and protect staff, volunteers, learners, children, visitors and others who use the Centre.

	Lawful basis for processing 
	Processing is carried out where necessary to meet legal obligations, support legitimate interests in managing a safe environment, and protect vital interests where there is an urgent health or safety risk. Health-related data may be processed as special category data where necessary for employment, health and safety, safeguarding, legal or insurance purposes.

	How your personal information will be stored 
	Personal data will be stored securely in locked cabinets and/or password-protected electronic systems with restricted access on a need-to-know basis.

	How long we will store your information for 
	Information will be retained only for as long as necessary in line with legal, regulatory, insurance and operational requirements, and in accordance with RCLC’s data retention schedule.

	The type of information that we will store 
	This may include accident and incident records, near-miss reports, first aid records, crèche accident records, risk assessments, fire safety records, training and induction records, health and safety concerns, and relevant correspondence.

	Why we will keep your information 
	To manage health and safety, investigate accidents or incidents, identify and reduce risks, evidence compliance, support safeguarding where relevant, respond to insurance or legal matters, and meet statutory reporting duties where required.

	Who may access your information
	Information may be accessed by the CEO, Senior Crèche Supervisor, relevant staff, trustees, insurers, legal advisers, regulators, local authorities or emergency services where there is a legitimate reason to do so.

	Your rights 
	Individuals have the right to access, correct or request deletion of their personal data where appropriate, subject to legal, safeguarding, insurance and regulatory requirements.




APPENDIX 1: RISK ASSESSMENT CHECKLIST

Step 1, Identify The Hazards

Consider how people could be harmed. Hazards may include:
· Slips, trips and falls
· Fire risks
· Unsafe equipment
· Manual handling
· Lone working
· Crèche equipment or activities
· Cleaning materials
· Electrical equipment
· Stress or work-related ill health
· Visitors, contractors or unfamiliar people on site
· Activities outside the Centre

Step 2, Decide Who Might Be Harmed And How

Consider who may be affected, including:
· Staff
· Volunteers
· Tutors
· Learners
· Children in the crèche
· Visitors
· Contractors
· Trustees
· People with disabilities or additional needs
· Pregnant workers or visitors
· People with limited English

Step 3, Evaluate The Risks And Decide On Precautions

Consider what is already in place and whether more needs to be done. When controlling risks, consider whether it is possible to:
· Remove the hazard
· Use a less risky option
· Prevent access to the hazard
· Organise work to reduce exposure
· Provide information, instruction or supervision
· Use protective equipment where appropriate
· Provide welfare facilities

Step 4, Record Findings And Actions

Risk assessments should record:
· The hazard
· Who may be harmed
· Existing controls
· Further action needed
· Who is responsible
· Target date
· Date completed

Actions should be prioritised, with urgent or serious risks addressed first.

Step 5, Review And Update

Risk assessments should be reviewed:
· At least annually
· When something changes
· After an accident, incident or near miss
· When a concern is raised
· When new activities or equipment are introduced

APPENDIX 2: LONE WORKING SIGN IN SHEET AT RCLC LOGBOOK RECORD
RCLC Lone Worker Sign In / Sign Out Register
Reading Community Learning Centre
Please complete when working alone in the building.

	Date
	Name
	Arrival Time
	Mobile Number
	Actual Departure
	Signed Out
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Emergency Contact: __________________________Any concerns, incidents or changes to expected departure time should be reported to the CEO or designated contact.



	Date Approved by Board: 
	June 2026

	Review Date:
	July 2029 

	
Signed on behalf of the Board of Trustees  
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Dated
	 June 2026



Reading Community Learning Centre  94 London Street Reading RG1 4SJ
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