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1. PURPOSE
Project Challenge (PC) is committed to providing learning and working environments that are safe, inclusive, accessible and supportive for learners, staff, volunteers, Board members, visitors and other people who may be affected by our activities.
Health and safety at PC is not treated simply as a compliance exercise. It is part of enabling people to participate confidently in education, work and community activities. We aim to identify hazards early, manage risk proportionately and communicate safety information in ways that people can understand and use.
This policy sets out how PC will meet its health and safety responsibilities while recognising that people may experience risk, process information, communicate or respond to environments in different ways.
Our approach is based on a simple principle: safe participation should be supported by removing unnecessary barriers while maintaining appropriate standards of safety.
2. SCOPE
This policy applies to all PC employees, learners, volunteers, Board members, contractors and visitors, and to activities carried out on PC premises, on educational visits, in external provision and during other activities organised or supervised by PC.
Nothing in this policy reduces the responsibility of individuals to take reasonable care of themselves and others, follow safety instructions and report hazards, incidents or concerns.
3. POLICY STATEMENT
PC will take all reasonably practicable steps to protect the health, safety and welfare of employees and to protect learners, visitors and other people from risks arising from PC activities.
PC will, so far as is reasonably practicable:
provide and maintain safe premises, safe access and safe systems of work;
provide equipment that is suitable, maintained and safe to use;
identify hazards and complete suitable and sufficient risk assessments;
control risks associated with hazardous substances;
provide appropriate information, instruction, training and supervision;
provide suitable first-aid arrangements and emergency procedures;
record, investigate and learn from accidents, incidents and near misses;
consult and communicate with staff and learners about health and safety;
consider reasonable adjustments and individual needs when planning safe participation; and
review health and safety arrangements regularly and after significant changes or incidents.
4. ROLES AND RESPONSIBILITIES
4.1 Project Challenge Board
The Board has overall governance responsibility for health and safety. The Board will seek assurance that suitable arrangements, resources and monitoring are in place and that significant risks are identified and managed.
The Board Chair will liaise with the Centre Manager, Health & Safety Lead and staff on significant health and safety matters.
4.2 Centre Manager
support implementation of this policy and allocate responsibilities;
work with the Health & Safety Lead to review premises, equipment and procedures;
support accident, incident and emergency arrangements;
ensure appropriate records and documentation are maintained; and
act as Deputy Health & Safety Lead where required.
4.3 Health & Safety Lead
The Health & Safety Lead is appointed by the Board and is responsible for coordinating the effective implementation of this policy.
keep informed of relevant health and safety requirements and communicate significant changes;
review this policy and associated procedures at least annually;
coordinate risk assessment and provide support to staff completing assessments;
undertake and record regular premises inspections;
ensure hazards and required remedial actions are recorded, allocated and followed up;
support suitable training and induction;
monitor accident, incident and near-miss reporting;
coordinate first-aid, COSHH, equipment and other health and safety arrangements; and
report significant concerns to the Centre Manager and Board.
4.4 All Staff
All staff contribute to a safe, calm and inclusive environment. Staff must take reasonable care of their own health and safety and that of others who may be affected by what they do or do not do.
follow agreed procedures and risk assessments;
use equipment safely and only when competent or appropriately supervised;
maintain good housekeeping and clear access routes;
report hazards, defects, accidents, incidents and near misses promptly;
use clear and respectful communication when explaining safety expectations;
consider whether a learner may need information presented differently or additional time to process an instruction;
use agreed reasonable adjustments where these support safe participation; and
seek advice where a risk or support need is unclear.
4.5 Learners
Learners are expected to contribute to the safety of themselves and others. PC recognises that learners may need different levels or forms of support to understand and follow safety expectations.
work and participate in ways that are as safe as possible;
follow reasonable health and safety instructions and agreed activity rules;
use protective equipment where required;
tell a member of staff if they notice a hazard, damaged equipment or unsafe situation;
tell staff where a safety instruction is unclear or difficult to follow; and
avoid behaviour that could create a foreseeable risk of harm to themselves or others.
Safety expectations are introduced through induction and reinforced through training agreements, teaching, practical demonstrations and activity briefings.
5. INCLUSIVE AND NEURODIVERSITY-AFFIRMING HEALTH AND SAFETY PRACTICE
PC recognises that safe participation does not always mean treating everyone in exactly the same way. Disability, neurodivergence, communication differences, sensory processing, anxiety, literacy, physical health, previous experiences and other factors may affect how a person understands or responds to a safety situation.
Where appropriate, staff should consider:
using short, clear and concrete safety instructions;
demonstrating a task as well as explaining it verbally;
using visual prompts, written instructions or checklists;
allowing appropriate processing time before expecting a response;
reducing avoidable sensory distractions such as excessive noise, glare or crowding;
preparing learners for changes, unfamiliar environments or emergency drills where this can be done safely;
checking understanding rather than assuming that silence or agreement means an instruction has been understood;
considering individual risk factors and reasonable adjustments without making assumptions based solely on a diagnosis; and
involving the learner in identifying strategies that help them participate safely.
Reasonable adjustments must not introduce an unacceptable risk to the learner or to other people. Where an adjustment affects a qualification, external placement or activity requirement, the relevant requirements must also be considered.
6. RISK ASSESSMENT AND SAFE PARTICIPATION
Risk assessment is central to PC's approach. Staff should identify what could cause harm, who might be affected, the likelihood and potential severity of harm, existing controls and any further action required.
Risk assessments must be proportionate to the activity and should be treated as working documents. They should be reviewed when circumstances change, after an incident or near miss, when new information becomes available, or when experience shows that controls may need to change.
For new establishments, new trips, new room usage or substantially changed activities, a new or revised risk assessment must be completed. Off-site activity risk assessments should normally be reviewed by the Health & Safety Lead or Centre Manager at least 24 hours before the activity.
Staff involved in an activity must have access to, and understand, the relevant risk assessment. If staff believe that the planned controls are insufficient, the activity should not proceed until the concern has been addressed.
Individual learner needs should be considered where they materially affect safe participation. This should be done respectfully, based on relevant information and in discussion with the learner and, where appropriate, parents/carers or professionals.
7. INFORMATION, INSTRUCTION, TRAINING AND SUPERVISION
PC will provide health and safety information, instruction, training and supervision appropriate to people's roles and activities.
Induction will include, as relevant:
PC's health and safety responsibilities and reporting arrangements;
fire, evacuation and lockdown procedures;
accident, incident and near-miss reporting;
safe use of indoor and outdoor equipment;
manual handling;
COSHH awareness;
display screen equipment;
risk assessment and educational visit arrangements; and
individual responsibilities for maintaining a safe environment.
Training should be refreshed where necessary and when duties, equipment, activities or risks change.
8. PREMISES, HOUSEKEEPING AND WELFARE
PC will maintain premises so far as reasonably practicable in a condition that supports safe access, movement, learning and work.
The Health & Safety Lead will undertake regular premises checks. Staff and learners are expected to help keep areas tidy, routes clear and hazards such as spillages, trailing cables, damaged furniture or blocked exits addressed or reported promptly.
Environmental factors that may affect participation - including lighting, temperature, noise, ventilation and available space - should be considered where relevant, including where a learner or staff member experiences sensory or physical access needs.
9. WORK EQUIPMENT, ELECTRICAL SAFETY AND PERSONAL PROTECTIVE EQUIPMENT
Equipment provided for work or learning must be suitable for its intended purpose, maintained in a safe condition and used in accordance with appropriate instructions and supervision.
Damaged or defective equipment must not be used. It should be taken out of service and reported immediately to the Centre Manager or Health & Safety Lead. No person should attempt a repair that is outside their competence.
Electrical equipment will be inspected and tested where required as part of PC's electrical safety arrangements. Staff and learners should stop using equipment that appears damaged, has frayed or loose leads, behaves unexpectedly or otherwise appears unsafe.
Where a risk assessment identifies a need for personal protective equipment (PPE), suitable PPE will be provided and must be used as instructed. Staff should explain the purpose of PPE and consider fit, comfort, sensory needs and communication needs where these affect safe use.
10. MANUAL HANDLING
Manual handling should be avoided where reasonably practicable where it presents a risk of injury. Where handling cannot be avoided, the task should be assessed and suitable controls used.
Staff should consider the task, load, individual capability and environment. Mechanical assistance or help from another person should be used where appropriate. Learners should receive suitable instruction and supervision before undertaking relevant handling tasks.
11. DISPLAY SCREEN EQUIPMENT
PC will manage risks associated with display screen equipment (DSE) for staff who are users under the relevant regulations. Workstation assessments will be reviewed when appropriate, including when a new employee starts, a workstation changes or an individual reports discomfort or difficulty.
Adjustments may include seating, screen position, input devices, lighting, glare reduction, breaks or changes to the working environment. Sensory and physical access needs should be considered as part of the assessment.
12. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)
PC will identify substances that may present a risk to health, assess the risk and put appropriate controls in place before use. This may include cleaning products, printer/photocopier materials and substances used in practical activities.
New substances should be assessed before introduction. COSHH assessments should be reviewed when use changes, new information becomes available or existing controls may no longer be adequate.
Relevant information and training will be provided to staff and learners in an accessible form.
13. FIRST AID, ACCIDENTS, INCIDENTS AND NEAR MISSES
13.1 First Aid
PC will maintain suitable first-aid arrangements and equipment. A suitably trained first aider will be available during the training programme in accordance with PC's assessed needs.
First-aid equipment will be checked regularly and replenished after use. Medication must not be stored in the first-aid box.
13.2 Reporting and Recording
All accidents, incidents and significant near misses involving staff or learners must be reported promptly to the Health & Safety Lead, Centre Manager or most senior member of staff on duty and recorded using the appropriate PC reporting system.
Records will be stored securely and handled in accordance with data-protection requirements. Significant incidents should be reviewed to identify causes, lessons and any changes needed to prevent recurrence.
Where an event is reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR), the responsible person will ensure that the appropriate report is made to the Health and Safety Executive.
14. FIRE SAFETY AND EMERGENCY EVACUATION
PC will maintain fire precautions and evacuation arrangements in conjunction with the building's responsible persons and relevant premises arrangements.
Fire and evacuation procedures will be communicated during induction and displayed as appropriate.
Fire drills will be carried out periodically.
Fire equipment will be maintained through the premises arrangements.
Visitors will be supported to leave the building safely.
No one should use a lift during a fire evacuation unless the lift and evacuation plan specifically permit this.
Staff must not re-enter the building until authorised to do so.
PC will identify in advance any person who may require an individual evacuation arrangement or additional assistance. Support should be planned respectfully and should not rely on other learners providing physical assistance unless this has been formally assessed and agreed.
14.1 Fire Marshals
The Centre Manager, Lorna Butterick, and Tom Harnett are designated PC Fire Marshals. In an emergency they will work within the building's fire arrangements to support evacuation, attendance checks, communication and liaison at the assembly point.
14.2 Suspect Packages
Staff and learners must not touch, move or interfere with a suspect package. Concerns should be reported immediately to a senior member of staff and the building's emergency arrangements followed.
15. EMERGENCY LOCKDOWN
On rare occasions it may be necessary to secure the building because of a serious external or internal threat. Examples may include a nearby hazardous incident, a serious security threat or attempted unauthorised access.
When a lockdown instruction is issued, staff should communicate it calmly and clearly to learners and follow the current building and emergency-service instructions.
remain in the safest available location;
close windows and blinds where it is safe to do so;
move away from windows and exposed areas;
do not leave the building unless instructed;
keep phones available for essential communication and avoid sharing unverified information publicly; and
wait for further instructions from the responsible person or emergency services.
Staff should consider how individual learners may respond to uncertainty, alarms, restricted movement or changes in routine. Where possible, communication should be brief, reassuring, factual and accessible, while avoiding information that could increase risk.
16. EDUCATIONAL VISITS AND OFF-SITE ACTIVITIES
Educational visits and off-site activities must be planned with appropriate staffing, supervision, transport and risk controls.
The lead member of staff must ensure that:
the activity has an appropriate risk assessment;
staffing is sufficient for the group and activity, with individual needs considered;
relevant medical, support and emergency information is available;
staff know their roles and how to contact PC;
learners receive a clear and accessible briefing;
weather, travel and environmental conditions are considered; and
any external provider's risk arrangements are reviewed and considered acceptable.
If staffing or other essential controls are not in place, the activity must not proceed.
17. ALCOHOL AND DRUGS
No person may consume alcohol or prohibited drugs on PC premises or take part in PC activities while impaired in a way that creates a safety risk.
Where a learner appears intoxicated or impaired, staff should respond in accordance with safeguarding, learner support and safety procedures. The immediate priority is to reduce risk and ensure that the learner and others are safe. Staff concerns about an employee will be managed through the appropriate employment procedures.
18. MONITORING, REVIEW AND CONTINUOUS IMPROVEMENT
Health and safety arrangements will be monitored through premises checks, risk assessments, staff meetings, incident and near-miss records, training, feedback and Board oversight.
PC will use information from incidents, concerns and learner/staff experience to improve practice. A near miss or difficulty should be treated as an opportunity to identify a weakness before harm occurs, rather than as a reason to assign blame.
This policy will be reviewed at least annually and sooner where there is a significant legislative, organisational or operational change, or where an incident indicates that review is required.
19. RELATED LEGISLATION AND GUIDANCE
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 2013 (RIDDOR)
Control of Substances Hazardous to Health Regulations 2002 (COSHH), as amended
Manual Handling Operations Regulations 1992, as amended
Provision and Use of Work Equipment Regulations 1998 (PUWER)
Personal Protective Equipment at Work Regulations 1992 / Personal Protective Equipment at Work (Amendment) Regulations 2022, as applicable
Health and Safety (Display Screen Equipment) Regulations 1992, as amended
Workplace (Health, Safety and Welfare) Regulations 1992
Regulatory Reform (Fire Safety) Order 2005
Health and Safety Executive guidance relevant to PC activities


APPENDICES
The following operational tools support this policy. Existing detailed PC forms may continue to be used where they contain the information required by these appendices.
Appendix 1 - Weekly Health and Safety Checklist
Access and emergency exits clear and usable
Floors, stairs and circulation routes free from avoidable trip hazards
Fire doors and fire-safety signage unobstructed
Furniture and fittings stable and in safe condition
Electrical equipment and leads visually safe
First-aid supplies available and replenished
Cleaning/COSHH substances stored appropriately
Lighting, heating and ventilation satisfactory
Toilets and welfare areas in satisfactory condition
Any sensory/environmental concerns identified and actioned where reasonably practicable
Outstanding defects recorded, allocated and followed up
Appendix 2 - Manual Handling Prompt
Before lifting or moving an item, consider:
Can the task be avoided or the load reduced?
Can a trolley, mechanical aid or another person help?
Is the route clear?
Is the load stable and can it be held securely?
Can the person undertaking the task manage it safely?
Is additional instruction or supervision required?
Appendix 3 - Electrical / PAT Safety
Formal inspection and testing will be arranged where appropriate. All users should also make simple visual checks and report damage. Equipment that is suspected to be unsafe must be disconnected or isolated where safe to do so, labelled if appropriate, and not used until assessed.
Appendix 4 - DSE Workstation Review
	Check
	Consider
	Action / adjustment

	Chair and posture
	Support, height, comfort, feet supported
	

	Screen
	Height, distance, readability, glare
	

	Keyboard / mouse
	Reach, wrist position, comfort
	

	Desk space
	Enough room to work and change posture
	

	Lighting
	Glare, reflections, task lighting
	

	Noise / sensory environment
	Distracting background noise or other sensory factors
	

	Breaks / task variation
	Opportunity to change activity and posture
	


Appendix 5 - Accident / Incident / Near-Miss Record
Date, time and location
Person(s) involved
What happened
Injury or potential harm
Immediate action / first aid
Witnesses
Person informed
Further action required
Whether RIDDOR consideration is required
Review / lessons learned
Appendix 6 - RIDDOR
The Health & Safety Lead / responsible person will consider whether an incident is reportable under the current Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 and will use the current HSE reporting process where required.
Appendix 7 - COSHH
A COSHH assessment should identify the substance, hazardous properties, who may be exposed, how exposure may occur, existing controls, storage, PPE where relevant, first-aid/emergency action and review arrangements.
Appendix 8 - Activity / Educational Visit Risk Assessment
	Hazard
	Who may be harmed
	How harm may occur
	Existing controls
	Further controls
	Responsible person
	Review

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


For off-site activities, also record the activity/location, date, staff attending, learner numbers, individual support considerations, transport arrangements, emergency contact arrangements and approval/review by the Health & Safety Lead or Centre Manager.
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