HEALTH AND SAFETY |
POLICY

1- Purpose

This policy outlines the responsibilities and procedures for maintaining health, safety, and well-being in
the office. It complies with UK legislation, including the Health and Safety at Work Act 1974, the
Management of Health and Safety at Work Regulations 1999, and the Workplace (Health, Safety, and
Welfare) Regulations 1992. The policy applies to all employees, contractors, and visitors to the office
premises. This policy applies not only to office-based activities, but also to staff working remotely, from
home, visiting employer premises, or delivering training in external locations.

2 - Legal Framework

TAA recognises its responsibilities under the following legislation:

Health and Safety at Work etc. Act 1974

Management of Health and Safety at Work Regulations 1999

Workplace (Health, Safety and Welfare) Regulations 1992

Display Screen Equipment Regulations

Working Time Regulations

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)



3 - Employer Responsibilities

TAA is committed to ensuring a safe and healthy workplace and will take all reasonable steps to prevent

accidents and work-related ill health. TAA's responsibilities include:

Risk Assessment

Regular risk assessments will be conducted to
identify hazards in the office environment. This
will include assessment of workstations,
equipment, fire safety, lighting, ventilation, and

general office safety.

Risk assessments will include office-based
activities, homeworking arrangements, travel,
and work undertaken at external or employer

premises.

Training and Induction

All employees will receive health and safety
induction training on their first day of work,
which will include fire safety procedures, first aid
information, and workstation ergonomics.
Refresher training will be provided annually or as

needed.

Additional training will be provided where risk
assessments identify new or increased risks,
including those associated with remote working

or external delivery.

Workstation Safety

Workstations must be set up in line with Display
Screen Equipment (DSE) regulations. TAA will
provide ergonomic furniture and equipment,
including adjustable chairs, desks, and monitor
stands, to minimise the risk of musculoskeletal

injuries.

Fire Safety

The building has adequate fire alarms,
extinguishers, and clear evacuation routes. Fire
drills are held regularly, and fire marshals will be
appointed and trained. Fire exits and equipment
will be inspected regularly to ensure they are in
working order. There is a fire alarm check every
Thursday morning at 0915.

First Aid

Adequate first aid provisions will be available,
including trained first aiders and accessible first



Cleaning and Hygiene

Mental Health and Wellbeing

Home and Remote Working

Lone Working and Personal Safety

aid kits. Employees will be informed of the
location of first aid facilities and the names of

first aiders.

The office will be regularly cleaned to maintain a
hygienic environment. Special attention will be

given to common areas such as the kitchen.

TAA recognises mental health as an integral part
of health and safety and will take reasonable
steps to reduce work-related stress, support
wellbeing, and make adjustments where
needed.

TAA offers access to mental health resources,
such as our Employee Assistance Programs (EAP)
and resources on Moodle (Staff Portal — Health
and Wellbeing). Regular check-ins and an open-
door policy will be maintained to encourage

employees to discuss concerns.

TAA will ensure appropriate risk assessments are
in place for employees working from home or
remotely, including workstation safety, display
screen equipment (DSE), and mental wellbeing.
Employees are expected to cooperate with these
assessments and implement agreed control

measures.

Where employees are required to work alone or
visit external premises, including employer sites,
TAA will assess risks and put appropriate control
measures in place, such as communication

arrangements and escalation procedures.

Where health and safety concerns overlap with
safeguarding risks, these will be managed in line

with TAA's Safeguarding and Prevent policies.



4 - Employee Responsibilities

Employees have a duty to take care of their own health and safety and the safety of others who may be

affected by their actions. Employee responsibilities include:

Workstation Setup

Employees must follow ergonomic guidelines for
setting up their workstation. This includes
positioning monitors at eye level, using
adjustable chairs, and taking regular breaks to

prevent strain.

Reporting Hazards

Any health and safety hazards, accidents, or near
misses must be reported immediately to the
health and safety officer or line manager. This
includes hazards such as damaged equipment,

blocked fire exits, or slippery floors.

Fire Safety

Employees must familiarise themselves with fire
exits, alarms, exit routes and evacuation
procedures. In the event of a fire alarm,
employees must follow evacuation procedures

calmly and swiftly.

Maintaining Cleanliness

Employees are responsible for keeping their work
area tidy and free from hazards. This includes
proper disposal of waste and keeping walkways
clear of obstacles. Spills should be cleaned up

immediately.

Electrical Safety

Employees must ensure that all electrical
equipment, such as computers and printers, are
used safely and not overloaded into sockets.
Faulty equipment should be reported
immediately.

Well-being and Mental Health

Employees are encouraged to monitor their
mental health and well-being and seek support if
needed. They should inform their manager if
they feel stressed, overwhelmed, or need
adjustments to their workload or working

conditions.




5 - Office Environment

The office environment must be kept safe and comfortable for all employees. This includes:

Ventilation and Temperature Control The office is well-ventilated, and temperature will
be maintained at a comfortable level. As heating
is controlled centrally in the building, employees
should report any issues related to poor air
quality or uncomfortable temperatures to their

Manager.

Lighting Adequate lighting will be provided to ensure a
comfortable and safe working environment.
Employees must report any issues with lighting,
such as flickering lights or dark areas.

Noise Levels Noise levels in the office must be controlled to
minimize distractions and stress. Any concerns
regarding excessive noise should be raised with

the line manager.

6 - Working Hours and Breaks

Employees must follow the Working Time Regulations 1998, which include:

Regular Breaks Employees should take regular breaks, ideally a
5-10 minute break from their screen every hour. A
minimum 20-minute break is required after 6
hours of continuous work.

Rest Periods Employees are entitled to a daily rest period of at
least 11 consecutive hours between working days
and at least one day off each week.

7 - Accidents and Incident Reporting

All accidents, incidents, and near misses must be reported and recorded in the accident logbook. TAA
will investigate accidents to identify causes and implement measures to prevent recurrence. Reportable
incidents will be notified to the Health and Safety Executive (HSE) in line with the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).



8 - Monitoring and Review

This policy will be reviewed annually, or sooner if required, to ensure compliance with UK health and

safety laws and regulations. Employees will be informed of any significant changes, and feedback on
health and safety procedures will be encouraged.
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