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1.
General Policy Statement 

The Board of the Adult College for Rural East Sussex believes that the health and safety of persons within the College is of paramount importance.  It is our intent to prevent accidents and occupational ill health and where possible eliminate hazards in the workplace. 

All students are entitled to learn in an environment which is both physically safe and free of abuse.  Abuse may be physical; sexual; psychological/emotional; financial or material; neglect; or discriminatory.
It is the intent of Board of the College to ensure that a safe and healthy workplace is provided and maintained for all our employees.  This will include the provision of safe systems of work, safe plant and equipment and widely understood procedures for reporting concerns about potential abuse to individuals.
The responsibilities for the premises at each Community College lies with the Governors and 

Principal of each College in line with their own Health and Safety policies.  We will ensure that adequate information, instruction, training and supervision are provided to ensure that staff can carry out their work safely.

These responsibilities will be achieved by the establishment of an effective health and safety management system within the college.  This will involve the implementation of arrangements for the effective planning, organisation, control, monitoring and review of preventative and protective measures.  In addition the Principal and governors will undertake to ensure compliance with policy and guidance produced by the Children Service’s Department and East Sussex County Council.

The Board will ensure that adequate resources are identified for health and safety.

We believe that health and safety standards, and the provision of a safe learning environment, will be maintained only with the co-operation of all staff and students.   We expect all staff to co-operate fully with this policy.  In addition we will ensure that all students and visitors are provided with the information they require to enable them to comply with this policy.

It is the intention of the Adult Learning Manager and the Board that procedures to ensure relevant health and safety issues are embedded within the curriculum at all levels where appropriate.

The effectiveness of the policy will be regularly monitored to ensure that health and safety arrangements are being implemented and that the people named in the policy are carrying out their duties.

The policy will be reviewed annually and revised where necessary.

	Signed
	Adult Learning Manager
	Date


This policy was endorsed by the Board at their meeting on (insert Date) 

	Signed
	Chair
	Date


2. 
Organisation within the College to meet the requirements itemised under the General Policy Statement.
Ultimately the responsibility for all College organisation and activity rests by definition, with the Principal. However all staff have a responsibility towards safety with the specific lines of delegation being set out as shown below.
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3.
Safety Responsibilities of Groups and Individual Members of Staff are as follows:

3.1
The ACRES Board 
The Governing Body in its role as controller of premises will ensure, so far as is reasonably practicable, the health and safety at work of employees and others (e.g. contractors, students, visitors) in accordance with Section  2 and 4 of the Health and Safety at Work Act 1974.

In order to discharge this responsibility, the Board will:

a. Ensure that the Local Authority Health and Safety Policy is complemented by the College's Health and Safety Policy, that these procedures are kept up-to-date and that positive arrangements are in place to ensure that all staff and students are aware of and comply with its contents.

b. Ensure that the policy contains rigorous and comprehensive systems for active monitoring (auditing health and safety management systems, inspections, risk assessments) and reactive monitoring (accident/incident investigation) and rectifying identified faults within the College.

c. Ensure there is adequate provision both in staffing, facilities and resources to allow the college to meet both its legal and moral obligations with respect to health, safety and welfare.

d. Receive notification of any incidents at each meeting and an annual report from the Adult Learning Manager in order to enable the ACRES Board to monitor the adequacy of arrangements and take any action necessary.

3.2
Adult Learning Manager
The Adult Learning Manager has overall responsibility for safety policy, organisation and arrangements throughout the College and will:

a. Ensure an annual report on safety matters is made to the Board.
b. Make recommendations to the Board on matters of safety policy in compliance with new and modified legislation.
c. Liaise with outside bodies concerned with safety and health e.g. Health and Safety team at County Hall. 

d. Provide liaison with the Inspectors: Local Authority, DIUS and Health and Safety Executive with regard to safety aspects, where appropriate.

e. Budget for safety and health matters.

f. Nominate a Health and Safety Co-ordinator. 

The Adult Learning Manager will also:
a. Review the Safety Policy, in conjunction with the Health and Safety Co-ordinator no less frequently than once every two years and when significant changes occur within the organisation of the college.

b. Develop, introduce, maintain and review safety management procedures to ensure the college complies with legislative requirements and good industry practice, e.g. risk assessments including fire, display screen equipment and manual handling.

c. Ensure that health and safety is co-ordinated throughout the College.

d. Ensure that injuries, diseases and dangerous occurrences as classified under RIDDOR, are reported to the enforcing authority and to monitor incidents to identify methods of reducing accidents.
e. Ensure, in conjunction with the Curriculum Staff, that health and safety is considered as an integral part of course planning and evaluation.
f. Ensure curriculum staff and tutors are aware of emergency procedures and fire evacuation practices at all venues where they work.

g. Monitor the general safety programme.
h. Ensure that staff used to support Adult Education courses are familiar with and comply with the relevant safety legislation relating to his/her subject area.
i. Monitor accidents to identify methods of reducing accidents.
j. Identify staff training requirements to allow the college to comply with legislative and good industry practice that relate to or affect health, safety and welfare.

k. Instigate appropriate disciplinary action where it is shown that staff have ignored or shown a disregard for health and safety matters outlined within the Safety Policy, College Codes of Practice or health and safety legislation.

l. Ensure that assessments of outreach centres are carried out at regular intervals and that necessary issues addressed.

m. Have a general oversight of health and first aid matters.
n. Publicise safety matters.

The Health and Safety Co-ordinator will assume these duties in the absence of the Adult Learning Manager and has the authority to make and implement decisions throughout the college at any level if there is:

· immediate danger, or,

· dangerous practice, or
· breach of the law
3.3
The Health and Safety Co-ordinator  
The Health and Safety Co-ordinator is responsible for the co-ordination of health and safety management for outreach premises and within ACRES offices .

The Health and Safety Co-ordinator will:

a. Make arrangements for inspections and safety audits.

b. Investigate and advise on hazards and precautions.

c. Ensure all staff are aware of the emergency procedures, and fire evacuation practices within the Community College where they are working.

d. Have a general oversight of health and first aid matters in ACRES offices and outreach premises, ensure adequate numbers of staff are trained in first aid procedures (Appointed Persons) to cover Community Colleges in the evenings 
e. Ensure all portable electrical equipment is tested on a regular basis.
f. Ensure that all part time-staff are familiar with the key elements within this Policy that will affect their work and safety e.g. emergency procedures.

g. Make recommendations to the Adult Learning Manager on matters requiring immediate attention, e.g. safety reports.

h. Make recommendations to the Adult Learning Manager on matters of safety policy in compliance with new and modified legislation.
i. Publicise safety matters to administrative staff.

j. Liaise with outside bodies concerned with safety and health e.g. Health and Safety team at County Hall. 

k. Monitor accidents to identify methods of reducing accidents.
l. Liaise with the site and curriculum staff to ensure that appropriate provisions are available to support the courses offered.

m. Report at the end of each term to Adult Learning Manager regarding any incidents or other Health and safety issues.

The Health and Safety Co-ordinator is responsible, in consultation with the Business Manager, for the identification of and the organisation of health and safety training of sufficient numbers of administrative staff to comply with legislative requirements and good industry practice. In particular s/he will ensure  

a. All administrative staff receive appropriate health and safety training at induction which must include emergency arrangements (i.e. first aid, fire and accident reporting), and an introduction to the Safety Policy outlining restricted tasks and activities.

b. Adequate numbers of staff are provided with appropriate training so that they may support the following management arrangements.

· First aid

· Fire and emergency evacuation

· Risk assessments, including fire, display screen equipment, manual handling, substances and general risk assessments.

c. Staff receive appropriate training so that they may carry out their work in a safe manner.

3.4
Curriculum Co-ordinators 
Each Curriculum Co-ordinator is responsible to the Adult Learning Manager for the provision of safe working conditions for tutors and students and in particular to:

a. Notify the Adult Learning Manager of any proposed or impending changes affecting safety, health and welfare, in room allocation or usage.
b. Make recommendations to the Adult Learning Manager for matters requiring immediate attention, e.g. safety reports.
c. Ensure safety inspections of their designated areas are carried out and to ensure hazards identified from those inspections are rectified.

d. Instigate and ensure that safety procedures are developed and adhered to for operations carried out within the section ensuring that these are in line with curriculum codes of practice issued by the LA.
e. Carry out or allocate the undertaking of risk assessments which include manual handling, COSHH and to ensure details are documented and that appropriate action is carried out.

f. Ensure all accidents within the section are recorded in line with college policy and investigate reports of accidents and dangerous occurrences in his/her designated areas.

g. Ensure equipment, including personal protection equipment, is maintained in a safe condition and that substances hazardous to health are stored in a safe place.

h. Identify staff development requirements with reference to health and safety.

i. Attend to recommendations from the Adult Learning Manager and the Health and Safety Co-ordinator.
j. Identify safety equipment needed for his/her designated areas.

k. Circulate publicity relating to safety matters to staff within their curriculum area.
3.5
Tutors
Tutors are responsible to their Curriculum Co-ordinator for the immediate safety of the students in his/her classroom, hall or workshop. 
Each tutor will:
a. Ensure that each student receives a copy of the Student handbook, and understands the importance of Health and Safety at the outset of his/her course.
b. Follow safe working procedures personally.
c. Give adequate safety information in sessions as required.

d. See that special working procedures, protective clothing and equipment, etc., are provided and used where necessary.
e. Attend to general tidiness in the work area.

f. Ensure that clear instructions and warnings are given, to students, verbally and in writing as often as necessary.
g. Report defects and make recommendations to their Curriculum Co-ordinator / Manager where necessary.

h. Ensure that admin staff are aware of all accidents and that they are recorded in the appropriate Accident Report Book.
3.6 Teaching/Support Assistants
The technician/teaching assistant is immediately responsible to the teacher whilst the class is in session; otherwise his/her line manager.  Additionally, the technician/teaching assistants will:

a. Follow safe working procedures personally.

b. Be familiar with the general and particular safety rules that apply to his/her area of work.

c. Maintain good housekeeping standards.

d. Report defects to his/her line manager.

3.7
Members of Staff Generally

Each member of staff is responsible for his or her personal safety and that of other persons in the College by the proper observation of College rules and procedures (e.g. by ensuring visitors report to the Reception Area on arrival at the college.)
Staff are reminded of the general duty imposed by the Health and Safety at Work etc. Act 1974 at Sections 7 and 8 viz.:
'It shall be the duty of every employee while at work:
a. to take reasonable care for the health and safety of himself and other persons who may be affected by his acts or omissions at work, and,

b. as regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or requirement to be performed or complied with.'

'No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health. safe or welfare in pursuance of any of the relevant statutory provisions,'

Staff are also reminded that they must provide notice of 3 months if qualifications relating to Health and Safety issues are due to expire, e.g. First Aid.

3.8
Students 
Each student is responsible for his/her personal safety and that of his/her colleagues by proper observation of College rules and procedures.
4.

Crisis Management - including Bomb Incidents
ACRES will ensure that Local Centre Staff are aware of the Crisis Management arrangements for the Community College where they work, and know how to interface with them.
5. 
General Procedures Relating to Emergencies on the College Campus.

Local Centre Staff should be aware of the procedure for summoning the emergency services at the Community College at which they work.
6.
Fire Procedures  
All staff should be familiar with the fire procedures for the Community College, or other venue, where they are working.

a. The Health and Safety Co-ordinator is responsible for ensuring that all administrative staff and tutors teaching outside of the Community Colleges have information about the fire evacuation procedures relating to the premises where they are working, and is responsible for overseeing any necessary evacuation of the ACRES Administrative Office at Uckfield in line with the daytime arrangements at the Community College. 

b. Centre Administrators – should ensure that all ACRES staff working in the Community College where they are based have information on evacuation and assembly points for the evenings,  and should be  ready to check off tutors and their registers against course lists in the case of an emergency
c. Tutors should ensure that they are familiar with the location of fire exits and the assembly point, and have communicated the information to their students. In the case of an evacuation, they should lead their students to the assembly point, taking their marked register with them.
d. Staff based at the Curriculum Office at Beacon Community College should be familiar with the daytime evacuation arrangements at the Green Lane site.
7.
College First Aid Arrangements (see also LA Policy on the Provision of First Aid)
a. The Health and Safety Co-ordinator is responsible for ensuring that all Centre Administrators, and tutors teaching outside of the Community Colleges have information about the location of first aid boxes and telephones in the premises where they are working, 

b. Centre Administrators – should ensure that all ACRES staff working in the Community College where they are based have information about the location of first aid boxes and telephones.
c. ACRES will provide appropriate training for staff who are on duty in the Colleges in the evening
7.1
Accident and Injury Reporting
All injuries which come to staff attention, no matter how slight, should be recorded in the First Aid Book and/or County Council Incident/Accident Report Book at the Community College concerned, and via the ACRES Office at Uckfield for courses taking place elsewhere. Some outreach venues have accident books and tutors will be advised if this is the case where they teach.  In these instances both the venue and ACRES Accident Report Books will be completed.
All accidents will be investigated to prevent re-occurrence.  

Accidents as identified by the LA Policy on Accident Reporting will also be investigated and the County Council’s Incident/Accident Investigation Book (Form 2) must be completed and forwarded to PACT Health and Safety at County Hall.  

The Health and Safety Co-ordinator will monitor the accidents to identify trends.  

8.
Health Issues

8.1
Smoking 
There is a no smoking policy operating on all educational premises and in all public places.

8.2
Alcohol and Drug Abuse (see also the County Council Policy on Drugs and Alcohol)

Staff attending work while under the influence of alcohol or drugs creates an unprofessional image of the college and increases the risk of accidents both to themselves and to colleagues. To minimise the probability of accidents from alcohol or drug abuse, staff whose judgment is impaired will be excluded from work and will be subject to disciplinary procedures.
If staff are feeling depressed or anxious about either their work or social situation, alcohol or drugs will not provide a long term solution. For help they should contact The Counselling Network, based at County Hall who will provide confidential help and support. 
Some drugs prescribed for medical reasons are likely to impair judgment and lower concentration. If staff feel they are affected when on medication they should inform their line manager so that additional arrangements may be made to safeguard them while at work.
Students attending ACRES courses while under the influence of alcohol or drugs will be asked to leave the premises without cost to the College or refund of fees.
Stress (see also the County Council Policy on Dignity at Work)
Stress has been shown to result in “physical symptoms” such as exhaustion, poor sleep, anxiety, palpitations, hyperventilation and general malaise. However it has also been shown that some stress is necessary on a day-to-day basis, to stimulate us, keep us alert and prevent boredom.

Studies have shown that excessive workloads can be directly linked to stress and ill-health. It has also been shown that levels of stress are generally higher amongst workers who have a high workload, little control over the speed at which it is presented to them, and how they choose to deal with it.

If staff have any concerns regarding their workload and the effects it may be having on their health then they should not hesitate to discuss these with their line manager. If they do not wish to discuss a particular problem with their line manager then the Counselling Network is available to staff. All discussions are confidential and as such no other member of staff will be informed of any meetings unless with their consent. 
8.3
Expectant Mothers (See also LA Policy on New and Expectant Mothers)

Pregnancy should not be equated with ill health.  It should be regarded as part of everyday life and its health and safety implications can be adequately addressed by normal health and safety management procedures.  

Many women work while they are pregnant and many return to work while they are still breast feeding.  Some hazards in the work place may affect the health and safety of new and expectant mothers and of their children.  The policy sets out the known risks to new and expectant mothers and gives advice on what needs to be done to comply with the law.  

Procedure

· Female staff (full and part-time) are required to inform their line manager and the Personnel Section as soon as possible and in writing when pregnancy has been confirmed.

· The line manager will undertake a risk assessment of the employee work activity to ensure no risk to the health of the employee or the unborn child.  Copies of the Risk Assessment will be kept and will be reviewed if circumstances surrounding the pregnancy alter in any way.

· The Health and Safety Co-ordinator is available to give advice at any stage of the process, but the general principles of common risk assessment will apply.

9. 

Risk Assessments and Guidance Notes
The following staff will complete risk assessments for the areas highlighted below:

· External Premises (i.e. other than Community Colleges) -Health and Safety Co-ordinator
· Curriculum Activities - tutors
· Off-site Visits - Curriculum Co-ordinator
· Individual/specific  - Community Development Staff; Health and Safety Co-ordinator; Curriculum Co-ordinator
Areas of work or activities that are deemed to be more hazardous are likely to have detailed, documented arrangements to minimise the associated risks.  It is the responsibility of staff to make themselves aware of the contents of those relating to their area of work. 

The LA has published guidance on Off-site Activities and Educational Visits which details clear procedures to be followed when planning and arranging a visit.  
10.
Specific Hazards
Colleges are not generally considered as dangerous places to work in, but they can still create risk of injury or to health. The hazards relevant to this college are detailed below along with the safe procedures put in place to manage the risk.

10.1
Display screen equipment (see also LA Policy on Display Screen Equipment -DSE)
All staff who use PCs must complete the Workstation Assessment Checklist to be returned to 

the Business Manager.
Provided DSE design and installation is satisfactory, and the workstation and

environment are ergonomically adjusted, persons with properly corrected eyesight should experience no discomfort. It is possible, however, that some staff may suffer eye fatigue when using DSE.

DSE users are entitled to an eyesight test if they request it. The optician’s fee for the eyesight test will be reimbursed. A re–examination will be required typically every two years.

The standard must be completed by the employee prior to the eye test, and taken to the optician. The employee must return the completed form to their manager after the test.

If the optician confirms that a user requires new visual correction specifically for work with DSE, as indicated by a tick in box 3 of the Optometrist’s Report, the employing department will pay a contribution towards the cost. It should be noted that some users who already wear glasses may or may not need special glasses for display screen work.

If box 5 on the Optometrist’s Report is ticked, managers must refer to a PAT Health and Safety Adviser for advice and guidance as to the appropriate reasonable adjustments that can be made to facilitate the employee’s work with DSE.

Contact lenses are considered by the Association of Optometrists as being 'very

suitable' for DSE users. However, contact lenses correct specific vision problems so wearers may need single lens glasses in addition to or instead of contact lenses to operate their display screens.

Under regulation 5 of the DSE Regulations, DSE ‘users’ are entitled to an eyesight test upon starting computer work and at regular intervals.  The optician’s fee for the eyesight test will be reimbursed by ACRES.  A user must fulfill most or all of the following criteria:

· be dependent on a computer to do the job

· have no discretion on the use of a computer

· need significant training and skills 

· use a computer for an hour or more at a time 

· use a computer more or less daily 

· need rapid input and output of information 

· have high levels of attention and concentration
Where tests show that spectacles are required for computer work, ACRES will pay for these as required by the regulations. This obligation extends only to the provision of the basic lenses and frames.

10.2
Electrical Equipment (see also LA Policy on Electricity)

All staff are responsible for ensuring that they use and handle electrical equipment sensibly and safely.  All electrical equipment should be checked annually.
10.3 
Machinery and Equipment (see also LA Policy on Work Equipment)

Where manufacturer’s instructions are not available written instructions should be sought from the Community College or, if owned by ACRES, from the Health and Safety Co-ordinator. 
10.4  
Manual Handling (see also LA Policy on Manual Handling)

All equipment must be moved safely.  Large pieces of equipment will only be moved by people who have received training.  

10.5  
Housekeeping (see also LA Policy on the Workplace Regulations) 

The risk of injury within the workplace is most likely to be caused by the more mundane hazards as a result of poor housekeeping.  Trips and falls can be caused by trailing cables, objects left on floors, traffic routes blocked within the classroom.  It is the responsibility of the tutor to ensure that their classroom has clear traffic routes and that exit routes are kept clear.  It is the duty of all staff to be vigilant and aware of possible hazards.

10.6
Violence At Work (see also LA Policy on Personal Safety)
All staff must report to the Health and Safety Co-ordinator any incident of aggression or violence (or near misses) directed to themselves from any source.  All incidents of violence will be reported to the PACT Health and Safety team at County Hall on the Incident/Accident Report Book. 

10.7
Hazardous Substances (see also LA Policy on Hazardous Substances)

Responsibility for implementation of the COSHH Regulations and for their annual review and (where necessary) updating for substances used in teaching and learning lies with the Adult Learning Manager.

The law requires that any substance used must have a product safety data sheet, and that hazard and risk assessments for that substance be carried out, maintained in written form, and available to the users. Copies of data sheets should be held by both the tutor and by the Adult Learning Manager.

10.8
Noise at Work (see also LA policy on Noise at Work)

All members of staff need to be aware of “nuisance noise” and respect the needs of others in the building.  Common sense and courtesy by all members of staff, students and will prevent problems arising.  Any member of staff or visitor detecting a potential problem will report immediately to the Health and Safety Co-ordinator.
11.
Use of Minibuses and Other Vehicles 
Please refer to the Policies of the Community Colleges concerned.

12.
Training and Information.

There will be a copy of this Health and Safety Policy in each ACRES Offices, and all staff will have copies of those sections which apply to them and will complete an induction programme in order to ensure that they are informed of key information.

The Adult Learning Manager will:

· Inform staff of any changes in the policy; via Admin and Tutor Updates and at ACRES staff meetings with the Health and Safety Co-ordinator
· Assess the training requirements of the staff and integrate those needs onto the staff development plan reported to the Board;

· Assess the training needs of new members of staff.

13.
Monitoring Health and Safety

Health and Safety standards must be monitored by the senior management team in conjunction with the Board by the following:

· An annual review of arrangements will be part of the self assessment process

· Adult Learning Manager’s report to the ACRES Board will include regular updating on health and safety.

14.
Visitors

All visitors to Adult Learning in the Colleges in the evening will be asked to sign in at reception or the adult learning office and sign out when they leave.  Each tutor will accept responsibility for specific volunteers or visitors including checking that they are aware of emergency procedures and supervising their evacuation in case of an emergency.

The Health and Safety Co-ordinator will ensure that volunteers have the necessary safety information.

15.
Trade Union Safety Representatives

Trade unions can appoint safety representatives who are legally entitled to inspect premises, investigate accidents and undertake safety training.  

16.
Record Keeping
In the previous sections reference has been made in various places to record keeping.  There follows a list of those responsible for maintaining such records and where they are kept.

	Records of:-
	Produced by:-
	Where kept:-

	Accident on Site
	Those involved in the accident
	Community College

	First Aid administered
	Appointed Persons
	At site concerned

	Venue Risk Assessments
	Health and Safety Co-ordinator
	ACRES Office

	Activity Risk Assessments 
	Tutors
	Course Files

	Training of curriculum staff 
	Adult Learning Manager
	Curriculum Office

	Training of admin staff
	Business Manager
	ACRES Office

	Student – 1st session checklist
	Tutors
	Community Colleges

	Violent incidents
	Staff involved in incident
	ACRES Office

	Accident Investigations
	Staff involved in accident
	ACRES Office

	Monitoring Reports
	Health and Safety Co-ordinator
	ACRES Office


17.
Safety Policy Review 

ACRES acknowledges that the Safety Policy is a working document that includes details of policy and procedures relating to health and safety issues.

The college will constantly monitor and update the Policy as appropriate and will undertake a formal review on a bi-annual basis seeking endorsement from the Board
18.
Safe Learning Policy Statement 

The Adult College for Rural East Sussex (ACRES) is committed to ensuring the health, safety and welfare of students and staff. Health and Safety and Safe Learning policies have been developed to ensure that ACRES meets both its legal and moral responsibilities. All students are entitled to learn in an environment which is both physically safe and free of abuse.  Abuse may be physical; sexual; psychological/emotional; financial or material; neglect; or discriminatory.
The Safer Practice, Safer Learning handbook for learning providers points out that “Fortunately, cases of abuse in education and training provision are rare. However the reporting, to trusted staff, of abuse that occurs outside of the training and learning environment, is not uncommon. Education and training providers need to be prepared to deal with all aspects of creating a safer environment”. 
“While it is important to recognise that certain groups of people are legally identified as vulnerable, and to have relevant policies, procedures and practices in place, it is better to have fully inclusive and integrated ‘safer’ practices that apply to all staff and learners. This creates a safer environment for all.“
ACRES is committed to ensuring that all students, whether attending advertised programmes or courses being run in partnership with other organisations, are aware of their rights and responsibilities in creating a safe learning environment, and that staff are appropriately supported to provide this. 

Students’ Rights - Personal safety is important when taking part in any kind of learning. Students have the right to be and feel safe, free from harm or abuse or threats.

Students’ Responsibilities are to respect other people’s rights to safety, and not to harm or abuse others or threaten to harm or abuse them. 
19.
Policy Implementation 

Responsibilities of Staff

· Tutors, community development and front-line staff should report any observed, or reported, signs that a student is being abused in any way to the Adult Learning Manager. 
· The Adult Learning Manager should establish whether the issue needs to be addressed by personal support or referral, in line with the Sussex Multi-Agency Policy and Procedures for Safeguarding Vulnerable Adults. 

· All information must be treated confidentially, and a detailed and accurate record kept of the allegations/concerns and any action taken. 

.

Support for Staff

· Safeguarding to be included, along with other Health and Safety issues in induction (including the PTTLS programmes for new teachers) for all new staff and volunteers and to be the subject of a briefing sheet which can be distributed to staff already in post.
· The Tutor Handbook to include potential concerns and what to do about them. 

· The Outreach Guidelines to include potential concerns and what to do about them in the context of working with partner organisations.  

· Meeting training needs.
Support for Students 

· The 2009-2010 Student Handbook to include rights and responsibilities in relation to abuse, and how to seek help

· A Safe Learning Leaflet to be available at ACRES centres and distributed to all and included in ‘outreach’ students handbook  

What is meant by abuse?

Abuse is a violation of an individual’s human and civil rights by any other person or persons and includes: 

Physical abuse, including any kind of physical violence 

Sexual abuse, including unwanted touching, suggestive remarks or sexist language

Psychological or emotional abuse including bullying, harassment, taunting, teasing or making belittling remarks 

Neglect - If people have personal care support, those who are there to support them should not neglect or ignore requests for help 

Financial, money or material abuse, including stealing or bullying into handing over money or possessions.

Discrimination - No one should be treated badly, or less equitably, because of their age, disability, gender, ethnicity, religion or sexual orientation.
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Director of Children’s Services 


Overall responsibility for the effective implementation of the County Council’s general policy on Health and Safety within Education





ACRES Board


Ensure LA Policy in relation to premises is enacted within the college
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Adult Learning Manager


Responsible for implementation of East Sussex Health and Safety policy across all areas of the institution.
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Health and Safety Co-ordinator, Premises and Offices 


Responsible for the co-ordination of health and safety management for external premises and administrative work practices
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Curriculum Co-ordinators and Centre Administrators


Responsible for developing good practice and ensuring delivery of Health and Safety policy in their respective area(s) of responsibility





All Remaining ACRES Staff


All employees have a legal responsibility to take care of the Health and Safety of themselves and others around them and to cooperate and assist in compliance with the law equally, if employees have any concerns over Health and Safety issues, they should be clear about whom they should inform so that those concerns can be addressed. 
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