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This study guide transcript has been provided to support learners in 
following the Way2Learn H&S for the Workplace course. 

 

While the guide serves as a useful resource, we highly recommend that 
learners watch the course episodes on the Way2Learn channel or via the 
Video-on-Demand service to gain a full understanding before completing 

the answer book. 

 

For your convenience, episode times are listed on page 4 of the answer 
book, within the Way2Learn prospectus in your library, and in the quick-

glance guide. 
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Health and Safety Awareness for the Workplace Spring 2025 

Episode 1: Health and Safety Regulations in 
the Workplace 

 

 

 

Introduction 

Health and safety regulations are in place to protect both employees and employers, 
ensuring a safe working environment. These laws provide a structured approach to 
workplace safety, assigning responsibilities and outlining legal duties to prevent 
accidents and injuries. 

This episode focuses on the Health and Safety at Work Act 1974 (HASAWA), the primary 
legislation governing workplace safety in the UK. It also introduces specific regulations 
such as the Control of Substances Hazardous to Health (COSHH) and the Manual 
Handling Operations Regulations, which address particular workplace risks. 

Employers are required to conduct risk assessments, provide training, and ensure 
equipment is maintained. Employees also have legal responsibilities, such as taking 
reasonable care of their own safety and that of their colleagues. Understanding these 
responsibilities, along with the consequences of non-compliance, is essential for 
maintaining a safe workplace. 
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Understanding Workplace Health and Safety Regulations 

The Health and Safety at Work Act 1974 (HASAWA) 

HASAWA is the foundation of workplace health and safety legislation in the UK. It places 
a legal duty on employers to ensure the health, safety, and welfare of employees and 
anyone affected by work activities. It also requires employees to take reasonable care of 
their own health and safety. 

Key employer responsibilities under HASAWA include: 

• Conducting risk assessments to identify hazards and minimise risks. 

• Providing training and information on workplace safety. 

• Ensuring safe working conditions, including well-maintained equipment. 

• Establishing clear policies and procedures for workplace safety. 

Employee responsibilities include: 

• Following health and safety procedures set by the employer. 

• Using equipment and machinery correctly to prevent injuries. 

• Reporting hazards or unsafe conditions to supervisors. 

By complying with HASAWA, both employers and employees help create a safer working 
environment, reducing the likelihood of workplace accidents and legal consequences. 

Control of Substances Hazardous to Health (COSHH) 

The COSHH regulations protect workers from hazardous substances such as chemicals, 
dust, and fumes. Exposure to these substances can lead to serious health conditions, 
including respiratory problems, skin disorders, or long-term illnesses. 

Employers must: 

• Identify hazardous substances in the workplace. 

• Implement control measures to reduce exposure. 

• Provide training and protective equipment for employees handling hazardous 
substances. 

For example, a cleaner using strong disinfectants should be provided with gloves, masks, 
and proper ventilation to minimise risk. Without these precautions, employees could 
suffer from skin irritation or breathing difficulties. 
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Manual Handling Operations Regulations 

Many workplace injuries result from improper lifting, carrying, or moving of objects. The 
Manual Handling Operations Regulations provide guidance on reducing these risks and 
preventing injuries. 

To prevent musculoskeletal disorders (MSDs) such as back pain or joint strain, 
employees should: 

• Assess the weight, shape, and stability of an object before lifting. 

• Use mechanical aids (such as trolleys or hoists) where possible. 

• Follow correct lifting techniques, such as bending the knees and keeping the back 
straight. 

Employers must ensure that employees receive manual handling training to prevent 
injuries and maintain workplace safety. 
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Risk Assessments and Employer Responsibilities 

A risk assessment is a legal requirement under HASAWA. It involves identifying potential 
hazards, evaluating the risks, and implementing measures to reduce them. 

Steps in a Risk Assessment: 

1. Identify hazards – Consider anything that could cause harm, such as slippery 
floors or faulty machinery. 

2. Assess the risks – Determine how likely the hazard is to cause harm and who may 
be affected. 

3. Implement control measures – Take action to eliminate or reduce risks, such as 
providing protective gear. 

4. Review and update regularly – Ensure risk assessments remain effective over 
time. 

For example, in a warehouse, a risk assessment may highlight the danger of heavy boxes 
being stacked incorrectly. The employer can then introduce shelving solutions, lifting 
aids, or training on proper stacking techniques to reduce the risk of accidents. 

Employers must also: 

• Provide clear instructions and training to employees. 

• Ensure equipment and facilities are well-maintained. 

• Display health and safety policies clearly in the workplace. 

Failure to carry out proper risk assessments can lead to accidents, legal penalties, and 
reputational damage for the company. 

 

Employee Responsibilities for Workplace Safety 

While employers have a duty to provide a safe workplace, employees also have 
responsibilities under HASAWA. 

Employees must: 

• Follow safety procedures – Adhering to workplace policies reduces risks. 

• Use equipment properly – Misuse can lead to injury or damage. 

• Report hazards – If an employee notices a loose electrical wire or a spillage, they 
should report it immediately. 

By actively participating in workplace safety, employees contribute to a safer and more 
productive environment. 
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Consequences of Non-Compliance with Health and Safety Regulations 

Failing to follow health and safety regulations can have serious consequences for both 
individuals and businesses. 

For Individuals: 

• Injuries and illnesses – Accidents can lead to long-term health problems or even 
fatalities. 

• Legal action – Employees may face disciplinary measures or dismissal for unsafe 
behaviour. 

For example, if a construction worker fails to wear a hard hat in a hazardous area and is 
injured, they may suffer serious head injuries that affect their ability to work. 

For Organisations: 

• Legal penalties – Companies can face substantial fines for breaching safety 
regulations. 

• Reputational damage – A poor safety record can harm business credibility and 
discourage potential clients. 

• Loss of productivity – Workplace injuries can lead to absenteeism and reduced 
efficiency. 

A well-known example is the Piper Alpha oil rig disaster (1988), where inadequate safety 
procedures led to an explosion that killed 167 workers. This incident highlights the 
catastrophic consequences of neglecting workplace safety. 

By ensuring compliance with health and safety laws, organisations protect employees, 
reputation, and business operations. 
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Stretch and Challenge: Thinking Beyond Compliance 

A strong workplace safety culture requires more than just compliance with regulations. 
Consider the following questions: 

• How can companies encourage employees to take an active role in workplace 
safety? 

• What additional safety initiatives (such as regular safety meetings or reward 
systems) could help improve workplace safety? 

• How does good health and safety practice contribute to business success? 

Encouraging open communication about safety concerns, rewarding employees for 
following best practices, and providing ongoing training can help build a workplace where 
safety is a shared responsibility. 

 

Summary 

The Health and Safety at Work Act 1974 is the key UK legislation governing workplace 
safety. 

• Employers must conduct risk assessments, provide training, and maintain a safe 
environment. 

• Employees must follow safety procedures, use equipment correctly, and report 
hazards. 

• COSHH regulations ensure hazardous substances are handled safely, while 
Manual Handling Regulations protect against lifting injuries. 

• Non-compliance can result in injuries, legal action, and financial losses for 
businesses. 

• A strong safety culture helps prevent accidents and improves workplace well-
being. 

By understanding and applying these principles, both employees and employers can 
contribute to a safer and more productive working environment. 
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Health and Safety Awareness for the Workplace Spring 2025 

Episode 2: Workplace Safety Signs and Their 
Importance 

 

 

 

Introduction 

Safety signs are an essential part of workplace health and safety. They provide clear 
visual instructions to warn of hazards, enforce safety procedures, and prevent accidents. 
Understanding safety signs is crucial for employees to respond appropriately to potential 
dangers and maintain a safe working environment. 

This episode explores the different types of safety signs, their meanings, and how they 
contribute to workplace safety. It also highlights the importance of recognising these 
signs in context and taking appropriate action to prevent harm. 
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Understanding Workplace Safety Signs 

Safety signs are used to communicate essential safety information quickly and 
effectively. In many workplaces, employees are exposed to potential hazards, and these 
signs help reduce risks by ensuring that workers are aware of the precautions they must 
take. 

There are four main types of safety signs, each with a distinct purpose and design. 

1. Mandatory Signs 

Mandatory signs are blue circular signs with white symbols or text. They indicate actions 
that must be carried out to maintain safety. 

Examples: 

• A sign stating "Eye Protection Must Be Worn" in a factory requires workers to wear 
safety goggles. 

• A "Keep Fire Door Shut" sign ensures that fire doors remain closed to prevent the 
spread of fire. 

Failing to follow mandatory signs can increase the risk of injury or accidents. These signs 
are commonly found in industrial settings, laboratories, and construction sites where 
personal protective equipment (PPE) is required. 

2. Prohibition Signs 

Prohibition signs are red circular signs with a white background and a red diagonal line 
crossing out a black symbol. They indicate actions that are not allowed. 

Examples: 

• A sign with a cigarette symbol and a red cross indicates "No Smoking" in a specific 
area, such as near flammable materials. 

• A "No Entry" sign prevents unauthorised personnel from entering restricted zones. 

Ignoring prohibition signs can put individuals and others at risk. For example, smoking in 
prohibited areas could lead to fire hazards or health risks for colleagues. 
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3. Warning Signs 

Warning signs are yellow triangular signs with a black border and symbol. They highlight 
potential hazards that require caution. 

Examples: 

• A "Caution: Slippery Floor" sign alerts workers to the risk of slipping after cleaning 
or a spill. 

• A "Danger: High Voltage" sign warns of electrical hazards that could cause serious 
injury. 

Recognising and responding to warning signs appropriately helps prevent accidents. If a 
warning sign indicates a falling object hazard, employees should wear hard hats and be 
cautious in the area. 

4. Emergency and Information Signs 

Emergency and information signs are green rectangular signs with white text or symbols. 
They provide guidance on safety procedures, exits, and first aid. 

Examples: 

• A "First Aid Station" sign helps employees locate medical assistance quickly in an 
emergency. 

• A "Fire Exit" sign directs people to the safest escape route in case of fire. 

These signs ensure that employees can respond effectively in emergencies. For instance, 
knowing the location of the nearest fire extinguisher or emergency exit can be life-saving 
during a fire. 

 

Recognising and Responding to Safety Signs in the Workplace 

It is not enough to simply recognise safety signs—employees must also understand their 
meanings and take appropriate action when they see them. 

Following Mandatory Signs 

Mandatory signs indicate safety measures that must be followed. If an employee sees a 
"Wear Safety Gloves" sign in a laboratory, they must wear the required gloves before 
handling chemicals. This ensures compliance with hazard control measures and 
prevents injuries. 
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Respecting Prohibition Signs 

Prohibition signs help to enforce workplace rules. For example, a "No Entry Without 
Authorisation" sign at a construction site may indicate a restricted area where only 
trained personnel are allowed. Ignoring this sign could expose an unauthorised worker to 
serious hazards such as falling objects or heavy machinery. 

Taking Precautions for Warning Signs 

Warning signs highlight potential dangers. If a worker encounters a "Caution: Forklift 
Operating Area" sign in a warehouse, they should remain alert and follow workplace 
traffic rules to avoid accidents. 

Using Emergency Information Signs Correctly 

In an emergency, speed and clarity are crucial. Employees should familiarise themselves 
with fire exits, first aid stations, and emergency assembly points by noting the locations 
of green information signs around the workplace. 

For example, during a fire evacuation, employees should immediately follow fire exit 
signs to reach a safe area. If an employee needs medical assistance, a first aid sign can 
direct them to the appropriate help. 

 

The Importance of Safety Signs in Preventing Workplace Accidents 

Safety signs play a crucial role in reducing workplace injuries and promoting compliance 
with safety regulations. Employers must ensure that signs are clearly visible, well-
maintained, and correctly positioned in areas where hazards exist. 

Failure to use or follow safety signs can lead to serious consequences: 

• Increased workplace accidents – Employees may be exposed to hazards they 
were unaware of. 

• Legal penalties – Businesses that fail to display necessary safety signs may 
breach health and safety laws, resulting in fines or legal action. 

• Reduced productivity – Frequent accidents disrupt work and may lead to staff 
absences. 

By ensuring that safety signs are properly understood and followed, workplaces can 
prevent avoidable injuries and create a safer environment for all employees. 
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Stretch and Challenge: Thinking Critically About Safety Signs 

Beyond simply recognising signs, employees should consider the following questions: 

• How can workplaces ensure that new employees understand safety signs 
effectively? 

• What additional measures could improve safety awareness, such as regular 
training sessions or hazard drills? 

• How can workplaces adapt safety signs for employees who may have visual 
impairments or language barriers? 

Thinking about these factors helps build a stronger safety culture, ensuring that all 
employees, regardless of background or experience, can work safely and confidently. 

 

Summary 

• Safety signs are a legal requirement and provide essential warnings and 
instructions in the workplace. 

• Four main types of safety signs exist:  

o Mandatory signs (blue circles) – Indicate actions that must be taken, such 
as wearing PPE. 

o Prohibition signs (red circles) – Indicate actions that are not allowed, such 
as no smoking. 

o Warning signs (yellow triangles) – Alert workers to hazards, such as slippery 
floors. 

o Emergency and information signs (green rectangles) – Show locations of 
exits and first aid. 

• Understanding and responding to safety signs appropriately prevents accidents 
and ensures workplace safety. 

• Employers must ensure safety signs are clear, visible, and maintained, while 
employees must follow them to reduce risks. 

• A strong workplace safety culture goes beyond signs, incorporating training and 
communication to keep employees informed and protected. 

By developing an awareness of workplace safety signs, employees can actively 
contribute to a safer and more efficient working environment. 
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Health and Safety Awareness for the Workplace Spring 2025 

Episode 3: Reducing Workplace Risks 
 

 
 

 

 

Introduction 

Every workplace contains risks that could lead to injuries or health issues if not properly 
managed. Employers and employees share the responsibility of identifying these risks 
and taking steps to reduce them. 

This episode focuses on key areas of risk reduction, including manual handling, fire 
safety, and the correct use of display screen equipment. Understanding these topics 
helps employees work safely, prevent injuries, and comply with workplace regulations. 
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Safe Manual Handling 

What is Manual Handling? 

Manual handling refers to the lifting, carrying, pushing, or pulling of loads using physical 
effort. Improper manual handling is a major cause of workplace injuries, particularly 
musculoskeletal disorders (MSDs) such as back pain and joint strain. 

The Manual Handling Operations Regulations 1992 require employers to: 

• Assess the risks of manual handling tasks. 

• Reduce risks by providing equipment or training. 

• Ensure employees use safe lifting techniques. 

Employees should also conduct their own LITE assessment before lifting: 

• L – Load – Consider the weight, size, and shape of the object. 

• I – Individual – Assess personal ability (e.g., physical strength, health conditions). 

• T – Task – Evaluate the type of movement required (lifting, pushing, pulling). 

• E – Environment – Check surroundings for hazards (slippery floors, tight spaces). 

By following these steps, employees can minimise strain on their bodies and reduce the 
likelihood of injury. 

Safe Lifting Techniques 

To prevent injury when lifting objects, employees should: 

• Keep the back straight and bend the knees rather than the waist. 

• Hold the load close to the body for better balance. 

• Avoid twisting while lifting—turn the whole body instead. 

• Seek help or use mechanical aids for heavy or awkward loads. 

For example, a warehouse worker lifting a heavy box incorrectly (by bending at the waist) 
could strain their back, leading to a long-term injury. However, by using proper lifting 
techniques, they can avoid unnecessary stress on the spine. 
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Fire Safety in the Workplace 

Identifying Fire Hazards 

Fires can start due to a combination of heat, fuel, and oxygen. Common fire hazards in 
the workplace include: 

• Faulty electrical equipment – Overloaded sockets, frayed wires. 

• Flammable materials – Paper, chemicals, fuel stored improperly. 

• Blocked fire exits – Prevents quick evacuation. 

A fire risk assessment should be conducted to: 

1. Identify fire hazards. 

2. Evaluate the risks. 

3. Implement fire prevention measures. 

4. Review procedures regularly. 

Fire Prevention Measures 

Employers should: 

• Install fire detection and suppression systems (alarms, extinguishers, sprinklers). 

• Conduct regular maintenance of electrical equipment. 

• Store flammable materials safely in appropriate containers. 

• Ensure fire exits are clearly marked and unobstructed. 

Emergency Response in a Fire 

If a fire breaks out, employees should: 

1. Activate the fire alarm immediately. 

2. Alert others and evacuate using designated routes. 

3. Follow fire exit signs to the nearest safe exit. 

4. Avoid using lifts and do not re-enter the building until it is safe. 

For example, if an office worker notices smoke coming from an electrical socket, they 
should immediately report the issue, and if a fire has started, they should follow 
evacuation procedures rather than attempting to extinguish the fire themselves unless 
trained to do so. 
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Correct Use of Display Screen Equipment (DSE) 

Understanding Ergonomics 

Ergonomics involves designing workspaces to fit the needs of the user. Poor workstation 
setups can lead to eye strain, back pain, and repetitive strain injuries (RSI). 

Key Principles of Safe Display Screen Use 

To prevent health issues when using computers or other display equipment, employees 
should: 

• Adjust the monitor height so the top of the screen is at eye level. 

• Sit with feet flat on the floor and back supported. 

• Keep the keyboard and mouse at a comfortable height to avoid wrist strain. 

• Take regular breaks to stand up, stretch, and reduce muscle tension. 

For example, an office worker who spends long hours at a poorly adjusted desk may 
develop neck and wrist pain. By making small adjustments to their chair height and 
screen position, they can work more comfortably and prevent long-term injuries. 

 

Stretch and Challenge: Improving Workplace Safety 

To go beyond basic compliance, consider the following: 

• How can workplaces encourage employees to take personal responsibility for 
safety? 

• What new technologies or equipment could reduce manual handling risks? 

• How can companies raise awareness about fire hazards and emergency 
procedures? 

By thinking critically about these issues, organisations can create proactive safety 
cultures rather than just reacting to incidents. 
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Summary 

Manual handling risks can be reduced by following LITE assessments and proper lifting 
techniques. 

• Fire safety requires identifying hazards, preventing risks, and knowing evacuation 
procedures. 

• Correct use of display screen equipment helps prevent strain injuries and 
improves comfort. 

• Employers and employees share responsibility for risk reduction in the workplace. 

By understanding these principles, employees can create a safer and healthier 
workplace for everyone. 

 

 

 

  



 
 

Page | 18 

 

Health and Safety Awareness for the Workplace Spring 2025 

Episode 4: Communication and Reporting for 
Workplace Safety 

 

 

 

Introduction 

Clear and effective communication is essential for workplace safety. It ensures that 
employees understand hazards, procedures, and responsibilities, helping to prevent 
accidents. This episode explores how communication, active listening, and incident 
reporting contribute to a strong safety culture. 

 

The Role of Communication in Workplace Safety 

Effective communication ensures that everyone in the workplace understands potential 
risks and safety procedures. 

Key Communication Strategies: 

1. Use clear and simple language – Avoid technical jargon that may confuse 
employees. 

2. Provide visual aids – Safety signs, diagrams, and demonstrations reinforce 
understanding. 
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3. Hold regular safety meetings – Discuss concerns and share updates on 

procedures. 

4. Encourage open dialogue – Employees should feel comfortable reporting 
hazards. 

For example, if a supervisor gives unclear instructions on handling chemicals, employees 
may misuse hazardous substances, increasing the risk of exposure. Using step-by-step 
demonstrations instead can help ensure safe handling. 

Active Listening and Clarifying Questions 

Active listening helps employees understand safety instructions fully. This involves: 

• Paying attention – Focusing on the speaker without distractions. 

• Asking clarifying questions – Examples: "What PPE should be worn for this 
task?" 

• Repeating key points – Confirming understanding before proceeding. 

If an employee is unsure about a fire evacuation route, they should ask for clarification 
rather than assuming they know the correct exit. 

 

 

  



 
 

Page | 20 

 

Health and Safety Awareness for the Workplace Spring 2025 
Reporting Hazards and Incidents 

Employees play a crucial role in reporting workplace hazards, accidents, and near-
misses. 

What is RIDDOR? 

RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) is a 
legal requirement for employers to report serious workplace incidents. 

Reports must be made when an accident: 

• Results in death or serious injury. 

• Requires hospital treatment for non-workers. 

• Involves a dangerous occurrence (a near-miss with the potential for harm). 

Employees should report hazards to supervisors or health and safety officers 
immediately. Proper documentation ensures that issues are investigated, and 
preventative measures are put in place. 

 

Stretch and Challenge: Building a Safety Culture 

• How can workplaces encourage employees to report hazards without fear? 

• What technology (e.g., incident reporting apps) could improve workplace safety? 

• How can organisations ensure RIDDOR compliance is consistently met? 

Encouraging open communication and a proactive safety culture leads to fewer 
workplace incidents and improved well-being. 

 

Summary 

• Clear communication and active listening help prevent accidents. 

• Incident reporting under RIDDOR ensures legal compliance and workplace 
improvements. 

• Employees must feel empowered to report hazards and ask safety-related 
questions. 

By fostering a strong culture of safety communication, workplaces can reduce risks and 
create safer environments for all employees. 

 


