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HEALTH & SAFETY POLICY STATEMENT
The following is a statement of the organisation’s health and safety policy in accordance with section 2 of the
Health and Safety at Work etc. Act 1974. It is the policy of Skills Provider Ltd to ensure so far as is reasonably
practicable, the health, safety and welfare of all employees working for the company and other persons who
may be affected by our undertakings.

Skills Provider Ltd acknowledges that the key to successful health and safety management requires an effective
policy, organisation and arrangements, which reflect the commitment of the senior management. To maintain
that commitment, we will continually measure, monitor and revise where necessary, an annual plan to ensure
that health and safety standards are adequately maintained.
Meetu Madaan will implement the company’s health and safety policy and recommend any changes to meet
new circumstances. Skills Provider Ltd recognises that successful health and safety management contributes to
successful business performance and will allocate adequate financed and resources to meet these needs.

The management of Skills Provider Ltd looks upon the promotion of health and safety measures as a mutual
objective for themselves and employees. It is therefore the policy of management to do all that is reasonably
practicable to prevent personal injury and damage to property. Also, the organisation aims to protect everyone,
including visitors and members of the public, insofar as they come into contact with our activities, from any
foreseeable hazard or danger.

All employees have duties under the Health and Safety at Work etc. Act 1974 and are informed of their personal
responsibilities to take due care of the health and safety of omissions. Employees are also informed that they
must co-operate with the organisation in order that it can comply with the legal requirements placed upon it in
the implementation of this policy. Skills Provider Ltd will ensure continued consultation with the workforce to
enable all viewpoints and recommendations to be discussed at regular intervals.

The organisation will ensure a systematic approach to identifying hazards, assessing the risks, determining
suitable and sufficient control measures and informing employees of the correct procedures needed to
maintain a safe working environment.

Signed Date

Covid 19 we work with the DFE and ESFA guidance at the time.

We have sanitation stations.

Temperaturechecks

2 meter distance person to person

Mask are available if required

Information on Name contact details of all Staff visitors and learners.

We will provide, so far as is reasonably practicable, safe places and systems of work, safe plant and machinery,
safe handling of materials and substances, the provision of adequate safety equipment and ensure that
appropriate information, instruction, training and supervision is given. We will regard all health and safety
legislation as the minimum standard and expect management to achieve their targets without compromising
health and safety.
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HEALTH & SAFETY POLICY

Our statement of general policy in relation to Health and Safety:

PART ONE

General Statement of Policy, Duties & Responsibilities

1.1 PolicyStatement

Skills Provider Ltd recognises and accepts its health and safety duties for providing a safe and healthy working
environment (as far as is reasonably practicable) for all its workers (paid or volunteer) and other visitors to its
premises under the Health and Safety at Work Act 1974, the Fire Precautions (Workplace) Regulations 1997, the
Management of Health and Safety at Work Regulations 1999, other relevant legislation and common law duties
of care.

Throughout this Statement, terms such as “staff”, “workers”, “employees”, include both paid and volunteer
workers.
It is the policy of Skills Provider Ltd to promote the health and safety of the committee members, volunteers,
staff and of all visitors to the organisation’s premises and to that intent to:

● Takeallreasonablypracticablestepstosafeguardthehealth,safetyandwelfareofallpersonnelonthe
premises

● Provideadequateworkingconditionswithproperfacilitiestosafeguardthehealthandsafetyof
personnel and to ensure that any work which is undertaken produces no unnecessary risk to health or
safety

● Encouragepersonsonthepremisestoco-operatewiththeOrganisationinallsafetymatter,inthe
identification of hazards which may exist and in the reporting of any condition which may appear
dangerous or unsatisfactory

● Ensuretheprovisionandmaintenanceofplant,equipmentandsystemsofworkthataresafe

● Maintainsafearrangementsfortheuse,handling,storageandtransportofarticlesandsubstances

● Providesufficientinformation,instruction,trainingandsupervisiontoenableeveryonetoavoidhazards
and contribute to their own safety and health
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● Providespecificinformation,instruction,trainingandsupervisiontopersonnelwhohaveparticular
health and safety responsibilities (eg a person appointed as a Health and Safety Officer or
Representative)

● Make,asreasonablypracticable,safearrangementsforprotectionagainstanyrisktohealthandsafety
of the general public or other persons that may arise for Skills Provider Ltd’s activities

● Makesuitableandsufficientassessmentoftheriskstothehealthandsafetyofemployeesandof
persons not in the employment of Skills Provider Ltd arising out of or in connection with Skills Provider
Ltd’s activities.

● Makespecificassessmentofrisksinrespectofneworexpectantmothersandyoungpeopleunderthe
age of eighteen

● Provideinformationtootheremployersofanyriskstowhichthoseemployer’sworkersonSkills
Provider Ltd’s premises may be exposed.

This policy statement and/or the procedures for its implementation may be altered at any time by Skills
Provider Ltd’s Management Committee (“the Committee”). The statement and the procedures are to be
reviewed in the (autumn) of each year by the Health and Safety Sub-committee or by other persons appointed
by the Committee. A report on the review, with any other proposals for amendment to the statement of
procedures, is to be made to the next following ordinary meeting of the Management Committee.

1.2 StatutoryDutyofSkillsProviderLtd

Skills Provider Ltd will comply with its duty to ensure, as far as is reasonably practicable, the health, safety and
welfare at work of its workers and of visitors to its premises and, in general, to:

● Makeworkplacessafeandwithoutriskstohealth

● Ensureplantandmachineryaresafeandthatsafesystemsofworkaresetandfollowed

● Ensurearticlesandsubstancesaremoved,storedandusedsafely

● Givevolunteers/workerstheinformation,instruction,trainingandsupervisionnecessaryfortheir
health and safety.

In particular, Skills Provider Ltd will:

● Assesstheriskstohealthandsafetyofitslearners/volunteers/workers

● Makearrangementsforimplementingthehealthandsafetymeasuresidentifiedasnecessarybythis
assessment

● Recordthesignificantfindingsoftheriskassessmentandthearrangementsforhealthandsafety
measures

● Drawupahealthandsafetypolicystatement;includingthehealthandsafetyorganisationand
arrangements in force, and bring it to the attention of its workers

● Appointsomeonecompetenttoassistwithhealthandsafetyresponsibilities

● Setupemergencyprocedures

● ProvideadequateFirstAidfacilities

● Makesurethattheworkplacesatisfieshealth,safetyandwelfarerequirements,egforventilation,
temperature, lighting and for sanitary, washing and rest facilities

● Makesurethatworkequipmentissuitableforitsintendeduseasfarashealthandsafetyisconcerned,
and that it is properly maintained and used
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● Preventoradequatelycontrolexposuretosubstancesthatmaydamagehealth

● Takeprecautionsagainstdangerformflammableorexplosivehazards,electricalequipment,noiseor
radiation

● Avoidhazardousmanualhandlingoperationsand,wheretheycannotbeavoided,reducetheriskof
injury
Providehealthsurveillanceasappropriate● 

● Providefreeanyprotectiveclothingorequipment,whererisksarenotadequatelycontrolledbyother
means

● Ensurethatappropriatesafetysignsareprovidedandmaintained

● Reportcertaininjuries,diseasesanddangerousoccurrencestotheappropriatehealthandsafety
enforcing authority.

StatutoryDutyofSkillsProviderLtd’sWorkers1.3 

Employees also have legal duties, and the Organisation requests non-employed (voluntary) workers also to
observe these. They include the following:

● Totakereasonablecarefortheirownhealthandsafety,andthatofotherpersonswhomaybeaffected
by what they do or do not do

● Toco-operatewiththeSkillsProviderLtdonhealthandsafety

● TouseworkitemsprovidedbytheSkillsProviderLtdcorrectly,includingpersonalprotectiveequipment,
in accordance with training or instructions

● Nottointerferewithormisuseanythingprovidedforhealth,safetyandwelfarepurposes

● Toreportattheearliestopportunityinjuries,accidentsordangerousoccurrencesatwork,including
those involving the public and participants in activities organised by Skills Provider Ltd

● HealthandSafetylawappliesnotonlytoemployeesintheworkplace,italsoappliestoorganisations
and people who occupy or use community buildings to which members of the public have access.
PolicyforVisitorsandContractors1.4 

On arrival all visitors should be directed to the duty representative of the Management Committee, or a
representative of the user/hirer of the building. This person is to take responsibility for the visitor(s) and assist
in their evacuation from the building during an emergency or arrange help in the event of an accident.

On arrival, all visitors, including contractors and/or their workers, must sign a record of the date and time of
their arrival and, before leaving, should further record their time of departure.
Contractors working in the building should report any concerns relating to their own safety or suspected unsafe
working practices to the Health & Safety Officer who will investigate and report to Skills Provider Ltd.
PART TWO

2.1 Learner Health & Safety

Skills Provider Ltd is committed to health and safety in every aspect of its activities and aims to provide a safe,
healthy and supportive environment wherever learning takes place. This deals with the health, safety and
welfare of all learners and applies to everyone within and connected to the organisation. It applies to Skills
Provider Ltd’s premises as well as those working with us as apprenticeship or placement providers.
The UK Government, Department of Health & Social Care (DHSC), NHS, Public Health England (PHE), HSE and
Local Authority websites are our resource library for the Coronavirus COVID-19 health alerts and will be
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reviewed daily.

2.2 PromotionofHealth&Safety

Skills Provider Ltd will promote and monitor health and safety through:

● Theriskassessmentandongoingmonitoringofitsownandemployers’premisestoensureasafe,
healthy and supportive learning environment.

● Initialassessmentoflearners’health,safetyandwelfareneedsandadditionalsupportrequirements.

● Anindividuallearningplanthatincludesthelearner’shealthandsafetytrainingneeds.

● Ahealthandsafetyinductionandongoingreviewandassessmentoflearners’understandingand
awareness of key health and safety issues.

● Therecording,analysis,evaluationandpublicationofdataregardingaccidents/nearmisses.

2.3 Safeguarding

Skills Provider Ltd is committed to ensuring that every young person or vulnerable adult who takes part in any
activity provided by the organisation should be able to do so in a safe and protected environment. Safeguarding
is addressed as part of the employer health and safety risk assessment process.

2.4 LearnerRights

● Alearningenvironmentthatissafe,healthyandsupportive.

● Ahealthandsafetyinduction.

● InformationonSkillsProviderLtd’sandanemployer’shealthandsafetypolicyandprocedures.

● Supervisionandsupportforyourhealth,safetyandwelfare.

● Informationandadviceonrisks,suitablepersonalprotectiveequipmentandrestrictedactivities.

● Ahealthandsafetylearningplanandinstructiononsafetyissuesanduseofequipment.

● Regularreviewsandassessmentofyourknowledgeandunderstandingofworkplacehealthandsafety
issues.

● Accesstoinformationonhowtoreportanydangeroussituationsorhappeningsatworkandwhattodo
if you have an accident.

● Therighttorefusetocarryoutanyactivitythatyoufeelisputtingyourhealth,safetyorwelfareatrisk.

2.5 LearnerResponsibilities

Whilst a student at Skills Provider Ltd you have a duty to:

● Co-operatewithSkillsProviderLtdandyouremployeronmattersofhealthandsafetyandfollowall
rules and procedures related to it.

● Followanyhealthandsafetyinformation,instructionandtraining.

● Notdoanythingthatputsyouoranyoneelseatrisk.

● Reportanydefects,dangeroussituations,accidentsornearmisses.

● Followanyprohibitionsorrestrictionsthatapplytoyou,wearanynecessaryprotectiveequipmentand
clothing that you have been issued with and instructed to wear.

● Keepyourworkareacleanandfreefromhazardsandnotmisuseordamageanythingprovidedforthe
purposes of health and safety.
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● TakepartinanyhealthandsafetytrainingorganisedbySkillsProviderLtdoryouremployerandfollow
and achieve your training plan.

You may be subject to disciplinary action for failure to adhere to this policy.

2.6 Workplacehealthandsafety

Skills Provider Ltd will visit or contact the employer/ work experience provider to explain our Health and Safety
requirements and carry out a Health and Safety risk assessment of the workplace to satisfy us that the
employer/placement has good Health and Safety standards. We will let them know what is expected of them
whilst you are with them on your work placement.
Your employer has a duty by law, so far as is reasonably practicable, to ensure your work place/work
experience placement is safe and without risk to health.
In order to safeguard your health and safety, your employer/placement provider must have:

● 

● 

● 

● 

Employerandpublicliabilityinsurancecover

Premisesandmachinerywhichareinsafeworkingorder

Safeworkproceduresforyoutofollow

Sufficientinformation,instruction,trainingandsupervisionnecessaryforyoutoperformyourwork
safely
Aninductionprogrammeforyouregardinghealthandsafetyarrangementsandhighlightyour
responsibilities
Anominatedsupervisor(s)foryouwhilstyouareonworkexperience

Riskassessmentsandallstafffollowingtheproceduresoutlinedinthem

Ahealthandsafetypolicywhichtheybringtoyourattention(ifemployingover5people)

Anominatedhealthandsafetyperson

Co-operationfromallemployeesregardinghealthandsafetypractices

Emergencyevacuationproceduresi.e.,fire

Firstaidfacilitiesandreportingproceduresforcertaininjuriestotheappropriateauthorities

Adequatewelfarefacilitiestoincludetoilet,washing,changing,restareaandprovisionofdrinking
water

● 

● 

● 

● 

● 

● 

● 

● 

● 

● Workequipment,whichissuitable,safe,properlymaintainedandused

● 

● 

Measuresinplacetopreventorcontrolexposuretosubstances

Appropriateprecautionsforflammable,toxicorexplosivesubstances,electricalequipment,noiseand
radiation
Safemanualhandlingprocedures
PPE(personalprotectiveclothing)orequipmentforyoutouseifnecessary
Appropriatesafetysignsintheworkplace

● 
● 
● 

Your supervisor will assess your performance and will look to see how well you do in these areas:

● 
● 

Punctuality
Attitudetowork
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● Workingwithothers
● SafetyAwareness
● Workingalone(independently)
● Employabilityintheindustry

When you are at the employer premises or on work experience or placement you must ensure that you

• TakereasonablecareforyourownHealthandSafetyandofothers,whomaybeaffectedbyyour
activities

Disclosecertainpersonalinformationtoyourworkplacementprovider,i.e.acurrenthealth/medical
condition and/or prescribed medication, which could affect your ability to undertake certain work;
driving licences, training certificates etc.

Workwithyouremployer/workplacementprovideronHealth&Safetymatters

Reporttoyoursupervisoranysituation,whichyouthinkisunsafe

Useequipmentsafelyandcorrectly

Wearanypersonalprotectiveequipmentgiventoyou

Donotinterferewith,ormisuseanyequipmentprovidedforyourHealth,SafetyandWelfare

TalktoyoursupervisoratyourworkexperienceifyouareworriedaboutanyaspectsofHealth&Safety

Ifyouarestillworried,thenyoumusttellyourteacherorassessor–theywillthengetthenecessary
advice

• 

• 

• 

• 

• 

• 

• 

• 

Further information regarding Health and Safety will be given to you during your induction.

2.7 TakingAction

If you experience or observe any breaches of health and safety policy or legislation you should take the
following action:
Informal Action where you raise the issue informally and privately with the person(s) responsible for the
concern.
Formal Action should be used where informal action hasn’t worked, or if the informal approach is not an
option. The issue should be raised with your manager or your tutor/assessor.
Whenever a concern over health and safety is received Skills Provider Ltd will:

● taketheconcernseriously

● carryoutanimmediateinvestigationintotheconcern

● allocatetheinvestigationtoapersonwhoiscompetentinthemanagementofhealthandsafety

● giveyoufeedbackonthefindingsoftheinvestigation.

PART THREE

Organisation of Health and Safety

3.1 Health and Safety Sub-committee

The Management Committee will appoint a Health and Safety Sub-committee, including representation both of
themselves and of staff (both paid and volunteer):

● TohaveabroadoverviewofHealthandSafetymatters
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● TokeeptheOrganisation’sHealthandSafetypolicyandproceduresunderreview

● Toconductsafetytoursofthepremises

● Toensurethatriskassessmentsarecarriedout,includingassessmentsregardingsubstanceshazardous
to health (COSSH Regulations)

● TotakesuchactionasmayberequiredtoensurethattheOrganisation’sresponsibilitiesforHealthand
Safety are fulfilled

● ToreporttotheManagementCommitteeontheirperformanceoftheseresponsibilities.

Contractors working in the building should report any concerns relating to their own safety or suspected unsafe
working practices to the Duty representative of the Committee who will investigate and report to the
Organisation.

Safety Tours

The Health and Safety Committee shall carry out 6-monthly tours and inspections of the premises and make a
report to the next ordinary meeting of the Management Committee. All necessary actions as a result of the
tour shall, where reasonable and practicable, be implemented.

3.2 Health and Safety Rules

All workers must exercise ordinary care to avoid accidents in their activities at work and comply with the
following general rules and with any further rules which the Skills Provider Ltd may publish from time to time.

Accident Forms and Book

The book must be kept in a locked drawer once completed.

Any injury suffered by a worker or visitor in the course of employment or otherwise on Skills Provider Ltd’s
premises, however slight, must be recorded, together with such other particulars as are required by statutory
regulations, on an accident form maintained by the Organisation.

Fire Precautions

All personnel must familiarise themselves with fire escape routes and procedures and follow the directions of
Skills Provider Ltd in relation to fire.
Equipment and Appliances

No equipment or appliance may be used other than as provided by or specifically authorised by or on behalf of
the company and any directions for the use of such must be followed precisely.

Safety Clearways

Corridors and doorways must be kept free of obstructions and properly lit.

Maintenance

Defective equipment, furniture and structures must be reported as such without delay.

Hygiene and Waste Disposal

Facilities for the disposal of waste materials must be kept in a clean and hygienic condition. Waste must be
disposed of in an appropriate manner and in accordance with any special instructions relating to the material
concerned.

Food Hygiene

When handling or preparing food there are specific hygiene requirements:
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● Regularlywashhandsbeforeandduringfoodpreparationandespeciallyafterusingthelavatory

● TellyoursupervisororrepresentativeoftheCommitteeofanyskin,nose,throat,orbowelproblem

● Ensurecutsorsoresarecoveredwithcorrectwaterproofdressings

● Keepyourselfcleanandwearcleanclothing

● Rememberthatsmokinginafoodroomisillegal

● Nevercoughorsneezeoverfood

● Cleanasyougo.Keepallequipmentandsurfacesclean

● Preparerawandcookedfoodinseparateareas.Keepperishablefoodcoveredandeitherrefrigerated

(less than 8”C) or piping hot (above 63”C)

● Ensurewastefoodisdisposedofproperly.Keepthelidonrubbishbinandwashyourhandsafter
putting waste in it
Avoidhandlingfoodasfaraspossible

Tellyoursupervisorofanydefectsorconcernsregardingthefacilities–e.g.uncleanness,refrigeration
malfunction, cracked food preparation surfaces.

● 

● 

Display Screen Equipment

Skills Provider Ltd recognises its responsibility to ensure the well-being of workers who habitually use display
screen equipment for a significant part of their normal work. Volunteers/Workers are advised to ensure that
they take a five minute break from the display screen equipment at least once an hour and are advised that, if
they experience vision defects or other discomfort that they believe may be wholly or in part a consequence of
their use of such equipment, they have the right to an eye-test at the Organisation’s expense.

Alcohol, Drugs and Tobacco

Smoking within the premises and the use of Drugs (except under medical supervision) on the premises are
prohibited at all times. The use of intoxicants (alcohol) is prohibited during working hours, and no
employee/volunteer may undertake his/her duties if under the influence of alcohol or drugs (except under
medical supervision)

PART FOUR

Arrangement and Procedures

The Health and Safety Officer Sam Warnes is responsible for ensuring that the safety policy is carried out and
that responsibilities for safety, health and welfare are properly assigned and accepted at all levels. His details
and contact number will be displayed in reception. They will also be responsible for checking, recording and
replenishing emergency and first aid supplies as well as fire extinguisher expiry dates, annual testing and
extended servicing arrangements.

4.1 First Aid and Accident Reporting
4.2 Fire Drills and Evacuation Procedures

First Aid

● ThecurrentFirstAider(s)forthepremisesis/aredisplayed(ontheNoticeBoardinthe
Reception Area).

● FirstAidBoxesareprovidedinthefollowinglocation(s):

i) Reception(example)
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Accidents

ii) Kitchen (example)

● Intheeventofaninjuryorillness,callforamemberofstafforringforanambulancedirectly.
To call an ambulance – dial 999 and ask for “ambulance”

● AllaccidentsmustbereportedtotheHealthandSafetyOfficeroranothermemberofstaffon
duty immediately or as soon as practicable

● Allaccidentsmustbeenteredonanaccidentform,availablefromthereceptiondesk.The
procedures for “notifiable” accidents as shown in Appendix A below must be followed

● TheHealthandSafetyOfficerwillinvestigateincidentsandaccidents,writingadetailedreport
for the Organisation’s Management Committee to consider the actions necessary to prevent
recurrence.

4.3 Fire Drills and Evacuation Procedures

Fire Drills

● Allworkersandvolunteersmustknowthefireprocedures,positionoffireappliancesand
escape routes.

● Thefirealarmpoints,fireexits,andemergencylightingsystemwillbetestedbyTheFire
Officer/Health and Safety Officer during the first week of each month and entered in the log
book provided.

● TheFireOfficerwillarrangeforFireDrillsandFirePreventionChecks(seeAppendixCbelow)to
be carried out at least once every three months and entered in the log book. In addition, these
Drills will be carried out at different times and on different days, so that all users/hirers know
the procedures.

● ThelastpersonsecuringthepremiseswillensureFirePreventionCloseDownChecksaremade
of all parts of the premises at the end of a session (See Appendix C).

4.3.1 intheeventofFire

● Personsdiscoveringafireshouldsoundthenearestalarm

● Thefirstdutyofallworkersistoevacuateallpeoplefromthebuildingbythenearestexit
immediately the fire is discovered

● Allpersonsmustevacuatethebuildingand,wherepossiblewithoutpersonalrisk,leaveall
doors and windows closed

● Theassemblypointforthebuildingisoutsideat5aKingSt,LeedsLS12HH

● No-oneshouldleavetheassemblypointwithoutthepermissionofamemberofstaff

● Ifanyfireoccurs,howeverminor,theFireBrigademustbecalledimmediatelybydialling999
and asking for “Fire”

● WhentheFireBrigadearrivesadvisewhetherallpersonsareaccountedforandlocationoffire.

4.3.2 BombWarnings

● Ifyoureceiveawarning,trytofindoutfromthecaller:

i) 

ii) 

Theapproximatelocationofthebombandlikelytimeofdetonation

Whetherthepoliceandfirebrigadehavebeennotified
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iii) TrytoRECORDEXACTLYWHATISSAID:

● NotifythePoliceimmediatelyon999

● DONOTSOUNDTHEFIREALARMbutevacuatethebuildingtakingintoconsiderationany
information form the bomb warning

● AssembleoutsidethebuildingatKingStreetunlessthebombwarningimpliesotherwise.

4.3.3 CleaningMaterials,GeneralMachineryandHighRiskAreas

● Allportablemachinerymustbeswitchedoffandunpluggedwhennotinuse

● Wanderingcablesareahazard;usewithcautionandsafetyinmind

● Slipperyfloorsanddangerous;usewarningsigns

● Useprotectiveclothingandequipmentprovidedandasinstructedon
machinery/equipment/material. Itisthedutyofaworkertoreportanylossofordefectin
protective clothing or equipment.

4.3.4 General

● Allthoroughfares,exitsandgatesmustbeleftclearatalltimes

● Corridorsandfireexitsmustnotbeblockedbyfurnitureorequipment

● Vehiclesmustnotbeparkedneartothebuildingsoastocauseanyobstructionorhazard

● Hazardsorsuspectedhazardsorotherhealthandsafetymattersshouldbereportedtothe
Health and Safety Officer or the staff member on duty immediately or as soon as practicable, so
that action can be taken. If the hazard is of a serious nature, immediate action must be taken to
protect or clear the area to prevent injury to staff or other users.

5. Portable Appliance Testing (PAT)

There are legal duties on manufacturers and suppliers covering the initial integrity (safety) of new electrical
appliances. There are general duties on Skills Provider Ltd, as an employer, covering the use and maintenance of
its appliances, designed to ensure that they remain in a safe condition.

The particular legal duties relating to the use and maintenance of electrical appliances are contained in the
Electricity at Work Regulations (1989). These apply to all work activities and place requirements on both
employers and employees (duty holders), in order to control risks which can arise from the use of electricity.
The Regulations require certain safety objectives to be achieved but do not prescribe the measures to be taken.
This allows the duty holder to select precautions appropriate to the risk rather than have precautions imposed
which may not be relevant to a particular work activity.
The best means by which to control risks in the use and maintenance of electrical appliances is to establish a
system of regular Portable Appliance Testing (PAT).
The PAT test includes:

● Preliminaryvisualinspection

● UsingaPATdevice:

● Earthcontinuitytests(forClass1equipment)

● Insulationtesting(whichmaysometimesbesubstitutedbyearthleakagemeasurement)

● Functionalchecks.
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Accident An undesired event, or sequence of events, resulting in personal injury, property
damage or other loss

1. Introduction
1.1 Government Funded Apprenticeships involves a three-way partnership between the Skills Provider

Ltd, Employer and Apprentices, therefore a clear understanding of specific roles and responsibilities by
each party is essential for the management of health and safety within the scheme. This procedure
outlines the various responsibilities of each party and provides information and guidance for
managing the health and safety of Apprentices in keeping with Skills Provider Ltd’s overarching Health
and Safety Policy.

2. Scope
2.1 ThisprocedureappliestoallcontractsagreedforGovernmentFundedApprenticeships.

3. References
3.1 TheHealthandSafetyatWorketc.Act1974
3.2 TheManagementofHealthandSafetyatWorkRegulations

3.3 HealthandSafetyPolicy

4. Definitions
4.1 Forthepurposeofthisprocedure,thefollowingdefinitionsapply:

Apprentice 

Employer 

AnypersontakingpartinGovernmentFundedApprenticeships

AnypersonororganisationengagedwithSkillsProviderLtdaspartofGovernment
Funded Apprenticeships

Incident Anoccurrenceinvolvinganaccident,assault,nearmissorcaseofoccupationalill
health arising out of, or in connection with, the work activities or working environment

Visual inspection can be carried out by all users of portable appliance, ideally each time the appliance is used.
However electrical testing with a PAT device must only be performed by a person who is competent in the safe
use of the test equipment and who knows how to interpret the test results obtained. This person must be
capable of inspecting the equipment and, where necessary, dismantling it to check the cable connections. At
Skills Provider Ltd, this is the responsibility of the Health & Safety Officer Sam Warnes, who will also undertake
all checking and record keeping.

6. Audit and Review

Audit and review processes cover all aspects of the health and safety management system. Performance targets
and measures will be analysed at least annually.

This policy will be reviewed on an annual basis or following changes to Government updates and statutory
guidance in relation to Covid-19 and company risk assessment policies and processes.

APPENDIX A

Apprentice Health & Safety Procedure
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Near Miss

Occupational Ill
Health

Assault

An occurrence that did not result in personal injury or damage, but which potentially
could have had a much more serious outcome

A prescribed occupational disease known or believed to be caused by the work
activities or working environment

An act of non-consensual aggression which can be either physical or verbal

5. Procedure
5.1 TrainingundertakenonSkillsProviderLtdPremises

5.1.1 WheretrainingofApprenticesisundertakenonSkillsProvider’spremises,theapproved
company procedures, relevant to the nature of tasks, activities, working environment involved
with the training, will apply.

5.1.2 AllApprenticesmustbeprovidedwithinformationrelevantfortheirhealthandsafety.Thiswill
include:

● riskassessmentfindings

● firesafetyarrangements

● emergencyprocedures

● howtoreportahealthandsafetyconcern

● howtoreportanaccidentorincident

● informationrelevanttoequipmentused.

● informationrelevanttotheworkingenvironmente.g.,workshop,workplace

5.2 TRAININGUNDERTAKENONEMPLOYERS’PREMISES
5.2.1 WheretrainingofApprenticesisundertakenatEmployer’spremises,theprimeresponsibilityforthe

health and safety of the apprentice lies with the host Employer. However, Skills Provider Ltd has a
duty of care to take reasonable measures to ensure Apprentices are not put at undue risk when
working for Employers who engage with Skills Provider Ltd.

5.2.2 Tofulfilthisdutyofcare,SkillsProviderLtdwillobtaininitialconfirmationfromprospective
Employers that they understand their responsibilities to Apprentices and have a robust health and
safety management system in place relevant to the Apprentices.

5.2.3 SkillsProviderLtdwillfurthercarryoutperiodicchecksofEmployerstomonitortheirongoing
suitability for the scheme in terms of their management of health and safety and fulfilment of the
responsibilities outlined in section 5.3 of this procedure.

5.3 RESPONSIBILITIES
5.3.1 SkillsProviderLtdisresponsiblefor:

● engagingEmployersthatarecompetentinmanagingthehealthandsafetyofApprenticesand
have processes in place appropriate to the level of risk.

● liaisingwiththeEmployertoensurethathealthandsafetyarrangementsareinplaceappropriate
for the level of risk.

● obtainingconfirmationoftheEmployer’shealthandsafetymanagementarrangementsinplace

● takingresponsibilityforhealthandsafetymattersthatrelatespecificallytoSkillsProviderLtd
premises, implementing the institutional health and safety policies and procedures relevant to
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5.3.2

5.3.3

5.3.4

Apprentices.

● respondingasappropriatetoanyhealthandsafetyissuesraisedbytheApprentice,theEmployer,
or a member of staff.

The Employer has the prime responsibility for the health and safety of Apprentices and must ensure
all relevant legislative requirements are complied with. This includes, but is not limited to:
● takingprimaryresponsibilityforthehealth,safetyandwelfareofApprentices,controllingrisksto

safety and health appropriately

● havingawrittenHealthandSafetyPolicyinplace(whereemploying5ormore)thatsetsouta
clear commitment to managing the health and safety of Apprentices.

● havingproceduresforcarryingoutriskassessments,andbringingtheassessmentfindingstothe
attention of Apprentices
havingaclearprocessforreportingaccidentsandhealthandsafetyconcerns

ensuringApprenticesreceiveadequatesupportandguidancetocreateaproductiveandpositive
experience.

providinganappropriatehealthandsafetyinductionandensuringthatinstruction,site
familiarisation, personal protective equipment, training and supervisory arrangements are fit for
purpose (to include fire precautions; emergency evacuations and first aid arrangements; how to
report accidents, incidents and unsafe conditions)

● 

● 

● 

● providingasafeworkingenvironmentandnon-discriminatorytreatment

● cooperatewithSkillsProviderLtdasfarasisnecessarywhenfollowinguponidentifiedhealth
and safety issues.

● informingSkillsProviderLtdofanyincidentsinvolvingCompanystafforApprentices

● ensuringinsuranceisinplacetocoverliabilityforanyinjuries,illhealthorproperty
damage sustained that is attributable to the activities of the apprenticeship provision.

Apprentices are responsible for:

● takingreasonablecareofthehealthandsafetyofthemselvesandothers

● co-operatingwiththeEmployerandCompanyonmattersofhealthandsafety

● notbringingSkillsProviderLtdortheEmployer’sreputationintodisreputeandtoactively
work to promote a good reputation for Skills Provider Ltd, the Employer, the Apprenticeship
programme and fellow Apprentices

● abidingbytherulesandregulationsoftheEmployer

● informingtheEmployerandSkillsProviderLtdofanypersonalfactorsorchangestopersonal
factors (e.g., health, disability, linguistic or cultural) that may affect the level of risk attached to
the apprenticeship or may require reasonable adjustments to be made.

● reportingtotheEmployerandSkillsProviderLtdanyincidentsorissuesthatoccurorany
concerns regarding health and safety.

● confirmingthatanypersonalvehicleinsurancecoverstravelto/fromworkandbusinessuse
if travel to other locations is required.

The nature of the three-way partnership between Skills Provider Ltd, the Apprentice and the
Employer places a responsibility on each party to:
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● bepartnersinplanningandmanagement.

●

● 

clearlyunderstandtheresponsibilitiesandexpectationsofeachpartyinvolved.

collaboratetoensureopportunitiesareinclusive,safeandsupported.

●  engageinstructuredopportunitiesforlearninganddevelopment. ●

establishsustainablerelationshipsandnetworks. ●

recordoutcomesandevaluatefeedbacktoenablecontinuousenhancement. ENGAGINGEMPLOYERS
EmployersDeclaration
TheEngagementofEmployersHealthandSafetyQuestionnaire,shownattheendofthis
procedure, is to be used for obtaining initial information of the Employer’s arrangements for
managing the health and safety of Apprentices. All Employers being considered must complete
this Questionnaire and agree to forward evidence of the health and safety arrangements in
place on request.

EachQuestionnaireisvalidforthedurationofthecontract.However,whereacontractexceeds
one year, confirmation must be obtained from the Employer on an annual basis that appropriate
insurance and health, and safety management systems remain in place. This includes forwarding
current insurance documentation, together with a newly completed Questionnaire, or written
confirmation that the information provided in the original Questionnaire remains valid.

6. 
6.1 
6.1.1 

6.1.2 

6.1.3 BeforeprospectiveEmployerscanbeengaged,theymustsatisfactorilycompletethe
Engagement of Employers Questionnaire to indicate they are able to meet the health and
safety responsibilities outlined in 5.3.2.

6.2 ApprovalofEmployers
6.2.1 Staffreceivingcompletedquestionnairesmustusetheinformationprovidedtogaugethe

suitability of the employer. Where further clarification is felt appropriate, request for supporting
documentation must be made to provide evidence that the processes indicated are in place.
Examples include:

● copiesofriskassessmentrelevanttotheactivitiesoftheApprentice

● copiesofwrittenprocedures

● copiesofinduction/traininginformation

6.2.2 BackgroundchecksforenforcementactionbytheHealthandSafetyExecutivecanbe
undertaken through the following links:

● Improvementnotices-http://www.hse.gov.uk/notices/

● Prosecutions-http://www.hse.gov.uk/enforce/prosecutions.htm

6.2.3 Indecidingontheinitialorongoingsuitabilityoftheemployer,thefollowingmustbetakeninto
account:
● answersprovidedintheEngagementofEmployersQuestionnaire

● appropriatenessofanysupportingdocumentationprovidedorrequested.

● promptnessofreturnofquestionnaire/requestforsupportingdocumentation.

● previousknowledgeofordealingswiththeemployer

● feedbackfromApprenticesworking/havingworkedattheemployers’premises.
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7.

Signed

6.2.4

6.2.5

Date

● staffvisitstotheemployers’premises.

Having taken the above into account employers may be:

● Approved–employerisdeemedsuitable.

● Approvedwithactionplan–employerisdeemedsuitablewithimprovementsagreede.g.

− alterationstodocumentationtoclarifyapplicabilitytoApprentices.

− otheractionsrelevanttotheApprenticestasks/activities,equipmentused,working
environment.

● Rejected–employercannotdemonstrateappropriatemanagementofthehealthand
safety of Apprentices.

Further advice and guidance can be provided by Skills Provider Ltd’s Health and Safety Officer
Rebecca Warnes.

Audit and Review

Audit and review processes cover all aspects of the health and safety management system.
Performance targets and measures will be analysed at least annually. This policy will be reviewed on an
annual basis or following changes to Government updates and statutory guidance, including Covid-19
and company risk assessment policies and processes.
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Questionnaire

Does your organisation have a written Health and Safety Policy that includes a
commitment to the health and safety of Apprentices?
Does your organisation have Employers Liability Insurance in place that provides cover for
Apprentices
Does your organisation have Public Liability Insurance in place that provides cover
for Apprentices?
Please forward copies of insurance details

Does your organisation have an induction process that will inform Apprentices of fire /
emergency, incident reporting, supervisory, first aid and other necessary arrangements?

Does your organisation have a programme of risk assessment that identifies the
significant risks associated with Apprentice’s activities, equipment used and working
environment

Does your organisation have a process for informing Apprentices of the risk
assessment findings and the necessary control measures to be followed?
Will Apprentices be provided with the necessary information, training and supervision for
the tasks/activities, equipment and working environment involved?

Yes No

Skills Provider Ltd has a duty to confirm that employers engaged with Apprenticeships have appropriate
arrangements in place to manage the health and safety of Apprentices. Please could you complete
Section 1 of the self-assessment questionnaire below and return this, together with any requested
documentation. Please note that your apprenticeship cannot progress until this Questionnaire is
returned.

N/A

Section 1 Employers Declaration

APPENDIX B

Health and Safety for Apprenticeships Engagement of Employers Questionnaire
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Will the Apprentices be provided with required items of Personal Protective
Equipment and instructed on its appropriate use?

Does your organisation maintain items of equipment in accordance with statutory
requirements (where necessary), manufactures or other appropriate guidance?

Are those supervising Apprentices suitably trained, qualified and experienced for the
nature of the tasks/activities, equipment and working environment involved?

Does your organisation have a process for identifying the need for Personal Protective
Equipment, including cleaning, maintenance and replacement of items?

Does your organisation have a process for recording and investigating incidents that
includes informing Skills Provider Ltd of incidents involving Apprentices?

Does your organisation maintain working environments in accordance with the Workplace
Health, Safety & Welfare Regulations?
Does your organisation have a process for monitoring and reviewing its health and
safety arrangements that includes the needs of Apprentices?

Has your organisation been the subject of enforcement action by the Health and Safety
Executive and / or Fire & Rescue Service in the last 3 years? If yes, please provide details.

Section 2 Approval (For company use only)



Signature:

Name (print)

Employer is rejected

Date:

Health & Safety Policy

Job Title:

Employer Returns

Has the employer indicated in the Questionnaire that processes are in place for
managing the health and safety of Apprentices?

Has the employer provided evidence that valid insurance is in place e.g., copy of a
current Employers Liability Certificate, details of Public Liability Insurance?
Where requested, has the employer provided relevant documentation as evidence of
their management processes?
Where the employer has been the subject of health and safety /fire safety enforcement
action, have they indicated that necessary remedial action has been implemented?

Employer is approved

Employer is approved with the following actions agreed (include timescales and details of
person(s) responsible for completion)

Yes No N/A

APPENDIX C
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RIDDOR - REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES REGULATIONS 2013

1. Accidents

All accidents which occur during work for Skills Provider Ltd and/or for the User/Hirer, or on premises
under the control of Skills Provider Ltd must be recorded.

2. AccidentstoWorkersorContractor’sStaff

a) ForALLAccidents

Complete Accident Form and give to Health & Safety Officer

b) ForaccidentsreportabletotheHealth&SafetyExecutive(forcontractorsseec))

If accident results in incapacity for work for more than 3 calendar days, then complete the
online form F2508 with copies to the CEO.
If accident results in fatality, fracture, amputation or other specified injury (see section 4,
below) then immediately notify:

All incidents can be reported online but a telephone service is also provided for reporting
fatal/specified,andmajorincidents only -calltheIncidentContactCentreon0345300
9923 (opening hours Monday to Friday 8.30 am to 5 pm).

Follow up within seven days with completed online form F2508 with copies to the CEO.

c) Ifareportableaccidentinvolvesacontractor’semployeeandthepremisesareunderthe
control of someone other than the contractor then the person in control of the premises is
responsible for reporting the accident.

If a contractor’s employee is at work on premises under the control of the contractor then it is
the contractor or someone acting on his/her behalf who is responsible for reporting the
accident.

3. AccidentstoMembersofthePublic

1. ForALLAccidents

Complete Accident Form and give to Health & Safety Officer

2. ForaccidentsreportabletotheHealth&SafetyExecutive

If an accident results in fatality, fracture, amputation or other specified injury (see section 4
below) then immediately notify:

All incidents can be reported online but a telephone service is also provided for reporting
fatal/specified,andmajorincidents only -calltheIncidentContactCentreon0345300
9923 (opening hours Monday to Friday 8.30 am to 5 pm).

Some injuries may not be fully identified until the casualty has been to hospital. It is therefore
essential that, if it is known that an individual has gone to hospital as a result of an accident,
follow up action is carried out.

4. DefinitionofSpecifiedMajorInjuriesorConditions

● Fractureoftheskull,spineorpelvis;anyboneinthearmorwrist,butnotaboneinthehand;
any bone in the leg or ankles, but not a bone in the foot.

● Amputationof;ahandorfoot,afinger,thumbortoe;anypartthereofifthejointorboneis
completely severed

● Otherspecifiedinjuriesandconditions:
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o Thelossofsightofaneye;apenetratinginjurytotheeye,orachemicalorhotmetal
burn to an eye

o Injury(includingburns)eitherrequiringimmediatemedicaltreatment,orinvolving
loss of consciousness, resulting (in either case) from electric shock from any electrical
circuit or equipment, whether or not due to direct contact

o Lossofconsciousnessresultingfromlackofoxygen

o Decompressionsicknessrequiringmedicaltreatment

o Eitheracuteillnessrequiringtreatment,orlossofconsciousness,resulting(ineither
case) from absorption of any substance by inhalation, ingestion or through the skin

o Acuteillnessrequiringmedicaltreatmentwherethereisreasontobelievethatthis
resulted from exposure to a pathogen or infected material

o Anyotherinjurywhichresultsinthepersoninjuredbeingadmittedimmediatelyinto
hospital for more than 24 hours

IF IN DOUBT REPORT IT

5. DangerousOccurrences

In the event of any of the following:

● Collapse/Overturningofmachinery

● 

● 

Explosion/collapseofclosedvessel/boiler

Electricalexplosion/fire

Notify the following immediately:

All incidents can be reported online but a telephone service is also provided for reporting
fatal/specified,andmajorincidents only -calltheIncidentContactCentreon0345300
9923 (opening hours Monday to Friday 8.30 am to 5 pm).

6. OccupationalDiseases

o Poisoning

o SkimDiseases

o 

o 

LungDiseases

Infections

On receipt of a written diagnosis from a Doctor, report the disease using online form
F2508A to: hse.infoline@natbrit.com

And the Management Committee

Full details of Dangerous Occurrences and Occupational Diseases can be found in HSE RIDDOR
Booklets 11 and 17.

RIDDOR reporting of COVID-19 – reviewed on an ongoing basis

This guidance is for the person reporting, usually the employer (known as the ‘responsible person’).

Members of the public and non-work-related cases

mailto:hse.infoline@natbrit.com
mailto:hse.infoline@natbrit.com
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There is no requirement under RIDDOR (The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013) to report incidents of disease or deaths of members of the public, patients, care home
residents or service users from COVID-19.

The reporting requirements relating to cases of, or deaths from, COVID-19 under RIDDOR apply only to
occupational exposure, that is, because of a person’s work.
What to report

You should only make a report under RIDDOR when one of the following circumstances applies:

● anaccidentorincidentatworkhas,orcouldhave,ledtothereleaseorescapeof
coronavirus(SARS-CoV-2).Thismustbereportedas adangerousoccurrence

● apersonatwork(aworker)hasbeendiagnosedashavingCOVID-19attributedtoan
occupationalexposuretocoronavirus.Thismustbereportedas acaseofdisease
aworkerdiesasaresultofoccupationalexposuretocoronavirus.Thismustbereportedas a
work-related death due to exposure to a biological agent
●

Dangerous occurrences

Dangerous occurrences are certain unintended, specified events, which may not result in a reportable
injury, but which do have the potential to cause significant harm.

For an incident to be reportable as a dangerous occurrence, the incident must have resulted (or could
have resulted) in the release or escape of coronavirus, that is, led to a possible or actual exposure to
coronavirus.

The assessment does not require any complex analysis, measurement or test, but rather for a reasonable
judgement to be made as to whether the circumstances gave rise to a real risk or had the potential to
causesignificantharm. 

Findoutmoreabout whatthelawsays includingsome examplesofwhatisnotandwhatisreportableas
a dangerous occurrence.
Cases of disease: exposure to a biological agent

When deciding if a report is required, the responsible person (usually the employer) must make a
judgement, based on the information available, as to whether or not a confirmed diagnosis of COVID-19 is
likely to have been caused by an occupational exposure, that is, whether or not there is reasonable
evidencethatawork-relatedexposureisthelikelycauseofthedisease. 

The report should specify a disease due to exposure to a biological agent and use the case of disease
report form.
Getmoreinformationon whatconstitutesadiagnosis andmore guidanceonmakingajudgementand
reasonable evidence.
Work-related deaths due to exposure to a biological agent

For an incident to be reportable as a death due to occupational exposure to coronavirus there must be
reasonable evidence that a work-related exposure caused the worker’s death.

The responsible person should notify the enforcing authority by the quickest practicable means, without
delay, and send a report within 10 days. The report should specify death due to exposure to a biological
agent using the “case of disease” report form.

Moreon work-relateddeathsfromcoronavirus:Whatthelawsays andinformationon makinga
judgement using reasonable evidence.
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Make a RIDDOR report online

●

●

● Reportawork-relateddeathduetoexposuretoabiologicalagent

Reportadangerousoccurrence

Reportacaseofdisease:exposuretoabiologicalagent 

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH REGULATIONS)

Assessment

APPENDIX D

https://notifications.hse.gov.uk/riddorforms/Disease
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2.

FIRE PREVENTION

1. HastheFirebrigadebeenconsultedon:

Health & Safety Policy

The assessment must be a systematic review

o Whatsubstancesarepresentandinwhatform?

o Whatharmfuleffectsarepossible?

o Whereandhowarethesubstancesactuallyusedorhandled?

o Whatharmfuleffectsaregivenoff,etc.?

o Whocouldbeaffected,towhatextentandforhowlong?

o Underwhatcircumstances?

o Howlikelyisitthatexposurewillhappen?

o WhatprecautionsneedtobetakentocomplywiththeCOSHHRegulations?

o WhatproceduresneedtobeputinplacetocomplywiththeControlofAsbestosatWork

Regulations 2002?

Prevention or Control

Employers have to ensure that the exposure of workers to hazardous substances is PREVENTED or, if
this is not reasonably practicable ADEQUATELY CONTROLLED.

On the basis of the assessment, the employer has to decide which control measures are appropriate
to the work situation in order to deal effectively with any hazardous substances that my present. This
may mean PREVENTING exposure by

o Removingthehazardoussubstancebychangingtheprocess

o Substitutingwithasafeorsafersubstance,orusingasaferform

Or, here this is not reasonably practicable, CONTROLLING exposure by

o Totallyenclosingtheprocess

o Usingpartialenclosureandextractionequipment

o Generalventilation

o Usingsafesystemsofworkandhandlingprocedures

It is for the employer to choose the method of controlling the exposure and to examine and test
control measures, if required.
The Regulations limit the use of Personal Protective Equipment (e.g. dust masks, respirators,
protective clothing) as the means of protection of those situations ONLY where other measures
cannot adequately control exposure.

Employers must provide any of their workers and, so far is reasonably practicable, other persons on
site who may be exposed to substances hazardous to health, with suitable and sufficient information,
instruction and training to that they know the risks they run and the precautions they must take.

Employers must ensure that anyone who carries out any task in connection with their duties under
COSHH has sufficient information, instruction and training to the job properly.

APPENDIX E
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o Thenumberandwidthofescaperoutessoastoprovideareadymeansofescapefromall
parts of the premises?

o Emergencylightinganditsmaintenance?

o Themostsuitablewayofraisinganalarmintheeventoffire?

o Thecontentsoffireinstructionnotices?

o Thenumbersandtypesoffireextinguishersorotherfire-fightingapplianceswhichshould
be provided?

o Precautionstobetakenwithanyactivitiesinvolvingtheuseofflammableliquids,naked
flames or heating processes?

o Thedesirabilityofbatteningorclippingseatstogetherinsetsoffourwheremoveable
seats are used?

o Themaximumnumberofpeoplewhoshouldbeallowedonthepremisesatanyone
time?

o Areseatingandgangwaysintheclassroomsoarrangedastoallowfreeandeasyaccess
direct to fire exits?

o Areexitdoorsalwaysunlockedbeforethestartofanylearningsessionandkeptunlocked
until the last person leaves?

o Areescaperoutesandexitdoorsclearlysign-postedandmarkedsothatanyonenot
familiar with the building can quickly see the ways out?

o Areescaperoutesandexitdoorsneverallowedtobecomeobstructedorhiddenby
chairs, tables etc

Is Fire Equipment properly looked after?

o Arefireextinguishers,hosereelsandfirealarmsystems(whereprovided)regularly
maintained by specialist fire engineering firms?

o Arestaff/dutyofficerstrainedtousethisequipment?

o Isequipmentkeptinitsproperpositionandalwaysclearlyvisibleandunobstructed?

Are thorough close-down checks made of all parts of the premises at the end of the working day?

o Nosmoulderingfiresorcigarettesleftburning?

o Heaterandcookersturnedoff?

o 

o 

o 

Televisionsandotherelectricalapparatusturnedoffandunplugged?

Lightsoff?

Internaldoorsclosed?

o Outsidedoorsandwindowsclosedandsecured?

Are all reasonable steps taken to prevent fires?

o Smokingnotallowedinstorerooms?

o Substantialashtraysprovidedinareaswheresmokingispermitted?

o Heatingappliancesfittedwithadequateandsecurefireguards?



HEALTH AND SAFETY INSPECTION
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If portable heaters have to be used, are they securely fixed and kept away from
combustible materials?

Precautions to ensure that convector type heaters are not covered with clothes and
curtains?
Temporary extensions or additions to the electrical installation carried out and checked by
a competent electrician?
Sufficient socket outlets provided to obviate the need for long trailing flexes?

Damaged leads replaced regularly?

Cooking operations supervised by a reliable person?

Scenery, decorations and costumes for stage performances treated to make them flame
retardant?

All parts of the premises kept clear of waste and rubbish, particularly staircases, space
under stairs, storerooms, attics and boiler rooms?

o

o

o

o

o

o

o

o

APPENDIX F
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1. Inspection

o AHealthandSafetyinspectionofthebuildingshouldbeundertakenatleasteverysix
months. One of these inspections may be undertaken at the same time as the annual
building maintenance check.

o AppointedmembersoftheManagementCommittee,orasub-group,shouldarrangeto
meet and carry out the inspection

o Thisinspectiongroupwillneedtoagreehoweachquestionneedstobeanswered

o Whentheformiscompleteandhasbeensigned,mattersnotedasnotsatisfactory,
together with any other concerns raised by the inspection, should be reported to the
Management Committee.

o Theinspectiongroupshouldbeauthorised,whereURGENTactionisnecessary,tomake
immediate reasonable response

o ThewholeformshouldbemadeavailabletomembersoftheManagementCommittee

o Theformsshouldbepreservedinafilemaintainedforthispurpose.Asrequiredactionis
taken, the responsible person should initial the form in the appropriate box

2. RiskAssessment

It is the policy of Skills Provider Ltd to require a thorough examination of health and safety
performance against established standards in each location, at least annually. The technique to be
adopted for such examinations will be the 'Safety Audit'. The Audit requires review of:

o standardslaiddowninthepolicy

o departmentalguidelines

o relevantregulations

o environmentalfactors

o staffattitudes

o staffinstructions

o methodsofwork

o contingencyplans

o recordingandprovisionofinformationaboutaccidentsandhazardsandtheassessment
of risk.

Special attention should be paid to the circumstances of workers under the age of eighteen and to
expectant mothers, women who have given birth within the past six months or who are breastfeeding.
Frequency:

o Ariskassessmentneedstobecarriedoutwheneveranewactivityisenvisaged

o Assessmentsneedtoberepeatedwhenevercircumstanceschange:

o Changesinlayoutofequipment

o Observingtrendsontheaccidentform

o Changesinstaff

o Introductionofnewprocedures,processesormaterials
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The information obtained by the Audit will be used to form the basis of the plan for the department for
the following year. Audits must be completed by July of each year.

The responsibility for ensuring that audit activity is carried out as part of this policy rests with the CEO and
will be carried out by the Health & Safety Officer. Although the Audit remains a management
responsibility, managers are required as part of this policy to seek the involvement of the appropriate
Health and Safety Representative in the conduct of the Audit.
It is the management's responsibility to ensure that any deficiencies highlighted in the Audit are dealt
with as speedily as possible. In addition to carrying out Safety Audits, it is the responsibility of the
department manager to check, at least quarterly, all portable equipment, including electrical appliances,
in their area, and to ensure that all problems are immediately dealt with.
Managers have a continual responsibility for the elimination of hazards in order to maintain a safe
working environment and will also be expected to carry out regular risk assessments in line with the
Health and Safety Executive Guidelines; that is follow the 5 steps:

o Identifythehazards

o Decidewhomightbeharmedandhow

o EvaluatetheRisksanddecideonprecautions

o Recordthefindingsandimplementtheprecautions

o Reviewtheassessmentandupdatewhennecessary

3. Coronavirus(COVID-19)specific

Everyone needs to assess and manage the risks from coronavirus (COVID-19). This means Skills Provider
Ltd are required by law to think about the risks the staff and learners face and do everything reasonably
practicable to minimise them, recognising they cannot completely eliminate the risk of coronavirus
(COVID-19). We will therefore make sure that a risk assessment has been undertaken to identify the
measures needed to reduce the risks from coronavirus (COVID-19) so far as is reasonably practicable.
General information on how to make a workplace COVID-secure, including how to approach a coronavirus
(COVID-19)riskassessment,isprovidedbythe HSE guidanceonworkingsafely.

Skills Provider Ltd will undertake a coronavirus (COVID-19) risk assessment by considering the measures in
this guidance to inform their decisions and control measures. A risk assessment is not about creating huge
amounts of paperwork, but rather about identifying sensible measures to control the risks in the
workplace, and the role of others in supporting that. The risk assessment will help us decide whether we
have done everything we need to. Skills Provider Ltd has a legal duty to consult their employees on health
and safety in good time and will do this by listening and talking to them about how the company will
manage risks from coronavirus (COVID-19). The people who do the work are often the best people to
understand the risks in the workplace and will have a view on how to work safely. Involving them in
making decisions shows that the company takes their health and safety seriously.

APPENDIX G
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1. WhoisaDisplayScreenUser?

The regulations are for the protections of workers (including self-employed workers and
volunteers) who habitually use display screen equipment for a significant part of their normal
work.

In some cases it will be clear that the use of Display Screen Equipment is more or less continuous
on most days and the individual concerned should be regarded as users. Where use is less
continuous, ‘user’ status would apply if most or all of the following criteria are met:

o Theindividualdependsontheuseofdisplayscreenequipmenttodothejob,as
alternative means are not readily available for achieving the same results.

o Theindividualhasnodiscretionastotheuseornon-useofthedisplayscreenequipment

o Theindividualneedssignificanttrainingand/orparticularskillsintheuseofdisplay
screen equipment to do the job

o Theindividualusesdisplayscreenequipmentinthiswaymoreorlessdaily

o Fasttransferofinformationbetweentheuserandthescreenisanimportantrequirement
of the job

o Theperformancerequirementsofthesystemdemandhighlevelsofattentionand
concentration by the user; for example, where the consequences of error may be critical.

2. Workers’Entitlement

2.1 Eye Test

Any worker covered by the Regulations is entitled to request an eye and eyesight test which will
be paid for by the employer. Workers should inform their line manager, who will provide them
with the forms to take to an option of the worker’s choice.

A worker may request a test if he/she:

o Isalreadyauserforasignificantpartofhis/herwork

o Isabouttostartusingdisplayscreenequipmentforasignificantpartofhis/herwork

o Isexperiencingvisualdifficultieswhichmayreasonablybeconsideredtoberelatedto
display screen work

o Itisrecommendedbyanoptionatthetimeofaneyeexaminationthattheworkershould
have eye tests at regular intervals

2.2 Spectacles

If as a result of the eye test a worker requires spectacles solely for use with display screen
equipment, he/she is entitled to reimbursement of the cost of a basic pair. If the worker wishes to
choose more costly spectacles (e.g. a more expensive frame), the employer is not obliged to pay
the full cost of these. In this event the worker will only be reimbursed for the cost of basic
spectacles.

If as a result of the tests spectacles are required for normal use, e.g. reading or distance vision,
but which may also include display screen equipment use, under the Regulations the employer is
not required to make reimbursement beyond the cost of the eyesight test and the report.

2.3 Who pays the Optician?
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The worker pays the option and then obtains the reimbursement, attaching the receipt(s) and any
report to the form DSE1, and gives these to his/her Line Manager who will arrange
reimbursement.


