Health and Safety Policy

HEALTH AND SAFETY POLICY STATEMENT

It is the policy of Access Training (Access) that Health and Safety shall be regarded with the same
importance as other major functions undertaken by the Company. Accordingly, Health and Safety at Work
will be given proper consideration by Management and all members of staff.

Whilst ultimate responsibility for implementation of this policy rests with the Managing Director of Access, all
Management and staff share responsibility for day to day control, including implementation of safe working
practices and procedures.

The aim of the policy is to provide and maintain safe and healthy working conditions, for all employees and
learners as well as visitors to the Company premises, and to provide such information, training and
supervision considered necessary for this purpose. Responsibility is also accepted for the health and safety
of other people who may be affected by the activities of Access.

Access has appointed a competent person who has responsibility for advising Management and staff of
current legislation. His other primary health and safety duties, including liaison with external agencies are
listed elsewhere in this policy. When necessary, the Company will call upon the Education and Skills
Funding Agency, the Health and Safety Executive and the Environmental Health Authority to seek guidance
in order to ensure that Access conforms to legislative requirements and implements safe working practices.

Whilst there is a statutory duty to comply with current Health and Safety Regulations, Codes of Practice etc,
these will be regarded by Access as minimum requirements. It is the intention of the Company to secure co-
operation of all concerned parties in achieving the highest standards in all aspects of Health and Safety at
Work. Access will also act to comply with the Management of Health and Safety at Work Regulations 1999,
including the assessment and control of risk, hazard identification etc.

For the purposes of Health and Safety, learners will be regarded as employees of Access when attending
our Training Centres. Each learner will undertake a Health and Safety induction on commencement of their
learning programme, which is designed to highlight the statutory responsibilities of employers and
employees. Induction also covers matters relating to hazards within the workplace, accident reporting, fire
evacuation procedures etc.

This policy statement will be revised annually, with particular regard for any changes in the nature, size or
activities of the Company and any changes in guidance or Legislation.
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RISK ASSESSMENT

Access will;

1.

Carry out a risk assessment annually, or in line with Company changes or changes in guidance or
Legislation.

2. Ensure that control measures will be put into practice, as recommended from the risk assessment
process.

3. Ensure that control measures are taken.

4. Ensure significant risks are identified, recorded and made known to all relevant persons.

5. Ensure that appropriate training, information, instruction and supervision is provided as required.

6. Risk assessments will be reviewed with regards to any special arrangements. For example, young
people under 16 years of age, new or expectant mothers, people with disabilities or other disclosed
health problems.
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ORGANISATION AND RESPONSIBILITY

1. Responsibility for the implementation of Health and Safety Legislation relative to the activities of Access
rests with:

David Armstrong Managing Director
David Cash Trainer/Health and Safety Advisor

2. All staff of Access and learners are responsible for co-operating with Management, in ensuring
compliance with Section 7 of the Health and Safety at Work etc Act 1974. Compliance means that they
take reasonable care to ensure that they do not endanger themselves or anyone else who may be
affected by their work activities.

3. All staff of Access will promote and commit to all aspects of the Health and Safety Policy and Procedure.

4. All staff of Access have a duty of care to ensure the health, safety and wellbeing of all learners and staff.

5. Section 8 of the Health and Safety at Work etc Act 1974 places a duty on everyone not to misuse plant
or equipment provided in the interests of Health and Safety at Work.

6. Any employee or learner who becomes aware of a Health and Safety problem or concern that may
cause serious injury or ill health must inform a member of Management named above. Where this is not
possible for any reason, this must be escalated at the earliest opportunity.

7. Consultation between Management and employees about important Health and Safety matters or
concerns may take place at any reasonable time. Members of staff visiting employers' premises can
seek guidance about similar matters from the Health and Safety Advisor (David Cash).

8. David Cash, Health and Safety Advisor, assumes primary responsibility for safety training, investigation
of accidents or concerns, safety-monitoring etc. In his absence, responsibility rests with David
Armstrong (Managing Director).
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ARRANGEMENTS

Procedures and arrangements are in place to ensure that Access provide and maintains safe and healthy
working conditions.

These are detailed as follows:

1.

INDUCTION AND TRAINING

All employees will be informed of this Health and Safety Policy, risk assessments and control measures.
All new employees will be shown around the premises, and have all Health and Safety arrangements
explained to them.

All employees will be instructed in the safe use of equipment.

Access will endeavour to ensure that all employees are capable in terms of Health and Safety, for every
task that is asked of them.

Specific training will be provided as is considered appropriate to employees’ wark, as identified by the
risk assessment for example, manual handling, DSE, use of machinery and other office equipment.

ELECTRICITY AT WORK

Inspection and maintenance of the electricity supply board, fuse control boxes, circuitry and earthing is
the responsibility of our landlords; Gateshead College at the Skills Academy, 8" Avenue and
Smartstack Ltd at Marquis Court.

The Health and Safety Advisor undertakes regular checks of leads, extensions and plugs to ensure
serviceability.

Any damage or faults to electrical equipment/apparatus should be reported immediately to the Health
and Safety Advisor or, in his absence, to a member of Management.

ACCIDENTS AND INJURIES

The following arrangements relate to the staff of Access, learners and other visitors to the Training
Centres.

Accidents at Work:

All accidents, which result in injury (no matter how minor) to staff and learners at Access's Training
Centres, must be reported. It is important to ensure that details are recorded in the relevant Accident
Book. Any accident resulting in injury to a person visiting Access must also be reported and recorded
(located in the Access Reception Office).

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

Any reportable injury, disease or dangerous occurrence defined under the RIDDOR Regulations will be
investigated to determine the cause and to prevent re-occurrence.

Dave Cash, Health and Safety Advisor (or his nominated Deputy) will carry out the investigation within 5
working days and with the assistance of expert help where this is appropriate or necessary.

Dave Cash, Health and Safety Advisor (or his nominated Deputy) will ensure that reporting procedures
to notify injuries, diseases or dangerous occurrences to the Enforcing Authority and ESFA are properly
followed.
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4. FIRST-AID

In the event of an accident or injury, a suitably qualified First Aider can be accessed through the Skills
Academy or Marquis Court reception.

The First-Aid Box and Accident Book are located in the Access Reception Office. There is also a First
Aid Kit in the FESS Workshop at Marquis Court. In the event of an accident, Access Training’s Accident
Book should be completed.

In the event of a serious injury or iliness, emergency services (dial 999) should be contacted
immediately. First-Aiders should be called to assist.

In the event of a serious illness occurring, the procedure detailed above should be followed. In both
cases of accident or serious illness, the learner/employee emergency contact should be informed and
follow up enquiries as to the individual's welfare carried out at the earliest appropriate opportunity.

A record of an occurrence of serious illness will be held with the Accident Reports.

Any learner or employee who contracts a contagious disease is not permitted to attend work or the
Training Centres until they are given the ‘all clear’ by their GP.

5. MANUAL HANDLING
Employees must not move any load which they think may cause them injury.
Extra care and attention should be given to individuals who have back problems or during pregnancy.
Employees should use lifting and carrying equipment supplied for the use.
Two person lifts are to be encouraged for large pieces of furniture or equipment.
Access will endeavour to fulfil the requirements of the Manual Handling Operations Regulations 1992,
6. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH REGULATIONS 1999)
As part of the Company's annual risk assessment, all substances (including cleaning agents) used and
stored in the Training Centres are monitored to ensure that proper controls are in place to prevent risk of
injury being caused by substances which are harmful to health.
7. EQUIPMENT AND MACHINERY
All equipment provided by Access will be to the correct safety standards.

Portable appliances will be safety tested at least every 7 years.

All safety devices and control measures must be used at all times by all employees, including the use of
personal protective equipment (PPE) when required.

Any fault or defect must be reported immediately to the appropriate Line Manager.

Access aims to fulfil the requirements of The Provision and Use of Work Equipment Regulations 1998
(PUWER).
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FIRE AND EMERGENCIES

Fire evacuation instructions are posted near each exit and elsewhere in the premises, advising what
action must be taken in the event of a fire.

In the event of a fire or emergency, employees and learners should assemble in the car park at
Assembly Point B.

Fire evacuation drills will be performed by our landlords on a regular basis to acquaint staff and learners
with the emergency procedure. They will maintain a record of these drills.

Emergency exits are all signed and furnished with panic-bars. The exits must be kept free from
obstruction at all times and kept unlocked when the premises are occupied. Fire exits are located at the
main door, IT Suite (1.1) and Training Room (1.10) at Skills Academy, and at the front door/rear
corridors at Marquis Court,

In the event of an emergency, the person manning the reception will be responsible for contacting the
emergency services. Our nominated Fire Warden will be responsible for ensuring that all staff, visitors
and learners have exited our area before exiting themselves.

PERSONAL PROTECTIVE EQUIPMENT AND CLOTHING (PPE)

Protective clothing and equipment will be provided in accordance with statutory requirements. It is a
requirement of the Health and Safety at Work etc Act that equipment and clothing should be properly
maintained and worn as prescribed by the appropriate regulations, ie Protection of Eyes etc.

MEDICAL HEALTH SCREENING

In selecting learners for Training Programmes, staff will consider carefully their ability and suitability
bearing in mind the tasks required and the potential risks involved.

Access will ensure that all relevant medical details on staff and learners are recorded and held by the
Director of Training (staff) and Curriculum Leads (learners).

Access will ensure that no member of staff or learner will be placed in an area of risk that would
aggravate medical or health conditions, or which could lead to a significant risk of exposure to a
substance listed in Schedule 5, in compliance with Regulation 11 of the Control of Substances
Hazardous to Health 1999 (COSHH).

PLACEMENT PROVIDERS/EMPLOYERS

Access will ensure that all placement providers/employers are audited for Health and Safety by a
competent member of staff, and the findings recorded using the Health and Safety Assessment and
Performance Review Form.

Where Access identifies any minor weaknesses in placement providers/employers’ health and safety, we
will negotiate an Action Plan and, where appropriate, work with the provider/femployer to improve
weaknesses.

Access will operate effective procedures for dealing with unsatisfactory placements in accordance with
ESFA guidelines, and Access's Health and Safety Quality Procedure.

Where an employer is familiar to us, for example, taking another learner following a short gap, then the
previous Health and Safety Assessment will be updated following discussion with the employer.
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CONTRACTORS AND VISITORS

Names of visitors must be recorded in the Visitors Log held at Access Training reception at Skills
Academy.

Where appropriate, contractors should be asked to provide details of their safe systems of work, risk
assessments and any other details of activities which may impact on other users of the premises.

HAZARDOUS OR RESTRICTED AREAS

Gateshead College Construction Workshops at Skills Academy has been identified as a restricted area.
DUST AND NOISE LEVELS

Dust and noise levels are low, intermittent and controllable.

STATUTORY NOTICES

These are displayed where appropriate.

EMPLOYER’S LIABILITY

An Employer's Liability Certificate is displayed on the notice board in the reception of Skills Academy.
VISUAL DISPLAY UNITS

Access is aware of the Health and Safety (Display Screen Equipment) Regulations 1992 and has taken
steps to ensure that the requirements are adhered to.

It is intended that any future purchase of VDU equipment will comply with current regulations as laid
down in the Directive.

Matters relating to the comfort and protection of persons viewing Visual Display Units are detailed thus:

171 Persons using VDU equipment, should be given adequate break periods.

17.2  Any learner or member of staff complaining of eye problems or headaches etc, whilst using a
VDU should be immediately rested from using the equipment and their names notified to the
Health and Safety Advisor (or his nominated Deputy).

17.3  Footrests will be made available and should be used by learners who require support for a more
comfortable operating position.

17.4  All chairs used at VDU stations should be in good working order with adjustable height and
backrest controls.

17.5  Care should be taken to reduce and/or eliminate screen glare caused by direct daylight.

17.6  If any member of staff or learner complains of headache or eye strain, an offer of a free eye test
should be made.

STRESS

As part of the Company's annual risk assessment, we will ensure, as far as is reasonably practicable,
that our expected working practices do not result in stress related illness of our staff or learners.
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DRIVING

Access takes all reasonable steps to manage the health and safety of those staff who drive on Company
business. We will take steps to set up safe systems of work in order to control and manage any risks
which cannot be eliminated. These will be identified by carrying out a suitable and sufficient risk
assessment. In order to comply with our legal duties the following will apply:

191 If an employee uses their own vehicle, they will be required to maintain it in a roadworthy
condition.

19.2  Before embarking on a long journey, employees should always carry out basic checks, eg to
check oil, water levels and tyre pressure.

19.3  Hand-held devices such as mobile phones and PDA'’s etc should never be used whilst driving
and calls should only be made or taken when it is safe to do so.

19.4  Avoid other distractions that may take attention away from the driving task such as eating and
drinking.

19.5  Staff should always drive within speed limits and according to the prevailing weather conditions.

19.6  In the event of a breakdown, staff should inform their Line Manager as soon as possible.

19.7  Drivers who use their own cars on Company business shall prohibit smoking if passengers are
carried during that business.

Itis also the employees’ responsibility to:

19.8  Keep their insurance up to date and ensure it covers individual and business use.

19.9  Make available copies of their driving licence and insurance documents, and current MOT
certificate if the car is more than 3 years old, annually.

19.10 Inform the Managing Director of any changes in circumstances, eg penalty points, new vehicle
etc.

19.11 Have regular eye tests and ensure that any necessary glasses for driving are worn.

Employees are also responsible for ensuring they are physically fit to drive. Should circumstances
change, their Line Manager must be informed as soon as possible. Employees should never drive whilst
under the influence of alcohol or drugs. Drivers should also remember that some prescription drugs can
cause drowsiness and affect their ability to drive safely. In the event that medication is necessary,
employees should check with their GP or pharmacist before driving.

When transporting learners, staff are responsible for their safety and welfare, and all due care and
attention should be taken.

SAFEGUARDING CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS

Access aim to help keep children, young people and vulnerable adults safe by contributing to:

20.1  Providing a safe environment for children, young people and vulnerable adults to learn.

20.2  Identifying children, young people and vulnerable adults who are suffering or likely to suffer
significant harm, and taking appropriate action with the aim of making sure they are kept safe

both at home and in the training environment.

In this respect, Access operates a safe recruitment procedure and makes sure that all appropriate
checks are carried out on staff who work with children, young people and vulnerable adults.

DBS Disclosures will be sought for members of staff on a 3-yearly cycle.

(NB Please also refer to the company Safeguarding Policy.)
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