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Section 1

Company Statement of Intent

3 Spirit Enterprise UK Ltd (t/a 3Spirit Training) recognises that fostering a culture of positive care in all our activities is important. Safety is an important part of this and as such, we are fully committed to the safety of our employees, learner / apprentices and others, and those who may be affected by our activities. Section 2(3) of the Health and Safety at Work Act 1974 requires each employer to prepare, and when appropriate to revise, a written statement of general policy with respect to the health and safety at work of their employees, and the organisation and arrangements in force for carrying out the policy, and to bring the Policy Statement to the notice of all employees and other interested parties. 

3Spirit Training shall
· Commit to ensure the safety of our employees, customers and anyone else affected by our business’s activities
· Commit to ensure the safety of our learner / apprentices
· Be responsible for health and safety in the business
· Have specific staff responsibilities – naming the person in charge of health and safety
· Recognise the legal duties our business is bound by and provide a safe working environment, safe working equipment and safe methods of work
· Inform all employees they are responsible for taking care of their own health and safety and that of the people they work with
· Specific organisation requirements and arrangements are made to support our policy


Health & Safety Policy

· This is the Health & Safety policy for 3Spirit Training, the general provisions of Health and Safety at Work etc. Act 1974 imposes a duty on all employers to ensure, as far as is reasonably practicable, the safety of their employees at work by maintaining safe systems of work, safe premises and by ensuring adequate instruction, training and supervision. 3Spirit Training is also bound by the Act to ensure the safety of all other people, who, though not employees, may be affected by the 3Spirit Training work activities.

· The Act requires every employer to prepare a written statement of intent on general policy procedures with respect to the health and safety at work of his employees and the organisation and arrangements in force for carrying out that policy, and to bring the statement of intent to the notice of all his/her employees.

· The Health & Safety Policy provides a framework within which all activities within 3Spirit Training should comply with relevant legislation and accord with best practice and ensure the effective management of health & safety.

· 3Spirit Training reviews annually their Health Safety Policy statement and adjusts according to changing regulations and our operating environment.

· The objectives of the Health & Safety management arrangements are to ensure that the statutory requirements and standards for health and safety are met, the health and safety of staff, training candidates and visitors are secured.

· The Health & Safety Policy is supported by subject organisational health & safety policies together with health and safety procedures and codes of practice, which are revised from time to time and revised in light of experience and changes in legislation.

Responsibilities

· Company managers are responsible for:
· Ensuring the implementation of the Health & Safety procedures in areas under their control and ensuring adequate resources are made available for this purpose.
· Attending training required to update their knowledge on changes in legislation and regulations regarding Health & Safety Law
· Ensuring the procedures are accessibly followed by a practical working document and its contents are fully accessible to all levels of staff.
· The provision and maintenance of written Risk Assessments of risks to health and safety of their employees and students whilst they are at work or studying and others who may be affected as required under The Management of Health & Safety at Work Regulations 1999.
· Promoting the continuous improvement of health & safety performance, ensuring that there is adequate information, training, monitoring and drawing short, medium and long-term plans in response to audits that identify scope for improvement.
· Creating a positive health and safety culture at all levels within the company.
· The Company named “competent person” responsible for Health & Safety issues is named as Joe Turner.


The Health and Safety “competent person” is responsible for:
· Acting as the main point of contact for day-to-day references on health and safety and giving advice or indicating sources of advice
· Monitoring standards of health and safety matters when required
· Obtaining specialist advice on health and safety matters when required
· Monitoring, producing statistics, investigating and acting where appropriate and keeping records of accidents and hazardous situations
· Reporting events to the Health and Safety Executive as required by the Reporting of Injuries, Diseases, and Dangerous Occurrence Regulations (RIDDOR)
· Implementing COVID secure measures 
· Developing, implementing and reviewing health and safety arrangements in consultation with appropriate employee and management representatives
· Monitoring compliance with the Management of Health and Safety at Work Regulations and other relevant legislation and associated codes of practice


Management Reporting Procedures

3Spirit Training will include as part of their quality assurance systems a report on 
health and safety. This will include:

· Risk Assessments
· General health and safety issues and maintenance
· Employer Engagement on health and safety in the workplace (HSQ1/Standard10)
· Learner / apprentice Reviews
· Feedback from trainers, assessors and learners / apprentices





All Staff
	
All staff, whether permanent or temporary, are expected to:
· Be conversant with the fire, evacuation and first-aid emergency procedures and apply them as required
· Know the specific control measures to be adopted in their own area of work and ensure they are applied
· Be conversant with and comply with the Health and Safety Policy and associated arrangements 
· Follow any safe systems of work in place
· Check that all required risk assessments are in place and readily available before undertaking any work-related activities, whether on 3Spirit Training premises or elsewhere
· Bring to the attention of the appropriate person concerns over matters affecting health and safety
· Observe standards of dress and hygiene consistent with health and safety
· Exercise good standards of housekeeping and cleanliness consistent with health and safety
· Use and not wilfully abuse, neglect or interfere with things provided for their own safety and/or the safety of others
· Co-operate with other staff in promoting improved safety measures and comply with instructions given by their line manager in relation to health and safety

Teaching/Assessment Staff
The safety of learner / apprentices in classrooms, workplaces and other such areas is the responsibility of the trainer or assessor. If, for any reason, (e.g.: the condition or location of equipment or the physical state of the room) a trainer/assessor considers that they cannot accept this responsibility, they should discuss the matter with their line manager before allowing practical work to take place or access to be given. A written report must also be submitted.

In addition to the responsibilities listed for All Staff, trainers and assessors are expected to:
Ensure that all learner / apprentices through the quality of their learning experience –

· Gain an understanding of the importance of health and safety
· Understand how hazards are identified, risks are assessed and the principles of control measures
· Develop a set of safe behaviours, so that they play an active part in the process and acquire practical, transferable skills from their experience
· Exercise effective supervision of their learner / apprentices
· Ensure learner / apprentices follow evacuation procedures when required
· Be aware of 3Spirit Training and workplace first aid procedures in relation to learner / apprentices
· Ensure activity/area specific risk assessments and control measures are understood and applied by all learner / apprentices
· Deliver a health and safety induction to all learner / apprentices, commensurate with risk, and conduct checks on the learner / apprentice’s understanding
· Give clear instructions and warnings to learner / apprentices as often as is necessary (notices, posters and handouts are not enough)
· Ensure learner / apprentices, where necessary, correctly use protective equipment, clothing, guards, safe systems of work etc. 

Learner / apprentices
All learner / apprentices are expected to:	
· Exercise personal responsibility for the safety of themselves and their colleagues
· Observe standards of dress consistent with safety and hygiene
· Follow the instructions of staff in relation to safety and particularly in the use of machines and equipment
· Obey all the safety rules of 3Spirit Training or their employer and in particular the instructions of staff given in an emergency
· Use and not wilfully abuse, neglect or interfere with things provided for their safety  
· Comply with the Health and Safety Policy and associated arrangements

Section 2

Accidents & Reporting

The Company recognises that it is both a statutory requirement to report and notify certain accidents, diseases and dangerous occurrences and that accident data is a valuable tool in the effective monitoring of health & safety performance. To this end, the following arrangements have been made for the recording and investigation of accidents, diseases and dangerous occurrences:


Statutory Reporting
The company will take the necessary steps to comply with the Reporting of Injury, Diseases and
Dangerous Occurrences Regulations 1995. 

· All the above and other accidents caused by employees causing incapacity for more than 3 days are reported on Form F2508 within 10 days of the accident to RIDDOR. Forms available to be download from www.riddor.co.uk

· All work-related diseases from which employees are suffering and which are notified to the company by a doctor on Form F2508 A summary of reportable diseases is Forms available to be download from www.riddor.co.uk

· Responsibility of notifying RIDDOR of fatal accidents, major injuries is Joe Turner

· Accident Book to be located with First Aid Box in 3Spirit Training Office kitchen area.

RIDDOR Reporting since COVID 

Report when one of the following circumstances applies:

· an accident or incident at work has, or could have, led to the release or escape of coronavirus (SARS-CoV-2). This must be reported as a dangerous occurrence
· a person at work (a worker) has been diagnosed as having COVID-19 attributed to an occupational exposure to coronavirus. This must be reported as a case of disease
· a worker dies as a result of occupational exposure to coronavirus. This must be reported as a work-related death due to exposure to a biological agent

Training & Induction

The companies training culture and management structure is defined by the Training Department Manager and encourages training initiatives to be developed and provided by all trainers. Health and safety issues are to be included in training session inductions and information provided and updated regularly for Trainers. Training/Assessment session induction should include

· Attendance Recording
Ensure that every candidate has signed the entrance register and also the course class attendances sheet for the purpose of a roll call in the event of a fire or fire drill. Please note specific ‘non-touch’ requirements for COVID safety as noted below

· Explain the Fire Procedures to all candidates
· Fire Exit locations			
· Fire Alarm located			
· Fire Drill – what to do		
· Fire Extinguisher locations	
· Fire Evacuation Point		 

Equipment Safety Measures
Explain if there are any specific health & safety issues about equipment used for any training session including projectors, flip charts, dummies, practical aids, group exercises, tables and chairs, all physical and chemical items to be used during that particular training session.
	
Refreshments and Welfare Facilities
· Deliver training session duration and break times
· Explain where toilet facilities and drinking water is facilitated
· Refreshments – Explain the time these can be drank/eaten and if they are to be supplied 


Staff & Trainer Feedback - 3Spirit Training encourage feedback from their own staff and trainers on health and safety issues and will observe and question staff to obtain training comments, suggestions and issues raised by them. The Health and Safety Report Form HS1 can be used.


Section 3

Risk Assessment

3Spirit Training carry out risk assessments to protect our own employees and visitors to our premises. We must also ensure that we work with employers to ensure that risk assessment has been completed to protect our learner / apprentices and assessment team in the workplace and where learning takes place. 

The employers risk assessment procedures should therefore be used for those other than contained in clients care plans. The Management of Health & Safety at Work Regulations 1999 requires employers to make suitable risk assessment of the following:

I. The risk to health & safety of all employees whilst they are at work
II. The risk to health & safety of all learner / apprentices whilst they are at work
III. The risk to health & safety of all other people’s arising from the companies’ activities
IV. The identification of measures required to comply with statutory legislation

Risk Assessments are completed and reviewed on an annual basis, any significant changes required preventing accidents, and changes in working systems are to be addressed immediately and bought to attention of the company Health & Safety officer. Any high risks will be identified in the Quality Assurance Report with action plans t highlight any issues that have arisen. 

Process:
3Spirit Training complete risk assessment for their employees: Risk Assessment Form
3Spirit Training work close with employers and require them to complete health and safety audit forms along with learner / apprentice specific risk assessments. These are reviewed regularly 
Health and Safety is also addressed during learner / apprentice reviews and the assessor will report any issues direct to Joe Turner 

Risk Assessments should take into consideration the following:
Step 1 - Identify the Hazard
Step 2 - Decide who might be harmed and how
Step 3 - Evaluate the risks and decide on the precautions
Step 4 - Record your evaluations and implement them
Step 5 - Review the assessment and update if necessary

The following gives broad outline explanations of the various Risk Assessment considerations that have been used in the Risk Assessment Form 
Hazard	
First, you need to work out how people may be harmed and decide what the hazards are. The Hazard is something that has potential to cause harm. In some cases there may be more than one hazard arising from one area/activity. 
	                                                                                                   
Who and how	
All groups of employees and others who might be affected are considered and recorded. This 
includes clients, visitors, office staff, cleaners, contactors, any one at particular risk such as the 
young or elderly, those who work alone and disabled staff.

Evaluate Risks and take precautions	
Having spotted the hazards, you then have to decide what to do about them. The law requires you to do everything ‘reasonably practicable’ to protect people from harm.
Precautions the actions required to be taken on the existing control methods in place, the extent to which the control methods are required to control the risk and preventive measures, which are required

Record
Write down the results of your risk assessment. 

Review
New equipment or substances may be brought onto the premises at anytime. Review the items as they come in to ensure the risk assessments are reviewed or updated for any purpose




RISK ASSESMENT FORM

	DATE:
	Step 1
Identify Hazard
	Step 2
Who might be harmed
How might they be harmed
	Step 3 
Evaluate Risk
Decide Precaution
	Step 4
Record
Implement
	Step 5
Review
	Signed

	
	


	
	
	
	
	

	
	


	
	
	
	
	

	
	


	
	
	
	
	

	
	


	
	
	
	
	

	
	


	
	
	
	
	

	
	


	
	
	
	
	







Section 4

Stress at Work Statement of Intent
We are committed to protecting the health, safety and welfare of our employees and recognise that workplace stress is a health and safety issue and acknowledge the importance of identifying and reducing workplace stressors.

This policy will apply to everyone in the company and managers are responsible for the implementation of this policy and provide the necessary resources.

Definition of stress: 
The Health and Safety Executive define stress as ‘An adverse reaction a person has to excessive pressures or other types of pressures placed upon them to the extent that they feel they are unable to cope’ this makes distinction between pressure, which can be a positive state if managed correctly, and stress which can be detrimental to health.

Policy

1. The company will identify all workplace stressors and conduct risk assessments to eliminate stress or control the risks from stress
2. The company will consult with appointed ‘competent person’ with all matters relating to the proposed action of preventing work-related stress
3. The company will provide training for all managers and supervisory managers
4. The company will provide confidential counselling for all staff effected by stress cause by either work or external factors
5. The company will provide adequate resources to enable managers to implement the companies agreed stress management strategy
6. The company will take steps to recognise and support the adverse effects of COVID on employees. 

Responsibilities

Managers
· Complete and implement recommendations of risk assessments within their department
· Ensure good communication between management staff, particularly where there are proposed changes
· Ensure staff are fully trained to complete their duties and are provided with meaningful development opportunities
· Monitor staff workloads, working hours, holidays and sickness
· Attend training as requested to practise health and safety
· Be vigilant and offer support to staff experiencing difficulties outside of work e.g. bereavement or divorce

Occupational Health
· Provide specialist training to managers on the types of stress relating to specific job roles
· Support individuals who have been off sick with stress and give advice to managers for their return to work
· Refer to workplace counsellors or specialist agencies if required
· Give assistance on job related stress factors when risk assessments are carried out

Recruitment
· Give adequate information to staff and managers on the stress policy
· Give assistance on sickness statistics to measure absence when risk assessments are carried out
· Advise managers on individuals training needs
· Include work-relates stress in all staff induction

Employees
· Raise issues of concerns with your safety representative, line manager or company appointed competent person
· Accept opportunities for counselling when offered
· Input ideas into the design of the stress risk assessment and attend relaxation technique classes if requested


Section 5

Fire Safety Risk Policy & Procedures

The Fire Precautions (Workplace) Regulations 1997 apply to New Generations Services Ltd and it is the policy of the company to comply with these regulations.

The Fire Precautions (Workplace) Regulations 1997 require employers to carry out individual fire risk assessments.  This Risk Assessment is to be carried out by Health & Safety officer on an annual basis

· Suitable registration for persons presents on company premises to enable roll calls to be made in the event of a fire (Visitors and staff signing in book)

· The company will ensure the correct amount of suitable fire extinguishers placed in dedicated fire points have clear access and are clearly marked for correct use. These are to be maintained on an annual basis by an outside specialist contractor

· Training will be provided as part of induction for office staff, temporary workers and training candidates. Training is a mandatory requirement and updates are required on an annual basis and record kept providing training evidence. Fire Procedures to be given to all visitors, training candidates, contactors and other persons on the company premises

· Other fire equipment such as fire detection, extinguishers and alarm system maintained by landlord and 3Spirit Training on an annual basis

· Fire alarm bells to be clearly labelled

· Fire exit routes and doors are maintained clear and free from obstruction

· Fire evacuation and action procedures clearly visible 

The Fire Precautions (Workplace) Regulations 1997 require employers to carry out individual fire risk assessments.  This Risk Assessment is to be carried out by Health & Safety officer on an annual basis



Section 6

Manual Handling

The manual Handling Operations Regulations 1992 implement the European ‘Heavy Loads’ Directive and supplement the general duties placed on employers and others under the HSWA and the MHSWR and are supported by the HSE. 

3Spirit Training will:
· So far as reasonably practicable avoid the need for employees to undertake any manual handling operations at work that involve a risk of there being injuries

· Where it is not reasonably practicable to avoid the need the employee to undertake any manual handling operation that work that involve a risk to injury that a full and sufficient risk assessment be carry out

· Any assessment is required to be reviewed annually or before if necessary and change made in respect of new assessment results

· So far as reasonably practicable take steps to reduce the risk of injury to the lowest level

· To identify general indication on weight load, location of heaviest point of load, and ensure central gravity

· Specific manual handling training commensurate to job tasks given to all staff

· Personal Protective Equipment is to be provided if hands and feet if there is evidence of sharp corners, splinters or heavy loads to prevent hand and feet injury

· Temporary Workers are required to attend ‘People Handling’ Training before starting work placements when supporting individuals and to update this training on an annual basis with training records maintained for training evidence


Section 7

Use of Design Screen Equipment (DSE)

The health risks with the use of DSE are essentially those of visual fatigue, postural fatigue and RSI. Under the Health & Safety (Design Screen Equipment) Regulations 1992 employers have specified duties towards ‘users’ of DSE, including the requirement to undertake a workplace risk assessment to consider the daily routine of users. Employers are required to:

I. Undertake workplace assessments
II. Provide ergonomic solutions
III. Provide eyesight tests where appropriate
IV. Provide adequate breaks and other activities
V. Provide information and training


[image: ]

Section 8

 Control of Substances Hazardous to Health (COSHH)

The Control of Substance Hazardous to Health Regulations 1999 refers to every type of workplace and to every type of work activity involving the use of substances that may be hazardous to the health of people at work. The COSHH Regulations and Approved Codes of Practise set out strategies for safety and can be complexed and detailed. 

3Spirit Training will:
· Carry out risk assessment for work that is liable to expose any employee to any substance hazardous to health to ensure controls can be put in place 

· Minimising the risk of spills, leaks, dust, fumes and vapours

· Providing adequate washing and hygiene facilities 

· Display clear warning signs and labels 

· Ensure the safe handling, storage and disposal of chemicals and the use of closed clearly labelled containers

· Provide information on every chemical used in workplace duties and supply a less harmful chemical where applicable

· Maintain control measures on a regular basis

· The employer shall provide the employee with such information, instruction and training suitable and sufficient for them to know the risks to health created by such exposure and the precautions required to be taken


 

Section 9

Use of Equipment Electrical Equipment Policy

The Electricity at Work Regulations 1989 apply to all work associated with electricity and state general principles of electrical safety rather than detailed requirements. The regulations impose duties on employers and employees. 

The company shall:

· So far as reasonably practicable ensure all systems are constructed and maintained to prevent danger

· Carry out work activities in a safe manner

· Not expose equipment to adverse hazardous environments

· Provide suitable earthing systems and install conductors in safe positions

· The use of extension leads is permitted

· Trailing cables are minimised by the installation of many wall sockets around the premises

· Cover and conceal trailing cables

· Ensure that fixed electrical installations are designed and maintained for their particular purpose

· Electrical installation and maintenance should be undertaken by a qualified electrician or under supervision of a competent person using a suitable supplier.

· Staff are not permitted to bring in electrical equipment such as fans or heaters. The organisation must purchase modern safe equipment were requested and deemed necessary


Section 10

First Aid at Work Policy

The company has a duty under the Health and Safety (First Aid) Regulations 1981 to provide or ensure there is provided, such equipment and facilities as are adequate and appropriate in the circumstances for enabling first aid to be rendered to his/her employees if they become injured or ill at work. The company will therefore:

· Provide a First Aid Box located in seating area of office premises 

· Provide further information on first aid arrangements

· First Aiders only required where more than 150 employees are present; however, as a training organisation with less than 150 a member of staff is to be the appointed person whose principal function is to take charge in a first aid situation.
· Named Appointed Person: Joe Turner

· Provide training considered on the number of employees located in one workplace, the nature of tasks undertaken, the size of equipment used, the location of premises the distance from external medical sources

· Records are to be taken even though there is no legal responsibility, thus, to prevent future injury or first aid being given if possible and recorded for use in the annually health & safety assessment. Details should include full name, address, occupation, date, circumstances, injuries, treatment provided and the name and signature of person providing first aid treatment.


SECTION 11

Promoting Safe Learning

3Spirit Training recognises its statutory and moral responsibilities about Health & Safety. To fulfil these responsibilities will carry out assessments to identify any hazards that may arise and eliminate or manage any risks they could present to achieve a high standard of health and safety in its undertakings. 3Spirit Training will arrange for the provision and maintenance of:
· A safe place to learn with safe access and suitable welfare facilities
· A healthy learning environment with safe systems of work
· Information, instruction and training to enable learner / apprentices to avoid hazards and contribute positively to their own safety and welfare 
· Liaison with other employers for the exchange of user information, instruction and training of staff to ensure, as far as is reasonably practical, that their employees’ health and safety is safeguarded.
· Support for learner / apprentices to complete ILR Learner / apprentice Health and Safety Induction and Monitoring Record
· Such emergency arrangements as are necessary to protect employees and others against risk of imminent danger

3Spirit Training are expected to provide a safe learning environment with safe access and such emergency procedures as are necessary to protect learner / apprentices from risk of danger. It is expected those arrangements for Health & Safety with employers and in-house where SFA funded training is delivered will include:

· A written Health and Safety policy
· A process and format for risk assessment and engagement with the employer on health and safety
· A procedure for staff and learner / apprentices to be able to access first aid
· Appropriate arrangements for fire and evacuation procedures
· A procedure for reporting accidents and Health & Safety Executive notifiable incidents
· A process for bringing Health and Safety to the attention of tutors and learner / apprentices, through regular training.




Roles and Responsabilities







	Role
	Responsibilities
	How to achieve outcome

	Health & Safety Manager


	Policy formulation and dissemination. Responsible for delegating and monitoring checks on learner / apprentice workplace safety
	· Maintain competent practice/training
· Monitor/Review policy 

	Administration Staff


	Duty of care to self and others, through use of personal protective equipment and safe practice. Awareness of health & Safety
	· Training
· Information/posters


	Training Manager


	Policy dissemination. Responsible for delegating and monitoring checks on Assessors/IV and trainer responsibilities
	· Assessor/Trainer Induction
· Employer risk assessments
· Training in policy systems

	Assessors/IQA


	Responsibility of own learning area and learner / apprentices. Duty of care to self and others as employees
	· Induction
· Training 
· Communication
· Completion of ILP

	Trainers


	Responsibility of own learning area and learner / apprentices. Duty of care to self and others as employees
	· Induction
· Training 
· Communication 

	Learner / apprentices


	Duty of care to self and others, through use of personal protective equipment and safe practice. Awareness of health & Safety regulations and procedures.
	· Induction
· Training
· Information
· Posters/policies









Assessment of Health and Safety within learner / apprentice’s place of work
· Risk Assessment completed by person/s responsible for health and safety within the organisation 
· If a hazard or risk is identified this must be eliminated or reduced to an acceptable level prior to activity starting
· Please note the specific risk assessments may be required for learner / apprentices who 
· Support for learner / apprentices to complete ILR Learner / apprentice Health and Safety Induction and Monitoring Record
· Action plans to be monitored to ensure progress is made
· Communication to maintain partnership approach to health and safety 
[bookmark: _Toc156707398]Safe Learning Environment 

Under the Health & Safety at Work Act 1974, all 3Spirit Training employees have a duty to take care of their own health and safety, and also that of other employees and persons (eg. learner / apprentices) that may be affected by their acts and omissions whilst at work. 

Each learning venue must display appropriate information about Health and Safety. This would typically but not exclusively include:

1. General health and safety notice with contact details 
2. Fire evacuation plan
3. Fire evacuation signs and lighting
4. Disabled person evacuation plan
5. Information on First Aid (Appointed First Aiders and location of Fist Aid boxes)
6. General safety signs

Dealing with Accidents
All accidents resulting in injury, however minor must be reported and recorded. This includes ‘near misses’. This requirement applies to all locations whether off or on-site. Accident books are maintained at the main sites, as are Accident Report forms. All relevant details at the time of the incident must be written down. If the incident results in serious injury or death it must be reported immediately to the learner / apprentice manager. If less serious it must be reported within 24 hours. All on-site reported accidents/incidents are to also be reported to 3 Spirit Enterprise UK Ltd (t/a 3SpiritUK).

[bookmark: _Toc156707401]Reporting Hazards 
Whether learning in the workplace or at an alternative location, all health and safety hazards observed must be reported (For example: faulty equipment or locked fire exits) to a member of staff. If it is a serious matter, it must be reported immediately. 


[bookmark: _Toc156707402]Fire Precautions 
All 3Spirit Training Staff that visit employee premises must familiarise themselves with the evacuation procedure and fire fighting equipment before commencing any course or assessment or observation

3Spirit Training trainers and assessors working in-house at 3Spirit Training Centre must advise learner / apprentices on the location of fire exits and fire fighting equipment, ensure that the attendance sheets are completed at the start of each session. If the building is evacuated, take the attendance sheet with you so that you can check that all learner / apprentices are present once you are all safely out of the building. 

DO NOT:
· Prop open self-closing fire doors – this allows fire and smoke to spread rapidly
· Move fire extinguishers – they will not be available if needed
· Block fire exits – this could hinder or prevent escape from a fire
· Use lifts in an evacuation unless they are fire-rated – check whether the lifts in your venue are suitable for use in an emergency 
· DO:
· Dispose of waste promptly and correctly – it should not be left in corridors and stairwells where it can be a fire hazard or hinder evacuation
· Store materials correctly – keep flammable and combustible materials away from sources of ignition
· Follow good practice with electrical equipment by inspecting it before use, or at regular intervals and raising any concerns
· Take fire drills seriously and use them as an opportunity to practice your escape

[bookmark: _Toc156707403]Personal Safety and Security 

· All trainers/assessors need to be aware of their personal safety.
· Trainers/Assessors should ensure they have an office contact number for the venue where they are delivering training or meeting with learner / apprentices. 
· Trainers/Assessors are advised to leave with the learner / apprentices or other staff members to ensure they are not alone, particularly late in the evening.
· Trainers/Assessors must contact the office if working after 8pm to inform them of their location and advise the office when they make their journey home.
· Assessors must contact the office on arrival and when leaving a service users home when carrying out assessment with home care learner / apprentices.

Delivering Training at Workplace 

Ahead of the training the Training and Engagement Manager needs to send the ‘Requirements for Face for Face Training’ document to the employer, setting out their responsibilities. This information is also provided in the employer engagement pack. 
 
Client Responsibilities:

· Based on the Risk Assessment of the venue, advising 3Spirit Training of the maximum number of attendees permitted in the training venue.

· Providing appropriate PPE for all staff attending the training.

· Where possible, minimising the number of services/locations that staff are attending training from.

· Ensuring that the training venue is as free of obstacles/furniture as possible, to allow for free movement and social distancing.

· Arranging the room layout/furniture in preparation for training, and in accordance with social distancing guidelines, so that attendees can be seated immediately upon arrival. Our trainer should not be expected to move furniture within the training room, to minimise any risk of cross contamination.

3Spirit Training Responsibilities:

3Spirit Training will be responsible for the following:

· Raising concerns promptly to the client of immediate risks of infection.

· Outlining health and safety measures/requirements to the learner / apprentices at the start of the training session. Where someone refuses to comply with these, 3Spirit Training reserves the right to remove them from the course.

· Making the client aware of any physical or mental health wellbeing issues that are raised during the session.


For online training trainers and assessors are expected to: 

Health and Safety
· Read the guidance on how to sit at a desk https://www.nhs.uk/live-well/healthy-body/how-to-sit-correctly/. 
· Check that learner / apprentices are sat comfortably at their desk
· Eyes should be the same height as the top of the screen.
· A space in front of the keyboard can help you rest your hands and wrists when not keying https://www.hse.gov.uk/pubns/indg36.pdf
· Ask learner / apprentices to get up and stretch at least every hour.
· Guidance reflecting the above needs to be added to the slides.

Learner / apprentice Incidents

The DFE requires all funded organisations to report to the DFE all cases where a learner / apprentice suffers an incident that is reportable under the Reporting of Injuries Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 or fatal road traffic accidents.

The DFE asks for this information for a number of reasons, including:
· To learn lessons from such incidents and so these can be disseminated to those who will benefit from knowing such lessons;
· To identify trends and risk areas (and target resources accordingly);
· As part of the DFE policy of ensuring learning takes place in a safe, healthy and supportive environment;

The special conditions of the funding agreement provide further details but in general terms managing learner / apprentice incidents is seen as an essential element of any health and safety management system (refer to pages 59 - 66 of HSE guidance document “Successful Health and Safety Management” HSG65 as referred to in the funding agreement).


Identifying Incidents

It is for every funded organisation to have in place an effective system to identify when learner / apprentices have suffered an incident when RIDDOR would apply and reporting is necessary.  3Spirit Training have a commitment to work with employers to ensure that as part of our quality assurance systems we carry out risk assessments with new employers and regularly review these to maintain safety in the workplace.

Mechanisms to identify incidents can include:
· Employer engagement and employer specific risk assessments
· making the learner / apprentice aware at the start of the learning programme what to do if they suffer any harm or have an incident 
· learner / apprentice reviews;
· learner / apprentice assessments;
· examining absence records;
· learner / apprentice questionnaires and surveys;
· informing placement employers and supervisors of the need to report incidents; 

Reporting Incidents to the HSE

Incidents that are RIDDOR reportable must in the first instance be reported to the HSE’s Incident Contact centre, this can be achieved via a number of methods:

· Phone		0345 300 9923
· Internet	www.riddor.gov.uk (any time)
· Email		riddor@natbrit.com

Following notification to the HSE all incidents involving SFA funded learner / apprentices must be reported to the DFE



Additional Links:

www.iosh.co.uk  Institution of Occupational Safety and Health

www.britishsafetycouncil.co.uk British safety Council

www.hse.gov.uk Health & Safety Executive

www.hse.gov.uk/languages/index.htm Health & Safety Executive website a range of languages
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