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Policy 

In accordance with the Health & Safety at Work Act 1974 (“the 
Act”), Park Education and Training Centre (“the Company”) has the maintenance of Health & 
Safety at Work as a declared objective. This document details the Company’s Group Health & 
Safety Policy (“the Policy”). 

To fulfil this objective, the management of the Company shall take all reasonable and 
practicable precautions to safeguard the Health, Safety & Welfare of employees, 
customers/apprentice and members of the general public who have access to or contact with 
premises or activities which are directly under the Company’s control. The Company shall 
comply with legal Health & Safety requirements as a minimum standard and approved Codes of 
Practice where applicable. 

To comply with this Policy, the Company has established the following structure of 
accountability: 

Overall responsibility for Health & Safety matters rests with the Centre Manager, Mr. 
Philip Kanda, and Mr. Richard Mead who represents the property management office. 

All employees have a responsibility and statutory duty to take reasonable care for the Health 
& Safety of themselves, apprentice and others who may be affected by their acts or omissions 
and are also required to co-operate with the Company in enabling it to discharge its statutory 
duties under the Act. 

All managers are responsible for health & safety within their respective areas of the 
Company’s premises and, where their remit extends to oversight of offsite activities, the health 
& safety provisions obtained in respect of those activities. 

A trained Health & Safety Consultant shall provide advice where required. 

In furtherance of the Policy, the Company undertakes, in so far as is reasonably practical, to: 

Provide and maintain premises, equipment and systems of work that are safe and without 
risks to health. 

Decide for ensuring safety and absence of risks to health in connection with the use, 
handling, storage and transport of articles and substances. 

Implement the requirements of the Skills Funding Agency Safe Learner Concept to ensure 
apprentices understand the importance, principles and practices of Health & Safety. 

Identify and take steps to eliminate any risks or hazards which might compromise health or 
safety and hazards that could be a risk to vulnerable apprentice with physical, hearing, sight or 
other impairments. 

Provide such information, instruction, training and supervision as is necessary to ensure the 
Health & Safety at Work of employees, associates, customers/apprentice and visitors. 
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Maintain any place of work or learning under the Company’s 
control in a condition that is safe and without risks to health and 
to provide and maintain means of access and egress that are safe and without such risks to 
vulnerable people. 

Provide and maintain a working/learning environment for employees, learners, associates, 
customers and visitors that is safe and without risks to health and is adequate as regards 
facilities and arrangements for their welfare. 

Provide such protective equipment as is necessary for the Health & Safety at Work of 
employees and customers/learners. 

Encourage employees and apprentices to set high standards of Health & Safety by 
personal example. 

Ensure compliance with the Policy by regular review of practice using risk assessment 
checklists. 

Regularly update employees on the Policy 

Monitor the effectiveness of Health & Safety provisions, in consultation with employees at 
team meetings. 

Keep the Policy under regular review ensuring, inter alia, that it continues to meet current 
legislative requirements, and duly publish any amendments that may result on a timely basis. 

All necessary measures shall be taken to ensure observance of the Policy compliance with 
which the Company considers essential for the wellbeing of its employees, 
customers/apprentice and visitors, plus the efficiency of its operation. 

The Policy requires employees and apprentices to: 

Take reasonable care for themselves and other persons (for example colleagues, associates, 
customers/learners, visitors to offices or training venues) who may be affected by their work or 
study, particularly bearing in mind those who may be more vulnerable (for example, wheelchair 
users or those with sight impairment). 

Cooperate towards providing a safe place and system of work. This may include wearing 
protective clothing, taking part in fire drills, or using safety equipment. 

Neither interfere with nor misuse anything provided in the interests of Health & Safety at 
Work. 

Bring to the attention of management any faulty or defective equipment or plant etc, or any 
health or potential safety hazard of which they are aware. 

All accidents, injuries and dangerous occurrences (this includes “near misses”) must be 
reported and recorded using forms included in the Accident Book. The H&S Coordinator must 
be informed as soon as possible via employee, learner, tutor or team manager, so that he may 
initiate investigation and notify the appropriate authorities. Incidents covered by the Reporting 
of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) must be 
reported to the RIDDOR Incident Contact Centre (ICC). When an accident involves a learner on 
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any Skills Funding Agency-funded programs, the Skills Funding 
Agency must be informed. The Skills Funding Agency must also 
be informed if Park Education and Training Centre becomes aware of a learner fatality that 
occurred when not involved in any learning activity. 

 
 

Acknowledge and accept that failure to comply with the Policy may be considered a matter 
grave enough to warrant formal disciplinary action 

Implementation of the Policy:  Head Office and Training Venues 

Employees, advisers, or delivery team delivering programs must be fully conversant with the 
provisions of the Head Office and Training Venue risk assessments and are responsible for 
properly briefing participants in these provisions. The process for these risk assessments is 
described at Annex A. Staff must also be fully aware of the principles and requirements of the 
Safe Learner Concept as detailed at Annex B. 

In keeping with the Safe Learner Concept, apprentices participating in such programs must 
be made fully aware of the importance of Health & Safety at induction and of the risk 
assessment for that venue. They shall receive embedded learning about the principles and 
practices of good Health & Safety observance during their program. They shall also be 
encouraged to report on any Health & Safety issues that might arise. 

The team responsible for each program shall have specific responsibility for monitoring these 
procedures and ensuring they are observed. 

Where the Company Lone Worker Policy is applicable, both the worker and the Company 
team responsible must comply with its provisions in Annex C. 

Implementation of the Policy: Outreach Services 

Further to the Head Office and Training Venue implementation requirements above, the Policy 
has additional implications for Company activities away from its premises: 

Where Company programs are held away from Head Office, the team responsible must 
ensure the proprietors of the premises where they are held have Health & Safety provisions 
compliant with the Policy in place. 

When employers are being considered for a learner work placement (work experience, work 
trial, work placement or Apprenticeship), the Centre manager responsible must ensure that the 
potential employer has in place Health & Safety provisions compliant with this Policy. The 
procedure and checklist for approving work placements are described at Annex A. 

Although Apprenticeship and vocational qualification (VQ) programs contain some group 
workshop activities, the majority of assessor, tutor and verifier contact with the Apprentice or 
learner is on a one-to-one basis at the candidate’s workplace. The Centre manager shall 
ensure the safety of the workplace on behalf of our employees and the Apprentice/learner. The 
Centre manager will also assess the vulnerability of the learner in a one-to-one learning 
situation and take the necessary steps to reduce the risk to the Apprentice/learner. For physical 
safety in the workplace, the full employer process at Annex A must be used. To protect our 
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customers, and particularly vulnerable learners, all assessors 
and quality assurers shall be DBS checked at enhanced level. 
To protect our staff members, they are to be made aware of the Policy for Lone Workers at 
Annex C. 

 
 

Implementation of the Policy: A Conducive Environment 
 
 

Employees, associates and apprentices are encouraged to suggest ways of improving 
Health & Safety and of raising awareness within the Company. Health & Safety should be 
included on the agenda of the quarterly meetings to keep this at the forefront of our minds and 
actions. 

Risk Assessments shall be carried out whenever new premises are being considered and 
reviewed at least annually and whenever changes are made to the working/learning 
environment (for example, reconfiguration of offices). 

Instructions regarding emergency procedures in case of fire are posted in the Company’s 
offices, included in the induction for all employees and at the beginning of training courses 
(these instances being recorded in writing), and regularly re-stated. 

Implementation of the Policy: Quality Assurance 

The Company shall ensure that the practices arising from this Policy achieve the objectives laid 
out above. Performance in the Health & Safety area shall be measured, so that achievement 
can be reviewed, and action taken to improve performance against the standards set by the 
Health & Safety Act and the Skills Funding Agency. 

Guided by the HSG65 (Successful Health and Safety Management), the essential ingredients of 
the JGA quality assurance system for Health & Safety are as follows: 

A proactive Health and Safety Management System designed to promote a continuous 
improvement culture. 

Direct involvement of learners, employers, tutors, assessors, administrators, and managers. 

Risk assessments of locations and learner specific circumstances e.g. work placements. 

Feedback and monitoring returns at all levels. 

Continuous program of management spot checks, reviews and audits that inform the H&S 
Action Plan and periodic Self-Assessment Reports. 

Final Statement 

The Centre Manager has overall responsibility for Health & Safety and for ensuring that 
appropriate planning and provision of resources are available to meet requirements. The Health 
& Safety Coordinator is the first line contact in respect of Health & Safety issues. All 
employees, associates and apprentices share in creating and operating in a safe environment. 
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Health and Safety Officer details 

Mr. Philip Kanda – Lead Safeguarding 

Officer Contact: Mobile: 07888629289 

Landline: 02082002328 

e-mail: info@parkeducation.co.uk 
 
 
 
 
 

This Policy will be reviewed annually. 

Published Date: 11th January 2021 

Reviewed Date: 10th January 2024 

Next Review Date: 10th January 2025 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

List of Annexes: 
 
 

A. Risk Assessment 

B. Safe Learner Concept 

C. Policy for Lone Working 

mailto:info@parkeducation.co.uk
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Annex A 

Risk Assessment 

Definitions 

Control Measure: An action performed to eliminate a hazard or reduce it to an acceptable level. 

Hazard: Anything that may cause harm, such as chemicals, electricity, working from ladders, an 
open drawer etc. 

Placement: When the Company brings together an Apprentice or learner and an employer for 
the purpose of work experience over a specified time interval. 

Risk: The chance, high or low, that somebody could be harmed by a hazard, together with an 
indication of how serious the harm could be. 

Risk Assessment: A careful examination of what could cause harm to people, so that it can be 
determined whether enough precautions have been taken or that more are required to prevent 
harm. 

Workshop: A classroom-based activity involving presentation and IT equipment only, as 
necessary. 

Introduction 

A risk assessment is an important step in protecting the business, associates, employees, 
apprentice and visitors, as well as complying with the law. It helps us to focus on the risks that 
really matter – the ones with the potential to cause real harm. In many instances, 
straightforward measures can readily control risks. For example, ensuring spillages are cleaned 
up promptly so that people do not slip, and cupboard drawers are kept closed to ensure people 
do not trip. In most cases it means that simple, cheap and effective measures can be used to 
protect the most assets, the workforce, and the most important, apprentices and visitors. The 
law does not expect all risks to be eliminated, but we are required to protect people as far as is 
‘reasonably practicable’. Moreover, the Skills Funding Agency is required to secure proper 
facilities for the training and education of the people that it funds. 

“Proper facilities” include at least satisfactory health & safety standards that meet legal 
requirements and the needs of learners. Therefore, we will include the requirements highlighted 
within the Safe Learner Concept to ensure that the needs of all our apprentices are met. 

 
 

Risk Assessment Principles 
 
 

Identify hazards 

Assess the risk that each hazard will cause harm. 

Eliminate the risk where possible. 
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Where the risk cannot be eliminated, determine and apply 
control measures. 

Reassess the remaining risk. 

Decide whether the risk is acceptable. 

If not acceptable – cease. 

If acceptable: o Inform/train all people that might encounter the hazards o Continuously 
monitor to ensure that all control measures are applied correctly o Reassess if anything 
changes 

Risk Assessment Requirements 

There are five distinct types of H&S Risk Assessment involved in the work done by Park 
Education and Training Centre 

a. Park Education and Training Centre as an employer. b. Training Venue Location Risk 
Assessment. c. Workshop Risk Assessment. d. Work Placement, including apprenticeships. e. 
Lone Worker (e.g. IAG advisers or Apprenticeship assessors and Tutors). 

There are two distinct types of learning activity: 

a. Classroom courses/workshops. b. One-to–one activity, such as IAG, Apprenticeship and 
other similar activities. 

The tutor/associate must verify the contents of the supplied Health & Safety Risk Assessment 
Checklist on the first day of the training program. 

In the event of the tutor/associate not having a copy of the completed Health & Safety Risk 
Assessment Checklist for the training venue on the first day of the training program, the 
tutor/associate must carry out a health & safety risk assessment and complete a checklist. 

Thereafter, the tutor/assessor must check the health & safety status of the venue at the start of 
each visit, to assess if there has been any change since the Risk Assessment was issued or the 
venue last used.  A record should be kept of this review on the workshop attendance sheet. 

Responsibilities 

It is the responsibility of the Manager of each training course or project to ensure that the risk 
assessment forms have been completed. 

It is the responsibility of the H&S Coordinator to monitor this process and provide reminders - for 
example, by means of monthly reports giving the risk assessment status of outreach venues 
used by each team. 

It is the responsibility of the Manager to repeat all assessments at least every twelve months or 
when anything changes, if sooner. 
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Annex B 

Safe Apprentice Statement 

There are six key inputs required by those training in order that the learner can develop their 
health, safety and welfare knowledge and awareness. 

The working environment  

Initial assessment 

Learning plan 

Supervision  

Information, instruction & training  

Reassessment 

The Statement is designed to help apprentices to understand the principle that good practice 
in health, safety and welfare is an integral part of the learning experience. 

Apprentice are entitled to: 

A safe, healthy and supportive environment, wherever learning takes place 

An induction to health and safety when starting your learning or training and at each new 
location or placement.   

Full information on Park Education and Training Centre (and where appropriate, the work–
placement employers’) health and safety policy, responsibility and procedures.   

Information on supervision arrangements. Information on any risks associated with the 
learning program.  

Advice on free access to suitable Personal Protective Equipment (PPE) or facilities.
 Information on restrictions which apply to any action or activity on the part of the 
Learner, for example restrictions on the use of certain machinery or vehicles.  

Training in health and safety issues and appropriate use of equipment.  

Advice that, in the event of an accident at work, non–employed apprentices on an 
Apprenticeship program may claim disability benefit through the Department for Work and 
Pensions (DWP) and/or Analogous Industrial Injuries Scheme (AIIS). 

 

Apprentices are safe apprentice if, through the quality of the learning experience, they: 

Become risk aware.  

Gain an understanding of the importance of health and safety.  
Understand how to identify hazards, how to assess risks and the principles behind control 
Measures. 
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Develop a set of safe behaviors, which they take with them through their working lives. 
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Annex C 

Policy for Lone Working 

INTRODUCTION 

Who are lone workers and what do they do? Lone workers are those who work by themselves 
without close or direct supervision. They are found in a wide range of situations. 

People in fixed establishments where: 

Only one person works on the premises.  

People work separately from others.  

People work outside normal hours. 

Mobile workers working away from their fixed base: 

Practitioners visiting domestic and commercial premises or other outreach locations.  
Practitioners who have to meet strangers in a remote location. 

Working alone can introduce or enhance hazards e.g., lack of assistance if needed, first aid 
cover, emergency situations, violent attack etc. There are inevitably tasks where staff work by 
themselves, and often lone working may occur in the evening and at weekends. 

What is the Law? 

Can people legally work alone? Lone working is not illegal. However, certain requirements 
must be satisfied before such an arrangement is made. 

Relevant Legislation 

The Health & Safety at Work Act 1974 ss.3 & 4 requires all employers to provide safe 
environment, safe equipment, and safe systems of work, including those who work alone. 

The Management of Health & Safety at Work Regulations 1999 requires all employers to 
carry out Risk Assessments. This includes assessments of the risks associated with lone 
working. 

POLICY 

Park Education and Training Centre acknowledges there may be an increase in potential risks 
associated with lone working and requires all such work to be subjected to Risk Assessments 
and sensible controls to minimize the risk. 

The Policy applies to all venues and all staff who are recognized as lone workers. 

Managerial Responsibility 

It is the responsibility of the Centre Manager, or designated person, to implement the Park 
Education and Training Centre Policy and ensure the Policy meets the individual needs of staff 
as required. 

Risk assessments are required under Reg. 3 of the Management of Health & Safety at Work 
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Risk assessments are to be undertaken to select the appropriate 
action to be taken to minimize the risk. 

Ensure that all staff will be provided with information, instruction and training as appropriate in 
order to minimize risk when working remote from colleagues or other persons and/or outside 
normal working hours. 

Implement and monitor Policy in relation to its application and ensure that it is complied with 
taking appropriate action if the Policy is not complied with. 

Ensure that copies of the Lone Working Policy are available and accessible to staff. 

PROCEDURAL GUIDANCE 

Risk Assessment Where significant hazards exist, risk assessments of work activities shall be 
undertaken to comply with the Management of Health & Safety at Work Regulations 1999. 
Where those work activities are likely to be undertaken by a lone worker or outside normal 
working hours, these factors should be considered in the assessment. It may be the case that 
by merely working alone, out of hours, risks are introduced even for a non-hazardous work 
activity that had not previously been subject to a formal risk assessment. 

Consideration shall be given to: 

Assessing if the work is a “one-person job”.  

The remoteness or isolation of the workplace. 
Any problems of communication.  
The possibility of a risk of violence. Emergency egress (e.g., are fire exits open after hours?). 

Control Measures 

To address the additional risks (if any) identified in relation to a lone working situation, Centre 
manager shall introduce control measures to eliminate or minimise the risks. 

Such control measures may include: 

The need to authorise staff to work alone and/or out of normal working hours.  

Risk assessment of the work area to ensure provisions for emergencies are in Place, i.e., 
escape routes open, firefighting and first aid equipment.  

Personal safety monitoring system.  
Provision of communication equipment.  
Periodic check-in arrangements or visits by other staff. 

Information and training. 

The control measures will vary depending on the type of work, location, experience of the 
worker and local conditions. 

Assessment Records 

It is the responsibility of the assessor to ensure that an Assessment Review date is set following 
the assessment and that this date is clearly documented on the Risk Assessment Form. 
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All staff have a responsibility to take reasonable care for their 
own safety whilst conducting lone working tasks. 

It is the responsibility of all staff to follow this Policy and follow the guidance where provided. 

SPECIFIC OUTREACH PROCEDURES FOR LONE WORKING 

Check telephone calls must be made on arrival and departure and periodically in between to 
your Team Administrator/Team Manager. 

Any serious non-compliance must be phoned in immediately to the Centre Manager. 

Any concerns with regards to your own health and safety (including violence as defined in the 
Health & Safety at Work Act) must be brought to the attention of the Centre Manager for 
appropriate action. 
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