
Health, Safety and Welfare Policy

Updated September 2009
Animi Training is committed to ensuring all staff, learners and visitors enjoy a safe and healthy environment whilst at the learning centre(s) or the company offices. To enable this, all relevant legislation, regulations and codes of practise are observed. 

Learners
New learners will receive information on Health, Safety and Welfare; this will be via briefings by the centre staff, leaflets, notices, online materials or insert in the welcome pack.

Information includes:

· Safe use of learning stations including:

a. posture and adjustment of seat and screen angles

b. the need for regular breaks from the screen

c. how to avoid Repetitive Strain Injury (RSI) and stress risks

· Fire evacuation procedures

· Accident / incident reporting

· Learners to inform staff of relevant illnesses/conditions

· Learners are made aware that can discuss Health, Safety and Welfare issues with the centre manager

Animi Training and the Learning Centre(s)
Reporting

Animi Training will check compliance with this Health, Safety and Welfare policy statement every year, including undertaking risk assessment. This will include details of accidents in the previous year and actions taken as a result, it will also include an update on actions identified in the previous risk assessment. 
Accident reporting
All accidents will be recorded in the accident book; the following information must be recorded:

· Date of Accident

· Learners Name

· Accident details

· Actions taken to prevent reoccurrence or to reduce the risk of occurrence

The Centre Manager has a responsibility to inform the learndirect of any significant accident (significant in this respects means that which has at least required first aid) which has involved a learndirect learner, the following process must take place:
· Inform the H&S officer of the accident

· F2508 / F2508A form and the relevant LSC Learner Incident Record Form (either LIR Injuries or LIR(A) Disease) to be completed and returned electronically to the Regional Performance Manager. 

· Forms should be returned immediately in the case of a serious accident or fatality. If the Regional Performance Manager cannot be contacted immediately then the accident must be reported to venue support.

· Forms should be returned within 5 days of the accident for all other accidents.
· If the accident is covered by RIDDOR these will be reported to the Health and Safety Executive, via the RIDDOR website (http://www.riddor.gov.uk/). 

Risk Assessment

Animi Training will carry out an annual risk assessment or a risk assessment when there are changes to the environment or equipment in the centre or where there is need for change in working practice or environment for example adjustment for disabled staff or pregnant staff .The risk assessment summary will be included in the quality file. 

Risk assessment covers (where applicable):

· Display screen equipment and learning stations

· Lighting and control of glare

· Temperature and ventilation

· Electrical wiring safety

· Noise levels

· First aid

· Accident and incident reporting

· COSHH

· Fire precautions and means of escape

· Manual Handling

· Learners with special needs e.g. pregnant, disabled, aged

· Learners under 18 years old

· Lone working

· Asbestos exposure (http://www.hse.gov.uk/pubns/manageasbestos.pdf)

It will assess the Hazards (anything that can cause harm (e.g. chemicals, electricity, working from ladders, etc) against the Risk (the chance, high or low, that someone will be harmed by the hazard). 

Off site Learning
The Centre Manager is responsible for discussing Health, Safety and Welfare for the premises where learning is taking place to ensure a Health, Safety and Welfare Policy is in place and risk assessment is undertaken. Where learners are involved in worked based learning they will be fully briefed on Health, Safety and Welfare as part of the induction process. Learners have access to all relevant Animi Training policies and documentation. 

Staff Safety and Training

New staff will be given Health, Safety and Welfare training as part of their induction (online learndirect course and H&S leaflets on working with VDUs, Ergonomics, RSI and Home working), regular training updates given as legislation changes or when there are significant changes in equipment or the workplace environment. During the induction process staff will be made aware of fire evacuation procedures and accident reporting systems; this will be recorded on the “Staff Induction Health and Safety / Fire Procedures” document. 
All staff must take reasonable care of their own Health, Safety and Welfare and that of others who may be affected by their own acts or omissions

· Staff must co-operate with the company on Health, Safety and Welfare matters. 
· Staff should take care to use all work items in accordance with training or instructions and not interfere within anything provided to safeguard their Health, Safety and Welfare. 
· Staff should not put themselves at unnecessary risk from threatening behaviour. 
· All Health, Safety and Welfare concerns should be reported to the person with overall responsibility for Health, Safety and Welfare. 
See staff handbook for details of staff members with different Health, Safety and Welfare responsibilities. 
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Appendix 1 - Legislation

All legislation is listed below, this may or may not be applicable to Animi Training but is listed for information and in the event of change in circumstances.

Management

· The Management of Health and Safety at Work Regulations 1999 (risk assessment)

· Health and Safety (Consultation with Employees) Regulations 1996

· Safety representatives and safety committees regulations 1977

Slips, trips and falls
· Workplace (Health, Safety and Welfare) Regulations 1992

Asbestos
· Control of Asbestos at Work Regulations 2002
· Asbestos (licensing) regulations 1983 (as amended)

· Asbestos (prohibitions) regulations 1992 (as amended)

Hazardous substances
· Control of substances hazardous to health regulations 2002 (COSHH) (as amended)
· Chemicals (hazard information and packaging for supply) regulations 2002 (as amended)

· Control of lead at work regulations 2002
Falls from a height
· Work at height regulations 2005

· Provision and use of work equipment regulations (PUWER) 1992

Musculoskeletal disorders
· Manual handling operations regulations 1992 (as amended)
· The Management of Health and Safety at Work Regulations 1999
Display screen equipment
· Health and Safety (Display Screen Equipment) regulations 1992 (as amended)
Noise
· Control of Noise at Work Regulations 2005
Vibration
· Control of vibration at work regulation 2005
Electricity
· Electricity at work regulations 1989
Work equipment and machinery
· Provision and use of work equipment regulations 1998

· Lifting operations and lifting equipment regulations 1998

· Supply of machinery (safety) regulations 1992 as amended 1994
Maintenance and building work
· Constructions (health, safety and welfare ) regulations 1996 (building work)

· Construction (design and management) regulations 1994

· Lifting operations and lifting equipment regulations 1998

· Provision and use of work equipment regulations 1998

· Confined spaces regulations 1997

· Work at height regulations 2005

Workplace transport
· Workplace (Health, Safety and Welfare) Regulations 1992

· Provision and use of work equipment regulations 1998

· Lifting operations and lifting equipment regulations 1998

Pressure systems
· Pressure systems safety regulations 2000

· Carriage of dangerous good and use of transportable pressure equipment regulations 2004 (as amended 2005)

Fire and explosion
· Dangerous substances and explosive atmospheres regulations (DSEAR) 2002

· Regulatory reform (firs safety) order 2005
Radiation
· Ionising radiations regulations 1999

· The Management of Health and Safety at Work Regulations 1999

Stress
· The Management of Health and Safety at Work Regulations 1999

First aid and accident reporting
· Health and safety (first aid) regulations 1981

· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985 (RIDDOR)
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