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Guide to the Health and Safety Policy Document from the Chief Executive 
  
This policy includes the Health and Safety Policy Statement, the responsibilities people have 
regarding Health and Safety, and the arrangements that are made to support the implementation 
of the policy.  
  
As Chief Executive, I am the person with overall responsibility for ensuring that the policy is 
implemented. It will be noted, however, that all team members have duties to fulfil, the application 
of correct attitudes to health and safety is a responsibility shared by everyone.  
  
The policy has the full support of myself, and the Board of Directors and we expect that all 
concerned will carry out their responsibilities to ensure that the highest standards of health and 
safety are achieved at all times.  
 
The Board of Directors has produced a Health and Safety Strategy. This Strategy reflects the 
Boards commitment to improving health, safety, and well-being for the benefit of team members, 
learners’ contractors and visitors. We will, so far as is reasonably practicable, establish 
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procedures and systems necessary to implement this strategy and to ensure compliance with 
legal and statutory obligations. The Strategy will be reviewed quarterly. 
 
Health and Safety procedures and safe systems of work that reflect daily activities within 
Aspiration Training are produced in consultation with the health and safety representatives as 
supplements to the corporate policy and procedures which are available from the People Team 
 
To ensure Aspiration Training provides a safe and secure culture and environment for team 
members, contractors, and learners, the following regulations and guidance underpin the 
approach to safety management:  
 
 

• The Health and Safety at Work Act. 

• The Management of Health and Safety at Work Regulations.  

• The Workplace (Health, Safety, and Welfare) Regulations.  

• The Health and Safety (Display Screen Equipment) Regulations.  

• The Health and Safety (Consultation with team members) Regulations. 

• The Manual Handling Operations Regulations.  

• The Health and Safety (Safety Signs and Signals) Regulations.   

• The Control of Substances Hazardous to Health (COSHH) Regulations.  

• The Electricity at Work Regulations.   

• The Noise at Work Regulations.  

• The Personal Protective Equipment at Work Regulations.  

• The Provision and Use of Work Equipment Regulations.  

• The Reporting of Injuries. Diseases and Dangerous Occurrences Regulations.   

•The Regulatory Reform (Fire Safety) Order. 

• . Managing for Health and Safety HSG65. 
 
The above list is not exhaustive, and it is the responsibility of the responsible and competent 
person/s to ensure all relevant and correct versions of the legislative requirements are 
implemented and changes made to the health and safety strategy and health and safety policy 
where required. 
 
Any such changes will be evaluated as part of the development plan produced under the health 
and safety strategy. Where appropriate all team members will be informed of any changes through 
the communications strategy 
  
Aspiration Training, policy, systems, and procedures will be amended accordingly, and any 
relevant information distributed to team members.  Where it is felt there is a requirement, suitable 
information, instruction and training will be provided for team members to ensure compliance with 
health and safety law.  
 
 
 
 
Section 1     Statement of Intent 
 
Aspiration Training LTD Health and Safety Policy Statement 
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Effective health and safety management is integral to the effective overall management of 
Aspiration Training Ltd. The organisation is fully committed to ensuring that health and safety are 
planned, organised, controlled, monitored, reviewed, and resourced, and allocates health and 
safety responsibilities to each manager as a fundamental part of their role.   
  
Aspiration Training Ltd is committed to ensuring the health, safety, and welfare of its team 
members, so far as is reasonably practicable.  We also fully accept our responsibility for other 
persons who may be affected by our activities at work. We will take steps to ensure that our 
statutory duties are met at all times.  
 
Each team member will be provided with such information, instruction, and training as is 
necessary to enable the safe performance of his or her work activities. Management must ensure 
that all processes and systems of work are designed to take account of health and safety and are 
properly supervised at all times.  Adequate facilities and arrangements will be maintained to raise 
issues of health and safety.  
  
The health and safety of learners is a fundamental value for Aspiration Training Ltd. We believe 
that learners are entitled to learning that takes place in a safe, healthy, and supportive 
environment.  In addition, we consider that safe learning is fundamental to good learning and is 
essential to maximize learners’ experience and achievement.  
  
Aspiration Training Ltd has an unequivocal commitment to the duty of care for the health and 
safety of learners. We have a clear expectation that this duty will be fully met with our legal and 
contractual obligation.  Running parallel to this is our approach to adopt a ‘best practice’ role with 
regard to the promotion of learner’s health and safety.  
  
Competent people will be appointed to assist us in  meeting  our  statutory  duties  including,  
where appropriate, specialists from outside the organisation.  Every team member must 
cooperate with us to enable all statutory duties to be complied with.   The successful 
implementation of this policy requires total commitment from all levels of team members.   
 
Each individual has a legal obligation to take reasonable care for their own health and safety and 
for the safety of other people affected by his or her acts or omissions whilst at work.  
  
This policy will be regularly monitored to ensure that the objectives are achieved.  It will be 
reviewed and if necessary, revised in light of legislative or organisational changes.  
  
 

 
Iain Salisbury 
Chief Executive  
       
 
 
 
 
 



5 
 

 
 
 
Section 2     Health & Safety Responsibilities  
  
The ultimate responsibility for health and safety rests with the highest level of management.  
However, responsibilities are delegated to all levels of management identifying those individuals 
with particular safety responsibilities for their areas of control.  
  
To ensure commitment to and provision of safe working conditions the Company wishes to outline 
clearly the responsibilities of management, supervisors, and team members for the maintenance 
and improvement of health and safety within the organisation.  
  
2.1 Aspiration Training Ltd as a Corporate Body   
  
Aspiration Training Ltd is legally responsible for ensuring that health and safety are effectively 
managed throughout the organisation. The keys to such effective management are the 
formulation and implementation of:   
  
(i) A corporate strategy for the management of health and safety.   
(ii) A comprehensive and effective corporate health and safety policy.   
  
The authority to formulate and implement a strategy and policy is delegated to the Chief Executive 
by the Board Members.  
  
Key Strategic Aims 

(i) That all managers set and adhere to standards of health, safety, and wellbeing, 
ensuring compliance and leading by example, working together to improve the health, 
safety and wellbeing of our team members and customers.  
 

(ii) To ensure that all team members have a safe working environment with risks being 
reduced by designing, adopting, and sharing best practices. All team members 
challenge unsafe acts, unsafe situations, and poor practice.  

 
(iii) That Aspiration Training has a competent and engaged workforce and that everyone 

has the skills to do their job in a safe and healthy way.  
 

(iv) That Aspiration Training will deliver constant improvement in how it manages its health 
and safety risks. 

 
(v) That all managers, team members’ learners and stakeholders are engaged actively in 

the effective management of health and safety risks. 
 
Key Policy Aims   

(i) To fully integrate health and safety into the mainstream management function by 
ensuring that health and safety becomes a key part of every manager’s role. 

 
(ii) To promote a positive health and safety culture within which the commitment and 

involvement of all managers and team members will be secured.   
 

(iii) To reduce the number of accidents, incidents and occupational ill health.   
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(iv) To promote team member wellbeing as a fundamental element of the company’s 

approach to the effective management of people, health, and safety.   
 
2.2   Board of Directors  
The Board of Directors are responsible for identifying and allocating the Health and Safety 
responsibilities of the personnel under their control and ensuring the Health and Safety Policy is 
reviewed.  
 
Having delegated authority to deal with health and safety issues to the Chief Executive the Board 
Members must ensure four things:   
  

• The implementation and monitoring of the health and safety strategy. 

• The monitoring of health and safety performance.   

• The provision of adequate resources in terms of finance and staffing to ensure health and 
safety can be managed effectively.  

• That it has sufficient team member time allocated to health and safety and that the team 
members involved are experienced and knowledgeable to carry out this function.  

 
2.3   Chief Executive 
The Chief Executive accepts overall responsibility for all matters including those regarding health, 
safety, and welfare.  Chief Executive duties include the following:  
  

• Ensure that an effective policy is maintained to prevent injuries, property damage, or loss 
or risk to persons whether employed by the Company or not but affected because of 
Company activities.  

• Periodically appraise the effectiveness of the policy  

• Appoint competent persons to provide competent advice and guidance for health and 
safety. 

• Leading by example and promoting a positive health and safety culture. 
 
2.4 Director of People & Culture 
The Director of People & Culture will have day-to-day responsibility for Health and Safety and will 
have duties that include: 

• Liaise with Aspiration Training’s appointed competent person and qualified person 

• In conjunction with the Health and Safety representative group, will ensure a review of the 
Safety Policy annually to ensure that it remains an effective working document.   

• Management of the Health and Safety Strategy. 

• Attending all health and safety meetings. 

• Ensure the Health and Safety Representative group is consulted on all health and safety 
matters 

• Ensuring that the Safety Policy is reviewed and revised when there are any relevant 
changes to Health and Safety Legislation and associated codes of practice.   

• Ensuring that relevant managers are made aware of changes in legislation and associated 
amendments to the Policy so that they can in turn apply those changes to the procedures 
specific to their activities.   

• Ensuring that health and safety monitoring takes place in conjunction with the health and 
safety representative group   

 
2.5 Competent Person 
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The Director of People & Culture has day-to-day responsibility for health and safety. To assist this 
role in the carrying out of its duty Aspiration Training has acquired the services of John Atkinson 
MA, CMIOSH on a consultancy basis to provide competent advice and guidance as required by 
the Management of Health and Safety at Work Regulation when required 
 
From 1st December 2022, the following ATL team members will be appointed into the additional 
role of Health and safety Co-Ordinator for ATL and will be our named competent individuals, 
subject to the undertaking of IOSH Managing Safely where required and working towards a 
NEBOSH certificate 
 

• Karen Evans, Traineeship Manager and H&S Co-Ordinator 

• John Phillips, Head of Business Development and H&S Co-Ordinator, IOSH 
 
  
 
2.6   Managers  
Aspiration Training will allocate appropriate health and safety responsibilities to all managers who 
will set an example in safe behavior and maintain a constant and continuing interest in safety, 
health and welfare in particular by:   
  

• Ensuring that where necessary, specific risk assessments  have  been carried  out,  
actioned  and reviewed for all the work activities under their control.   

• Acquiring a working knowledge of health and safety acts, regulations, codes of practice 
and guidance and the advice necessary to ensure the safety of their team members.   

• Ensure all team members under their control carry out their duties in a way that prevents 
harm to themselves and others. 

• Ensuring that all team members are made aware of the full contents of the policy and 
arrangements.   

  
2.7   Team members  

• Each team member has a duty to ensure that the work he/she carries out is performed in 
a way that is safe to him/her, other team members and to members of the public.   

• Team members must also follow the advice and instructions for health and safety matters 
issued by Aspiration Training. Should any team member consider that a hazard to health 
or safety exists, he or she should report the matter to their Line Manager.   

• Team members must not intentionally or recklessly interfere with or misuse anything 
provided in the interests of health and safety. 

• Team members must undertake all health and safety training provided by Aspiration 
Training. 

 
2.8   Responsibility to consult with team members 

• Quarterly health and safety meetings will be carried out to ensure that all health and safety 
issues are discussed and addressed. The meetings are an important forum to ensure good 
communication with all team members 

• The Director of People & Culture or a Senior Member of the management team will attend 
the health and safety meetings 

• A representative from each office space will attend the quarterly meetings and have 
responsibilities for local actions identified 

• The Voice team of representatives will be consulted in regards any updates relating to 
Health and Safety for the business 
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SECTION 3   Health and Safety Arrangements 
  
3.1 Management of Health and Safety  
Health and Safety Management is the planned and organised control of the risks, which exist 
within the working environment. The health and safety management system clearly follows the 
Plan, Do, Check, Act, system promoted by Managing for Health and Safety’ HSG65 
 

• In order to effectively control or 'manage' all health and safety risks, which are present 
within the work carried out by its team members, Aspiration Training has implemented a 
health and safety strategy and action plan.  

• Appropriate and effective systems and procedures will be implemented in to ensure that 
a systematic approach is taken towards identifying, quantifying and remedying all 
significant health and safety risks.   

• Central to the management of risk is the formulation and implementation of an effective 
health and safety strategy and policy.  

• The strategy and policy clearly set out Aspiration Training’s commitment to ensuring the 
health, safety and welfare of its team members and any other persons who could be 
affected by Aspiration Training work activity.  

• The strategy and policy are not static documents but will be constantly updated as the 
strategy moves forward and as work activity, systems and procedures change.   

• As part of the corporate health and safety management strategy, Aspiration Training is 
moving towards integrating health and safety management into the mainstream 
management function. This is essential to ensure that all managers take full responsibility 
for health and safety in their areas of control.   

  
 
3.2 Health & Safety Management Audit, Monitoring and Review 
 
3.2.1 Audit 

• An audit on Aspiration Training Health and Safety Management Systems, structures and 
practices will be conducted on an annual basis as part of the health and safety 
management system. 

• The results of the audit and recommendations is then presented to the Board for 
appropriate comments and completion. 

• The content of the audit includes:  
o Progress on the health and safety strategy development plan. 
o Inclusion of any updates in legislation or best practice.  
o Revision of all areas of health and safety policy.  
o Revision of all areas of health and  safety  management procedures.  
o Review of all risk assessment documentation.  
o Action taken for any outstanding issues on all risk assessments.  

 
3.2.2 Review 

• A six-month review is built into the health and safety strategy development plan. 

• The Health & Safety Committee reviews health & Safety Management areas quarterly. 



9 
 

• The health and safety strategy associated development plan, health and safety policy and 
health and safety procedures will be amended to address any shortcomings where 
appropriate.  

 
 
3.2.3 Monitoring   
Active monitoring provides essential feedback on performance before an accident, ill health or an 
incident occurs.   

• Key to monitoring performance is the health and safety strategy.  

• There will be implemented, through the health and safety strategy a system in place to 
monitor health and safety performance in order to ensure that the Chief Executive, Director 
of People & Culture and other managers are carrying out their delegated duties.  

• A monitoring procedure will be implemented as part of the health and safety strategy.  
 
 
3.3 Health and Safety Training 
Health and Safety legislation imposes a duty on employers to take account of a team member’s 
capabilities with regard to health and safety and to ensure that all team members are provided 
with adequate health and safety information, instruction and training on taking up employment 
and on being exposed to new or increased risks because of: 
  

o Changes in Employment.  
o Changes in Work Equipment.   
o Changes in Technology.   
o New Systems of Work.   

  

• Appropriate training will be provided to all team members to enable them to undertake 
their responsibilities in a safe manner.   

• Training will be provided to all team members in the following areas:   
a) Induction training - on initial recruitment into the company.   
b) Annual mandatory online training; H&S, Environmental Awareness, H&S 

Essentials, working with computers (DSE, Lifting and Carrying, Stress Busting, 
Avoiding Violence & Personal Safety, Hazardous Substances, Fire, Reporting 
Incidents 
 

b) Specific training on risks presented to team members due to:   
  

o Transfer to a different work area or process.   
o Change of responsibilities.   
o Introduction of new equipment, process or modification of existing.   
o Introduction of new technology.   

  

• Where appropriate the training will be repeated at suitable frequencies.  Records will be 
kept of all statutory training where appropriate.  Wherever possible, health and safety 
training will be integrated into the overall training programme for team members.   

 
 
3.4 Risk Assessment Procedures 
Risk Assessment is a basic tool, which allows a systematic general examination of work activities, 
identifying hazards and risks and determining the measures required to ensure compliance with 
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health and safety legislation.  It also allows existing control measures, systems and procedures 
to  be  reviewed  and  any necessary improvements made.   
  
Aspiration Training Ltd Policy   

• It is Aspiration Training Ltd policy to carry out risk assessments of any necessary work 
activities conducted by its team members in order to ensure that all the risk to the health 
and safety of both team members, other persons have been evaluated, and measures 
implemented to eliminate or reduce those risks.   

• The risk assessment process will involve Line Managers and other team members, with 
advice and assistance from the designated competent person where appropriate.  

• Risk assessment will be completed by line managers and reviewed by an internal 
competent person. 

• The significant findings of all risk assessments will be documented.  Following the 
completion of the risk assessment process a programme of measures required ensuring 
full compliance with all health and safety legislation will be formulated prioritising the action 
for the short, medium or long term.   

• It is vital that the significant findings of risk assessments are passed on to team members, 
it is the responsibility of Line Managers to pass this information to team members.  The 
health and safety meetings will also play an important role in disseminating information 
regarding any significant risks in the business. 

  
Review of Assessment.   
Risk assessments will be reviewed annually as a minimum and when significant changes take 
place in terms of levels of risk, processes, working practices, introduction of new equipment, 
because of an accident or incident and in relevant circumstances when there is a change of 
personnel.   
 
 
3.5 Reporting, Recording and Investigation of Accidents, Incidents, Diseases and 
Dangerous Occurrence  
The reporting and investigation of accidents, diseases and dangerous occurrences plays a vital 
role in identifying both workplace hazards and failures in the systems and procedures by which 
health and safety is managed.  From such investigation further control measures can be 
implemented  and  systems  and procedures amended to constantly improve health and safety 
standards.   
  
3.5.1 The Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 
(RIDDOR). 

• Certain accidents and incidents are reportable to the Health and Safety Executive (HSE) 
under the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 
(RIDDOR). 

• For further information on what is reportable under RIDDOR log onto 
www.hse.gov.uk/riddor/guidance.htm#disease  

 
Accidents causing death:   

• All accidents, which result in a death, as defined in the Regulations must be reported to 
the Health and Safety Executive. 

• If a death has occurred it must be reported to the police, the scene of the accident must 
be left untouched. 

• The Employer must: 

http://www.hse.gov.uk/riddor/guidance.htm#disease
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o Notify the relevant enforcing authority of the fatality by the quickest practical 
means without delay, and 

o Send a report of that incident in the approved manner to the HSE within 10 days 
of the incident. 

 
Accidents causing Specified injuries to workers  

• The list of ‘specified injuries’ in RIDDOR 2013 (regulation 4) includes:  
o A fracture, other than to fingers, thumbs and toes;  
o Amputation of an arm, hand, finger, thumb, leg, foot or toe;  
o Permanent loss of sight or reduction of sight; crush injuries leading to internal organ 

damage;  
o Serious burns (covering more than 10% of the body, or damaging the eyes, respiratory 

system or other vital organs);  
o Scalping’s (separation of skin from the head) which require hospital treatment; 

unconsciousness caused by head injury or asphyxia;  
o Any other injury arising from working in an enclosed space, which leads to 

hypothermia, heat-induced illness or requires resuscitation or admittance to hospital 
for more than 24 hours. 

• The Employer must: 
o Notify the relevant enforcing authority of the  specified injury by the quickest 

practical means without delay, and 
o Send a report of that incident in the approved manner to the HSE within 10 

days of the incident. 
 
Accidents resulting in 7 or more days off work   

• All accidents which result in a team member having seven or more consecutive days off 
work (excluding the day of the accident but including any days which would not have been 
working days) must be reported to the Health and Safety Executive within 15 days. 

 
Accidents to members of the public   

• Any injury to a member of the public must be reported to the Health and Safety Executive 
if it:   

o Results from an accident arising out of or in connection with work; and   
o Results in them being taken from the premises where the accident happened, to a 

hospital for treatment in respect of that injury. 
 
Diseases   

• If Aspiration Training are notified that one of our team members suffers from a reportable 
work-related disease, then we must report it to the enforcing authority. Reportable 
diseases include:   
o Certain poisonings. 
o Some skin diseases such as occupational dermatitis, skin cancer, chrome ulcer, oil 

folliculitis / acne;   
o Lung diseases including: occupational asthma, farmer's lung, pneumoconiosis, 

asbestosis, mesothelioma;   
o Infections such as: leptospirosis; hepatitis; tuberculosis; anthrax; legionellosis and 

tetanus;  

• Other conditions such as:  
o occupational cancer;  
o certain musculoskeletal disorders;  
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o decompression illness and hand-arm vibration syndrome  

• The employer must send a report of the diagnosis in the approved manner to the HSE 
without delay. 

 
Dangerous Occurrences   

• All dangerous occurrences as defined within the Regulations must be reported to the 
Health and Safety Executive and will be reported and investigated internally.   

• All incidents can be reported online but a telephone services is available for reporting fatal 
and major injuries call incident contact centre on 08453009923. 

• For all other incidents, refer to HSE website: 
http://www.hse.gov.uk/riddor/report.htm#online  

• The Employer must: 
o Notify the relevant enforcing authority of the fatality by the quickest practical 

means without delay, and 
o Send a report of that incident in the approved manner to the HSE within 10 

days of the incident. 
 
Keeping Records 

• An employer must keep a record of: 
o Any accident, occupational disease or dangerous occurrence which requires 

reporting under RIDDOR;  
o Any other occupational accident-causing injuries that result in a worker being away 

from work or incapacitated for more than three consecutive days (not counting the 
day of the accident but including any weekends or other rest days). You do not 
have to report over-three-day injuries, unless the incapacitation period goes on to 
exceed seven days. 

 
Aspiration Training Ltd Policy   
Aspiration Training will investigate all accidents, which lead to injury or damage. Investigation of 
'non-serious' or minor accidents will be carried out by managers with the Director of People & 
Culture becoming involved and seeking competent advice where necessary.  
 

• All line managers are responsible for ensuring accidents are recorded within an accident 
form and stored within the relevant accident book in either Cardiff, Newport, Birmingham 
or Redditch  

• The Director of People & Culture using competent advice and guidance will investigate all 
diseases, which could possibly be occupationally linked, internally.   

• Any specified injury or death should be reported immediately to the Chief Executive, the 
health and safety committee and the Health and Safety Executive.   

• Where appropriate, the Director of People & Culture will seek advice from the appointed 
competent person. 
 

• Other Accidents and Near Misses   
o Managers must investigate all accidents and near misses.   
o All dangerous occurrences will be reported and investigated internally.   

 

• Contractors, consultants and coordinators 
o All contractors, consultants and coordinators on Aspiration Training premises must 

be informed of this policy and instructed to report relevant accidents & incidents to 
the relevant local manager. 

http://www.hse.gov.uk/riddor/report.htm#online
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• Record keeping 
o Records of incidents are important. They provide us with useful information to 

assist us to properly manage health and safety risks. This information is a valuable 
management tool that can be used as an aid to risk assessment, helping to develop 
solutions to potential risks. In this way, records also help to prevent injuries and ill 
health, and control costs from accidental loss.  

o All accident records will be stored securely for a minimum of seven years. 

 

3.6 Work Equipment 
 
Under the provision and use of work equipment regulations, an employer has a duty to ensure 
that work equipment is suitable for the purpose for which it is provided. When selecting equipment 
regard shall be given to working conditions and risks to health and safety, and the equipment will 
only be used for the purpose and under conditions for which it is intended. 
 
Aspiration Training Ltd Policy 

• Aspiration training will ensure all work equipment will be suitable for the tasks it is chosen 
for. 

• All existing and new equipment will be inspected, tested and maintained in accordance 
with the manufacturer’s instructions. Records will be kept of all equipment, maintenance 
and training. 

• Where new equipment is purchased, full consideration will be given to the environment in 
which it is to be used and any other health and safety concerns before it is purchased.  

• Only competent persons will be used for the maintenance and repair of work equipment. 

• Where appropriate, suitable information, instruction and training will be provided to all 
operators. 

 
 
3.7 Exposure to noise 
 
Exposure to high noise levels can cause irreversible hearing damage. Other effects of noise at 
work are interference with communication, conversation and stress. 

 
Aspiration Training Ltd Policy 
 

• Aspiration Training team members usually work in environments where noise levels are 
very low. However, all team members must inform their line manager if they feel the noise, 
they are experiencing has reached excessive levels. 

• Where appropriate noise assessments will be undertaken by competent persons. 
• Where appropriate team members will be issued with suitable and sufficient hearing 

protection. 
 
 
3.8 Smoking Policy 
 
Aspiration Training Ltd Policy 
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• To ensure that a healthy and safe environment is maintained, Aspiration Training complies 
with the relevant legislation and that team members are protected from passive smoking, 
smoking is banned within all Aspiration Training controlled premises. 

• The prohibition of smoking includes the use of electronic cigarettes. 

• Team members are also prohibited from smoking within the home or workplace of a client. 

• Any team member wishing to smoke must do so in their own time and must only use 
designated smoking areas. 

• The smoking policy must be communicated to all visitors and contractors on Aspiration 
Training controlled property. It is the responsibility of the team member overseeing the 
visitor or contractor to provide this policy and information. 

• Please refer to the Aspiration Training Ltd Smoking Policy for further information 
 
3.8.1 Smoking in vehicles 
Smoking is prohibited in Aspiration Training owned vehicles and team members must not smoke 
in their own vehicles if they are carrying passengers whilst travelling for work purposes. 
 
3.8.2 Signage 
The appropriate signage as prescribed by The Smoke Free (Premises and Enforcement) 
Regulations will be provided and enforced in all buildings and vehicles controlled by Aspiration 
Training. 
 
3.8.3 Help in giving up smoking 
Aspiration Training will actively support any team member who may wish to give up smoking, 
support can be sought by way of the Team member Assistance Programme accessible to all team 
members. 
 
 
3.9 Young People at Work 
A young person is classed as anyone who has not attained the age of 18.  
A ‘child’ is a person who is not over the compulsory school age as construed in accordance with 
the Education Act 1996. 
 
Aspiration Training Ltd Policy 

• As a minimum all relevant risk assessments will be revisited and amended if appropriate 
should a young person be employed where that risk assessment applies. 

• Where appropriate specific risk assessments will be carried out for any task that involves 
a young person. 

• In both cases, the risk assessment will take into account the young person’s inexperience, 
lack of awareness and immaturity. 

• The young person/s concerned will be made aware of the risks and associated control 
measures, which should include any specific training requirements. 

• Line managers must ensure young person’s only work within the bounds of their (limited) 
experience and the instructions they have received.  They must also be told who to tell if 
they come across a situation, they suspect may be a danger to themselves or others. 

• The risk assessment should be reviewed as the young person progresses through their 
employment. 

 
 
3.10 Lone Workers 
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Aspiration Training Ltd Policy 
 
A risk assessment will be carried out of all work areas where lone working may expose team 
members to risks to their health, safety and welfare, such as out-of-hours working. 
 
For working at home, a home working self-assessment form must be completed and reviewed by 
the line manager to confirm it is safe for the team member to work from home. 
 
Where risks are identified there will be put in place suitable and sufficient control measures to 
reduce the risks to a level that is as low as is reasonably practicable. 
 
Wherever possible lone working will be kept to a minimum, but there will be times when team 
members have to work alone and /or in isolated areas outside of working from home. Where such 
conditions exist, the following arrangements will be put in place: 

• A suitable monitoring system will be established to identify the location and movements of 
team members. 

• Where team members are undertaking lone working line managers must know where their 
team members are and put in place control and contact procedures to ensure their health, 
safety and welfare. 

• Lone working procedures are established as per this policy 
• All procedures will be communicated to team members using the health and safety 

strategy. 
 
 
3.11 Manual Handling 
Manual handling can result in serious injuries such as fractured limbs, and less serious injuries 
such as sprains and strains. It can also cause musculoskeletal conditions such as carpal tunnel 
syndrome and tenosynovitis, which result from the cumulative effects of manual handling.  
 
Aspiration Training Ltd Policy 
In accordance with the manual handling regulations, Aspiration Training will so far as be 
reasonably practicable, avoid the need for any team member to undertake manual handling 
operations that may cause injury. 
 

• Where avoidance of such activities is not reasonably practicable Aspiration Training will 
ensure: 

o A manual handling/risk assessment will be carried out by a line manager and 
reviewed by a competent person. 

o Wherever possible the risks to team members will be reduced to the lowest level 
reasonably practicable by the use of manual handling aids and the provision of 
information, instruction and training in the use of such aids. 

o The provision of adequate information, instruction and training to enable them to 
carry out manual handling tasks safely and without risk of injury. 

o Refresher training will be provided as required and identified by the risk 
assessment. 

o Where applicable suitable PPE will be provided along with any training required to 
use the said PPE effectively. 

 
 
3.12 Control of Hazardous Substances (COSHH) 
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The main intentions of COSHH regulations are to protect the health of those team members who 
work with and have exposure to harmful or hazardous substances. Specifically, these are 
substances, which are described as toxic, very toxic, corrosive, harmful or irritant, as well as those 
that are listed as having a workplace exposure limit (WEL). 
 
Aspiration Training Ltd Policy 
There are few circumstances in which Aspiration Training Team members should be exposed to 
any substances hazardous to health. 
 

• All effort will be made prior to team members undertaking tasks to identify where team 
members may be exposed to substances hazardous to health. 

• However, all team members must inform their line manager if they feel they are or could 
be exposed to hazardous substances. 

• Where team members are liable to be exposed to any substances hazardous to health a 
suitable and sufficient assessment of the risks created by that work will be carried out. 

• All assessments will be recorded, communicated to team members and reviewed as 
required. 

• Exposure to hazardous substances will be prevented, or where not reasonably practicable 
adequately controlled. 

• Where required suitable PPE will be provided, the issue of PPE is always the last resort 
in the hierarchy of control. 

• Where PPE is provided, adequate information, instruction and training will be provided. 
• All such equipment will be maintained, examined and tested in accordance with the 

Control of Substance Hazardous to Health Regulations. 
• Where required exposure will be monitored and where appropriate, health surveillance 

carried out. 
• Where a team member is exposed to substances hazardous to health, they will be given 

adequate information, instruction and training to make them aware of the risks and what 
precautions should be taken.  

 
 
3.13 Display Screen Equipment 
All employers must protect their team members from the health risks of working with display 
screen equipment (DSE), such as PCs, laptops, tablets and smartphones. 

The Health and Safety (Display Screen Equipment) Regulations apply to workers who use DSE 
daily, for an hour or more at a time. These workers are described as ‘DSE users. The regulations 
do not apply to workers who use DSE infrequently or only use it for a short time. 

Aspiration Training Ltd Policy 
• All Aspiration Training team members are classified as “DSE Users”. Team members use 

a combination of desktop computers and laptops in the carrying out of their duties. 
• A suitable and sufficient assessment of all workstations are carried out. 
• The assessment is used to identify hazards and evaluate the associated risks. It is 

recorded and reviewed if there is reason to believe that it is no longer valid or there are 
significant changes. 

• Where risks are identified the risks will be reduced to as low a level as is reasonably 
practicable. 

• All DSE users will be provided with training on the risk associated and the safe use of 
display screen equipment. 
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• Wherever possible work activities will be planned to reduce periods spent using display 
screen equipment. 

• Team members will be encouraged by their line managers to take regular periods away 
from their screen 

• DSE users will undertake DSE training and assessment annually  
 
 
3.13.1 Eyesight tests 
 
For team members that drive for any business use, we recommend you undertake regular 
eyesight checks to maintain driving competency as per the requirement of the DVLA and driving 
license obligations. It is the team member’s responsibility to ensure they maintain fitness to 
drive and adhere to relevant laws and legislation associated with driving. 
 
Aspiration Training Limited will pay the costs associated with the provision of eye and eyesight 
tests up to a value of £25 once per year for all DSE users. 
 
Aspiration Training Limited will also make a £50.00 contribution to the cost of prescription 
eyewear, limited to £50.00 per team member every two years for all DSE users. 
 
Receipts must be provided for all DSE users who have undertaken eyesight examinations and 
or had prescription eyewear. This must be provided to the line manager for approval via normal 
expenses procedures. 
 
 
 
3.14 Personal Protective Equipment 
It is a requirement to provide appropriate and effective personal protective equipment as identified 
by risk assessment. When issued, the use and maintenance of personal protective equipment 
(PPE) is an important part of the overall measures taken to protect the health and safety of team 
members at work. PPE should always be the last resort in the hierarchy of control measures that 
are implemented. 
 
Respiratory protection will be provided, where required and fitted by a trained and competent 
person from within the business.  
 
Aspiration Training Ltd Policy 

• Where identified by risk assessment the appropriate PPE will be issued to team members. 
• Where PPE is issued it will be assessed to ensure: 

o It is appropriate for the risks or risks involved and the conditions and place where 
exposure to risks occur. 

o It takes account of ergonomic requirements and the state of health of the person 
who may wear it. 

o It fits the wearer correctly, if necessary, after adjustments within the range for 
which it is designed 

o It is effective in controlling risks involved without increasing the overall risks 
o It complies with the relevant British or European standard. 
o Suitable accommodation will be provided for PPE if required 

 
3.14.1 Information, Instruction and Training 
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Team members issued with PPE will receive information, instruction and training to enable them 
to make effective use of the PPE provided to protect them from workplace hazards. They will be 
trained in the proper use of the PPE, how to correctly fit and wear it and what its limitations are. 
 
 
3.15 Selection, Evaluation and Monitoring of Contractors 
A contractor is anyone Aspiration Training gets in to work for us who is not a team member. Using 
contractors for maintenance, repairs, installation, construction, demolition and many other jobs is 
not a regular expectation of Aspiration Training. However, many accidents involve contractors 
working on site. Sometimes we may have more than one contractor on site. We have to consider 
about how their work may affect each other and how they interact with our activities. Clearly, in 
these circumstances there is more chance of something being overlooked. Therefore, good 
management of contractors is essential. 
 
Aspiration Training Ltd Policy 

• The policy for selection, evaluation and monitoring of contractors will be applied to all 
contractors who tender for contracts or carry out works for Aspiration Training. 

• Contractors will be required to provide as a minimum the following information: 
o Health and Safety policy 
o Risk Assessments and Method Statements (RAMS) 

• Contractors with less than five team members will be required to provide the specific 
arrangements for the works and the RAMS for the work. 

• Assessments of the information provided will be carried out by the H&S Co-Ordinator. 
• Contractors will be appointed using the results of the assessment. 
• On awarding the contract, the arrangements for the safe operation of the works and site 

wide arrangements will be agreed. 
 
Monitoring of Contractors 

• The contractor has a duty to monitor health and safety on site, the frequency and reporting 
arrangements will be agreed with Aspiration Training. 

• Checks on site will also be carried out by Aspiration Training, the frequency of which will 
depend on the contract. 

 
 
3.16 Stress Management 
Harmful stress reduces performance, creativity and productivity. Over 11 million days are lost at 
work a year because of stress at work. Employers have a legal duty to protect team members 
from stress at work by carrying out a risk assessment and acting on it. 
 
Aspiration Training Ltd Policy 

•  Aspiration Training Limited is committed to the effective control of stress. Our key aims 
are: 

o To increase awareness of stress and the methods available to combat it. 
o To initiate appropriate action to manage and reduce stress at work. 
o To assist team members in managing stress in others and themselves. 
o To manage problems which do occur and to provide confidential support. 
o To manage the return to work of those who have been absent as a result of stress 

 
3.16.1 Stress risk assessment 

• Where it is identified that a team member may be suffering from work related stress, the 
risk assessment process may be used to assist the line manager in reducing the risks to 
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the team member together with the adherence of the sickness absence policy and 
absence management processes. 

 
 
3.17 Working at Height 
Under the work at height regulations an employer has a duty to ensure that they do all that is 
reasonably practicable to prevent anyone falling from height. The regulations define working “at 
height” as work in any place where, if precautions were not taken, a person could fall a distance 
liable to cause personal injury. You are working at height if you:  
• work above ground/floor level 
• could fall from an edge, through an opening or fragile surface or 
• could fall from ground level into an opening in a floor or a hole in the ground 
 
Work at height does not include a slip or a trip on the level, as a fall from height has to involve a 
fall from one level to a lower level, nor does it include walking up and down a permanent 
staircase in a building.  
 
Employers must use a simple hierarchy for managing and selecting equipment for work at height 
including: 
 

• Avoid work at height where it is reasonably practicable to do so. 
• Where work at height cannot be easily avoided, prevent falls using either an existing place of 

work that is already safe or the right type of equipment. 
• Minimise the distance and consequences of a fall, by using the right type of equipment where 

the risk cannot be eliminated. 
 

For each step, always consider measures that protect everyone at risk (collective protection) 
before measures that only protect the individual (personal protection). 

Aspiration Training Ltd Policy 
Aspiration Training will ensure that work at height is avoided where possible, that where work at 
height cannot be avoided work equipment or other measures to prevent falls is used and that 
were the risk of a fall cannot be eliminated work equipment or other measures to minimize the 
distance of a fall will be used. 
 
 

• Where required Aspiration Training will carry out work at height risk assessments and 
ensure that: 

o Work at height is properly planned and organized. 
o Work at takes account of weather conditions that could endanger health and 

safety. 
o Work at height is undertaken by team members who have been trained and who 

are competent 
o The place where work is done is safe. 
o Equipment for work at height is appropriately inspected 
o The risks from fragile surfaces and falling objects are properly controlled. 

• Where contractors carry out work at height Aspiration Training will ensure that they have 
appropriate work at height procedures in place. 
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Section 4  Building Safety Arrangements 
 
4.1 First Aid 
The provision of first aid facilities is a legal duty, which ensures that team members who have 
accidents or at ill at work receive immediate and appropriate attention. 
 
Aspiration Training Ltd Policy 

• It is Aspiration Training’s policy to provide first aid facilities to at least the minimum legal 
requirements. An assessment of first aid needs will be carried out for all premises and 
work areas, taking into account: 
o Workplace hazard and risk. 
o Size of the workforce. 
o History of accidents. 
o Nature and distribution of the workforce. 
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o Remoteness from emergency medical help. 
o The needs of travelling, remote and lone workers. 
o Shared or multi occupational sites. 
o Annual leave and other absence of first aiders and appointed persons. 

 
• On completion of the assessment Aspiration Training will provide: 

o A suitable number of first aiders and appointed persons if required under risk 
assessment review. If a qualified first aider is not required, responsible persons 
will be identified and trained to respond to emergency first aid situations. The local 
representative will be responsible for maintaining the contents of the first aid boxes 

o Adequate and appropriate facilities and equipment to enable first aid to be 
rendered to team members who are injured or become ill at work. 

o The appropriate first aid at work training to the selected first aiders or appointed 
persons. 

o First aid equipment at locations where it can easily be located and with the 
appropriate signage. 

o The names of the first aiders/appointed persons and ensure that they are posted 
at locations where they can be easily identified if needed. 

o The correct number of first aid boxes as determined by the risk assessment 
 
4.2 Office Safety/Safety of Premises 
 
Aspiration Training Ltd Policy 

• Aspiration Training will ensure the following for all premises under their control: 
o Premises will be maintained in an efficient state and good repair. 
o They will have safe access and egress. 
o There will be procedures in place to ensure the safety of team members and 

visitors in the event of an emergency. 
o Personal evacuation emergency plans will be established for all premises 
o Ventilation, temperature and lighting will be maintained at a suitable level. 
o There will be adequate space for workstations and storage. 
o Floors and traffic routes will be maintained in a safe condition and clear of 

obstructions. 
o Translucent doors will be suitably marked, and windows/partitions will be 

constructed using appropriate safety materials. 
o Suitable and sufficient sanitary, washing and rest facilities will be supplied, a 

supply of drinking water, and where required accommodation for clothing. 
o Where required there will be facilities for expectant mothers and nursing mothers. 

 
 
4.3 Welfare Arrangements 
The provision of suitable and sufficient welfare facilities including toilet, washing, facilities and a 
place to rest and eat is one of the most basic legal requirements to ensure the health and welfare 
of all team members. 
 
Aspiration Training Ltd Policy 
It is Aspiration Training policy to provide welfare facilities above the basic level required by 
legislation and to ensure these facilities are cleaned and maintained to a high standard. 
 
4.4 Electricity at Work 
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Under the electricity at Work Regulations, employers have a duty to maintain all electrical 
equipment and systems in order to prevent danger. 
 
Aspiration Training Ltd Policy 

• Risk assessments will be carried out on electrical equipment considering the frequency of 
use and the environment in which the equipment is used to determine the level of testing, 
maintenance and checks carried out by the user. 

• All electrical systems will be inspected at five yearly intervals. 
• All team members will be encouraged to visually check electrical equipment at regular 

intervals. 
• Team members will carry out ‘pre user checks’ prior to using any equipment 
• All laptop users will carry out a visual check of the laptop cable before they commence 

work. 
• Only competent persons will be used to carry out any electrical testing or maintenance of 

electrical equipment. 
 
 
4.5 Use of Safety Signs and Signals 
 
Aspiration Training Ltd Policy 

• It is Aspiration Training Policy to provide appropriate and effective signing and where 
appropriate signaling where identified as a result of risk assessment or is a legislative 
requirement. 

• All safety signing and signaling will be assessed to ensure: 
o It is appropriate for the risks involved, the conditions, and the place where 

exposure to risk occurs. 
o It takes account of the state of health of team members who are expected to be 

protected. 
o It is effective so far as is reasonably practicable to prevent of adequately control 

the risks involved without increasing the overall risk. 
o It complies with all relevant standards is internationally uniform. 

 
Maintenance and replacement of Signs and Equipment 

• Each workplace will monitor signs and signals as part of the audit and monitoring 
system. 

• Where required maintenance, regular cleaning, examination, repair and testing will be 
carried out. 

• Team members must inform management if they see any defective signs and signals. 
• All team members will receive information, instruction and training as appropriate to 

make them aware of any signs or signals which they are expected to recognise and act 
upon. 

 
 
4.6 The Control and Management of Asbestos 
Breathing in air containing asbestos fibres can lead to asbestos-related diseases, mainly cancers 
of the lungs and chest lining. Asbestos is only a risk to health if asbestos fibres are released into 
the air and breathed in. Past exposure to asbestos currently kills around 4500 people a year in 
Great Britain. Workers who carry out building maintenance and repair are particularly at risk. If a 
building was built before the year 2000, you must presume the building contains asbestos unless 
you know for sure it does not.  
 



23 
 

Aspiration Training Ltd Policy 
• Where Aspiration Training are in control of premises built before the year 2000 all 

requirements of the asbestos regulations will be implemented. 
• Exposure to asbestos will be prevented so far as is reasonably practicable. 
• Aspiration Training team members will not work with asbestos and will only be at risk 

should asbestos be disturbed in the buildings that they are working in. 
• If it is discovered that asbestos containing materials have been disturbed, all team 

members would be removed from that vicinity immediately. 
• Where appropriate, management type assessments will be carried out on any premises 

built prior to the year 2000. 
• Where any modifications to the building are planned, a refurbishment/demolition survey 

will be carried out before any work commences. 
• Asbestos management plans will be produced and implemented to include regular 

inspections. 
• An asbestos register will be produced for each building where asbestos is identified, and 

contractors will not be allowed to start any works until they have reviewed the register. 

• In any premises not controlled by Aspiration Training, we will liaise with the relevant 
organisation to ascertain the results of an asbestos survey. 

 
 
4.7 Management of Legionella Bacteria in Water Systems. 
Legionellosis is a collective term for diseases caused by legionella bacteria including the most 
serious Legionnaires’ disease, as well as the similar but less serious conditions of Pontiac fever 
and Lochgoilhead fever. Legionnaires’ disease is a potentially fatal form of pneumonia, and 
everyone is susceptible to infection. 
 
Aspiration Training Ltd Policy 

• Aspiration Training will take steps to ensure the effective management and control of 
legionella bacteria within water systems under our control by: 

o Identifying and assessing the sources of risk and taking appropriate control 
measures to prevent or control the risk from exposure to legionella bacteria. 

o Ensuring risk assessments are carried out by competent persons. 
 

• As a result of the risk assessment a written scheme will be put in place and will include 
the following: 

o An up-to-date plan showing the layout of the plant or system. 
o A description of the correct and safe operation of the system. 
o The precautions to be taken. 
o Checks to be carried out to ensure the efficacy of the scheme and the frequency 

of such checks. 
o Remedial action to be taken in the event that the scheme is shown not to be 

effective. 
 

• All control measures will be regularly reviewed and where necessary revised in order to 
ensure that they are effective. 
 
Where management and control of Legionella falls under the responsibility of premises 
landlord duties, Aspiration Training Ltd will audit evidence of the effective management of 
this by a competent person within the audit schedule. 
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Section 5  Fire Safety 
 
5.1 Fire prevention and Emergency Procedures 
All premises should have a fire risk assessment carried out and the appropriate firefighting 
equipment, smoke detection, alarm systems and emergency lighting installed as identified by the 
risk assessment 
 
Workplaces need a plan for emergencies that can have a wider impact. Special procedures are 
needed for emergencies such as fire, Gas leak, bomb threat or failure of the power supply. 

Quick and effective action may help to ease the situation and reduce the consequences. However, 
in emergencies people are more likely to respond reliably if they: 

• Are well trained and competent. 

• Take part in regular and realistic practice. 

• Have clearly agreed, recorded and rehearsed plans, actions and responsibilities. 
 
Aspiration Training Ltd Policy 

• Aspiration Training will carry out annual fire risk assessments in all properties where it has 
the responsibility. 

• Our Fire Risk Assessment reports follow the Publicly Available Specification (PAS79-
1:2020).  

• We will only use Fire Risk Assessors who have third party accreditation with the Institute 
of Fire Engineers (IFE) and are registered on their ‘Life Safety Fire Risk Assessors 
Register’.  

• Adequate provision is made within each of its premises to ensure the safety of team 
members and others in the event of an emergency. 

• Where premises are shared with other occupants, we will liaise with them with regard to 
emergency evacuation processes. 

• Emergency procedures are in place in each of the premises we control. 

• All team members are made aware of the action to take in the event of an emergency, 
and they are given sufficient instruction, information and training to comply fully with the 
procedures. 

• Where a team member is given specific duties or responsibilities in any evacuation 
procedures. such team members will be provided with sufficient instruction, information 
and Training to enable them to undertake their duties in a safe and efficient manner. 

 
5.2 Health and Safety Information for Visitors  

• All visitors to Aspiration Training premises will be booked in at reception on arrival and 
given a visitors’ badge. 

• All visitors must sign in with no exceptions. 

• They must be met by the person they are visiting or their representative. 

• The responsible person for the visitor must inform the visitor of the procedure in the event 
of an emergency and the location of the fire exits. 
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• Where relevant, visitors must be given any additional information applicable to the site 
being visited. 

• Visitors must be escorted at all times whilst on the premises. 
 
 
 
Section 6 Government Funded Provision 
 
Learners Health and Safety Arrangements 
The health and safety of learners is a fundamental value for Aspiration Training Ltd. We believe 
that learners are entitled to development that takes place in safe, healthy and supportive 
environments. In addition, we consider that safe learning is essential to maximise their experience 
and achievements. 
 
Aspiration Training have an unequivocal commitment for the health, safety and welfare of 
learners. We have a clear expectation that this duty will be fully met together with our legal and 
contractual obligations. 
 
Running parallel to this is our policy to adopt a “best practice” role with regard to the promotion of 
learner’s health and safety; we will apply the following principles: 

o To expect, first that employers/placements* will fully meet their legal obligations and 
‘duty of care’ to learners. 

o To seek assurance that employer/placements have suitable and sufficient 
arrangements for learner’s health and safety. 

o To take appropriate action where standards are not fully met or maintained. 
o To promote the raising of standards for learners’ health and safety through support 

and challenge as appropriate. 
 
*Definition 
Employer/Placement – an organization, company or business where a learner – whose funded 
learning programme is organised and assessed by a training provider or is placed to get work 
experience. 
 
Our strategy for learner health and safety is based on the application of these principles across 
the full range of Government funded provision. We believe to the best of our knowledge that we 
can demonstrate that our organisations management of health and safety meets as a minimum 
the relevant contractual requirements. 
 

• Management of health and safety. 
o Health and Safety Policy. 
o Risk Assessment. 

• Team member competencies. 

• Learning environment. 

• Equipment, materials and safe systems of work. 

• Learner induction/health and safety training 

• Accident/disease investigation and reporting 

• Emergencies 

• Vetting 

• Contractual Controls 

• Monitoring 
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It is the responsibility of the Director of People & Culture to ensure that the company has effective 
systems and procedures, which influence the organization, arrangements, premises and 
equipment in all its activities and locations used to deliver Government funded learning. 
 
The way in which Aspiration Training manages health and safety is defined in the company’s 
statement of safety policy, which is supported by the relevant policies and procedures. 
 
These contractual arrangements shall be to the same extent and in the same manner, as an 
employer is required to do in relation to his team members under the relevant legislation: 
 

a) Undertake an assessment of employer’s placements/sub-contractors’ premises and 
practices for compliance with health, safety and welfare prior to learning commencing. 

b) Undertake regular monitoring of the employer/sub contractor’s premises and practices 
(the frequency of the visits will reflect the level of risk). 

c) Ensure the employer placements/sub-contractor has appropriate employers and public 
liability insurance. Where appropriate additional insurance to cover the learners in their 
training activity (e.g., motor vehicle insurance) 

d) Ensure the appropriate level of supervision is maintained according to the activity being 
undertaken. 

e) Ensure that all participants receive relevant information, instruction and training in health 
and safety matters. 

f) Inform the employer placements/sub-contractors in writing of prohibited plant, equipment, 
machinery or location and monitor such prohibitions. 

g) Ensure learning is delivered on equipment and machines that are suitable for the purpose, 
have adequate safety devices and are properly inspected and maintained.  
Materials including chemicals to be used in learning have been risk assessed for use, 
storage and transportation, and appropriate control measures are in place. Safe systems 
of work, have been documented, are in place and understood by all team members and 
learners. Appropriate PPE and clothing are provided, when identified by risk assessment. 
With adequate supervision and training to ensure its correct use, maintenance and 
storage. 

h) Ensure the employer placements/subcontractors have adequate emergency procedures 
and these are maintained at all times. Learners and team members are made familiar with 
the procedures. 

i) Undertake and accident/disease investigation into any learner incident involving an 
accident or work-related illness during learning activities. Such investigation will check that 
the incident has been recorded in the employer placement accident book. Also, identify 
actions to prevent reoccurrence and arrangements to ensure implementation. In the event 
of an accident being reportable under relevant statutory duties or contractual 
requirements, ensure that the reporting has been complied with. 

j) Ensure a written contract exists for each employer/placement and sub-contractor. 
 

It shall be the responsibility of the employer placement/sub-contractor to undertake their 
contractual obligations to secure the health, safety and welfare of all participants on Government 
funded learning programmes. 
 
The Health and Safety at Work Act places the prime responsibility for ensuring the health, safety 
and welfare of team members on the employer. Under the Health and Safety (Training for 
Employment) Regulations, participants in non-educational settings are treated as team members. 
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The person responsible their health and safety are the immediate provider (employer) of training 
or work experience. 
 
6.1 Reporting Procedures 
 
 
ATL does not have the responsibility for reporting learner workplace incidents under the 
Reporting of Incidents, Diseases and Dangerous Occurrence Regulations (RIDDOR) to the 
Health and Safety Executive (HSE). It is the employer’s responsibility to record and investigate 
workplace incidents, this includes reporting any relevant incidents to the (HSE) under RIDDOR. 
  
ATL will ensure through its H&S arrangements with employers that they have incident reporting 
procedures in place and are aware of the requirement to report relevant incidents to the HSE 
under RIDDOR. They will be informed of the requirement and procedure for reporting such 
incidents to ATL as part of the learner sign-up process. 
 
Recording and reporting process; 
 

1. In the case of an incident the employer must report it to the learners assigned Vocation 
Coach 

2. The Vocational Coach will then report this to the named and competent persons within 
ATL (Director of People & Culture and H&S Co-Ordinator) 

3. The competent person would then get in touch with the employer to discuss the incident 
and ensure completion of necessary paperwork and reporting 

4. A full incident investigation would be completed by the competent person with the results 
and recommendations being given to the employer, the learner and kept on file at 
Aspiration Training.   

5. ATL will notify the relevant contract provider of any learner RIDDOR reportable incidents 
as per the relevant contract requirements. 

 
Section 7  Procedures and arrangements for team member guidance 
 
7.1 Procedure and Arrangements for Personal Safety and Lone Working 
 
Lone working is intended to cover all work undertaken alone where the risk to the lone worker 
may be increased by the lack of on-hand support, should something go wrong. 
 
Lone working can occur- 

• When working outside of normal working hours. 

• When there are no other team members present within the office area. 
 
Under either of these circumstances, this procedure and arrangements for personal safety and 
lone working will apply. 
 
7.1.1 Normal working hours are defined as Monday – Friday 8.30 – 5.00pm. 
 
Work undertaken at weekends, bank holidays and when Aspiration Training is closed will be 
considered outside of normal hours. 
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Aspiration Training will take all reasonable steps to ensure that both its legal and moral duties are 
met at all times. Where no legislation exists, Aspiration Training will apply its own exacting 
standards. 
 
7.1.2 Lone Working 
A lone worker is a person who is working at a time or place when no other work colleague is 
present. This situation could arise whilst on company premises or out on visits to clients or 
learners. This section of the personal safety and Lone Working procedures applies to all team 
members, though may be of greater relevance to some jobs than others. Please adhere to the 
contents of this policy to ensure your safety and wellbeing. 
 
7.1.3 Supervision of Lone Working 
Although lone workers are not subject to constant supervision, directors/managers are still 
required to ensure appropriate control of the work environment. Supervision ensures that that 
team members understand the risks associated with their work and that necessary safety 
precautions are being carried out. It also provides guidance in situations of uncertainty. 
 
The extent of the supervision required depends upon the risks involved and the proficiency and 
experience of the person carrying out the work. Persons new to the company, undergoing training, 
undertaking a role that presents special risks, or dealing with new situations may need continuous 
supervision until they are competent to work alone. The extent of the supervision is a management 
decision, which should be established through the risk assessment process. It should not be left 
to individual team members to decide that they require assistance/supervision. 
 
Aspiration Training is committed to ensuring the personal safety of its team members at all times 
both on and off site. 
 
7.1.4  Off Site Meetings  
Preceding an off-site meeting to companies, learners and clients it is important that team 
members dynamically assess the risk and take precautions by following our good practice guide 
below (Please note this is not an exhaustive list) 
 
7.1.5 Arranging meetings 
Prior to visiting a client or learner, please obtain information about the company from the following 
sources: 

• Web site. 

• Colleagues. 

• Contacts within our/their company. 

• Ask appropriate questions when arranging a meeting. 
 
You need to plan your day taking into account travelling/routes/location and let people know 
where you are by entering the appropriate information in your Outlook calendar. 
 
Never agree to meet a learner/client in their own home where it is not the recognized 
workplace. If meeting learners or clients away from their workplace then a public place 
should be used, such as a library or café. 
 
Preceding your visit, you should establish: 

• Parking facilities. 

• Company regulations pertaining to visit. 
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• Opening/closing hours. 

• On site security i.e., signing in and out. 

• Location of premises. 

• Departmental location and tel no. 

• Ensure your mobile phone is charged. 
 
7.1.6 Travelling to meetings 
To arrive on time and return safely from a meeting please ensure: 
 

• Sufficient fuel for the journey. 

• Vehicle is maintained in good road worthy condition. 

• Plan route and obtain directions if necessary. 

• Check routes online for any accident reports. 

• Leave in sufficient time, allow for weather conditions and peak periods. 

• Windows are closed when stationary. 

• Doors are locked when parked. 

• Ensure you park in a well-lit area as close to the building you are visiting as possible. 

• Personal belongings are out of sight 

• Recovery company details are at hand. 

• Observe legalities, speed limits, use of phone etc. 
 
7.1.7 Arrival/Meeting/Departure 
To maintain personal safety whilst conducting meeting, please: 
 

• Observe position of entrances and exits. 

• Sign in on arrival and sign out on departure (you may need to prompt this). 

• Use judgement on entering room with contact, regarding seating and possible hazards. 

• Keep in mind an excuse if immediate departure deems necessary. 

• Report into your lead following any out of hour’s appointments. 
 

7.1.8 Aspiration Training Premises 
There are many areas were Aspiration Training team members’ work. In the majority of cases, 
this will be without significant risk. However, there will be occasions when this is not so. 
Working alone in an office can introduce or accentuate hazards, these can include: 

• Lack of assistance if needed. 

• Inadequate provision of first aid. 

• Sudden illnesses. 

• Violence from others. 

• Emergencies. 

• Failure of services and supplies etc. 
 
All team members must follow these guidelines at all times: 

• Team members must ensure that there is one other person in the office at all times. If not, 
Lone Working procedures should be followed. 

• Directors/managers must ensure adequate first aid and fire warden coverage at all times. 

• All visitors and contractors must sign the visitor book on entering and leaving and be 
accompanied by a nominated team members at all times. 

• Contractors will be asked for their insurance details, method statement and risk 
assessment prior to commencing any work. 
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• To obtain customer contact, offices must be occupied between 08.30 to 16.00, including 
lunchtimes. 

• Never give property entrance to any person other than work colleague or known visitors.  
 

7.1.9 Personal Belongings 

• To ensure the safety of your personal belongings, please ensure that wallets, handbags, 
mobile phones, etc are placed out of sight. Internal office doors are shut and the external 
coded doors where in place are closed at all times. 

 
 
7.2 Procedures and Arrangements for Safe Driving 
 
General Statement 
This policy applies to all team members and subcontractors who are required to drive for business 
purposes, whether using a hire or privately owned vehicle. 
 
The aim of the Policy is to ensure team members are not put at risk by the driving required to do 
their job. 
 
When considering driving, think whether the journey is required, or an alternative method of 
communication can be utilised. For example, E-mail, telephone or could the appointment take 
place at our premises. Try to avoid unnecessary journeys. Also, consider whether an alternative 
form of transport could be used, for example train or bus, or a combination of car and public 
transport. 
 
 
7.2.1 Planning your journey 

• Plan your routes in advance of undertaking the journey Know where you are going to park, 
as far as is possible. 

• Ensure you have sufficient fuel for your journey. 

• Leave in sufficient time; allow time for weather and traffic conditions. 

• Observe and adhere to all road laws and driver responsibilities. 
 
7.2.2 Adverse conditions 

• Weather conditions should be monitored at all times to ensure drivers are not placed in 
unnecessary risk and only drive when they feel it is safe to do so. Attention should be 
given to adverse weather such as heavy snowfall, icy conditions and flood warnings. 

 
7.2.3 Driving times 

• After two hours of continuous driving, it is advised that a 15-minute break be taken. 
Team members must not exceed a limit of ten hours driving per day. In the event of this 
occurring, it is recommended that a break from driving should be taken for 11 hours. 

 
7.2.4 Alcohol and drugs 

• Being under the influence of alcohol or illegal/recreational drugs whilst at work is strictly 
prohibited.  

• Medical opinion should be sought as appropriate to determine fitness to drive should team 
members be taking medicines or undergoing medical treatments. 

 
7.2.5 Accidents 
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• Should a team member be involved in a road traffic accident whilst driving for work, the 
accident must be reported to their line manager, and if applicable, the Police informed. 

• All road traffic accidents should be reported, recorded and investigated as per the 
Aspiration Training Accident/Incident reporting procedure. 

 
7.2.6 Insurances and Licenses 

• Team members, who use their own vehicles for business use, must ensure they inform 
their insurance company. You require Business Use insurance cover. 

• Team members, who are required to drive as part of their job role, must have a full driving 
license and their own transport. 

• Copies of driving licenses must be provided on the commencement of employment and 
checked for changes annually. 

• Should any changes to the license or insurance cover occur, the team member must notify 
the Human Resources function immediately.  

 
7.2.7 Vehicle Maintenance 

• Team members who use their own vehicles for business use must ensure they are suitable 
maintained and where appropriate have a valid MOT certificate. 

• Team members should check that their vehicle is road worthy before setting out on any 
business journey. 

 
7.2.8 Driver checklist 

• Have you planned your journey in such a way that risks are reduced as far as possible? 

• Is the vehicle you are driving in a good state of repair? 

• Are you fit to drive? If you are not sure, do not take any chances. 

• Have you arranged your journey so that a break is taken at least every two hours? 
 
 
7.3 New and expectant mothers 
The Management of Health and Safety at Work Regulations place on employers a specific 
obligation to take account of risks to which pregnant workers may be particularly susceptible while 
at work. 
 
The regulations specify a hierarchy of risk management measures, commencing with a mandatory 
risk assessment, which needs to be considered when determining which preventative or control 
measures to implement. 
 
This procedure contains general guidance on the procedure to be followed when a team member 
gives notice of a pregnancy. 
 
This procedure can also be read in conjunction with the HSE booklet “New and Expectant Mothers 
at Work – a guide for Health Professional” indg373. 
 
7.3.1 Introduction 

a) Under the Management of Health and Safety at Work Regulations, employers are required 
to take account of the particular risks to new and expectant mothers whilst undertaking 
statutory risk assessments. 

b) Risk assessments are completed by Line managers and checked by a competent person. 
c) The term new and expectant mother refers to a woman who is pregnant, who has given 

birth during the previous 6 months (either to a live child or miscarried after 24 weeks) or 
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is breast-feeding. The risk assessment must take into account the risks to the mother and 
the unborn child or breast feeding infant. 

d) The particular risks to new and expectant mothers may be both specific and nonspecific 
and will vary with the working environment, work undertaken, and the individual 
concerned. Specific hazards may include mechanical, psychosocial and biological. 
Nonspecific problems are more general and will apply to all pregnant women. 

e) The employer, on being notified of the maternity must re-evaluate existing assessments 
of the risks to which the team member may be exposed. Within the company, the 
obligation to assess the work-related risks rests initially with the manager or project leader 
responsible for the activity. See table 1 guidance on hazards and their implications on 
new and pregnant mothers. 

f) Reference should also be made to the companies ‘Maternity Policy’ which sets out the 
statutory rights and procedures applying to pregnant workers. 

g) Women of childbearing capacity should be aware of hazards at work and the potential 
risks should they be pregnant or breast-feeding. Most hazards are rarely relevant to 
working women, but because the risks are generally greatest in early pregnancy, advice 
may be needed before conception. 

h) The Workplace (Health and Safety at Welfare) Regulations recommends that facilities be 
provided for workers who are pregnant or breast-feeding to rest and be conveniently 
situated in relation to sanitary facilities. 

 
7.3.2 Risk Management 
In order to address the needs of new and expectant mothers all of the following steps need to be 
considered: 
 

• Formal risk assessment where it is thought that elements within the work or working 
environment might pose a risk to pregnancy or breast-feeding. 

• Preventative or protective measures. 

• Temporary adjustment of working conditions or hours. 

• Temporary suitable alternative work. 

• Temporary suspension from work. 
 
7.3.3 Risk Assessment 
Risk assessment should take account of the work practices and processes, working conditions 
and the physical, mechanical, psychosocial and biological hazards. A formal review of existing 
risk assessments should be undertaken and reviewed regularly as the pregnancy advances and 
on return to work after maternity leave. It is advised to use a general risk assessment procedure 
as outlined in: 
Risk Assessment for New and Expectant Mothers. Table 1 Guidance on hazards and their 
implications for new and expectant mothers also applies. Any preexisting medical condition or 
disability may also be relevant. 
 
If a risk is identified during pregnancy, then appropriate means of controlling the risks are required. 
 
7.3.4 Preventative or Protective measures 
If the risk assessment shows there is a risk, the employer is obliged to introduce the preventative 
or control measures as stated in column 3 of table 1. These measures should be supplemented 
as necessary with the controls required under specific legislation such as the COSHH regulations, 
the Ionising Radiation Regulations and the Manual Handling Regulations. 
 



33 
 

7.3.5 Temporary alteration of working conditions or hours of work 
If prevention or protection would not control the risks, the employer must temporarily alter working 
conditions or hours of work if it reasonable to do so. 
 
7.3.6 Temporary suitable alternative work 
If the above step is not a reasonable option, suitable alternative work should be found. A specific 
example in the law is that of night workers who should be offered day work if this is supported by 
a medical certificate from a doctor or midwife. 
 
7.3.7 Temporary medical suspension from work 
If no suitable alternative work is available to control the risks, the new or expectant mother must 
be suspended from work as long as is it necessary to control the risk. She is entitled to full pay 
unless she has been unreasonable in not accepting alternative work. 
 
 
Table 1 Guidance on hazards and their implications for new and pregnant mothers 
 

Hazard Potential risk to new or 
expectant mother or her child 

Action for prevention or control 

Physical   

Ionising 
Radiation 

Significant exposure can harm 
the foetus. Contamination of the 
skin may expose a breast-fed 
child. 

Reduce exposure as low as is 
reasonably practicable and follow 
statutory dose limits for pregnant 
women. 

Electromagnetic 
Fields 

No specific risk. There has been 
considerable unproven public 
concern about miscarriage and 
birth defects caused by working 
with display screen equipment. 

Give concerned individuals the 
opportunity to discuss their concerns 
with the technical director. 

Vibration Low frequency vibration or 
excessive movement may cause 
increased risk of miscarriage. 

Avoid. 

Environmental 
Tobacco smoke, 
dusts, vapours, 
fumes etc. 
See also, 
hazardous 
substances 
below 

The mutagenic and carcinogenic 
effects of tobacco smoke are 
well known. Smoking in 
pregnancy can cause growth 
retardation and respiratory 
problems in infants. There is 
increasing evidence of adverse 
effects in relation to passive 
smoking. 

All pregnant women should be 
encouraged to stop smoking. All 
workplaces are now non-smoking. 

Heat Pregnant women are less 
tolerant of heat stress. 

Avoid. 

Biological 
infection 

Many biological agents can 
affect the unborn child if the 
mother is infected in pregnancy. 
There may also be a risk of 
transmission in breast milk. e.g., 
HIV, Hepatitis, TB, chicken pox 
and typhoid. 

Risk assessment should take account 
of the nature of the agent and risk of 
infection. 
Containment, use of PPE, vaccination 
or total avoidance of exposure may be 
appropriate. 
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Some agents may cause birth 
defects or abortion, e.g., 
German measles (rubella), 
cytomegalovirus, toxoplasmosis 
and chlamydia. 

Chemical 

Hazardous 
Substances 

Over 200 substances may be 
hazardous to new or expectant 
mothers. Substances assigned 
the following risk phrases should 
be identified: 
R40 – possible irreversible 
effects 
R45 – may cause cancer 
R46 = heritable genetic damage 
R47 – birth defects 
R60/62 – may impair fertility 
R61/63 – may harm foetus 
R64 – may harm breast feeding 
babies 

Particular attention should be given to 
performing COSHH risk assessments 
with new or expectant mothers. 
 
Work should be restricted until a risk 
assessment is undertaken and any 
identified risks prevented or controlled. 

Lead and Lead 
derivatives 

Exposure to high levels of lead 
may cause spontaneous 
abortion or still birth. Lead may 
enter breast milk and may 
reduce intellectual performance 
in children. 

Maximum permissible blood lead 
levels are lower in women of re 
productive capacity. Once pregnant, 
women are subject to statutory 
medical surveillance by an appointed 
doctor. Under the control of the Lead 
at work regs, they will normally be 
suspended from work. 

Mechanical 

Manual 
Handling 

Hormonal changes in pregnancy 
may increase the risk of ligament 
injuries. Advanced pregnancy 
may cause postural problems. 
Particular care should be taken 
in the first three months after 
giving birth. Manual handling 
may be dangerous within 3 
months of having a caesarean 
section. 

Avoid manual handling of loads where 
reasonably practicable and in all 
cases perform regular risk 
assessments as the pregnancy 
advances and after delivery. 

Confined 
Spaces 

Increasing size as pregnancy 
advance may make work in 
confined spaces (including 
workstations in cramped office) 
uncomfortable and possibly 
dangerous. 

Review workplace ergonomics and 
environment. 

Use of PPE Use of PPE may be difficult and 
possibly ineffective as 
pregnancy advances. Work 

Regular risk review and/or new work 
clothing. 
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clothes may cause unnecessary 
discomfort or restriction. 

Psychosocial  

Fatigue Fatigue from standing and other 
heavy physical work has been 
associated with premature birth, 
low birth weight and miscarriage. 

Avoid excessive hours and workloads. 
Allow team member to have some 
control over organising work. Provide 
suitable rest facilities. 

Shift Work No specific known risks unless 
preexisting medical condition. 

A GP or midwife may certify a 
pregnant woman unable to do night 
work. 

Preexisting 
medical 
conditions 

All the above advice assumes a 
healthy individual with no 
preexisting medical conditions or 
disability. Risk may be greatly 
increased in the presence of 
disease or disability. 

Refer to own GP. 

 
 
 
 

• The risk assessment will be reviewed annually or if circumstances change to render the 
original assessment invalid or in need of further assessment 

 
 
7.4.4 Training 
The manager shall be responsible for ensuring the team member has access to sufficient health 
and safety training to enable them to work safely from home. 
 
7.4.5 Insurance 
Working from home may affect an individual’s insurance cover; team members will be responsible 
for making enquiries with their own insurance provider. 
 
 
7.4.7 Further information 

• Information on working with computers and maintaining good posture is provided in the 
Health and Safety Executives Guidance, working with VDU’s. 

• Information on fire safety in the home is available on the Fire Kills and Home Fire Safety 
websites. 

 
7.4.8 Monitoring and review processes 

• This Policy will be routinely reviewed on an annual basis and where there are changes to 
regulatory requirements. 

• Such reviews will be undertaken by the Chief Executive supported by Senior Managers. 

• Data and performance targets associated with this strategy will be reviewed on a quarterly 
basis by the Board of Directors. 
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