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Section A

General Statement of Policy

IB2k Ltd is contracted by UfI to run the following learndirect Centres; Scarborough, Bridlington and Hull.  It is our policy to provide and maintain safe and healthy working and learning conditions, equipment and systems for all our employees and learners in the Learning Centres and to provide such information, training and supervision they require for this purpose.  We aim to ensure that the arrangements for health and safety for all are clearly identified and communicated in order to provide a safe working and learning environment.

We accept our responsibility for the health and safety of other people who may be affected by our activities such as visitors, sub - contractors and delivery personnel.

This statement will be kept up to date, as the nature and size of the organisation changes, and in relation to new and amended legislation.

All amendments and additions affecting legislation in relation to health and safety at work will be actioned and communicated to IB2k Ltd employees, employers and learners.

Each Learning Centre within the IB2k Ltd learndirect network has its own discrete statement of arrangements, which show how the health and safety requirements apply at each location. These are communicated to staff and learners. 
It is the policy of IB2k Ltd, that so far as is reasonably practical; every possible step will be taken to ensure the health and safety at work of all employees of the Company.  IB2k Ltd will work with the staff and learners to make sure appropriate safeguards against exposing them to risks to their health and safety are in place, and conduct its activities with appropriate safeguards against exposing the public to risks to their health and safety. 

The allocation of duties for safety matters and particular arrangement, which we will make to implement the policies, are set out in the following pages.

Responsibilities 

These procedures cover the framework for health and safety that exists within IB2k Ltd and how its statement on health and safety is implemented.

· The Health and Safety Manager is responsible for developing and implementing a health and safety training plan for IB2k Ltd staff and for ensuring that staff awareness’ of health and safety issues is kept up to date. This includes judgements of potential risk under POVA. (See POVA policy).
· The Health and Safety Manager is responsible for the regular review of health and safety arrangements.

· The Health and Safety Manager is responsible for delegating the recording of Health and Safety issues.  The data will cover all IB2k Ltd employees and will comprise of information on risk assessments, complaints, incidents and accidents.  
· The Health and Safety Manager is responsible for the health and safety of all learners within the Learning Centres and for the implementation of health and safety policy.  To this end The Health and Safety Manager will take all necessary steps for securing the health, safety and welfare of all learners on Ib2k Ltd’s premises. This will be to the same extent and in the same manner as an employer is required to do in relation to employees, under the relevant health and safety legislation in force in Great Britain.

· Whilst a learner is continuing on a course within their Learning Centre, the Health and Safety Manager will monitor the health and safety of each and every learner including remote learners.

· The Health and Safety Manager person is responsible for the regular review of health and safety and POVA arrangements.

· The Health and Safety Manager is responsible for ensuring appropriate levels of training for all employees, including updates on legislation changes.

Employees of IB2k Ltd and all learners or visitors to IB2k Ltd’s premises and Learning Centres are responsible for their own actions and inaction’s, including the responsibility to act at all times in compliance with the health and safety policy, and to notify the appropriate appointed person of any non–compliance.

Arrangements 

IB2k Ltd will at all times ensure that

· There is a Health and Safety Manager responsible for the implementation of health and safety policy.

· Details of the health and safety policy are communicated to all employees of IB2k Ltd, learners and visitors. 

· IB2k Ltd and their sub-contractors are registered with the appropriate enforcing authority where required by law, and comply with statutory requirements and any regulations that apply.

· IB2k Ltd employees, learners, visitors and sub-contractors are covered by relevant insurance. 

· IB2k Ltd employees receive health and safety training appropriate to their duties and that health and safety training, both general and occupationally specific, is built into all training programmes and documented for each employee and staff member and reviewed every 6 months. 

· Learners receive appropriate in-depth health and safety induction and that this is recorded and maintained for audit purposes. 

· Safe working practices are incorporated into all IB2k Ltd activities, including the free provisions of personal protective equipment where necessary. See also POVA policy.
· IB2k Ltd and their sub-contractors will provide appropriate levels of supervision. 

· IB2k Ltd employees and learners will be kept informed of developments and changes in regulations and legislations as appropriate to their work or training.

Section B – General Arrangements 

Accident reporting procedures

A separate procedure has been established to ensure that accidents and incidents are reported and investigated in accordance with the requirements of Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) and the IB2k Ltd contractual obligations. 

RIDDOR places a legal duty on employers, the self employed and those in control of premises to report work-related accidents, diseases and dangerous occurrences to the relevant enforcing authority for their work activity.  Incidents of this nature can be reported directly to the RIDDOR Incident Contact Centre (ICC) who will in turn notify the Health and Safety Executive or Local Authority as appropriate.  The law requires the following work related incidents to be reported:

· Deaths

· Major injuries

· Over 3 day injuries (where an employee, learner or a self employed person has an accident and the person is away from work or unable to work normally for more than 3 days)

· Injuries to members of the public where they are taken to hospital

· Work related diseases and

· Dangerous occurrences (where something happens that does not result in a reportable injury but which could have done)

The prompt notification of RIDDOR reportable events is a legal requirement.  Do not wait until you have carried out a thorough investigation before you report to the ICC.  In the event of an incident reportable under the RIDDOR regulations the Health and Safety Manager will:

· Notify forthwith the ICC by the quickest possible means

· Within 10 days send a report on the relevant HSE form to the ICC.

All accidents involving IB2k Ltd employees or learners under the supervision of Learning Centre staff will be firstly recorded in an Accident Book and investigation, recording and reporting action taken in line with Health and Safety requirements.  Following this, the accident must be recorded on an official injury report form (Annex A) and a copy forwarded immediately to the Health and Safety Manager.  Once received, information concerning the accident, investigation and outcome will be reported to Ufi.  Under no circumstances should learners be recording their own accidents on the official Learning Centre injury report form. 

All major accidents will be reported immediately either by direct personal contact or by telephone to the Health and Safety Manager.

The Health and Safety Manager safety will maintain a copy of documentation relating to accidents reported to them on file and will inform both the LLSC and Ufi.

First Aid Procedure 

In the event of an accident requiring First Aid all IB2k Ltd staff will ensure that the following procedure applies:
· Contact should be made with a qualified First Aider or Appointed Person.

· The First Aider will determine if the injury is of a minor nature and can be treated as such.

· If there is any doubt regarding the extent of the injury, then the injured person will be taken to the nearest casualty department, or the ambulance service contacted.

· Any incident must be recorded in an appropriate Accident Book.  Following this, the accident must be recorded on an official injury report form and a copy forwarded immediately to the Health and Safety Manager.  Once received, information concerning the accident, investigation and outcome will be reported to Ufi and the LLSC where necessary.

· A list of current qualified First Aiders is maintained by IB2k Ltd and information displayed in a prominent place for all individuals to see.

Fire or Emergency Evacuation Safety Procedures 

The Ib2k Ltd Health and Safety Manager should ensure that a Fire Procedure / Emergency Evacuation Procedure specific to IB2k Ltd or it’s Learning Centre premises is in place and that all employees of IB2k Ltd and learners are made aware of the procedure during Induction.  Induction should contain the following details:

· The procedure detail instructions to be followed in the event of fire or other emergency evacuation.  These procedures should be prominently displayed on a notice board accessible to all individuals.

· Ensure that any IB2k Ltd employee or learner who may require additional support to evacuate the premises is allocated a buddy and a separate procedure is in place to ensure the safety of both individuals.

· There will be scheduled tests on individual fire alarm points in order to test that they are in working order and the audibility of the system is satisfactory.  Records will be maintained of these tests for health and safety audit purposes.

· Escape routes in the case of fire or emergency evacuation are all clearly indicated by the statutory fire exit signs. 

· Appropriate fire fighting equipment relevant to the area of operation is situated throughout the building.

· The fire extinguishers are checked in accordance with the official suppliers’ recommendations. Refills for water, dry powder and carbon dioxide exiting ushers are carried out by an approved supplier. 

POVA – Protection of Vulnerable Adults or Children Procedure

See POVA policy.

Health and Safety Inspections

To ensure that Learning Centres maintain a safe place for learners the Health and Safety Manager will, as part of their duties, conduct health and safety Inspections on Learning Centre premises regularly through the year using the Health and Safety Checklist at Annex B.

The Health and Safety Manager will maintain records of these health and safety Inspections on file for health and safety audit purposes
Contractors and visitors 

The IB2k Ltd Health and Safety Manager will ensure that all welfare facilities, including toilet facilities, and fire drill arrangements are explained to short stay visitors.  Extended stay contractors and visitors are made aware of the procedures and practices documented in the IB2k Ltd Health and Safety policy. 

Work undertaken by outside contractors on IB2k Ltd premises, which may involve hazard or risk to IB2k Ltd employees or learners, are identified before any work commences and suitable safety precautions are implemented. 

Section C – Hazards
Risk Assessments

The IB2k Health and Safety Manager shall carry out a formal risk assessment on a six monthly basis using the checklist at Annex C.  These risk assessments will be recorded and the agreed actions reviewed regularly. On completion of the risk assessment copies should be retained for health and safety audit.  
Housekeeping and Premises

The IB2k Health and Safety Manager is to ensure that IB2k Ltd premises are maintained in a safe and orderly manner.

Routine checks of all IB2k Ltd premises will be carried out by The Health and Safety Manager. These checks are designed to ensure that there are no hazards and to certify that there are qualified First Aiders available during the Office / Learning Centre opening times. 
Electrical Equipment

All IB2k Ltd employees or Learning Centre staff supervising learners using electrical equipment should ensure by visual inspection that plugs, cables and connections are in a safe condition prior to use.

The IB2k Ltd Health and Safety Manager is responsible for making contractual scheduled arrangements for inspection of all electrical equipment and systems.

All fixed electrical installations e.g. wiring sockets etc are checked every 2 – 3 years by an external authorized company contracted by Ib2k Ltd.

Any new electrical installation or alteration to existing systems will only be undertaken by an approved and authorized person or agency.

Manual Handling

Manual handling must be avoided if a safer way is practicable.

The IB2k Ltd Health and Safety Manager will ensure that:

· Employees of IB2k Ltd and learners avoid manual handling where there is a risk of injury.

· Employees of IB2k Ltd and learners should be trained in safe lifting techniques.

· They assess the risk of injury from any hazardous manual handling that cannot be avoided.

· They always seek to reduce the risk of injury from hazardous manual handling.

Display Screen Equipment

Workers or learners using visual display equipment units need well-designed work areas with suitable lighting and comfortable, adjustable seating.  This helps to reduce eye strain, headaches and back or upper limb problems.  No special precautions are necessary against radiation.

The IB2k Ltd Health and Safety Manager will ensure that:

· Regular assessments are made of the display screen stations and take all steps to reduce any risks to users.  Maintain records of checks made.

· Train and inform display screen users about the Health and Safety aspects of the work or learning.

· All employees of IB2k Ltd and learners are made aware of the Health and Safety Rules of PC Use leaflet (Annex D)

· Plan work and learning activities so that there are breaks or changes of activity are scheduled one every two hours.

· Provide eye tests for regular PC users on request and at regular intervals afterwards, and special spectacles where recommended by an optometrist.

Signed:    ………………………………………Date: ……………………..

Name:  Philip Beadnall – Commercial Director of IB2k Ltd

