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Health & Safety Policy and Procedure 
 
Note: 
This is the health & safety policy for the training company, Development Trading (Education) 
Ltd. The policy covers employees, apprentices, learners and the public who may be affected 
by our activities policy. Additionally, it covers: 
 

• The health and safety of apprentices in our care 
• Lines of responsibility for health and safety in our organisation 
• How we identify risks 
• The arrangements we put in place for key risks 
• Our procedure for accident or ill health of apprentices 

 
 
 
Health and Safety Policy Statement 
 
This policy is in accordance with the Health and Safety at Work Act 1974 and all other 
relevant legislation, and applies to all Development Trading (Education) Ltd. sites and 
activities. The Managing Director is responsible for ensuring policy formulation and 
development, and that it is implemented throughout the organisation by the operational 
management teams. 
 
Development Trading (Education) Ltd. demonstrates our commitment to a safe working 
environment through its Directors and Senior Managers, who fully accept responsibility 
for the health and safety of our employees, apprentices, learners and the public who may 
be affected by our activities. The Company will ensure that adequate resources and time 
are available to carry out this policy and monitor its implementation. 
 
This policy is implemented by active cooperation of all the Company’s employees 
through the process of hazard identification, risk evaluation and control. Effective 
implementation of this policy will contribute to improved business performance by the 
setting and reviewing of objectives, which are set against improving safety 
performance. Compliance with legal requirements is considered as a minimum level to 
be achieved and we will seek, through a programme of continual improvement, to 
achieve higher than regulatory standards. 
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The continuing development, education and training of employees will be a key activity 
in the implementation of the health and safety management systems. Adequate 
resources will be committed to ensure that health and safety objectives are achieved. 
 
The Company recognises the importance of consultation with employees, apprentices 
and their employers and will implement a communication system to encourage active 
participation in improving health and safety, and in their implementation of the 
arrangements outlined in this policy. 
 
This policy statement is communicated to all employees, apprentices and their 
employers. It is reviewed at least every twelve months or more frequently if changes 
are made due to deficiencies highlighted by a risk assessment, review, new legislation 
or by business development, with any revisions being further communicated to all 
employees, apprentices and their employers. 
 
 
Health and Safety Management 

The Corporate Health and Safety Policy Statement and the details contained in this 
Health and Safety Policy document form the framework by which Development Trading 
(Education) Ltd. will manage its health and safety risks and associated legal 
requirements. 

 
Development Trading (Education) Ltd. is committed to providing a safe and healthy place 
to work and to ensuring that its staff, apprentices. learners and any others are not placed 
at any unnecessary or unacceptable risk by our activities. We will strive to: 
 

• Prevent accidents and ill health to our staff and others affected by our work, 
including apprentices, learners, contractors, members of the public and business 
associates 

• Address with a formal procedure any accident or ill health of apprentices 
• Consider the notion of well-being as integral to our health and safety policy 
• Clearly state the lines of responsibility for health and safety in our organisation 

and ensure health and safety is integral to line management processes and 
decisions 

• Establish a culture that supports the control of risk by promoting active personal 
involvement, safe behaviour, teamwork and cooperation 

• Reduce health and safety risks through the continued development of a 
systematic assessment approach 

• Continuously and cost effectively improve our health and safety arrangements and 
performance 

 
 
Scope 

This policy sets out the means to achieve and maintain adequate standards of health and 
safety at work across the business and applies to all Development Trading (Education) 
Ltd. employees, apprentices and learners, freelance staff, visitors, and temporary and 
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casual staff, wherever they are directed to work. 

It is the responsibility of all Managers to ensure the health and safety of staff, apprentices, 
learners and others who may be affected by those activities under the control of 
Development Trading (Education) Ltd. 
 
The management of health and safety is integral to the work of Development Trading 
(Education) Ltd. and consequently, this policy will be closely linked with other 
Development Trading (Education) Ltd. policies and guidelines. Health and safety are 
embedded and integral to any review or creation of guidelines affecting work activities.  
Guiding Principles 

To achieve its health and safety aims Development Trading (Education) Ltd. follows the key 
principles of: 

 
Commitment: Managers at all levels of the organisation will demonstrate personal 
leadership and commitment. 

 
Line Management Ownership and Responsibilities: Ownership, accountability and 
responsibility for matters of health and safety will be the responsibility of line managers 
and cascaded throughout the organisation. 

 
Knowledge and Skills: All employees and contractors will be competent to perform 
their work safely and will be required to apply good practice in health and safety, 
especially as it appertains to apprentices. 

 
Managing Risks 

• Effective arrangements will be in place to ensure that risks are assessed and 
that arrangements are implemented which lead to safe and healthy activities, 
safe learning and working environments and equipment  

• Business planning will address the control of health and safety risks and ensure 
that resources are allocated according to risk priorities 

• Change (organisational or operational) will be managed to consider and 
adequately control any health and safety implications that may arise. 

 
Communication, Cooperation and Coordination 
• Activities with third parties (e.g. contractors, suppliers, business associates, 

partners and joint ventures) will be effectively controlled and coordinated with 
clear allocation of accountability and responsibility 

• Arrangements will be in place to exchange information on risks and the 
arrangements for their control with all applicable parties 

• Arrangements will be in place to ensure adequate communication and consultation 
with staff. Health and Safety will be a standing agenda item on all SMT meeting 
agendas. 

 
Continuous Improvement 
• Safety performance, including compliance with statutory requirements and the 

implementation of this policy, will be measured, monitored and reviewed 
• Continuous improvement will be maintained through the application of systems 
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to ensure that health and safety performance is monitored and measured 
objectively, and that timely preventative and corrective actions are taken 

 
 
These principles apply across all areas of the business. The principles create an effective 
framework to maximise the contribution of individuals and groups whilst recognising that 
health and safety is also a line management responsibility. 
 
This framework, through a systematic approach and commitment from all staff supports 
Development Trading (Education) Ltd.’s commitment to ongoing improvement in its health and 
safety arrangements. 
 
 
Responsibilities 

To ensure that the Health and Safety Policy is successfully managed within the organisation, 
the following responsibilities have been allocated across the organisation: 

 
Managing Director  
The Managing Director shall provide leadership and direction by ensuring: 

• responsibility for the Health and Safety Policy implementation across the Company 
• the Company receives competent health and safety advice where required 
• staff, apprentices, learners, contractors and business associates are 

sufficiently trained and competent in their health and safety responsibilities 
• adequate resources are available to meet the requirements of this policy 
• ensuring that the workforce, particularly safety representatives, are consulted 

properly on health and safety matters and that their concerns are reaching the 
appropriate level 

• systems are in place to confirm the organisation’s risks are assessed and that 
sensible control measures are established and maintained 

• audits and inspections are undertaken to ensure that the Senior Management 
Team use results to improve and inform operational performance 

• Senior Management Team receive regular health and safety performance data 
and reports on injuries and work-related ill health 

• proposed changes in working arrangements that have significant implications 
for health and safety are brought to the attention of the Senior Management 
Team. 

• facilities, resources and requirements necessary for effective compliance with 
the policy are properly provided for 

• learning environments outside the Company premises are assessed for health 
and safety suitability, prior to the apprenticeship programme taking place 

• instigate an investigation and, if necessary, disciplinary procedures (in compliance 
with the Company’s disciplinary rules) where there is an evident failure to achieve the 
safety regulations, Company safety policy and good health and safety practice  

 
 
Senior Managers 
Will ensure: 
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• staff and apprentices under their direct control implement safe working 
practices at all times while carrying out Development Trading (Education) Ltd. 
undertakings 

• new staff and trainers under their control are competent in their respective 
vocational areas and are appropriately trained on an ongoing basis to 
maintain this competency, ensuring that ongoing information, instruction 
and training is given to all employees and apprentices and where required 
ensure that the safety responsibilities of new employees and training staff 
are communicated to them as part of their induction 

• staff involved in the production and maintenance of health and safety records keep 
such records up-to-date and available for inspection 

• action any safety reports and/or correspondence concerning operational areas under 
their supervision in conjunction with the Managing Director and the Operations 
Director (nominated Health and Safety Lead) if required 

• appropriate health and safety assessments, vetting and statutory requirements are 
carried out for any properties under their control; this includes employer premises 
and other training provider locations where delivery is in partnership 

• ensure that any equipment, plant and substances that are used for Company 
undertakings are suitable for the task and are in good working condition, including the 
regular maintenance and servicing of plant and equipment 

• ensure that an up-to-date statement of the Company Health and Safety Policy is 
brought to the attention of all employees and that a copy is readily available at all 
locations under their control 

 
The Operations Director is the nominated Apprentice Health and Safety Lead 
They will ensure: 
 

• apprentice health and safety are given focus, made relevant, is achievable, 
embedded into daily activities and is continuously monitored 

• apprentice health and safety are a key performance indicator and is reported 
to the MD and Senior Managers 

• requirements of The Regulatory Reform (Fire Safety) Order 2005 (FS0) are 
maintained throughout all buildings used by Development Trading (Education) 
Ltd. where required 

• safe conditions are maintained across all buildings and that periodic safety 
audits and inspections are carried out 

• legal documents, statutory registers and insurance certificates are monitored and 
kept on premises and ensure that the necessary statutory abstract notices are 
displayed 

• provide competent advice and guidance on all health and safety matters to the 
Managing Director, Senior Managers, apprentices and learners and all other staff 
when required 

• apprentice accidents are recorded and reported to the MD and Senior Managers 
and made available to inspectorate bodies when required (subject to GDPR). All 
accidents and incidents are properly recorded, reported and investigated, 
including the production of any internal reports, highlighting recommendations to 
the MD and Senior Managers where appropriate 

• report any RIDDOR reportable accidents to the relevant authorities within the 
required timescales, including liaising with any external agencies if required (the 
funding provider incident reporting requirements will be followed for RIDDOR 
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events involving apprentices, learners) 
• employees, contractors, apprentices, learners and visitors are made aware of 

safety procedures 
• take further, immediate and appropriate steps to investigate and rectify any risks 

to health and safety arising from any Development Trading (Education) Ltd. work 
activity 

• inform the relevant Senior Manager, in writing, of any health and safety issues that 
require attention 

• report to the Senior Management twice yearly, detailing health and safety 
performance, recorded accidents and actions required 

• provide ad hoc health and safety training when required by staff to ensure that 
the Company’s undertakings are not put at risk 

• assess and advise on health and safety training needs for delivery and 
assessment staff 

• promote and participate in health and safety initiatives and activities as required 
• monitor procedures and policies relating to the safety of apprentices and other 

learners 
• apprentices and other learners have been provided with their entitled information 

regarding health and safety 
• advise management and staff on all aspects of health, safety and welfare relating 

to apprentices and other learners, to ensure compliance with  
• provide training and advice on the completion of the vetting process, risk 

assessment and other related topics 
• schedule risk assessment activity and individual apprentice or learner risk 

assessments as required 
• monitor the maintenance of statutory records, reports and notification procedures 
• prepare statistical information relating to apprentices and other learners’ health, safety 

and welfare 
 
 
Training Delivery Staff including Associate Trainers 
They will ensure: 
 

• they lead by example and that all apprentices and learners follow Company 
safety policies at all times while under their control 

• apprentices and learners under their control are aware of the risk 
assessments in place for each activity and follow them at all times 

• ensure that apprentices and learners wear Personal Protective Equipment 
(PPE) in training sessions that require it, and that any apprentices, learners with 
items missing are challenged and requested to comply with the procedures set 
out 

• ensure that all apprentices and learners have been provided with their entitled 
information regarding health and safety 

• report any learner accidents, incidents and near misses to the training centre 
management team immediately 

• carry out regular safety talks to apprentices, learners based on the courses 
being taken and the relevant risk in the activity 

• they know who the nominated First Aider and Fire Warden is and how to 
contact them prior to starting a training session. Separate information on the 
duties of First Aiders and Fire Wardens is available from the Company. 
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Other Employees 
They will ensure: 
 

• compliance with statutory legislation, Health and Safety Policy and all other work-
related procedures at all times 

• take reasonable care of themselves and of anyone else who may be affected by 
their work 

• use the correct tools and equipment for the job and ensure that they are kept in 
good condition 

• understand the emergency procedures of the Company and for the building they 
are working from 

• work in accordance with information and training that has been provided to ensure 
their own safety and that of their colleagues, apprentices and other learners 

• make use of safety aids, appliances, equipment and PPE where necessary 
provided adequate training has been provided on their use beforehand 

• refrain from intentionally misusing or recklessly interfering with anything that has 
been provided for health and safety reasons 

• report any hazardous defects in their workplace or any plant/equipment, or 
shortcomings in any existing safety arrangements to a Senior Manager, while 
making the area/equipment safe if possible 

• not undertake any task for which authorisation and/or training has not been given 
• attend any health and safety training as required for their role 
• cooperate in keeping welfare facilities clean and tidy 
• know where the first aid box and first aiders are within their respective offices 
• ensure that corridors, office floors and doorways are kept clear and free from 

obstruction 
• report any accident, incident or near miss, however minor, to the Operations 

Director who is the nominated Apprentice Health and Safety Lead at the earliest 
opportunity. 

 
 
Apprentices 
They will ensure that they: 
 

• attend health and safety training at induction and ongoing at progress meetings  
• prior to any training be mindful of specific health and safety risks appertaining to the 

scheduled training and regularly familiarise and remind themselves of healthy and 
safe practices 

• take reasonable care of themselves and of anyone else who may be affected while 
undertaking the 20% off the job part of their apprenticeship with Development 
Trading (Education) Ltd. 

• use the correct tools and equipment during training and ensure that they are kept in 
good condition 

• understand the emergency procedures of the Company and for the building they are 
training in 

• work in accordance with information and training that has been provided to ensure 
their own safety and that of other apprentices and others 

• make use of safety aids, appliances, equipment and PPE where necessary provided 
adequate training has been provided on their use beforehand 
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• refrain from intentionally misusing or recklessly interfering with anything that has 
been provided for health and safety reasons 

• report any hazardous defects or any plant/equipment, or shortcomings in any 
existing safety arrangements to their trainer  

• cooperate in keeping welfare facilities clean and tidy 
• know where the first aid box and first aiders  
• report any accident, incident or near miss, however minor, to the Operations Director 

who is the nominated Apprentice Health and Safety Lead at the earliest opportunity. 
 
 
 
How we identify the Health and Safety risks of apprentices and the arrangements we 
put in place for key risks 
 
The apprenticeship training that Development Trading (Education) Ltd. undertakes is mainly 
within the passenger transport sector which is a high risk and high stakes environment for 
training, especially driver training. The following steps are taken to identify and mitigate risks: 
 

• Known risks are rated according to their frequency and criticality 
• We work closely with the apprentices’ employer to ensure our policies and procedures 

are streamlined ensuring apprentices do not experience dissonance between employer 
procedure and our procedures with respect to the 20% off the job training element of 
their apprenticeship 

• As part of our onboarding process we ensure that every apprentice is made aware of 
our health and safety policy and welfare statement. Time is taken to ensure that there 
is an understanding of both Development Trading’s responsibilities and those of the 
apprentice 

• We work to engender a sense of responsibility, self-awareness and care for the health, 
safety and welfare of others amongst our apprentices 

• At the start of every training day the trainer and delivery team undertake a dynamic risk 
assessment (e.g. on a driver training day particular attention may be given to inclement 
weather) 

• We undertake regular safety drills to ensure apprentices are familiar with emergency 
procedures 

• Our first aider and fire wardens have received special training appertaining to commonly 
presented injuries or categories of fire in the context of our training environment 

• We undertake regular monitoring of health and safety (see below). 
 
 

The arrangements we put in place for key risks includes making apprentices aware that: 
 

• We have an apprentice positive behaviour strategy and that contraventions of our 
expectations regarding health and safety may invoke the strategy and its accompanying 
disciplinary measures 

• Health and safety forms part of our regular monitoring of apprentice performance at 
monthly progress meetings 

• We will intervene if anyone and, in particular, an apprentice is acting in a manner which 
may endanger themselves or other persons present. We explain to the apprentice the 
reasons why Development Trading staff have intervened 
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• We will inform their employer of relevant health and safety incidents involving 
apprentices 

 
 
Procedure for accident or ill health of apprentices 

Stage One: Incident Handling - Make safe and deal with incident/accident/ill-health in line 
with best practice guidelines or emergency procedures 

Stage Two: Reporting - Report any accident, incident or near miss, or ill health of the 
apprentice, however minor, to the Operations Director who is the nominated Apprentice 
Health and Safety Lead at the earliest opportunity 

Stage Three: Recording – the appropriate record of the incident/accident/ill-health of the 
apprentice is undertaken and submitted to the Operations Director within 24-48 hours 

Stage Four: The report is reviewed. An investigation may be commissioned depending on 
the nature and criticality of the incident. Subsequent lessons learnt or new risks identified are 
entered on the Health and Safety Log and/or Risk Register and the information fed into 
apprenticeship KPIs and reported up to the Senior Management Team. In some cases, it may 
be necessary to report to the Senior Manager responsible for safeguarding. (Please see the 
Development Trading (Education) Ltd. Safeguarding Policy).  

Stage Five: The Senior Management Team feed lessons learnt into relevant continuous 
improvement or quality improvement plans. The health and safety objectives and action plan 
may be amended and additional monitoring undertaken. 
 
 
Health and Safety Performance Monitoring 
 
Objectives 

Our health and safety objectives and action plan are set by the Managing Director and 
Senior Management Team and monitored by the Development Trading (Education) Ltd. 
Operations Director who is the nominated lead for apprentice health and safety. This will 
provide a systematic appraisal of performance with a view to enhancing standards. 

 
Monitoring 

Overall performance against the Development Trading (Education) Ltd. health and safety 
objectives and action plan and any key performance indicators are collated and reported 
periodically to the Senior Management Team by the Operations Director (nominated 
Apprentice Health and Safety Lead). 

The Operations Director (nominated Apprentice Health and Safety Lead) is responsible 
for ensuring there are adequate arrangements for monitoring the health and safety 
standards, arrangements and compliance within their department, which will include: 
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• monitoring risk assessment processes 
• routine inspections 
• periodic reporting on significant initiatives, issues or incidents as part of the normal 

managerial reporting process 
• analysis of accident/incident data and suspected work-related ill health against the 

apprenticeship Key Performance Indicators. 
 
 

Audit and Review of Performance 
 
Audit 

Audits will be carried out by the Operations Director (nominated Apprentice Health and 
Safety Lead), or other independent groups, as part of the arrangements for monitoring 
Development Trading (Education) Ltd. health and safety performance and management 
system. The scope and focus of health and safety audits will be subject to consideration 
by the. Business departments will be required to afford proper cooperation in the audit 
process where required. 

Leadership and Senior Management Review 

Development Trading (Education) Ltd. Senior Management Team will receive an Annual 
Apprentice Health and Safety Review report and progress, together with recommendations 
for continuous improvement compiled by Operations Director (nominated Apprentice 
Health and Safety Lead). 
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