
  
 
 
 

 H&S Policy: 10.1 - HEALTH AND SAFETY 
 

Page 1 of 7 

Version Author Responsibility Signed off by 
/ Date: 

Review 
Date 

Audited By 
/  
Audit Date 

Version 3 
Feb 2012 

 NH 
 

NH/MLH 20th 
August 2013 

 Review Aug 
2014 

 

Version 4 
Oct 2015 

NH 
 

  Oct 2016  

Reviewed: 
Jan 2017 

   Jan 2018  

Version 5 
Jan 2018 

MLH   Jan 2019  

Version 6  
Jan 2019 

MLH   Jan 2020  

 
Statement of Policy 
It is the policy of Bridge Training Limited (BTL) to provide and maintain safe and 
healthy working conditions, equipment, machinery and systems of work for all our 
employees and to provide such information, training and supervision as they need for 
this purpose.  BTL also accept responsibility for the health and safety of other people 
who may be affected by our activities and will promote good practice of health, safety 
and welfare. 
 
The company places responsibility on all levels of staff to maintain this policy within 
their departments of influence and control. Under no circumstances should any 
employee sanction, initiate or continue any process or activity that would present a 
hazard to any other employee, learner or member of the public. 
 
BTL will provide such comprehensive information; training and supervision, as is 
needed for Health and Safety and will make arrangements for the safe use, handling, 
storage and transport of “articles and substances” that are inherently or potentially 
dangerous. 
 
In conducting its operations BTL will endeavour to comply with the Health and Safety 
and Welfare requirements and legislation, codes of practice and the Fire Precautions 
Act.  It is our intent to demonstrate an ongoing and determined commitment to 
improving Health and Safety at work throughout the organisation.  
 
This policy reflects our commitment to ensuring that health and safety at work is 
paramount to the business and that effective health and safety actively contributes to 
our success. 
 
Awareness 
BTL staff has an awareness and understanding of Health and Safety, hazards and 
risks that affect the business, adequate resources are provided to ensure that staff 
and learners are aware of this policy and are committed to its effective 
implementation. 
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There is active and open communication and consultation between BTL staff and 
learners and Health and Safety is integrated into our communications, wherever 
appropriate. 
 
Roles and responsibilities are defined, as necessary, within job descriptions and 
senior management will ensure that; 

• Adequate resources are provided 

• Health and Safety is adequately assessed, controlled and monitored 

• All staff and learners (where appropriate) are actively involved on matters that 
affect Health and Safety 

 
BTL management in conjunction with its staff will identify workplace Health and 
Safety hazards and will inform others, as appropriate of these. We actively 
encourage external parties to identify Health and Safety hazards that may impact on 
our work activity. 

Training 
BTL has a duty to provide instruction and training at all levels, as is necessary to 
ensure so far as is reasonably practical the health and safety of its employees.  All 
BTL staff are adequately instructed and trained on Health and safety issues that 
affect them and the Safe Working Practices (SWPs) that should be followed. 
 
Management will demonstrate leadership in Health and Safety and will be proactive 
in identifying issues and that these are assessed and managed.  Systems are in 
place to raise Health and Safety concerns with management. 
 
BTL assess risks associated with Health and Safety hazards in the workplace and 
staffs are informed of these risks that affect their work. BTL take action to prevent, 
reduce or control risk to an acceptable level and reduce the potential for incidents 
and accidents. 
 
Compliance 
BTL’s work activities achieve compliance with legislation and the staff are 
empowered to take such action to minimise Health and Safety risks. 
 
BTL report and investigate accidents, incidents and near misses to improve Health 
and Safety Management.  Lessons learnt from such events are used to take 
corrective action to prevent recurrences. Actions plans are in place to monitor 
improvement. BTL have a management system to ensure that we comply with 
legislation and continually improve our Health and Safety performance. 
 
Excellence 
BTL will develop innovative practices and will constantly encourage, develop, review 
and share ‘Health and Safety good practice’ both internally and externally. 
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We will assess occupational health risks and staff will be informed of the 
occupational health risks that affect their work.  BTL will take action to prevent, 
reduce or control occupational health risks to an acceptable level and reduce the 
potential for ill health, including where appropriate staffs fitness for work.   Health 
surveillance will be conducted to satisfy health and safety legislation. 
 
Responsibilities 
In discharging its responsibilities for Health and Safety and Welfare BTL will ensure, 
so far as reasonably practicable, the maintenance and provision of: 

• A working environment within its operational premises that is safe and without 
risk to health and adequate arrangements regarding facilities and 
arrangements for welfare at work and means of access and egress that are 
safe and without risk 

• Plant and systems of work that are safe and without risk to health 

• Information, instruction, training and supervision as is necessary to ensure 
health and safety, at work, of employees, operating equipment and handling 
materials 

• Arrangements for ensuring safety and absence to risk of health in connection 
with use, handling, storage and transport of articles and substances. 

• Protective clothing and equipment where necessary to meet the needs arising 
out of activities undertaken by employees in connection with the operations of 
BTL 

• First Aid facilities and training for nominated personnel responsible for the 
administering of First Aid. 

• Accident and Dangerous Occurrence recording arrangements 
 
BTL recognises its duty to conduct its undertakings in such a way as to ensure, as 
far as reasonably practicable, that persons not in its employment (eg volunteer staff 
and learners) but who may be affected thereby are not exposed to risks to their 
Health and Safety. 
 
Procedure 
BTL management and its staff are responsible for; 

• The implementation and maintenance of the BTL internal Health and Safety 
Policy Statement. 

• Ensure that the Policy is understood at all levels through circulation of 
information and staff training. 

• Ensure that the responsibility is assigned and accepted at all levels. 

• Ensure that all staff are made aware of the fire drill procedures and to monitor 
their effectiveness through practice drills. 

• Maintain an accident record - employees will be responsible for reporting all 
accidents, notifiable diseases and dangerous occurrences.  All injuries will be 
recorded in the BTL Accident Book, which will be retained for ten years 
following the final entry. Accident books and first aid kits are located on all 
BTL sites in the reception area 
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• Ensure that all staff and visitors are ‘signed in’ on arrival and ‘signed out’ on 
arrival and departure. 

• Ensure that BTL staff receive protective clothing and equipment appropriate to 
their duties 

• Ensure that a register of substances Hazardous to Health is maintained.  All 
relevant information will be available on its use, precautions required, storage 
and disposal.  All staff must follow the instructions provided by the 
manufacturers and where applicable by BTL. 

• Ensure that all new members of staff are adequately inducted into the 
workplace. 

 
Organisation & Management Responsibilities 
All levels of management will ensure, as far as reasonably practicable, the safety, 
health and welfare of staff whilst at work and will ensure health and safety of other 
people who may be affected by the activities of BTL. 
 
Every employee of BTL has a duty to take reasonable care for the Health and Safety 
of him/her self and of any other persons who may be affected by his or her acts or 
omissions at work. 
 
Overall and final responsibility within BTL is that of the Managing Director and the 
Health and Safety Manager to ensure that this policy is implemented and monitored. 
 
Management must ensure; 

• that the BTL Health and Safety Policy is understood by all staff and to 
implement the policy and ensure good practice is adhered to within the course 
of their duties 

• take responsibility for the Health, Safety and Welfare of staff under their 
control 

 
All Staff – Main Duties 
All staff must ensure to; 

• familiarise themselves with the Health and Safety Policy Statement 

• observe and maintain Health and Safety standards as required by current 
legislation and this Health and Safety Policy 

• wear appropriate safety equipment where required 

• seek the advice of Management on Health and safety matters as appropriate 

• take responsibility for the Health and Safety of staff and learners under their 
control and to ensure that the Health and Safety Policy is understood  

• carry out their work safely so as not to endanger themselves or others 

• ensure that visitors are made aware of warning and evacuation arrangements 
in operation at BTL premises and advised of the appropriate welfare 
arrangements 

• wear the correct protective clothing supplied and take the appropriate safety 
precautions required when visiting other premises or places of work 
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• whilst driving, during the course of their work, staff must comply with all road 
safety requirements eg the use of a seat belt. 

 
General Requirements 
All accidents and dangerous occurrences to staff while on company business or 
visitors to BTL must be reported to the Managing Director and/or the Health and 
Safety Manager. 
 
First aid facilities are available in every unit and a list of qualified First Aiders are 
posted at strategic points throughout the units and the accident recording book is 
situated within each unit. 
 
The Fire alarm system is checked weekly, escape routes, fire extinguishers are 
checked by nominated Fire Marshals and the Health and Safety Manager.  
 
Advice and Consultancy 
Advice for Health and safety within BTL will be given by: 

• ERFA  
 
The Health and safety law poster is displayed at every BTL location in reception. 
 
Housekeeping and Premises 
Work areas must be kept clean and free from hazards as in accordance with the 
Housekeeping Policy and gangways and access points must be kept clear of all 
hazards and obstacles. 
 
All waste must be disposed of in a safe manner; hazardous substances must be 
disposed of as per guidance by the manufacturers 
 
Control of Asbestos at Work Regulations 
BTL have carried out a suitable assessment, and there is asbestos within buildings.  
Any work must be carried out in accordance with the Asbestos Policy 

• No drilling, cutting, drilling cutting or dismantling of any part of the premises 
shall take place without consultation of the Asbestos report and a thorough 
examination and assessment of the material to be disturbed has been done 

• Where damage exposes fibrous material it must be reported immediately and 
sealed with appropriate material 

• Material released should be wetted before clearing and bagged in a sealable 
bag for examination and disposal.  It should be disposed of through an 
appropriate waste disposal company 

 
Machinery and Equipment 
All equipment provided and used must comply with the requirement of the Health & 
Safety at Work Act and also The Provision and Use of Work Equipment Regulations.  
It must be used in accordance with the manufacturers’ recommendations or as 
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instructed during training. All machinery provided by BTL will be maintained in a safe 
working condition. 
 
Any persons using equipment will receive adequate information, instruction and 
training, no person shall use any equipment unless they are competent to do so.  
Any person noting a defect or hazard presented by any equipment will notify a BTL 
Manager immediately. 
 
Electrical Equipment 
Any electrically operated equipment (including portable equipment) will be inspected 
and maintained on a regular basis by a competent person. It is the responsibility of 
the company to ensure that all electrical equipment is installed and used without 
foreseeable risk and must not give rise to danger or personal injury, therefore, 
employees are required to co-operate with BTL to permit them to fulfil their duty.  
Any equipment that presents a danger must be isolated, taken out of use and the 
responsible person notified. 
 
C.O.S.H.H. 
BTL will safely manage all substances that present a hazard in their storage, 
transportation or use.  To this end no new substance is to be introduced without 
approval of the Health and Safety Manager. 
 
Learner Training 
The BTL Manager, who is responsible, shall ensure that all learners have received 
adequate Health and Safety induction training on entry to their training programme.  
The induction and other Health and Safety training covered must be recorded and 
completed within two weeks of the learners start.  Emergency procedures must be 
completed within the first day. The BTL Work Skills Team will ensure that health and 
safety training is completed and given during a work placement opportunity. 
 
Delivery of Policy 
Our policy will be delivered by generating a culture that does not tolerate threats to 
health and safety; and ensuring the real involvement of all our staff.  
 
Policy Review 
This policy has immediate effect and replaces all previous versions. This policy will 
be reviewed and amended, as necessary. Any such revisions or additions will be 
brought to the notice of all employees. 
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Statement of general  policy 
 

 
Responsibility 

Action/Arrangements 

Prevent accidents and cases of work 
related ill-health by managing the health 
and safety risks in the workplace 

Health and Safety Manager Risk assessments in place and reviewed 
annually (or when working conditions 
change) – actions arising from risk 
assessments are documented 

Provide clear instructions and 
information and adequate training to 
ensure employees are compliant to do 
their work 

Health and Safety Manager Staff and learners are given the 
necessary health and safety induction 
within their first week – this is 
documented within the personnel/learner 
file 

Engage and consult with learners and 
staff on a day-to-day basis wrt Health 
and safety conditions 

Health and Safety Manager Staff are informed of Health and Safety 
matters as and when they arise, this is 
done in staff meetings, reports or email 
(dependent upon the urgency)  

Implement emergency procedures – 
evacuation in case of fire or other 
significant incidents 

Health and Safety Manager Escape routes are checked at regular 
intervals; fire equipment is checked and 
serviced annually by an external 
contractor.  Evacuation plans are tested 
and updated where necessary. 

Maintain Health and Safety working 
conditions, provide and maintain 
machinery and ensure safe use/storage 
of substances 

Health and Safety Manager Toilets, washing facilities and drinking 
water provided.  System in place for 
routine inspections of equipment and 
machinery and process in place for 
ensuring that action is promptly taken to 
address any defects maintenance log) 

 


