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Health & Safety Policy 

Policy Statement  

BDN Training aims to implement safe systems of work, to reduce risk for all learners, 

staff and visitors and to promote the health and well-being of all its learners and staff, 

by providing adequate and sufficient information, instruction, training and supervision.  

Statement of Principles  

BDN Training accepts responsibility for the health, safety and welfare of its learners, 

staff and visitors, under the terms of the Health & Safety at Work Act 1974.  

As far as it is reasonably practicable, BDN Training will:  

➢ provide a safe, secure and healthy working and learning environment;  

➢ demonstrate an ongoing and determined commitment to improving health and 

safety throughout;  

➢ reduce risk in the learning and working environment;  

➢ comply with relevant legislation, regulations and best practice;  

➢ promote health and well-being for all learners and staff;  

Implementation  

As far as it is reasonably practicable, BDN Training will provide and maintain buildings, 
plant and systems of work that are safe.  

BDN Training will inform staff, learners, contractors, visitors and stakeholders of 
workplace hazards.  

BDN Training will require contractors and stakeholders to identify health and safety 

hazards that may impact on BDN Training activities.  

Inspections and audits of curriculum areas will be undertaken with risk assessments 

checked and reviewed where necessary.  

BDN Training will ensure that there are effective channels of communication for the 

health, safety and welfare of its employees and representatives through regular 

meetings and the circulation of annual reports.  

Adequate resources will be provided to ensure all staff, learners, contractors and 

stakeholders are aware of this policy and committed to its effective implementation.  

To comply with legislation all notifiable incidents are reported to the Health & Safety 
Executive.  

BDN Training will promote a safe learning environment for all learners and ensure that 

appropriate arrangements are in place to protect staff and learners from harm.  
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BDN Training will establish a safe learning environment in which all learners can 

develop risk awareness. Involvement of learners in the risk management process will be 

encouraged.  

Health and Safety training: All staff will be adequately instructed and trained on health 

and safety issues that affect them, and the safe working practices that should be 
followed. Training is regularly updated.  

BDN Training has a Safeguarding Policy with supporting procedures in place for the 

reporting of abuse.  

Health and Well-being  

BDN Training will promote health and well-being for all learners and staff.  

To support this aim, smoking (including e-cigarettes) is not permitted inside any 

building and is only permitted in the designated smoking shelters at all sites. The ‘no 
smoking’ regulations support this policy.  

BDN Training will encourage healthy lifestyles by providing information, raising 

awareness, and where appropriate, providing support to help learners and staff take 

positive measures to improve their health and well-being. BDN Training will work 

proactively with local health providers. BDN Training will take measures to manage 

stress for employees in the workplace.  

BDN Training will assess occupational health risks. All staff should be made aware of 

the occupational health risks that affect their work. BDN Training will take action to 

prevent, reduce or control occupational health risks to an acceptable level and reduce 

the potential for ill health. Health surveillance will be conducted to comply with health 

and safety legislation.  

Management Systems  

BDN Training has management systems to ensure good practice based on HSE Health & 

Safety management guidance.  

Incident investigation. BDN Training will record all accidents and near misses to drive 

improvement in health and safety management and investigate when appropriate. Any 

lessons learned from such events will be used to take corrective action to avoid 

reoccurrences.  

Measuring performance. BDN Training will actively and openly review and report on 

health and safety performance against objectives and targets. Improvement plans will 

be developed to support the delivery of these objectives and targets  

Health and Safety Organisation and Responsibilities 

This part BDN Training’s Safety Policy Statement establishes the organisation for 

implementing the Policy. It identifies specific management responsibilities assigned to 

senior managers. It also provides the general responsibilities of all employees and 
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apprentices. The chain of responsibility for Health & Safety matters within the Group 
will be the normal management structure. 

 

 

The Director 

➢ Will demonstrate a commitment to health and safety and its importance to the 

organisation by adopting the principles of the HSE’s Managing for Health and 

Safety (HSG65) and promote open dialogue with business partners. 

➢ Will appoint the Operations Director responsible for the operation of this Policy 

to ensure health and safety in all company locations and all its activities is 

effectively implemented and to ensure that the company’s responsibilities as 

employers under the Health and Safety at Work etc Act 1974 and any relevant 

Acts of Parliament and Statutory Instruments are met. 

 

The Senior Management Team 

➢ Will ensure the implementation of this Health and Safety Policy is affected within 

the Group and is the officer responsible for keeping the Board informed about 

significant health and safety issues. 

➢ Will provide the required level of leadership and objectivity for ensuring 

provision of adequate financial and other resources to meet statutory obligations 

and any corporate requirement relating to health and safety. 

The Director and Managers 

The Director and Manager is responsible for their personal safety and that of all 

personnel under his or her authority, including others who may be affected by the 

Group’s activities, and will: 

➢ Ensure that all areas of responsibility have in place, a suitable and sufficient 

health and safety management system and are proactive in promoting and 

monitoring implementation of this Health and Safety Policy within their sphere 

of operation; 

➢ Conduct Risk Assessments on activities within their department ensuring that 

the methods and systems of work are safe. Also, that the necessary procedures, 

rules and regulations designed to achieve this are formulated, published and 

applied; 

➢ Prepare and maintain suitable records of all inspections. These records to 

identify precisely what was inspected, how, who by, when, any defects found, 

remedial action taken and the date/time of the next inspection; 

➢ When acting as a Duty Manager, take responsibility for decisions on Health & 
Safety matters referred to them in a timely manner. 

Teaching and Assessor Staff: 
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All employees are empowered to influence the direction that health and safety should 

take and therefore are key to the implementation of this Policy. Every employee has a 

responsibility for health and safety at work, both within the BDN Training’s offices, in 

their work placements, and on any other related activities, whilst recognising that 

accountability for health and safety performance lies with the Board of Directors. 

In cases where there is an imminent danger to life or serious risk to the health or safety 

of any person, any employee has the authority to take any action required to eliminate 

or minimise the danger involved, by acting within his or her levels of knowledge or 

skills. Such action shall, wherever practicable, be initiated through the relevant 
Manager. 

In addition to the responsibilities listed for All Staff, a trainer/assessor is expected: 

➢ To ensure a First Aider is called when necessary; 

➢ To know the special safety measures to be adopted by apprentices, including 

adherence to any relevant Levytate policies and procedures; 

➢ To give clear instructions and warnings to apprentices as often as is necessary  

➢ To integrate all relevant aspects of safety into the teaching process and, if 

necessary, give special lessons on safety at the beginning and throughout a 

course or programme; 

➢ To ensure apprentices use protective clothing, guards, special safe working 

procedures etc., where necessary in relation to any activity being carried out. 
 

Employees and apprentices are expected to cooperate with the implementation of this 

Policy by: 

➢ Demonstrating a care for the health, safety and welfare of themselves, their 

colleagues and other persons; 

➢ Complying with instructions and procedures given to ensure that safe working 

systems are followed, together with making full and proper use of protective 

clothing and safety equipment; 

➢ Reporting to their Manager, Trainer/Assessor any observed risks to health and 

safety including defects to equipment, structure or safety procedures; 

➢ Reporting to their Manager, Trainer/Assessor or any work-based Supervisor any 

incidents, accidents or near misses that have led, or might lead to injury or 

damage; 

➢ Informing their Line Manager, Trainer/Assessor or any work-based Supervisor 

of any ill health condition, medication taken, or disability that is likely to affect 

their safety.  

➢ Understanding their role in any emergency plan and participating in emergency 

exercises when required; 

➢ No employee or apprentice is authorised to initiate, or continue any activity, that 

places themselves or others in danger. Any such act or action will be viewed as a 
disciplinary offence with the appropriate measures taken. 
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Responsibilities and Duties  

Staff, learners and visitors have a responsibility to:  

➢ comply with ‘safe systems of work’ or any other health and safety instructions 

that will safeguard themselves and others;  

➢ report accidents, incidents and near misses;  

➢ co-operate and promote safety at work and report any defects in plant, 

machinery, equipment, tools or systems of work;  

➢ make use of and take care of protective and safety equipment;  

➢ consider their own and others health and well-being.  
 

They should not:  

➢ wilfully damage BDN Training property that could endanger themselves and 

others;  

➢ smoke in BDN Training premises or its grounds unless in a designated area.  

 

Managers have a responsibility and duty to support the implementation and 
monitoring of this policy.  

The Director has overall responsibility for ensuring compliance with health & safety 
legislation and for implementing procedures to ensure compliance with this Policy.  

The Director recognises and accept their responsibilities for health, safety and welfare 

at work. They will approve the Health & Safety Policy and ensure that it is reviewed 
annually.  

Health and Safety arrangements 

Health and Safety arrangements applicable to all areas of the Levytate activities. 

Risk Assessments 

➢ Risk Assessments will be undertaken by delivery staff within their 

department(s)/employers premises ensuring that the methods and systems of 

work are safe. Also, that the necessary procedures, rules and regulations 

designed to achieve this are formulated, published and applied. 

➢ Action required to remove/control risks will be approved by the Employer 

➢ Ensure all employees and apprentices are suitably trained/competent to carry 

out the prescribed tasks. 

➢ Risk Assessments will be reviewed every year or when the work activity 

changes, whichever is soonest. 

➢ When apprentices embark on a work placement as part of their programme, a 

risk assessment must be completed before the placement begins. The risk 

assessment must be completed by a competent person and an action plan put in 

place for any risks identified. 
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➢ Employers Liability Insurance policies will be checked in all premises where 
apprentices are on programme and updated on an annual basis 

Monitoring 

➢ To check our working conditions, and ensure our safe working practices are being 

followed, Managers should institute a regular checking process to ensure all 

equipment is fit for purpose. Records will be maintained. All equipment must be 

maintained according to the manufacturer’s recommendations and current 

legislation, where applicable. 

➢ Levytate will monitor driving licences and vehicle insurance and MOT 

documentation of staff driving for work. 

➢ The Board of Directors are responsible for investigating accidents. 
➢ The Board of Directors are responsible for investigating work-related causes of sickness 

absence. 

➢ The Director is responsible for acting on investigation findings to prevent a recurrence. 

 

First Aid and Ill-Health 

➢ First Aid Needs Assessments are carried out for each of the employer’s premises. 

➢ All accidents, injuries and cases of ill-health are recorded on an Accident Report 

form and provided to the Director. 

➢ The Director is responsible for reporting accidents, diseases and dangerous 

occurrences to the enforcing authority (HSE). 

➢ For Apprentices on programme they should follow their company procedure for 

recording accidents and ill health, along with reporting this to Levytate who will 

record and inform the ESFA as required 
 

Notification of Employees and Review 
 

The Policy Statement, together with those documents that supplement it, are made 

readily available to all employees through BDN Training’s Sharepoint. Any amendments 

that occur from periodical reviews of the Policy or Procedures will be communicated. 

 

This Health and Safety Policy will be reviewed and updated if required annually, or 

sooner in the light of changes to legislation or substantial changes made to the BDN 

Training’s arrangements. 


