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MAS Training Services 

Policy Document: Health and Safety


Purpose 

The health and safety of employees, learners, visitors and contractors is paramount, and MAS Training Services provides a safe and welcoming environment to work and learn. Every possible step is taken to ensure that the highest standards of health and safety are attained, maintained and wherever necessary, improved. This health and safety Policy outlines how these aims are met.


Scope

The policy includes all MAS Training Services offices and construction sites.


Aims of the Policy

· Provide adequate control of health and safety risks arising from our work activities
· Consult with and engage our employees and contractors on matters affecting their health and safety
· Ensure that all employees and learners receive a good level of health and safety training to enable them to keep themselves and others safe and promote a culture of good health and safety work practices
· Ensure all employees and learners make a full commitment to abiding by the policy;
· Ensure that plant and equipment is safe and suitably maintained
· Ensure that all employed people can handle and use substances safely
· Provide information, instruction and supervision for employees and contractors as appropriate
· Ensure that all employees and contractors are competent to do the work, and provide adequate training as needed for the situation
· Prevent accidents and cases of work-related ill-health
· Maintain safe and healthy working conditions with the provision of suitable welfare facilities
· Review and revise this policy as necessary












Risk Assessment

Before conducting activities on an MAS Training Services construction site (e.g. the model construction training centre), the MAS Training Services risk assessment for construction/engineering areas must be completed. Any risks or hazards identified must be logged, and all follow-up actions recorded. The assessment grade will determine whether the planned activity can progress.

The Risk Assessment ensures consideration given to the safety of all activities planned to be undertaken by learners and apprentices, and this includes Safeguarding risks. 

The Risk Assessment must be completed as required, e.g. the beginning of the week, daily or more frequently, depending on circumstances (any changes in circumstances must be assessed and recorded if a complete assessment is considered not to be required). An assessment or any change in circumstances notification must precede any activity with heavy plant. 


Communicating, Promoting the Policy and Gaining Commitment

This policy is available on the MAS Training Services website, and additionally:

· All new employees and learners will receive a full health and safety induction and training session during which policy details will be explained
· Health and safety will be further promoted and discussed at learner’s progress reviews and during employee appraisal
· Periodic training is delivered to employees through monthly update sessions
· The need for further employee training may be identified during performance reviews
· Training for learners on health and safety is embedded throughout the curriculum plans 
· All learners and employees must sign a document to confirm the health and safety they have received and that they are committed to the full adherence and implementation

Employee Training - As a minimum all employees will receive:

· A detailed health and safety induction and training session
· A comprehensive explanation of this policy
· Reiteration of MAS Training Services expectations regarding adherence to the policy
· If necessary, a period of work shadowing where they will be trained on how to implement the policy within their day to day job and activities

If an employee takes-on addition health and safety responsibilities it is likely that they will receive further external accredited training as determined by development review. This may include:

· First Aid at Work
· Fire Marshall training
· Health and Safety at Work certification
· Work placement vetting training
· Training on COSHH / IOSH


Learners and Apprentices - All learners will have a full induction and on-going training in health and safety. Following induction this training (particularly for apprentices) will become more specific to the sector that they work within. It may include specific training on PPE, safe use of tools and lifting equipment etc. 

Health and safety will be discussed at every progress review where learners and employers will be continually encouraged to report concerns. 

Health and safety training is embedded and threaded throughout our curriculum plans. Prior to any work experience or apprenticeship starting a trained MAS Training Services employee will liaise with the employer to ensure the site is safe for a learner to enter and that the employer has the correct insurances. 

The Apprenticeship Tutor will undertake periodic visual checks when they visit learners operating in live sites. Additionally, MAS Training Services will ensure that every learner is fully inducted into the workplace. In most circumstances the employer will carry this out themselves.

MAS Training Services health and safety expectations will be fully discussed with the employer and all employers will be given the name of a key contact to report any incidents, ill health, near misses, accidents or concerns they have or have had with the learner. 


Statement of Intent

MAS Training Services is committed to ensuring, as far as is reasonably practicable, the health, safety and welfare at work of its employees and learners and will eliminate and avoid, where possible the risk of injury and ill-health to all persons affected by the activities in our training centres (e.g. the model construction training site near Beverley).

Where it is not possible to eliminate/avoid risks they will be reduced to the lowest levels reasonably practicable.

MAS Training Services recognises its health and safety duties under the Health and Safety at Work Regulations 1992 and all relevant regulations and codes of practice will be applied in the discharge of this duty.


MAS Training Services Responsibilities (Across all MAS sites)

It is the company’s duty to ensure, so far as is reasonably practicable, the health and safety at work of all persons. This includes consideration to:

· The provision and maintenance of systems of work to ensure that they are safe and without risk to health
· Arrangements for ensuring that there is safety and absence of risk to health in connection with the use, handling, storage and transport of articles or substances
· Maintaining the workplace in such a condition that it is safe and without risk to health, including access to and egress from it



· The provision and maintenance of a working environment for all employees and learners that is without risk to health and including the provision of adequate facilities and arrangements in this connection
· The provision of information, training, instruction and supervision, as is necessary, to ensure the health and safety at work of all employees and learners
· Learners shall receive health and safety information and training during induction and at appropriate intervals throughout their course
· MAS Training Services has a duty to ensure that any people not employed by the company are not exposed to risks to their health and safety. This includes contractors and visitors to our premises.


Health and Safety Responsibilities

This section sets out the main responsibilities and duties of employees and learners. 

All Employees - Every member of MAS Training Services has a general responsibility for their own health and safety and for being mindful of undertaking any activity which endangers others. The specific duties and responsibilities set out in this document are designed to enable MAS Training Services to achieve and maintain the highest health and safety standards and establish accountability for its health and safety performance. In addition to the duties and responsibilities set out elsewhere in this document there may be a requirement for managers to be responsible for particular areas of the business and to periodically review the situation in their areas of responsibility and to carry-out any necessary risk assessments.

Managing Director - In generating and maintaining our culture for health and safety, he is responsible for:

· Allocating responsibilities for health and safety to our employees, suppliers and business partners as appropriate to the nature of each activity
· Providing an adequate budget and resources for health and safety management
· Monitoring, measuring, auditing and reporting on our health and safety performance at least annually and more often where our processes change or when a dynamic need occurs
· Leading from the top by demonstrating good health and safety practice, performing regular safety tours to identify issues and ensure they are analysed and managed appropriately
· Ensuring people are empowered to raise health and safety concerns with the management team
· Ensuring H&S discussions during development reviews and appraisals


Health and Safety Manager / Tutors – The Health and Safety Manager is accountable for operational health and safety management, but he/she may delegate some of the responsibilities given below to tutors:

· Develop a clear overall health and safety policy
· Provide recommendations to update health and safety policy and procedures to enable the organisation to operate a safe system of working



· Review and update employees regularly
· Identify trends in relation to accidents and near misses and take appropriate actions to improve health and safety practices
· Provide health and safety advice, guidance and training to employees and operational teams, promoting identified good practice
· Where necessary, allocate responsibilities for managing safety at the appropriate levels ensuring those completing activities are competent
· Ensure MAS Training Services training centres (e.g. model construction training centre) has an adequate safety equipment and trained personnel
· Review monthly health and safety audits, providing guidance and ensuring remedial actions are implemented and completed
· Ensure all hazards are identified and risk assessments carried-out to help design systems of work that minimise and/or control risk where appropriate 
· Review, revise and control risk assessments for the organisation annually
· Provide supervision for all persons where there is a shortfall in experience or competence to supervise learners
· Review, monitor and audit the whole process at least annually or sooner if an activity or conditions change that could raise a risk with an aim to making continuous improvement
· Carry out annual Health and Safety audits and Fire Risk Assessments for MAS Training Services centres, including the model construction training centre/s.
· Where necessary, liaise with the Health and Safety Executive, Fire Services and Environmental Health Officers
· Advise, supervise and coordinate training programmes or media which to increase proficiency in safe practices and promote health and safety consciousness;
· Ensure the delivery of health and safety inductions for new employees and periodic refresher training for all employees
· Advise managers, employees, learners as appropriate, to stop immediately any process or activity of which they become aware which might place any person at risk of injury, or where a breach of a statutory requirement has been identified
· Ensure centres are well maintained and kept in a safe condition
· Ensure that equipment and systems are provided for the prevention and detection of fire and that they are maintained and serviced
· Service and maintain fire fighting equipment as required
· Complete portable appliance inspections on electrical equipment
· Ensure that any contractors are made aware of MAS Training Services health and safety procedures and to arrange for the issue of permits to work where appropriate
· Take remedial action on working conditions when below reasonable standards
· Ensure the Health and Safety Policy is available to all employees in centre and identify any training needs to the Health and Safety Manager
· Ensure premises and equipment under are safe and employees act in accordance with company policies to safeguard themselves and others around them
· Follow and review existing risk assessments as required
· Ensure that health and safety notice boards are kept up to date
· Complete the Health and Safety reports for MAS Training Services training centres
· Log all maintenance issues on the maintenance report log in a timely manner


· Withdraw faulty equipment from service and report it accordingly
· Ensure that fire exits are clear at all times
· If site requires, carry out monthly fire alarm tests and ensure that all employees are aware of the safe evacuation procedures
· Ensure that employees are aware of first aid arrangements and reporting accidents
· Report immediately any Health & Safety concerns to the MD or Health & Safety Manager
· ensure that only substances that are approved by Health & Safety Manager are brought into the workplace (and a manufacturer’s data sheet may need to be provided for some substances)
· Ensure COSHH items are locked away and safe working practices are in place for their use
· Ensure all new employees receive an appropriate induction, including information pertaining to MAS Training Services health and safety policies 

General responsibilities:

· Taking reasonable care for their health and safety
· Co-operating with employer
· Correctly using work items
· Not interfering with, or misusing any items provided
· Reporting all hazards, defects or concerns
· Only using facilities for the purpose provided

Learners - All learners are obliged to:

· Observe and follow health and safety rules and instructions
· Take reasonable care for the health and safety of themselves and others
· Correctly using all equipment and protective clothing provided in the interest of their health, safety and welfare
· Take reasonable care to maintain their working environment in a healthy and safe manner
· Report all accidents as soon as possible
· Inform their tutor, or nearest available member of staff, as soon as possible of any potential hazards or unsafe act identified within the MAS Training Services training centre
· Be aware of and follow fire evacuation procedures


Reporting Concerns

Employees - report concerns to your Line Manager, a member of the Senior Leadership Team, or to the Health & Safety Manager

Learners - report MAS Training Services site incidents to your Tutor or Mentor








Associated Regulations and Guidance

· Health and Safety at Work Act 1974
· Management of Health and Safety at Work Regulations 1999
· The Reporting of Injuries, Diseases and Dangerous Occurrences regulations 1995
· The Health and Safety (first Aid) Regulations 1981
· The Regulatory Reform (Fire Safety) Order 2005
· The Display Screen Equipment Regulations 1992
· Manual Handling Operations Regulations 1992
· Control of Substances Hazardous to Health Regulations 1999
· Electricity at Work Regulations 1992
· Personal Protective Equipment Regulations 1992
· The Workplace (Health, Safety and Welfare) Regulation 1992
· The H&S (Safety Signs and Signals) Regulations 1996
· H&S (Consultation with Employees) Regulations 1996
· The Smoke-Free Regulations 2006 & 2007
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