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Health, Safety and Welfare Policy 
The health, safety and welfare of all staff and young people are of fundamental importance. BTEC aims to provide a safe, secure and pleasant working and learning environment for everyone. BTEC accepts its responsibility to comply with the requirements of Health and safety at Work Act 1974 and other subordinate legislation. It will ensure resources are available for the purpose of:

· Securing the health, safety and welfare of persons at work

· Protecting persons other than those at work from risks arising out of, or in connection with the company’s activities

· Providing arrangements for effective consultation on health and safety matters.
Young people are taught about health and safety in order to equip them with the skills, knowledge and understanding to enable them to ‘be healthy, stay safe, enjoy and achieve’.
Our Statement of General Policy is:
· To provide adequate control of the health and safety risks arising from all our work activities
· To consult with our employees on matters affecting their health and safety
· To provide and maintain safe equipment
· To provide information, instruction and supervision for employees

· To ensure all employees are competent to do their tasks, and to give them adequate training
· To prevent accidents and cases of work related ill health
· To maintain safe and healthy working conditions and

· To review and revise this policy as necessary at regular intervals
· To record near miss incidents and learn from them to reduce further risks.
· Ensure KCSIE Sep 25 is implemented as a consideration for all H&S matters
1.
Responsibilities

Overall and final responsibility for health and safety is that of the Board of Directors. 
Day to day responsibility for ensuring this policy is put into practice is delegated to Managers and tutors.
All employees, volunteers and contractors must:
Co-operate with supervisors and managers on health and safety matters
Not interfere with anything provided to safeguard their health and safety
Take reasonable care of their own health and safety 
Report all health and safety concerns to an appropriate person (as detailed in this policy statement) – Chris Taylor - Director.

2.
Consultation with Employees, volunteers and contractors
Chris Taylor is the named Health & Safety Representative of the organisation; he is based in our Knebworth Office. Consultation with employees takes place through Team Meetings.
3.
A Safe Working Environment
· All issues relating to office equipment, computers, telephones, desks and etc. are reported to Helen Davison. Every effort is made to ensure a safe working environment free of hazards. Chris Taylor will ensure that hazards identified will be addressed. 
· The company’s designated first aider is Kelly Brooke who is based at our Knebworth Office.
· First aid kits for cars are issued to all permanent and sessional staff employed directly by BTEC. Accident forms are available at our Office in Knebworth
· The nature of the organisation’s duties means that staff frequently work alone with children and young people. All lone working must be risk assessed by Chris Taylor  
· Fire evacuation procedures must be conducted in all office locations.   Currently all the offices are serviced and evacuation procedures are conducted by the landlord.
· All teaching staff are required to include business cover in their car insurance policies and to ensure that they have a current driving licence. Copies of insurance documents and driving licences are maintained by BTEC and updated annually. 
· A healthy working environment is the responsibility of all.  Health & safety issues of all descriptions including, for example, stress in the workplace should be brought to the attention of Managers or Directors. The organisation is committed to ensuring that any concerns are acted upon.
4.
Training and Awareness

The Health & Safety Policy is given to all employees, volunteers and contractors.  The organisation is committed to raising awareness of all health and safety issues through formal training sessions (e.g. induction training), individual training (e.g. to become a first aider etc.) and in forums such as Team Meetings.
5.
Reporting Procedures
Incident and accident forms are available via Chris Taylor or Kelly Brooke.

Staff involved in accidents should complete the accident report form and send a copy to Chris Taylor or Kelly Brooke asap.  
Staff involved in incidents should complete the incident report form and provide it to Chris Taylor or Kelly Brooke via hard copy (signed) or via email. Incidents will be followed up in staff supervision.

Incidents and accidents will be reported on our session recording forms and submitted on the same day and followed up by a call to a director

6.   Safeguarding & Child Protection

H&S forms a part of our Safeguarding & Child Protection policy and procedures and KCSIE Sep 2025
7.
Review

All aspects of this policy will be reviewed regularly and in any event not less than annually.
Health and safety responsibilities

Health and Safety Representatives

Chris Taylor – Director
Kelly Brooke - Director

Donna Holton - Contractor
Teacher/Tutor/Staff 

Completion and implementation of risk assessment with young person and family. Monitors effectiveness of risk management and information provided by family, commissioners, venues, community etc and updates risk assessment accordingly.
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