
 

Health & Safety Policy 

1.1   Personnel Accountable for Health and Safety  

 

Prime responsibility for Health & Safety rests with the employer and DBC Training recognises 

that each manager or trainer in charge of a group of staff or trainees must be responsible for 

the individuals in their group. 

 

All employees have a duty and are expected to take reasonable care of themselves and others 

who may be affected by their acts and omissions. Co-operate fully with DBC Training as the 

employer to enable compliance with health and safety legislation, and undertake training as 

required. 

 

1.2   The Director and Centre Manager 
 

The Director and Centre Managers of DBC Training have the overall responsibility for the 

effective implementation of H&S legislation. 

 

Responsibilities include: 

 

 The allocation of adequate resources for H&S 

 Ensuring that H&S is effectively managed; 

 Ensuring that H&S performance is measured; 

 To ensure that there is an effective policy for Health and Safety; 

 Periodically to appraise the effectiveness of the policy and ensure that any necessary 
changes are made, with a minimum frequency of yearly; 

 Continuously monitor the arrangements for Health & Safety, through reviews and 
committee. 

 To inform the Management team of matters requiring immediate action; 

 To review the Health & Safety records, any changes in Health & Safety, legal 
requirements, practices and procedures and ensure that legal requirements are met; 

 To appoint or remove members of the Health & Safety Committee; 



 To ensure that responsibility for Health & Safety is properly assigned and accepted at all 
levels; 

 Present recommendations of the Health & Safety Committee, requiring financial 
approval to the main board. 

 

 



1.3   Health & Safety Committee: 
 

 Familiarise themselves with DBC Training Health and Safety policy document along with 
the implementation and maintenance of the H&S policy at their centre; 

 Take direct interest in the implementation of the policy and publicly support all persons 
carrying it out; 

 Ensure that the H&S and welfare policy  is understood at all levels; 

 Promote safe working practices amongst employees and trainees; 

 Pass on all relevant information to staff and trainees; 

 Measure, appraise and where reasonably practicable, improve the companies safety 
performance;  

 Review data of accidents and notifiable disease statistics and trends, so that reports can 
be made to management on unsafe and unhealthy practices and conditions, together 
with recommendations for corrective action. 

 Examination of audit reports on a similar basis to the above; 

 Ensure complaints or any other points on H&S brought to the attention of the H&S 
representative are logged, investigated and any hazard or danger rectified; 

 Assistance in the development of safety rules and safe systems of work; 

 Review the adequacy of the safety content of employee training; 

 Consideration of reports and factual information provided by inspectors of the enforcing 
authority appointed under the Health and Safety at Work act; 

 Consideration of reports that safety representatives may wish to submit; 

 Make recommendations requiring financial approval  of the committee meeting for 
presentation by the national manager to the board; 

 

 

The committee comprises: 

 

a) Director 
b) Managers and Staff 
c) H&S advisor  

 

Committee members should keep themselves informed of all legal requirements under the 

various H&S acts and regulations and any recent legislation relating to those acts. 

 



1.4   Health and Safety Advisor: 

 

 Ensure inspections are carried out, including fire equipment; 

 Ensure risk assessments are carried out and actively participate in the establishment of 
organisational arrangements, systems and risk control standards relating to hardware 
and human performance; 

 Work with management on matters such as legal and technical standards; 

 Promotion of positive health and safety culture; 

 Health and safety planning; 

 Develop and maintain procedures to ensure the senior managers get a true picture of 
how health and safety is being managed; 

 Be involved with H&S  policy, strategy and guidance development; 

 Provision of H&S advice; 

 Day to day implementation and monitoring of policy and plans. Collation of accident and 
near miss information and investigation, including reports under The Reporting of 
Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) to enforcing 
authorities; 

 Accident investigation; 

 Keep up to date information systems on, civil and criminal law, health and safety 
management and technical advances; 

 Liaise with managers and identify further training and resource needs where applicable; 

 Review and update procedures for fire drills, fire prevention and emergency evacuation 
from each floor in all buildings; 

 Review any H&S recommendations received; 

 To ensure that all buildings comply with all local authority regulations on matters of 
H&S; 

 Consider and formulate a response to relevant safety issues received from the H&S 
committee.  

 Performance reviews and audit of whole health and safety management system; 

 To ensure that the interests of the particular building are duly considered in respect of: 
 

 Welfare facilities such as heating, lighting, ventilation, lifts and 
 toilets; 
 The application of a high standard of "housekeeping"; 
 Security arrangements; 
 Fire drill exercises in all buildings; 

 

 To be responsible for supervision of the first aid personnel, designated representatives  
and fire wardens; 

 To ensure that all necessary measures to prevent or, where this is not possible, to 
control the exposure of employees and trainees to substances hazardous to health are 
in place (COSH). 

 

The health and safety advisor will also liaise with: 

 



 Environmental health officers 

 Architects and consultants 

 HSE and Fire authorities 

 Police 

 HM coroner 

 Local authorities 

 Insurance companies 

 Contractors 

 Clients and customers 

 The public 

 Equipment suppliers 

 Media 

 General practitioners 

 IOSH and occupational health specialists and services. 
 

1.5  Managers 
 

Managers will ensure that arrangements for H&S are implemented and are continuously 

under review and that responsibility for H&S is delegated to those reporting to them, i.e. 

supervisors and staff. 

 

Responsibilities: 

 

 Effectively implement the companies H&S policy; 

 Are responsible and held accountable for their departments or area’s  H&S 
performance; 

 Maintain safe access to and egress from the workplace at all times 

 Establish acceptable  housekeeping standards where appropriate defining 
specific area’s of responsibility and inspect at least monthly, where required, 
submit written reports with assignments and deadlines for correction; 

 Review and approve of all job procedures developed as a result of job safety 
analysis; install approved procedures and check use of procedures; 

 Instil by action, example and training a sincere health and safety attitude 

 Consult with staff and health & safety officer; 

 Ensure that risk assessments are carried out with records kept and action taken 
to reduce risk; 

 Ensure workplace inspections are carried out on a regular basis at least every 
three months and records kept; 

 Ensuring that employees, and new employees on induction, understand their 
H&S responsibilities; 

 Assessing the need for H&S training and ensuring it is delivered; 

 Ensuring that documentation (such as risk assessments, procedures, inspection, 
training and maintenance records) are available; 



 With the assistance of the H&S advisor, reporting and managing occupational 
illness; 

 Ensuring that personal protective equipment is provided and used where 
necessary; 

 To ensure that all work necessary to maintain safety and good health is carried 
out promptly. 

 Co–operating with other employers, such as contractors, to ensure the safety 
of DBC Training staff and third parties 

 

1.6 Trainers 
 

 To make themselves familiar with, and conform to, DBC Training’s Health, Safety & 
Welfare Policy; 

 To observe all safety rules and relevant codes of practice; 

 To conform to all Health & Safety instructions given by their managers and others 
with a responsibility for health & safety; 

 To report to their line manager any observed potential hazards, accidents and 
damage to property or equipment irrespective of whether persons are injured. A 
written statement giving a full description should substantiate verbal reports; 

 To report to their line manager and the nearest First Aid person all accidents to 
themselves whilst at the centre and enter details in the accident book; 

 To seek advice on health & safety matters from their line manager; 

 To make any suggestions they have to improve health & safety in DBC Training’s to 
the Health & Safety officer. 

 

 

1.7 All other Employees  
 

  Make themselves familiar with, and conform to, the Client's  Health & Safety Policy; 

 Observe all safety rules and relevant codes of practice; 

 Conform to all Health & Safety instructions given by their Manager, Supervisor, Trainer 
and others with a responsibility for health and  safety; 

 To report to their immediate supervisor or trainer any observed potential hazards, 
accidents and damage to property or equipment irrespective of whether persons are 
injured. A written statement giving a full description should substantiate verbal reports; 

 Report to their supervisor or trainer all accidents to themselves whilst at work and enter 
details in the Accident Book. 

 To seek advice on health and safety matters from their manager, supervisor or trainer; 

 To make any suggestions they have to improve health and safety in DBC Training’s to 
the Committee. 

 

All employees or trainees should note that failure to comply with the demands of the Health & 

Safety at Work Act 1974 and with the Health & Safety Policy will result in disciplinary action. 



 

1.8 Other Persons on the Premises 
 

All visitors and contractors will be made aware of this policy document and the DBC Training’s 

H&S policy statement. They should adhere to DBC Training’s safety rules, codes of practise and 

to instructions given by DBC Training employee accompanying them whilst on DBC Trainings’ 

premises.  

 

In addition any contractors on DBC Training properties will ensure that contractors safety rules 

must operate to the legal standard required under health and safety legislation and provide 

good H&S supervision of their own employees. 

 

1.9 First Aid Personnel 

 

The nominated persons are:  Paris Shore, Paula Silcock, Nicola Loughenbury & Kate Pyne 

 

 

1.10 Health and Safety Advisor 

 

The nominated persons are:  Ingrid Kennedy 

 

 

Arrangements for Health and Safety 
 

2.0 Accident and Near-miss Reporting 

 

All accidents to persons and/or property, dangerous occurrences and "near miss" situations will 

be the subject of investigation. All staff are responsible for entering accidents which cause injury 

to a person in the approved Accident Book.  

 



Accident - an unexpected occurrence that results in, major/minor injury, a medical 

condition or damage to property. 

 

Near-miss -       an unexpected occurrence that has the potential to results in, major/minor 

injury, a medical condition or damage to property.  

 

All accident and near-miss incidents that occur, in relation to DBC Training activities must be 

reported, however trivial they may appear and no matter whether an injury was sustained or 

not. 

 

The rationale for completing the appropriate form is: - 

 

 facilitate any investigation.  

 to prevent recurrence of the incident. 

 to allow safety and health data development and in consequence, raise standards. 

 to satisfy legislation. 
 

1.          If there is an accident (see definition above) complete an Accident Report Form as 
comprehensively as possible and pass it to the Health & Safety Advisor without delay.  

 

2. If there is a near-miss accident or incident E-mail internally to Health & Safety Advisor. 

 

3.        If there is an accident or near miss or any other health & safety issue that you assess to 

be serious and requires urgent attention then contact the Safety Officer Ingrid 

Kennedy by contacting reception. 

  



 


