
Cheynes Training Health and Safey Policy – General Arrangements 

 

Duties of Cheynes Training to others  
 

Cheynes Training accepts that we have a responsibility for the Health & Safety of apprentices, 

trainees and others who may be affected by our work operation. This will include visitors and 

contractors carrying out maintenance work on the premises. Special attention will be paid to 

sections of the community who are particularly vulnerable, for example people who have a 

disability. 
 

The arrangements in the following documents and procedures underpin our approach to health 

and safety. 

 

THE HEALTH & SAFETY AT WORK ACT, 1974 
 

Cheynes Training accepts that we have a general duty under the act to ensure that, as far as 

reasonably practicable, the health, safety and welfare of employees and workers is protected when 

they are at the academy. 

 

We shall ensure that: 
 

1)  The academy is safe and without risks. 

2)  Safe methods of working are set and followed. 

3)  Equipment is properly maintained and safe to use. 

4)  Equipment and harmful substances are stored safely and used properly. 

5)  Employees and workers are provided with adequate training, information, and supervision to 

enable them to work safely. 

6)  Employees have healthy working conditions, including adequate lighting, heating,    

    ventilation, and toilet facilities. 

7)  We shall prepare a written safety policy, and ensure that employees are aware of the policy, 

and that they are provided with any information that may be relevant to them. 

 

THE MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS, 1999 
 

Health and Safety Assistance. 
 

All employers, irrespective of the size of organisation, must appoint one or more competent persons 
to advise them on the implementation of their Health & Safety procedures to comply with 
legalisation.  
 
Health and Safety Arrangements. 
 

The company accepts that there is a requirement for adequate Health & Safety arrangements to be 
in place and for regular management reviews. 
 
Capabilities and Training. 
 

The company shall undertake to give all staff adequate Health & Safety training, especially when 
they join, change jobs or when working with new equipment. Refresher training shall be carried out 
at regular intervals.  Training will be carried out during normal working hours and records of all 



training will be kept. These records will be signed and dated by team members. 
The company shall record and develop a ‘suitable and sufficient’ risk assessment of the risks to 
which employees and other people may be subject to because of their operations.    
 
For the Risk Assessment to be considered suitable and sufficient as demanded by law, we shall 
demonstrate: 
 

1)  An understanding of the risks 
 

2)  How the relative importance of each risk was quantified. 

To quantify risks, we shall assign a numerical value to its: 

a)  Frequency 

b)  Severity 

c)  Probability 

 

RISK ASSESSMENTS 
 

We undertake to carry out Risk Assessments by following the guidelines below: 
 

1)  By Looking for the Hazards 
 

We shall examine the workplace and look at what reasonably could be expected to cause harm.  

We shall concentrate on significant hazards that could result in serious harm or affect several 

people.  We shall involve our staff in this process - their input is vital. 
  

2)  By Deciding Who Might be Harmed and How 
 

As well as staff, we shall consider people who may not be in the workplace all of the time e.g. 

visitors or members of the public. 
 

3)  By Evaluating the Risks 
 

We accept that even after all precautions have been taken, usually some risk remains.   We shall 

decide for each hazard whether the risk is high, medium or low. 
 

We shall work to eliminate hazards altogether.   If we can’t, we shall endeavour to control the risks 

so that harm is unlikely. 
  

4)  By Recording our Findings 
 

We shall: 
 

1)  Write down the more significant hazards. 

2)  Record our most important conclusions. 

3)  Inform our employees of our findings. 
 

5)  Reviewing our Assessment from Time to Time 
 

If there is a significant change to our work practices, we shall add to the assessment to take 

account of the hazards.  We recognise that it is good practice to review our assessments from time 

to time. 
 

We shall only amend the assessment for each significant hazard. 

 



SAFE SYSTEMS OF WORK 
 

Cheynes Training is responsible for the identification of hazards and for the monitoring, 

implementation, and review of safe systems of work.   
 

In defining safe systems of work, we shall consult with our team and will follow the principles laid 

out below: 
 

1)  Assess the task. 

2)  Identify the hazards. 

3)  Define safe methods of work. 

4)  Implement the system 

5)  Monitor the results. 

 

Safe systems of work have been devised for: 
 

1) Handling chemicals.    

2) Moving / storing boxes and other bulky / heavy items.    

 

Inspection and use of Equipment 
 

At the beginning of every day, staff should visually check all items of equipment for defects.  Do not 

attempt to repair any faults on your own, report them to the Academy manager. 
 

New staff must not operate any equipment without the permission of the academy Head of Centre. 

They must not operate any equipment unless they have been trained or are working under direct 

supervision of a competent person. 

 

Personal Protective Equipment (PPE) 
 

The company will provide any PPE regarded as essential for the protection of employees.    

PPE includes general and specialist clothing.  It is the responsibility of employees to use the 

equipment provided, to take reasonable care of it and to report any problems to the  

academy Head of Centre. 

 

THE MANUAL HANDLING OPERATIONS REGULATIONS, 1992 (AS AMENDED) 

 
We undertake to avoid hazardous manual handling tasks where it is reasonable to do so.  These 

tasks will include supporting and moving a load by lifting, lowering, carrying, pushing or pulling. 
 

Where re-organisation of the tasks to eliminate manual handling is not possible, the risk of injury 

will be assessed for those tasks that have to be carried out manually. 
 

The relevant factors we shall consider are: 
 

1)  The weight of the load 
 

2)  The size of the load 
 

3)  The shape of the load 
 



4)  The centre of gravity of the load 
 

5)  The nature of the task 
 

6)  The individual capability of those undertaking it 
 

7)  Conditions in the working environment 
 
We shall review the assessment if there is any reason to suspect that it is no longer valid.  

 

The principle underpinning the assessment are as follows: 
 

• All items should be assessed for contents and weight before lifting 

• Large or bulky items should be broken into smaller components, if possible, and treated as 

small items 

• Items should be placed securely in designated areas in such a way that they do not present 

a hazard to those working in that location 

• Stack heavy items at the bottom of shelves or racking, with progressively lighter items on 

higher shelves 

• Do not obstruct passageways or doorways. 

• All packaging should be disposed of to the refuse area 
 

If manual lifting is unavoidable, team members should observe the following basic principles: 
 

1) Plan and assess their route before the lift commences. 

2) Never try to lift something that is too heavy; seek assistance. 

3) Bend at the knees, keeping your back straight.  

4) Ensure that they have a firm grip of the object they are lifting. 

5) Ensure they can see where they are going. 

 

CONSULTATION WITH EMPLOYEES (HEALTH AND SAFETY REGULATIONS 1996) 
 
We recognise that we have a duty to consult with all employees on matters affecting their health, 
safety and welfare, for this reason we will consult with all Heads of Centre and team members in 
order to: 
 

a) Provide adequate information on what is proposed. 

b) Give those affected time to express their opinions.  

c) Listen and take account of their responses. 

 
The method of consultation shall be at the company’s discretion. 

 
THE WORKPLACE (HEALTH, SAFETY AND WELFARE) REGULATIONS, 1992 
 

We undertake to comply with this legislation as detailed below: 
 

1) All workplaces, equipment, devices and systems will be maintained in efficient working order 
and good repair. 

2) The provision of temperature control and thermometers in all workplaces. 



3) The provision of suitable and sufficient lighting in all workplaces. 

4) Ensuring the cleanliness of all workplaces and the removal of waste materials. 

5) The provision of adequate floor area, height and space in workplaces. 

6) The provision of suitable workstations both for the person at work and for the work that is likely 
to be done there. 

7) The provision of safe and adequate traffic routes within the workplace. 

8) The provision of suitable seating if the work (or a substantial part of it) includes operations of a 
kind that can or must be done sitting. 

9) The provision of effective ventilation to ensure that every enclosed workplace is ventilated by a 
sufficient quantity of fresh air. 

10) Where the work involves carrying or handling liquids or slippery substances the workplace and 
the work should be designed to minimise the likelihood of spillages. 

 
THE HEALTH AND SAFETY (FIRST-AID) REGULATIONS, 1981 (AS AMENDED) 
 
We undertake to comply with this legislation as detailed below: 
 
1) By providing such equipment and facilities as are adequate in our circumstances to give first aid 

to any employee who is injured on the premises. 
 

2) To provide a suitable number of persons capable of rendering first aid to injured employees and 

clients.   
 

3) To notify all employees of the first aid arrangements. 
 

4) To provide First Aid Kits which are: 
 

a) Adequately stocked with only the items that the first aider has been trained to use. 
 

b) Free of medication of any kind. 

 
ACCIDENT REPORTING PROCEDURES 
 

Any incident, on or off the premises must be reported immediately to the academy Head of Centre 

who is responsible for filling in the necessary accident forms and, where necessary, informing 

external agencies.  All staff will be aware of their duty to report details of all accidents, injuries and 

‘near misses’, however insignificant.  Any accident or treatment given must be written down and 

recorded in the appropriate book / form.  Injured persons or their representatives must ensure that 

an entry is made in the official accident book.  
  

They must give the following information: 
 

1)  The injured persons name. 
 

2)  Date, time and place of the accident. 
 

3)  Circumstances of the accident. 
 

4)  Details of the injury 
 

5)  Treatment given. 
 
 

In all cases it is essential to record information accurately and precisely to facilitate an investigation 

into the circumstances surrounding the accident.   At all times the emphasis must be clearly put on 

prevention.  Accident reporting procedures will form the basis for ensuring that the same accident 

does not recur.  In-house accident reporting, and analysis is a necessary part of risk assessment. 



THE REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES 
REGULATIONS, 1995 (AS AMENDED) 
 
If a reportable accident occurs, we undertake to report it to the enforcing authority online at: 
www.hse.gov.uk/riddor, unless it is a traumatic incident such as fatal or major incident, which will 
be reported by telephone on 0845 300 99 23. 
 
We recognise a major accident as an accident connected with work and: 
 

1) Our employee, or a self-employed person, or a client or visitor to our premises is killed or 
suffers a major injury (including as a result of physical violence), or; 

2)  A member of the public is killed or taken to hospital. 

3)  The following are examples of Reportable Accidents: 

a)   Fracture other than to fingers, thumbs, and toes; 

b)   Amputation; 

c)   Any injury likely to lead to permanent loss of sight or reduction in sight in one or both   
eyes; 

a) Any crush injury to the head or torso, causing damage to the brain or internal organs; 

e)   Any burn injury (including scalding), which covers more than 10% of the whole body’s   
total surface area or causes significant damage to the eyes, respiratory system or other 
vital organs; 

f)    Any degree of scalping requiring hospital treatment; 

g)   Any loss of consciousness caused by head injury or asphyxia; 

h)   Any other injury arising from working in an enclosed space which leads to hypothermia or 
heat-induced illness or requires resuscitation or admittance to hospital for more than 24 
hours;  

 

In 1 and 2 above, we shall notify the enforcing authority without delay (e.g. by telephone).   We 
shall keep a record of all of telephone notifications, including the time, the name of the caller and 
what details were given of the event being notified. 

 

Within ten days we shall follow this up with a completed accident report form (F2508). 

 

Keeping Records 
 

Records must be kept of any reportable injury, disease or dangerous occurrence.  This will include 
the date and method of reporting; the date, time, and place of the event, personal details of those 
involved and a brief description of the nature of the event. 
 

RIDDOR Reporting: 
 

Telephone: 0845 300 99 23 

Fax:  0845 300 99 24 

E-mail: riddor@natbrit.com 

Post: Incident Contact Centre, Caerphilly Business Park, Caerphilly, CF83 3GG. 

 

 

 

mailto:riddor@natbrit.com


CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS, 2002  
(COSHH) 
 

We undertake to comply with this legislation as detailed below: 
 

1)  By carrying out a full COSHH risk assessment, using the following steps:  

a)  Identifying all the hazardous substances in the workplace. 

b)  Identifying what risks are associated with these substances. 

• Deciding who is at risk from which substances and what the risks are. 

• Assessing the arrangements for the storage, handling and usage of hazardous 
substances. 

c)  Taking action to minimise the risks. 

• Our first action will be to remove the substance from the workplace, or to substitute 
it with a less hazardous one. 

• Special attention shall be placed on dealing with hazardous fluids. 

• We shall ensure that all employees have received adequate training in working safely 
with hazardous substances. 

• We shall consult with our employees when conducting COSHH risk assessments. 

d)  Recording our findings. 

• The findings shall be recorded in the COSHH Register. 

e)  Reviewing and updating our COSHH assessments as and when necessary. 

 

THE ELECTRICITY AT WORK REGULATIONS, 1989. 
 

Cheynes Training undertakes to comply with the legislation as detailed below: 
 

We shall ensure that electrical systems and equipment are maintained in a safe condition. Electrical 

systems include both the fixed electrical installation and any equipment either plugged in or 

connected to it.   Staff expected to work with electricity will have the necessary training or 

experience to avoid endangering themselves or others.   
 

Portable Electrical Equipment. 
 

We recognise that any item of electrical equipment that is capable of being unplugged and moved 

from location to location is deemed as ‘portable’. To comply with the Regulations, we will introduce 

a planned maintenance and inspection programme.  After an initial inspection, the frequency of 

inspection / testing will vary depending on the usage of the particular equipment. 
 

To remove, or arrange repair, of any items that do not pass the electrical test. 

 

To train staff in the safe use of electrical equipment. 
 

By ensuring that any electrical work of any kind (including the wiring of a plug) may only be carried 

out by fully trained persons competent in electrical work. 
 

By ensuring that electrical contractors used by the Company are members of a recognised     

professional body. 

Visual Inspection 
 



Around 95% of faults or damage can be prevented by careful visual inspection. 
 

Things to look out for during the inspection are signs of: 
 

1)  Cuts, abrasions to the outer cable covering. 
 

2)  Damage to the plug, e.g. the casing is cracked or the pins are bent. 
 

3)  The outer cable not being gripped where it enters the plug or equipment. 
 

4)  Overheating (burn marks, plug hot to touch) 
 

5)  The correct rating of fuse is being used. 
 

6)  All wires are connected to the correct terminals, with no bare wires showing. 
 

7)  The terminal screws are tight. 
 

8)  There are no taped joints anywhere between the plug and the equipment. 

 

Team members and learners are instructed that if they are unsure of, or suspect 

an item of equipment to be faulty, he / she should unplug it and report it 

immediately to the Academy manager. 

 

THE DISPLAY SCREEN EQUIPMENT REGS, 1992 (As Amended) 

 

Display screen equipment has made a significant contribution to working life and can be used in 

safely provided a few common-sense measures are taken. The three most important steps are to: 
 

(a) adjust furniture and equipment to suit your needs - do not adjust your own posture to suit the 

workstation 
 

(b) avoid adopting a static posture and avoid prolonged DSE work without a change 

      of activity 
 

(c) always report problems with your furniture, equipment or health as soon as these 

      arise. 
 

We accept that health and safety hazards may arise from the use of this equipment. It is the 

intention of Cheynes Training to ensure that any risks are reduced to a minimum. Whilst it is 

generally recognised that the use of DSE can be undertaken without undue risks to health, it is 

appreciated that some employees may have genuine reservations and concerns.  

We will seek to give information and training to enable a fuller understanding of these issues. The 

implementation of this policy requires the total co-operation of all members of management and 

staff. There will be full consultation with employees through existing channels of communication. 

The person responsible for implementing this policy is the academy Head of Centre 
 

We will, in consultation with employees and apprentices:  
 

a) carry out an assessment of each workstation, taking into account the DSE, the 

furniture, the working environment and the worker 
 

b) take all necessary measures to remedy any risks found as a result of the assessment  

c) take steps to incorporate changes of task within the working day, in order to prevent 



intensive periods of on-screen activity 

d) review software to ensure suitability for the task 

e) arrange for the provision of eye and eyesight tests prior to employment and at regular 

intervals thereafter and where a visual problem is experienced 

f) arrange for the free supply of any corrective appliances (glasses or contact lenses) where 

required specifically for working with DSE 

g) advise existing employees, and all persons applying for work with DSE, of the risks to health 

and how these are to be avoided. 

h) Where an employee raises a matter related to health and safety in the use of DSE, we will: 
 

• take all necessary steps to investigate the circumstances 
 

• take corrective measures where appropriate 
 

• advise the employee of actions taken 
 

i) Where a problem arises in the use of DSE, the employee must adopt the following 

procedures: 

• inform a responsible person immediately 
 

• in the case of an adverse health condition, advise his or her own general practitioner 
 
 

THE PROVISION AND USE OF WORK EQUIPMENT REGULATIONS 1998 
 

We undertake to comply with these Regulations as detailed below:  
  
▪ By identifying the hazards present (both mechanical and non-mechanical) during the use of 

work equipment. 
 
▪ By evaluating the level of risk involved. 
 
▪ By considering whether safer working practices are required. 
 
▪ By ensuring that any work equipment is suitable for use, and for the purpose and conditions in 

which it is used. 
 
▪ By considering whether the equipment has to be made safer. 
 
▪ By ensuring that all work equipment is maintained in a safe condition for use so that people’s 

health & safety is not at risk. 
 
▪ By ensuring that any inspections required are carried out at the stated intervals and by a 

competent person. 
 
▪ By ensuring that any required guards, protection devices, markings and warning devices are 

provided and maintained. 
 
▪ By ensuring that any members of staff who use the work equipment receive adequate training, 

instruction, and information to enable them to use the work equipment in a safe manner. 
 
▪ By ensuring that the controls in place are monitored and reviewed for effectiveness. 
 
 



Procedures 

 

ELECTRICAL TESTING 

 
Records of inspection and testing will be held in the Academy Electrical Equipment Register. 
 
After an initial inspection, the frequency of inspection / testing will vary depending on the usage of 
the equipment. 
 
For most office equipment, the proper maintenance and inspection of plugs and leads will ensure 
that the risk of electrocution is kept to a minimum. 
 
Certain equipment such as kettles and some heavy-duty equipment will require combined inspection 
and testing at annual intervals. 
 

Equipment / Environment User 

Checks 

Formal Visual 

Inspection 

Combined Inspection 

and Testing 

Battery-operated: (less than 20 volts) 

 
No No No 

Extra low voltage: (less than 50 volts 

AC) e.g. telephone equipment, low 

voltage desk lights 

No No No 

Information technology: e.g. desktop 

computers, VDU screens: fax 

machines: 

No Yes, 2 – 4 years 
No if double insulated 

- otherwise up to 5 years 

Larger printers and photocopiers,  

(Items that are rarely moved) 
No 

 

Yes, 2 – 4 years 

No if double insulated 

- otherwise up to 5 years 

Double insulated equipment: 

NOT hand-held. Moved occasionally, 

such as fans, table lamps, slide 

projectors. 

No Yes, 2 – 4 years No 

Double insulated equipment: 

HAND-HELD e.g. some floor cleaners. 
Yes 

Yes, 6 months – 

1 year 
No 

Earthed equipment (Class 1):  

e.g. electric kettles, some floor 

cleaners, microwaves. 

Yes 
Yes, 6 months – 

1 year 
Yes, 1 - 2 years 

Cables (leads) and plugs 

connected to the above. 
Yes 

Yes, 6 months – 

4 years 
Yes, 1 - 2 years 

Extension leads (mains voltage), 

depending on the type of equipment 

it is connected to. 

Yes 
Yes, 6 months – 

4 years 

Yes, 1 - 5 years* 

 

 

PERSONAL PROTECTIVE EQUIPMENT 
 
Cheynes Training will provide any Personal Protective Equipment (PPE) regarded as essential for the 

protection of team members and learners.  PPE includes general and specialist clothing. It is the 

responsibility of employees to use the equipment provided, to take reasonable care of it and to 

report any problems to the Owner, Director or Academy Head of Centre. 



HAZARDOUS WASTE POLICY 
 

Cheynes Training recognises that team members, during the course of their work, may be put at 

risk through contact with hazardous materials.  Cheynes Training wishes to reduce these risks as far 

as reasonably practicable. 
 

To achieve this aim we will: 
 

a. Train team members and apprentices in their responsibilities to protect themselves, to 

dispose of waste safely and to reduce risks to others. 
 

b. Provide all necessary protective clothing and disposal facilities for waste; 
 

Procedures for dealing with spillages of hazardous materials.  
 

• All spillages must be cleaned up without delay, team members and apprentices must 

immediately stop whatever they are doing to attend to the spillage; 

• Team members and apprentices must wear protective gloves and aprons when dealing with a 

spillage and use appropriate containers bags for disposal of all items used in cleaning up; 

• Excess material should be wiped tip with paper towels; 

• The soiled area should be cleaned with the recommended chemical cleaner. This process to be 

repeated until all traces of the spill has been cleaned; 

• All plastic bags, gloves, aprons etc. should be placed in the disposal receptacle provided; 

• Team members and apprentices should wash their hands thoroughly and if necessary change 

their clothes. 

 
SKIN CARE POLICY 
 

Team members and learners will encounter mild chemicals such as shampoo that are, normally 

fairly harmless but may cause skin irritation if exposed for long periods. Stronger chemicals such as 

colouring products are potentially more dangerous and should always be treated with utmost care.  

Our aim is to minimise the risk of harm and to help achieve this, we expect everyone to follow our 

skin care policy.  
 

By following good practice, most problems can be prevented, however, if care is not taken, a 

condition which affects the hands could occur, this condition is known as dermatitis, also called 

contact dermatitis; another word for dermatitis is eczema. 
 

What is dermatitis? Dermatitis is a disease which affects the hands, and which is caused by 

substances irritating the skin.  Dermatitis is not infectious and cannot be transmitted. 
 

The symptoms of dermatitis The main symptoms include redness, itching, scaling, blistering and 

the skin often feels 'tight'.  If allowed to get worse, the skin can crack, and bleed and the problem 

can spread over the upper arms and body.  However, if it is spotted early enough and adequate 

steps are taken, most people make a full recovery.  
 

How can we prevent dermatitis? Prevention is possible by taking care of your hands.  The 
following points should help you to set up your own skin care regime. 
 

• use a pure hand cream (not scented) on a regular basis (each night before going to bed, each 

morning when you get up, at lunch time, etc.) ask a chemist to advise you. 

• do not wear jewellery whist at work (especially rings). 



• dry your hands thoroughly after they become wet (e.g. between shampoos, etc.) 

• always wear gloves when handling, mixing, applying any chemicals. 

• keep your hands out of soapy water whenever possible (wear gloves when possible). 

• wear warm gloves whenever you are out in cold weather. 

• avoid any activity which may cause the hands to become roughened. 
 

If symptoms do occur If the necessary precautions are taken, hands should stay trouble free, 
however if symptoms of dermatitis do occur, it is essential that immediate action is taken: 
 

• inform the Academy Head of Centre immediately 

• cease all direct contact with any chemical (use gloves if necessary) 

• seek advice from a doctor and follow all medical advice given with regard to treatment 

 

Academy Head of Centre action Ensure that a plentiful supply of barrier cream is available along 

with protective gloves.  Encourage use of the cream and make certain gloves are used if the person 

is handling any chemical no matter how mild. 
 

If anyone shows signs of skin problems, treat the concern seriously.  Immediately stop all direct 

contact with any chemical and encourage them to seek medical advice 
 

If a doctor gives notification that an employee suffers from a work-related disease 

such as dermatitis, by law we must send a disease report form (F2508A) to your local 

Environmental Health Department. 
 

Please remember, prevention is better than cure.  Make certain everyone is aware of the risk and 

make sure they follow the skin care policy. 

 
POLICY ON AGGRESSION AND VIOLENCE TO TEAM MEMBERS OR APPRENTICES  
 

Cheynes Training’s policy on aggression and violence is - zero tolerance. Anybody who displays 
aggressive behaviour or is violent towards an employee will be subject to disciplinary procedure and/or 
police action. 
 

Procedure for Aggression, Violence and Robbery 
 

In the event of violence or aggressive behaviour, from other members of staff or the public the following 
actions should be taken by: 
 

Affected Staff 
 

• Attempt to calm the violent or aggressive person by talking to them. Be firm, but not                        
confrontational. If the situation does not calm down attempt to walk away. 

 

• Try to ensure that other members of staff are aware of the problem. 
 

• Do not offer any physical resistance. Where violence is threatened give the person what they have 
demanded. 

 

• After the incident is over, write down the time and essential details (all involved staff should do this). 
 

• Discuss the incident with the manager and other staff in a considered way. 
 

Academy Head of Centre 
 

• Ascertain whether medical help is required for any victims. 
 



• Ensure that everybody has recovered from the incident; if not consider seeking professional help for 
post incident support. 
 

• If appropriate, report the details to the police 
 

• Gather all the information regarding the incident by interviewing those involved as well as any 
witnesses. 
 

• Consider whether disciplinary action is necessary. 
 

• Consider whether the incident was handled in the best possible way, or whether there are lessons to be 
learned for the future. Disseminate any lessons learned to all staff. 
 

• Ensure that appropriate records of the incident are kept in the Health and Safety Manual. Personal 
details should be kept separate to comply with the Data Protection Act. 
 

• Where physical violence has been used report the incident to the H.S.E under RIDDOR. 
 

DRUG AND ALCOHOL POLICY 
 

Cheynes Training does not condone, nor do we approve of, the excessive and inappropriate use of 

alcohol, nor the misuse of drugs whether illicit or prescribed. However, we recognise that our 

primary responsibility is to ensure a safe and healthy working environment for team members, 

learners and others. We further recognise that this objective is put at risk by those who misuse 

alcohol or other drugs to an extent or in such a way that it affects their health, work performance, 

learning, conduct or relationships at work. We recognise that alcoholism and drug misuse are social 

problems with medical implications which require specialist help. The consumption of alcohol and 

the misuse of drugs whether intermittent or continual becomes a 'problem' when it repeatedly 

interferes with a person’s health, work performance, learning, conduct or the safety of colleagues. 

This policy which applies to all team members, learners and others who attend the academy, 

therefore aims to: 

1. Promote the health and well-being of team members and learners and to minimise 

problems at work or in training arising from the misuses of alcohol and drugs. 

2. Make known to team members and learners the possible harmful effects of excessive 

consumption of alcohol and the misuse of drugs. 

3. Encourage safe and sensible drinking habits and a drug free lifestyle. 

4. Identify team members and learners with possible alcohol or drug related problems at an 

early stage; offer guidance and actively encourage them to seek appropriate help.  

We will not tolerate alcohol/drug related offences, for example abusiveness, fighting, alcohol 

impaired conduct or performance. These are misconduct issues and are subject to Cheynes 

Training’s disciplinary procedures. 

Where a problem of misuse is discovered, team members and learners will be advised to seek 

medical help. 

We encourage team members and learners with an alcohol or drug misuse problem to refer 

themselves to their GP for help before there work performance is affected or the problem impairs 

the safe and efficient running of the academy or the health of the individual or other employees.  

All self-referred team members and learners with alcohol or drug problems will have the 

confidentiality of their problem preserved.  



We are required by law (The Misuse of Drugs Act 1971) to inform the police of anyone on site 

including team members and learners who are in possession of or supplying illegal drugs. 

team members and learners are encouraged not to drink during working hours or at lunchtime. 

Where alcohol related offences occur, or are thought to have occurred, we will investigate to 

ascertain as to whether there is a problem of alcohol or drug misuse. 

We are committed to educating team members and learners on the possible harmful effects, the 

benefits and means of early identification of those suffering from misuse.  

 

  



ACADEMY FIRE PROCEDURES 

 

 

What to do should you discover a Fire 

 

If a fire is discovered, raise the alarm by shouting Fire!! Fire!! 

 

Telephone 999 and ask for the Fire Service. Give your location 

 

……………………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………………. 

 

• DO NOT panic 
 

• DO NOT attempt to tackle a fire any bigger than a waste-paper basket  
 

(and then only if you have been trained in the use of fire extinguishers) 
 

• DO NOT stop to gather personal belongings 
 

• DO NOT put yourself at personal risk 
 

• DO escort clients from the building 
 

• LEAVE THE BUILDING BY THE NEAREST SAFE EXIT – WALK, DON’T RUN 
 

The fire assembly point is:  

 

           ………………………………………………………………………………………………………………. 

The nominated person present will account for all team members, learners and visitors. 

 

DO NOT RE-ENTER THE BUILDING 



FIRST AID RISK ASSESSMENT  

Name: Address: 

 

 

Brief premises description (e.g. type of building, number of floors, etc): 

 
 
 
 
 

 

Number of employees at this location: 
 

Are any of the employees inexperienced, young, or work experience trainees?  Yes / No* 
 

Are there any specific hazards such as dangerous substances, or machinery?  Yes / No* 
 

Do any of the employees suffer from a disability or ill-health?  Yes / No* 
 

Are there any shift or out-of-hours employees?  Yes / No* 
 

Do any of the employees have language or reading difficulties?  Yes / No* 
 

Do any employees travel, or work remotely or alone?  Yes / No* 
 

Do members of the public visit?  Yes / No* 
 

N.B. Employers have no legal responsibility for non - employees, but the Health and Safety 

Executive (HSE) recommends that they are considered when making provision for first aid 
 

Is there a record kept of the history of accidents and ill health – their type, frequency,  

consequence and where they happened?  Yes / No* 
 

Is the workplace remote from emergency medical services?  Yes / No* 
 

Is there sufficient cover for the annual leave and other absences (planned and unplanned) of     

first aiders and appointed persons?  Yes / No* 
 

Is there a suitable First Aid kit for the number of employees and the level of risk? Yes / No* 

 

Is there suitable First Aid provision for the level of risk?    Yes  /     No 

  

Pease list the actions required: 

 

 

 

 

Signed: 

       

               Position: 

                  

                     Date: 
 


