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SCOPE 

All Employees All Associates Sub-Contractors 

 
Apprentices and 

Learners 

PURPOSE 

The purpose of this Health & Safety (H&S) policy is to set out our commitment to and the key 
tools that the Group use.  The Group take a preventative and measured risk assessment 
approach to H&S, via which we aim to avoid H&S problems arising.  

We are committed to: 

• ensure the mental and physical health, safety and welfare of our Team Members and our 
apprentices and customers whilst they are in our care 

• comply with all relevant H&S laws and regulations and any other relevant requirements 
to which The Group subscribes 

• assess the risks to the safety and health of our Team Members, our apprentices and 
customers and any others who may be affected by our activities, and implement 
controls to minimise those risks 

• incorporate H&S considerations into all our business and training activities 
• appropriately record all H&S accidents in line with relevant regulations 
• take appropriate mitigating action to address any H&S issues arising 

INTERNAL RESPONSIBILITY FOR H&S 

• The Group CEO has overall responsibility for H&S, including responsibility for this policy; 
• All Team Members must take personal responsibility for their own actions; 
• All Team Members must act in a safe manner; 
• All Team Members should be aware of and work within this H&S policy, adherence to 

The Group’s policies forms part of our Contracts of Employment and Engagement. 

APPRENTICE & DELEGATE RESPONSIBILITIES FOR H&S 

• All Apprentices and Delegates must work in accordance with H&S information and 
training that has been provided to them by their employer, and/or by our Team Members; 

• All apprentices and delegates must take personal responsibility for their own actions, and act in a safe 

manner, at all times; 

• Our Code of Conduct for Apprentices includes information relating to H&S, and all apprentices are 

required to sign the Code of Conduct at the commencement of their training; 

• We communicate relevant H&S information in our contractual and enrolment documentation; 
• We obtain details of the Apprenticeship employer’s Health and Safety representative 

during the contracting phase, in order to ensure we have a key point of contact with 
regards to H&S matters. 

• Employers and apprentices are required to complete a H&S declaration as part of enrolment, 
apprentices must review this at Mid-point this also.  



 

ACCIDENT BOOK 

All Team Members are required to record, in a timely manner, details of all H&S accidents, 
incidents and/or near misses that occur in the Group’s Accident Book.  

We will always inform the employer/customer concerned if an accident, incident or near-miss 
occurred on their site and/or involved one of their apprentices/delegates. At a minimum the 
employer will be made aware of the following information:  

• Date and time of the accident, incident or near miss 
• Name of the apprentice(s)/delegate(s) and/or Team Member(s) involved 
• Location of accident, incident or near miss 
• Reason for the accident, incident or near miss 
• Supporting evidence/witnesses 
• Actions/next steps 

Investigations may take place depending on the nature and criticality of an accident, incident or 
near -miss.  Subsequent lessons learnt or new risks identified will be noted and shared at 
relevant internal meetings and, where appropriate, will be recorded in the Accident Book, the 
Incident Recording System and/or our Continuous Improvement plan. 

INDUCTION TRAINING  

The following H&S matters are covered during our Induction training: 

• H&S Policy 
• Process for recording information regarding all H&S accidents, incidents and near-

misses 
• Safeguarding and Prevent Policy   
• PPE requirements   
• Any allergies or other support requirements that a Team Member may have that we need 

to be aware of  
• Any safety requirements relating to specialist equipment/resources that the Team 

Member may need to use 
• Safe Working 
• Provision of Emergency Contact Details 

In addition, we require all of our Employees to regularly complete a Display Screen Equipment 
Assessment and to ensure that they have all relevant electrical equipment PAT Tested on a 
regular basis. We recommend that all of our Associates regularly complete the above actions 
also.   

TRAINING/MEETING VENUES 

Our Training Programmes are primarily conducted online. Where face to face training is 
undertaken this is usually undertaken at an employer’s premises, at an external venue hired for 
that purpose, or at the PMI Office. Where face to face training is undertaken our Team Members 
and apprentices/delegates are required to work within the H&S guidelines of the 
apprentices/delegates employer(s) and, where applicable, those of the external training venues.   

 

 



 

RISK ASSESSMENTS 

The Group undertakes a range of appropriate event-based, activity-based and location-based 
risk assessments to minimise the opportunity for accidents or incidents occurring.  These are 
regularly reviewed. 

HUDDLES AND ADVISORY BOARD MEETINGS 

H&S incidents are covered in the Group Huddle agendas, including escalations to Partners as 
required. H&S is a standing agenda item at our quarterly Advisory Board Meetings.  Key 
information from these meetings, including information relating to H&S, is cascaded to all Team 
Members as required.    

COMMUNICATION 

We encourage open communication with Team Members, apprentices/delegates and their 
employers regarding H&S matters in order to drive improvements in H&S and to support the 
implementation of this Policy.    

We ensure that the topic of mental and physical health, safety and welfare is highlighted at the 
beginning of all of our training programmes, and we provide information/resources on physical 
health, safety and welfare for apprentices/delegates and their employers on our website. 

MONITORING OF APPRENTICE ATTENDANCE 

We acknowledge that attendance and non-attendance can be an indicator of a H&S matter 
and/or a Safeguarding matter, and we therefore monitor, and report to employers’ regarding, the 
attendance of our apprentices/delegates’.  Please see our Attendance Policy for further 
information.   

Where an apprentice/delegate takes a Break in Learning we record the reasons for this break (eg 
health issue) within the relevant documentation.  

A report on the attendance of apprentices/delegates is presented to our Advisory Board at each 
meeting. 

REVIEW 

This policy will be reviewed at least annually. All those within the scope of this Policy will be 
made aware of all updates made to this Policy following each review.  
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