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1. Our Commitment 

It is our intent to demonstrate an ongoing and determined commitment to improving health and 
safety at work throughout our organisation. 
We will ensure the health and safety at work of all our people and any other people who may be 
affected by our work activities.  
We will comply with the requirements of health and safety legislation. We will lead our industry by 
promoting best practice and exceeding the guidance of the Health and Safety Executive and other 
regulatory bodies. This policy reflects our commitment to ensuring that health and safety at work is 
paramount to the business and that effective health and safety actively contributes to our success. 
To this end, proper implementation, and application of this Policy by everyone is paramount. 
Employees are required to comply with the terms of this Policy and any related arrangements to 
take all reasonable steps to protect their own safety and that of other Employees; and co-operate 
with management in the implementation of this Policy. City Skills firmly beliefs that all employees 
are its greatest resource and thus strives to achieve excellence by working to provide and maintain 
working conditions, equipment safe systems of work both on and off the company’s premises. The 
company works hard to promote wellbeing and continuing positive health benefits to all its 
employees, learners/Apprentices, and various stakeholders. The ultimate responsibility for 
overseeing the implementation of this Health and Safety Policy rests with City Skills Health and 
Safety Representative. 
 

2. Objectives 
 
The purpose of this policy is to give all employees a comprehensive guide to our policy, on how we 
as business (City Skills) will protect the employees at work and enable all employees to understand 
their responsibilities, to ensure we both work together to comply with the expectation of the Health 
and Safety Act 1974. 
 

3. Scope 
 
This policy is for all employees, contractors, and any visitors to City Skills. 
 

4. Key contacts 
 
Whilst Health & Safety is a duty to which all within the company are required to contribute, the 
following identifies those personnel within the organisation with specific duties. A list of individuals 
currently occupying the positions set out are contained at the appendix to this policy. 

 
Richard Holmden – Operations Director – 07990 538 539 – rich@city-skills.com 
Nick Worsey – Apprenticeship Director – 07789 093039 – nick@city-skills.com 
 

5. Organisation, Resources and Responsibilities 
 
City Skills currently has two main directors which are highlighted above and have overall 
responsibility for the operations of the business in terms of complying with the Health and Safety 
Act 1974 and ensuring that all staff are suitably trained and conduct themselves appropriately to 
adhere to all guidelines. The directors will work closely with all Head of Department and HR regularly 
to review this policy to ensure adherence to any legislative changes, but it will be completed as a 
minimum of once a year. 
 

mailto:rich@city-skills.com
mailto:nick@city-skills.com
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City Skills directors recognise that as part of its operations, it needs to ensure that all health and 
safety matters are adhered to and to ensure this is integral to its delivery, all heads of departments 
and HR will play their part in direct responsibility. 
 

 
 
Whilst this image shows direct line of responsibility, details of responsibilities will be highlighted 
within this policy below, under each role which report into the management and director team, 
however, overall responsibility remains with the directors. 
 
City Skills holds quarterly business meeting either face to face or remotely which enables the 
directors and management team to consult with the business as whole, which is documented which 
may affect any Health and Safety issues or concerns. City Skills follows an ‘open-door’ policy for all 
employees to always talk confidentially to either a manager or directors. Any changes to this policy 
because of this communication, will be updated accordingly with version control. Each version will 
be signed by the directors of City Skills before being uploaded onto each employees document 
section on the HR system, which requires confirmation of being received. 
 
The Human Resources team at City Skills are responsible for the initial training to provide sufficient 
information, instruction, training, and supervision at their time of on-boarding. Throughout their 
employee journey, the HR team will liaise with the other Head of Departments to ensure that all 
employees remain competent to carry out their tasks confidently and safely. 
For any of our staff who work with a group of children (under 18’s) there is a reasonable and, in a 
position, that involves training/supervision or being in sole charge of person/s under the age of 18 in 
a 30 - day period or 4 consecutive days’ the relevant DBS check will apply. 
 
During the employee’s employment journey, all employees will have access through the company’s 
website Our Policies - (city-skills.com) to ensure they are able to access the most up to date policy. 
 
Contractors and sub-contractors who actively engage in business on behalf of City Skills will be 
expected to comply with City Skills health and safety policy and always conduct themselves 
professionally whilst adhering to the legal requirements of the work they are instructed to 
completed. 

Head of Sales 
and 

Marketing

Richard 
Holmden

Quality 
Manager

Nick Worsey

Human 
Resources

All Staff

https://city-skills.com/our-policies/
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In accordance with its legal obligations, City Skills will assess the risks associated with health and 

safety hazards in the workplace and carry out a risk assessment of its activities, equipment, facilities, 

building and all other related arrangements where matters of health and safety maybe involved. All 

staff will be informed of the health and safety hazards and risks that affect their work. City Skills will 

act to prevent, reduce, or control risks to an acceptable level and reduce the potential for incidents 

and accidents. This Health and Safety Policy (“the Policy”) is designed to enable City Skills to comply 

with its statutory health and safety obligations, to apply the necessary measures identified in its risk 

assessment and to adopt all other reasonably practicable measures (within the limits of available 

resources). 

Risk Assessments are to be carried out by an executive in accordance with the terms of the 

Management of H&S at Work Regulations 1999, where they have identified the need for action 

those such actions will be placed in order of importance and severity. 

A risk assessment will be conducted by a director or Human Resources if informed a member of staff 

becomes pregnant to ensure all risks are reviewed and action plan conducted accordingly. The risk 

assessment will be reviewed during the length of time an employee is pregnant ensuring the risks 

are monitored and they are adhering to the action plan and changes can be made. 

A Director will review all Risk Assessments annually or at such time any incident or accidents that 

may require such action. 

All risk assessments will cover both office and field based. 

A risk assessment and a clear action plan has been produced showing how City Skills comply to the 

Prevent Duty what is done and what may need to be done which is reviewed and updated annually. 

Both the Operations and Apprenticeship Directors have overall responsibility for ensuring that 
adequate resources such as, employees, financial and time are available to ensure that City Skills 
adheres to any changes in legislation, this health and safety policy and its safety management 
systems. 
 

Activity Person with responsibility 

Preparing, implementing and monitoring Health & Safety 
Management System (including Policy) 

Rich Holmden 
Nick Worsey  

Reporting investigations and recording accidents Rich Holmden 
Nick Worsey 
Managers 
Employees 

Fire precautions, Fire Drills and emergency procedures (Fire 
Marshalls) 

Rich Holmden 
Nick Worsey 

First Aid Rich Holmden 
Nick Worsey  
Managers 
Employees 
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Premises safety inspections & legislative requirements Rich Holmden 
Nick Worsey  

Health & Safety Training Programme Rich Holmden 
Nick Worsey  
Human Resources 

Management of contractual Health & Safety requirements Rich Holmden 
Nick Worsey  

Safeguarding/Prevent Duty & Learner/Apprentice Support All staff 

The Health and Safety Act 1974, place two main responsibilities, which are legally bound, on each 
employee. The first responsibility is that the employee manages their own health and safety whilst 
being at work, and secondly; taking responsibility for other persons health and safety at work who 
could be affected by that individual because of the work they do. 
 
In addition to these, employees may have additional responsibilities as a result of their position 
within the business. 
 
The Directors 
 
The Operations and Apprenticeship Director has overall responsibility for health and safety of this 
policy and will endorse this policy and other updates via signature. 
The main health and safety responsibilities are: 

• Ensure that there is an effective Health and Safety policy, and it is being reviewed 
accordingly to ensure adherence to legislation which is them communicated effectively to all 
employee and subcontractors, which is endorsed by their signature 

• Ensure that appropriate staffing, finance, and time is provided to ensure that all employees 
can conduct their business role safely and effectively 

• Ensure correct consultation between the directors and all employees for the purpose of 
reviewing safe working practices, safe management systems, which include details of 
changes and implementation time scales of new measures, practices, or systems to remain 
safe at work 

• Review constantly the safety performance of its working practices and actively engage with 
changes to the policy to ensure the business and employees are safe at work and following 
the policy. 

 
Directors and Head of Department 

• Ensure that there is an effective Health and Safety policy, and it is being reviewed 

accordingly to ensure adherence to legislation which is them communicated effectively to all 

employee and subcontractors 

• Oversee and implementation of all the requirements of this policy 

• Ensure the correct reporting and escalation of all investigations in relation to incident, 

accidents and near misses 

• To conduct the first stage of risk assessments when required to ensure City Skills, clients and 

learners/Apprentices are safe to work with each other. Work with external clients to ensure 

they are fully aware of City Skills expectations in relation to health and safety. 

• Ensure correct consultation between the directors and all employees for the purpose of 
reviewing safe working practices, safe management systems, which include details of 
changes and implementation time scales of new measures, practices, or systems to remain 
safe at work 
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• Advise on all Health and Safety Concerns 

• Oversee the inspection of Health and Safety within the City Skills office 

• Collate and analyse accident data to enable the changes to support safety 

Human Resources 

• Ensure all existing employees training records are completed (yearly) and updated and 

escalated to the directors to ensure adherence of policy 

• Support directors and head of department leaders with the risk assessment process and 

carry out risk assessment if required. 

• Staff qualifications will be kept the staff competency and training matrix and any 

qualifications that are time bound will be monitored and updated where necessary. 

• Monitoring of the HR system to ensure all employee has access to the most current policy 

version 

• Deliver training in business meetings around policy changes and support the change within 

the business 

• Ensure appropriate training CPD is available at a new employee’s induction and continue 

through their employee journey yearly. 

Employees 

• To ensure they conduct themselves correctly to ensure adherence to the Health and Safety 

Policy 

• Bring any concern or problem regarding to health and safety to their line manager or 

director as soon as possible and complete any instructions quickly 

• Ensure they are aware of the emergency procedures for City Skills Head Office and those of 

sites they are working in to conduct City Skills Business 

• Report all incidents relating to an injury, loss or damage and near misses to their line 

manager or director as soon as possible 

• To check all equipment and report and concerns of damage 

• Discuss and develop learner’s/Apprentice’s understanding and knowledge of all health and 

safety requirements, with correct and current guidelines to protect learners/Apprentices 

and report to line manager or directors, if any concerns are raised 

• Follow all City Skills procedures and rules 

Visitors 

• The responsibility for visitor’s rests with the person who invited them.  All visitors shall be 

given safety information, instruction and training, protective clothing or safety equipment as 

may be necessary and appropriate. The visitor will be expected to sign in on arrival and sign 

out when they leave the building. 

• As far as reasonably practicable, the location of any visitor with impaired mobility shall be 

known always to the person who invited the visitor.  Such a visitor shall be accompanied by 

an Employee throughout the visit and, if reasonably practicable, shall not be taken above or 

below ground floor level.  For this policy, a person has impaired mobility if s/he cannot, 

without the assistance of someone else; leave the building. 
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6. What is a risk assessment, risk and hazard 

What is a risk assessment 

A risk assessment is detailed a detailed examination of the potential risks and hazards within the 

workplace. This details the risk or hazard, the harm it could have on the employees, which then 

enables you to analyse whether you have taken enough precautions or whether additional 

precautions need to be taken. 

City Skills Risk assessments follow the principle of: 

1. Identifying the risk or hazard 

2. Identify those employees at risk and how they are at risk 

3. Determine the effectiveness of existing action to safeguard against those risks 

4. Outline additional actions that are needed to further remove or minimise the risk or hazard 

What is a hazard 

A hazard is something that has been identified with the potential to cause harm, whether this is 

personal injury to the individual or group, ill health, and any other loss or damage. 

What is a risk 

A risk is the likelihood that the harm will occur alongside the severity of if it does happen. 

7. Employee Risk assessment 

City Skills takes their responsibilities for the safety of its employees extremely seriously and because 

of this will act and work with the employee should they identify any concerns or risks to their safety 

or experience a medical or health concern. If this is identified either from the business or the 

employee, the business will conduct a specific risk assessment to mitigate the risk of harm to an 

acceptable level. 

When a risk has been identified by the employee, it is their responsibility to discuss and report this 

to their line manager as soon as possible. Following this discussion, this may result in a reasonable 

adjustment policy being implemented to ensure the risk of harm is minimised because of a risk 

assessment.  

Once this has been submitted to the directors, this will be discussed with the HR team to ensure 

appropriate actions have been identified and can be applied. This will then be feed back to the 

employee within 10 days. 

In some instances, additional specific risk assessments may be carried out because of information 

from the employee, such as driving, pregnancy, DSE and back complications and stress. 

8. Accident, reporting and investigation 

City Skills takes the safety of all employees extremely seriously with regards to injuries or other ill 

health related conditions. Should an employee suffer and accident whilst working or suffer an ill 

health condition, City Skills will expect the employee if they are working within head office to 

complete the corporate accident report form and inform a line manager or director within 24 hours. 

Should an employee that is field based have an accident or suffer an ill health situation, they are to 

complete an online accident report form Employee Accident Report Form (cognitoforms.com) as 

https://www.cognitoforms.com/CitySkills1/employeeaccidentreportform
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soon as possible or within 24 hours. They are also expected to contact their line manger or director 

within 24 hours. 

The City Skills directors will review the reporting document and report to RIDDOR if any 

requirements are met to do so. 

RIDDOR (The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013) 

RIDDOR reporting is necessary for any fatalities and specific injuries, which are defined by RIDDOR 

(Specified injuries to workers - RIDDOR - HSE), must be reported by telephone as soon as possible 

through the HSE Contact Centre – 08453009923 (Monday – Friday 8:30am – 17:00pm), or alternatively 

through the online reporting system - How to make a RIDDOR report - RIDDOR - HSE 

For any injuries over 7 days, reportable occupational diseases and dangerous occurrences are to be 

reported via the link How to make a RIDDOR report - RIDDOR - HSE 

First Aid 

City Skills expects there to be a minimum of two qualified first aiders to ensure that all employees 

are protected and can receive first aid should they become injured or taken ill at work. 

City Skills First aiders are: 

Richard Holmden – Operations Director 

Nick Worsey – Apprenticeship Director 

The first aiders will be expected to perform first aid duties that is within their capabilities and 

training, and seek emergency support when needed. 

Through the reporting either online by remote workers and the corporate First Aid document held at 

head office, all reported incidents will be investigated by the directors and reported to ensure that 

lessons are learnt from any injury caused at work. 

8a. Learner/Apprentice First Aid reporting 

City Skills recognises that it has a duty of care to its learners/Apprentices to ensure they are 

protected and safeguarded against any possible harm.  As City Skills takes its learners/Apprentices 

safety paramount, City Skills expects all Development Coaches to conduct welfare and safeguarding 

checks through the learner/Apprentice progress document. This document requires the 

Development Coaches to discuss any recent accidents or incidents the learner/Apprentice may have 

had since their last review. If any incident or accidents have taken place the Development Coach will 

be expected to: 

1. Gather the incident/accident report form from the learner’s/Apprentice’s employers and 

send to both directors Richard Holmden and Nick Worsey – rich@city-skills.com nick@city-

skills.com  

2. Complete a Learner/Apprentice Accident Report form within 24 hours. Learner Accident 

Report Form (cognitoforms.com)  

Following the submission of this document the directors will then contact the Education Skills 

Funding Agency (ESFA) Territory Manager if necessary or if the accident or incident result in a 

fatality. 

 

https://www.hse.gov.uk/riddor/specified-injuries.htm
https://www.hse.gov.uk/riddor/report.htm#online
https://www.hse.gov.uk/riddor/report.htm#online
mailto:rich@city-skills.com
mailto:nick@city-skills.com
mailto:nick@city-skills.com
https://www.cognitoforms.com/CitySkills1/learneraccidentreportform
https://www.cognitoforms.com/CitySkills1/learneraccidentreportform
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9. Fire Safety 

City Skills Head Office is based within a business park and will adhere to the business management 

team procedures for fire safety. City Skills will provide all employees and contractors that may be 

visiting City Skills, information, and guidance of the requirements of the fire evacuation process to 

ensure they are able to protect themselves and other people’s lives. 

City Skills takes its responsibilities to fire prevention measures serious, and to ensure adherence of 

the procedures City Skills has allocated two fire wardens, Rich Holmden and Nick Worsey.  

Currently the Business Management Team conducts weekly fire alarm checks on a Wednesday 

morning, between 9:00am-10:00am. City Skills expects all Employees to be alert during this time as 

this may not a test. Should fire alarms sound at any other time, all employees and contractors are 

expected to follow the evacuation process. 

City Skills will adhere to the Business Management Teams fire evacuation practice every 6 months 

and expect all staff and contractors that are working on City Skills during that time to take part. 

Finding a fire 

Should an employee of City Skills discover a fire they are to follow this procedure: 

• Raise the alarm by smashing a glass call point 

• Evacuate the office space if safe to do so 

• Leave the building via the nearest and safest fire exit 

• Call 999 

• Meet at the fire assembly point for the business park – Front Car park 

On hearing the alarm 

• Lock computer/laptop 

• Ensure the office space if fully vacated by leaving the build through the fastest and safety 

exit 

• Go straight to the business parks fire assemble point – Front car park 

All employees or contractors are NOT TO: 

• Go back into the building to collect any personal belongings 

• Attempt to go back into the building without the approval of the Fire service, Business 

Management Team, or the Directors of City Skills 

9a. Learner/Apprentice (s) at City Skills Head Office 

It is extremely rare that a learner/Apprentice of City Skills would attend a meeting at City Skills Head 

Office, if this was to be the case, the learner/Apprentice would be expected to sign in, and it would 

be the person who they have visited at the office, responsibility for their safety during a fire 

evacuation. 

10. Visual Display Units 

Working with VDU (Visual display units) 

Any Employee who uses display screen equipment for a significant part of their normal work (for 

example, an Employee who on average and in total, uses a computer for 2 hours per day) shall have 
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their display screen equipment workstation assessed (and where necessary, adapted) to ensure that 

its design and layout will avoid visual fatigue and back, shoulder, neck, arms, legs and wrists aches.  

Adequate chairs, work surfaces and equipment shall be provided (e.g. footrest or back roll). 

• VDU Employees are encouraged to take periodical breaks from using the equipment (e.g. 10 

minutes every hour).   

• VDU Employees shall be given written information and guidance on the safe use of display 

screen equipment.  If necessary, VDU Employees shall attend training on the safe use of 

display screen equipment.  Any VDU Employee who wishes to get information relating to 

health and safety aspects of display screen equipment should discuss their concerns with a 

director. 

• Employees must switch off all monitors and display screen equipment at the end of their 

working day, to avoid the risk of fire.  

• A copy of the HSE Booklet "Working with VDU's" is available in the health and safety file 

located in the City Skills Office. 

 

11. Manual Handling 

Manual lifting and movement includes any task which involves lifting, moving and supporting loads 

through physical effort (e.g. moving files, desks, PCs etc).  As far as reasonably practicable, manual 

handling operations shall be avoided, e.g. by eliminating or redesigning the task or by using handling 

equipment (e.g. a trolley or castors).   

Where a manual handling operation must be carried out, it ought to be assessed and risks of injury 

identified.  All reasonably practicable safety measures must be taken, including informing the 

relevant Employee of the weight of the load to be carried; altering or splitting of the load; providing 

and using mechanical aid equipment; and changing the task layout or design.  No Employee should 

be asked or attempt to lift a load that is too heavy. 

 Any Employee who carries out a manual handling operation is required to: 

• Check that the area through which and to which the load is carried is clean and tidy 

• Wear shoes which have a good grip and, if reasonably practicable, protective toecaps; not 
wear loose clothing; wear gloves (when necessary); and use all other supplied and necessary 
protective and handling equipment 

• Stand close to the load and plant feet firmly with legs approximately 30 centimetres apart 

• Squat with bent knees, keeping their back straight and chin tucked in 

• Grip the load firmly and stand up slowly with the load kept near the body - the load should 
not be lifted above chest height 

• Use smooth movement; avoid jerking, twisting, jumping etc 

• Lower the load slowly by bending the knees and letting the legs take the strain  

• Take extra care if suffering from a back problem 

• Ask for help if necessary 
 

12. Lone Working 

City Skills recognises that some employees may request to work outside normal working hours. In 
each instance this must be agreed by a line manager or director. 
For employees that work in Head Office, this will only be granted if the following conditions are met: 

• A second person is present within the building (This could be the Business Park’s 
receptionist) 

• A telephone, allowing both internal and external calls 
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• Employee can move around the building safety, such as all external doors are secure and 
those that enable access to the City Skills Office. 

• Regular security Patrols  
For employees that are working remotely such as Facilitators or Development Coaches, they are to 
follow this procedure to ensure safety is maintained: 

• Discuss the need to work outside normal working hours of delivery with their line manager 
or director to gain authorisation to do so. 

• Ensure that their diary is updated to include the times of visit, including learner/Apprentice’s 
name and Learner/Apprentice’s postcode. 

• Learners/Apprentices are not to be transported in personal cars of a Facilitator or 
Development Coach 

 
13. Driving for work 

The following requirements apply always when using company, hire or own vehicles on company 
business: 

• City Skills encourages all employees that are driving for business related business to stop and 
take a break after 2 hours of driving to enable the employee to  

• All new staff must submit all information on the on the HR system relating to car insurance, 
MOT and licence. When the car insurance is renewed, it is the responsibility of that member 
of staff to submit this document to HR at the earliest opportunity. 

• Employees are responsible for ensuring that their own vehicles are insured for ‘Business Use’ 
and that the vehicle is roadworthy and satisfies all legal requirements, e.g. car insurance, 
MOT etc. Employees are also responsible for ensuring that the vehicle is maintained to a 
roadworthy standard and that it is serviced in accordance with the manufacturer’s 
recommendations 

• City Skills expects all journeys to be properly planned to ensure enough time is given to 
enable the driver to not feel rushed or stressed and encourage poor driving 

• Drivers are expected to drive safely, courteously and must comply always with all relevant 
and applicable legal provisions and requirements plus are fully aware of the Highway Code. 
These include, but are not limited to; wearing seat belts, parking restrictions and road signs. 
The capacity of a vehicle must not be exceeded 

• When driving for work purposes, employees must never drive faster than conditions safely 
allow and must obey posted speed limits always. Exceeding the speed limit is against the 
law. Persistent failure to comply with the law will be regarded as a serious matter and gross 
speeding while driving for work will be regarded as a serious disciplinary matter. Employees 
who gain penalty points on their licence may be required to take further driver training 

• The use of handheld mobile telephones whilst driving is prohibited unless you are using 
hands free however if you are using hands free it will be the choice of the person driving 
the car and City Skills will not be liable if any incident or accident occurred.  

• Employees must never drive under the influence of alcohol or illegal drugs 

• Employees should advise us if they are taking any medication, prescribed or non-prescribed, 
or suffer from any medical conditions where this could affect their ability to drive a 
vehicle.  Failure to advise us will render an employee liable to disciplinary action 

• Employees may only drive a vehicle for work purposes when it is considered safe to do so 
and should discuss any need to drive with their line manager or director and refer to the 
adverse weather conditions policy 

• We will not be held responsible for any loss or damage caused to an employee’s own vehicle 
during the vehicle's use for business purposes. Any policy excess is also an employee’s 
responsibility 
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• We cannot, under any circumstances, accept responsibility for parking or other fines 
incurred by an employee whilst driving a vehicle on our business 

• All transport related incident or accidents must be reported to a line manager or director as 
soon as practicable possible and safe to do so 

• Authorisation to drive on behalf of City Skills may be withdrawn from employees who attain 
9 or more penalty points. If it is a requirement of the employee’s job duties that they need 
to drive a vehicle, the loss of such a licence because of a motoring conviction or on health 
grounds, may, if we are unable to provide suitable alternative employment, lead to the 
termination of their employment 

 
14. Company Car 

 
For any members of staff who will take up the offer of a company car there is a policy in place. 
 
The purpose of this policy is to outline our policy in respect of the procurement and management of  
company vehicles.   
 
In summary, this policy will provide details of our procedures in relation to: 
 

• Entitlement to a Company Car 

• Procedures on the Selection of a Company Car 

• Use of a Temporary Vehicle 

• Environmental Considerations 

• Driver Obligations 

• Business and Private Mileage 
 
The use of a Company Vehicle is a privilege, and it is important that you understand our procedures 
and your obligations in respect of using a business vehicle.  
 

15. Diary Management for field work 

Employees also have a responsibility to conform to H&S measures adopted by the company to ensure 
the safe working of its entire workforce. It’s the responsibility of field staff to: 

• Ensure that employee’s Outlook calendar is updated to show their location and times of 
visits. This includes, learner/Apprentice(s) name, site address including postcode and 
time. 

• All calendar outlooks include travel times to and from the site. 

• Your work mobile phone is fully charged. 
 

16. Alcohol and Drug 
 
City Skills expects all employees not to drive under the influence of alcohol or drugs as this can affect 
and impair their judgement of safety for the employee and other road users.   

• Alcohol and drugs may have significant detrimental effects on individuals’ health and 
safety at work.  Employees must not consume any alcohol or drugs (including certain 
medication) whilst at work and during the 8 hours before they start work. 

• An Employee who, it is suspected or recognised has an alcohol or drug dependency 
problem will be given the opportunity to seek diagnosis and treatment. Provided there is 
evidence of a genuine desire to overcome the problem, the Employee may take time off 
work to receive appropriate treatment.  Certified absence from work during such 
treatment shall count as sick leave.  During any such treatment, the Employee may have 
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to be re-deployed, to ensure their safety and that of other employees and 
learners/Apprentices. 

• Where help is refused, or ignored, or where impaired performance continues, or there is 
gross misconduct then the City Skills reserves the right to take disciplinary action. 

 
17. Electrical Safety 

 
City Skills acknowledges that its employees work with electrical equipment throughout their working 
day, and as such, City Skills will ensure that all equipment is properly checked for safety and replace 
any concerns or faults with any electrical devices. 

• Anyone using electricity and electrical equipment must be aware of the risks of 

electrocution, electric shock, burns, fire and explosion.  All precautions must be taken to 

reduce such risks.  Assessment of all foreseeable risks of personal injury or death associated 

with work activities involving electricity has been undertaken and shall be reviewed as 

required by law and City Skills has devised safe systems for working with well-maintained 

electrical equipment 

• Employees must report any fault or defect which they notice in any electrical installation or 

equipment to the as soon as they discover it to either line manager or a director and the 

equipment must not be used until fully repaired 

• All electrical equipment must be safe and suitable for its intended use and must be used in 

accordance with manufacturer’s instructions and information, and instructions and (where 

appropriate) training provided 

• All electrical equipment will be visually inspected and fully risk assessed.  Out of date 

equipment must not be used 

 

18. Reporting any Health and Safety Concerns 

As described in this policy, the Directors will positively work with all employees to ensure the 

environment in which they work in is safe from any hazards or risks. If an employee is concerned 

with their environment or equipment, then they are to report this immediately or when safe to do 

so their line manager or a director using the details highlighted in point 4. 

19. Related Policies 

• Safeguarding Policy  

• Equality and Diversity Policy  

• Prevent Policy  

• Whistleblowing Policy  

• Reasonable Adjustments Policy 

 

 

 

 

 



Health and Safety Policy V2 
AUGUST 2021 

Policy review area Operations 

Lead Manager QM 

Approval Level Board 

Start Date Aug-21 

Review Cycle 1 year 

Next Review Aug-22 

  

Approved By Rich Holmden 
       

            


