INSPIRE, PROVIDE AND SUPPORT ACHIEVEMENT

HEALTH AND SAFETY POLICY (UPDATED 2026)
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1. GENERAL STATEMENT

Time2Train Ltd recognises its responsibility under the Health and Safety at Work etc. Act 1974 to take
all reasonably practicable steps to provide and maintain safe and healthy working and learning
conditions for employees, learners, contractors, visitors and others who may be affected by our
activities.

We are committed to:

e Providing and maintaining safe plant, equipment and systems of work

e Ensuring safe handling, storage and use of substances hazardous to health

e Maintaining workplaces in a safe condition, including safe access and egress
e Providing adequate welfare facilities

e Promoting a positive health and safety culture through information, instruction, training and
supervision
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2. LEGAL FRAMEWORK

Time2Train will comply with all relevant health and safety legislation, including but not limited to:

Health and Safety at Work etc. Act 1974

Management of Health and Safety at Work Regulations 1999
Workplace (Health, Safety and Welfare) Regulations 1992

Provision and Use of Work Equipment Regulations 1998 (PUWER)
Manual Handling Operations Regulations 1992 (as amended)

Display Screen Equipment Regulations 1992 (as amended)

Control of Substances Hazardous to Health Regulations 2002 (COSHH)
Personal Protective Equipment at Work Regulations 2022

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
Regulatory Reform (Fire Safety) Order 2005

Health and Safety (Display Screen Equipment) Regulations

Control of Noise at Work Regulations 2005

It is the duty of both the employer and employees/learners to co-operate to ensure compliance with
these legal requirements.

3. GENERAL POLICY RESPONSIBILITIES

TIME2TRAIN WILL:

Provide a safe and healthy working and learning environment

Carry out suitable and sufficient risk assessments and implement appropriate control
measures

Maintain plant and equipment in a safe condition
Provide appropriate personal protective equipment (PPE) where required

Ensure staff and learners receive adequate health and safety information, instruction and
training

Consult with staff and learners on health and safety matters
Record, investigate and report accidents and incidents as required by law

Review this policy annually or following significant change

EMPLOYEES AND APPRENTICES MUST:

Take reasonable care of their own health and safety and that of others
Co-operate with Time2Train on health and safety matters

Follow all health and safety instructions, procedures and training
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e Use PPE as provided and instructed
e Report hazards, defects, near misses and accidents immediately
e Maintain good standards of housekeeping

e Not misuse or interfere with safety equipment

CONTRACTORS MUST:
e Comply with this policy and relevant legislation

e Not bring hazardous substances or equipment onto premises without prior approval

e Observe Time2Train’s no-smoking and substance misuse rules

4. HEALTH AND SAFETY MANAGEMENT AND RESPONSIBILITIES

HEALTH AND SAFETY REPRESENTATIVE

The Health and Safety Representative is Christopher Morton.
Responsibilities include:

e Promoting co-operation on health and safety matters
e Investigating accidents and dangerous occurrences

e Undertaking and reviewing risk assessments

e Identifying hazards and implementing controls

e Ensuring appropriate safety signage and information is provided

RESPONSIBLE PERSON (RIDDOR AND OVERALL RESPONSIBILITY)

The nominated Responsible Person is Christopher Morton, who holds appropriate competence (e.g.
NEBOSH or equivalent) and is the main point of contact for serious health and safety matters and
statutory reporting.

5. ACCIDENT AND INCIDENT REPORTING

e All accidents, injuries, near misses and dangerous occurrences must be reported
immediately

e First aid will be provided by a trained first aider
e Allincidents must be recorded in the accident book

e Reportable incidents will be notified to the relevant enforcing authority in accordance with
RIDDOR 2013

TIME2TRAIN

Inspire, Provide and Support Achievement



INSPIRE, PROVIDE AND SUPPORT ACHIEVEMENT
6. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)

Time2Train will:

e Assess risks from hazardous substances

e Implement control measures to prevent or reduce exposure
e Provide information, instruction and training

e Maintain COSHH assessments and safety data sheets

COSHH assessments will be reviewed regularly and whenever changes occur.

7. NOISE AT WORK

Where noise levels may pose a risk, Time2Train will:

e Carry out noise risk assessments
e Implement controls to reduce exposure
e Provide hearing protection where required
8. ELECTRICITY AT WORK
e Electrical work will only be carried out by competent persons
e Personal electrical equipment is not permitted unless authorised
e Equipment will be visually inspected before use

e Portable Appliance Testing (PAT) will be carried out based on a risk-based approach
9. MANUAL HANDLING
Manual handling risks will be assessed and, where unavoidable:
e Staff will be trained in safe handling techniques
e Aids or adjustments will be used where reasonably practicable
10. FIRE SAFETY
Time2Train will:
e Carry out fire risk assessments
e Maintain fire detection, warning and firefighting equipment

e Provide clear fire evacuation procedures and training

All persons must follow fire evacuation instructions and must not re-enter premises until authorised.

11. DISPLAY SCREEN EQUIPMENT (DSE)

e DSE assessments will be provided for habitual users

e Regular breaks are encouraged
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e Eye tests will be provided where required under the regulations

12. ALCOHOL, DRUGS AND SMOKING

e Smoking (including vaping) is prohibited inside all premises
e Alcohol and non-prescribed drugs are prohibited during working hours
e Employees must not work while under the influence of intoxicants

13. ENFORCING AUTHORITY

Health and Safety Executive (HSE)
Local Office:

Regent Centre
Regent Farm Road
Gosforth

Newcastle upon Tyne
NE3 3JN

Tel: 0191 202 6300

14. REVIEW

This policy will be reviewed annually and whenever there are:

e Significant organisational changes
e Changes in legislation

e Following serious incidents or near misses

Date: 07/04/2026

Next review Date: 07/04/2027
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