QUALIA ACADEMY
HEALTH AND SAFETY POLICY




Scope

This policy applies to all Qualia Academy premises, delivery locations and operations; all employees, workers, contractors, apprentices, learners and visitors; remote and hybrid delivery; employer premises used for apprenticeship training; work experience or placement activity; educational visits; subcontracted or partner delivery for which Qualia Academy retains responsibility; and any government-funded learning delivered by or on behalf of Qualia Academy.

[bookmark: _Toc37837526][bookmark: _Toc37837543]Purpose

To ensure that Qualia Academy activities are planned, organised and delivered in a safe and healthy manner, so far as is reasonably practicable, in accordance with the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other applicable health, safety, employment, fire, equality, apprenticeship and government-funding requirements.

[bookmark: _Toc37837527][bookmark: _Toc37837544]Comment

Health and safety codes of practice and occupational controls are held within relevant subject, delivery and operational teams and are reviewed at least annually, and sooner where there is a material change, incident, new activity, new guidance or evidence that controls may no longer be effective. Health and safety is the responsibility of everyone and must be proactive, proportionate and risk-based rather than reactive.

This policy also covers visits, external delivery and work-placement activity. In apprenticeships, the apprentice’s employer has the primary legal responsibility for workplace health and safety; Qualia Academy takes reasonable and proportionate steps to satisfy itself that the employer is managing significant risks appropriately. For advice or guidance contact the Qualia Academy Health and Safety Lead: Kirsty Watson, 07854581587.
[bookmark: _Toc37837529][bookmark: _Toc37837546]
Statement of Policy

Qualia Academy recognises and accepts its responsibility as an employer for providing a safe and healthy workplace and working environment for all employees, learners and the public and will take all steps to meet this responsibility, paying particular attention to the provision and maintenance of:
· Plant, equipment and systems of work that are safe and without risks to health
· Safe systems of work in the use, handling, storage and transport of articles and substances
· Sufficient information, instruction, training and supervision to enable all employees, apprentices and learners to avoid hazards and to contribute positively to their own safety and health at work
· A safe place to work with safe means of access and egress
· A safe and healthy working environment with adequate welfare facilities.

Qualia Academy will ensure that learning takes place in a safe, healthy, inclusive and supportive environment that meets learner and apprentice needs. The Academy will promote the concept of the “SAFE LEARNER”: learners understand hazards, controls, reporting routes, their employment rights and their own responsibilities. Where learning occurs outside Qualia Academy, the Academy will use proportionate due diligence appropriate to the activity and risk. For apprentices, this is assurance of the employer’s health and safety management arrangements rather than duplication or approval of the employer’s own risk assessment.

Without detracting from the primary responsibility of senior management, Qualia Academy managers are responsible for safe conditions in areas and activities under their control. Competent advice will be obtained where needed. Qualia Academy also recognises its duties to people who are not its employees - including apprentices, learners, visitors, contractors and members of the public - who may be affected by Qualia Academy activities.

This policy will be reviewed at least annually and sooner where legislation, HSE guidance, DWP/DfE/Skills England funding requirements, Ofsted inspection arrangements, employment law, the nature of Qualia Academy provision, employer practice or identified risks materially change.

All employees and particularly those with supervisory responsibilities must recognise the need for and accept responsibility for safe systems of work. The adequate delegation of these responsibilities in case of absence from work must be ensured. It is the responsibility of everyone to help to make this safety policy work and assist in maintaining a safe and healthy working environment for all.

Signed: ______________________________    Date of approval: __________________
Kirsty Watson
Managing Director / Health and Safety Lead




Current legal, apprenticeship, government-funded learning and inspection context
Qualia Academy is both an employer and a training provider. Duties depend on who controls the premises, work and learning activity. The following principles apply to all delivery and must be reflected in risk assessment, employer engagement, training plans, progress reviews, safeguarding and quality assurance.
• Health and Safety at Work etc. Act 1974: Qualia Academy must protect its employees and others affected by its activities, so far as is reasonably practicable.
• Management of Health and Safety at Work Regulations 1999: hazards must be identified, risks assessed and eliminated or controlled; competent assistance, emergency arrangements and specific consideration of young people and pregnant/new mothers are required.
• HSE apprenticeship guidance: the apprentice’s employer has primary responsibility for workplace health and safety. A training provider should take reasonable, proportionate steps to satisfy itself that the employer is managing significant risks. It is not required to carry out its own workplace assessment or second-guess the employer’s risk assessment.
• DWP provider guide to delivering high-quality apprenticeships, updated 6 February 2026: providers must maintain effective governance, learner support and procedures for concerns affecting apprentices’ safety, wellbeing and successful participation.
• 2026/27 apprenticeship funding rules Version 2, published 15 July 2026, apply to apprenticeships starting from 1 August 2026. Qualia Academy must follow the funding rules applicable to each apprentice’s start date; funding compliance does not replace health and safety or employment law.
• Government-funded learning beyond apprenticeships - including adult learning and Skills Bootcamps - is subject to the relevant contract/funding rules and the same underlying legal requirement to provide safe learning environments and proportionate risk management.
• Ofsted’s FE and skills inspection arrangements from September 2026 cover directly funded apprenticeships, adult learning, Skills Bootcamps and relevant subcontracted provision. Inspectors focus on whether learners and apprentices achieve, belong and thrive, including whether they are kept safe and barriers to wellbeing are identified and addressed.
• Subcontracted provision within Qualia Academy’s directly funded responsibility remains within Ofsted’s inspection scope and must be quality assured by Qualia Academy. Apprenticeship units remain outside FE and skills inspection scope until April 2027 at the earliest, but remain subject to funding, safeguarding and health and safety duties.
Key legislation and standards
	Area
	Current reference

	Core health and safety
	Health and Safety at Work etc. Act 1974; Management of Health and Safety at Work Regulations 1999; Workplace (Health, Safety and Welfare) Regulations 1992.

	Equipment and physical risk
	PUWER 1998; LOLER 1998; Pressure Systems Safety Regulations 2000; Electricity at Work Regulations 1989; Work at Height Regulations 2005; Manual Handling Operations Regulations 1992 (as amended).

	Hazardous substances
	COSHH Regulations 2002; Control of Asbestos Regulations 2012; HSE L8 and HSG274 legionella guidance.

	Personal protective equipment
	Personal Protective Equipment at Work Regulations 1992 as amended by the Personal Protective Equipment at Work (Amendment) Regulations 2022, extending duties to limb (b) workers.

	First aid and incidents
	Health and Safety (First-Aid) Regulations 1981; RIDDOR 2013.

	Fire and shared premises
	Regulatory Reform (Fire Safety) Order 2005, as amended including by the Fire Safety Act 2021 and section 156 of the Building Safety Act 2022.

	Employment and working time
	Employment Rights Act 1996; Working Time Regulations 1998; National Minimum Wage legislation; Employers’ Liability (Compulsory Insurance) Act 1969.

	Equality and workplace dignity
	Equality Act 2010; Worker Protection (Amendment of Equality Act 2010) Act 2023; Employment Rights Act 2025 changes due in October 2026.

	Protective security
	Terrorism (Protection of Premises) Act 2025 (Martyn’s Law). Substantive requirements are not yet in force as at 10 August 2026; current SIA guidance expects commencement in spring 2027.


Employer and training-provider responsibilities for apprentices
• The employer remains responsible for the apprentice’s workplace, work equipment, safe systems of work, competent supervision, risk assessment, PPE, accident reporting as the responsible person where applicable, and compliance with employment law.
• Qualia Academy is responsible for the safety of apprentices and learners while they are participating in training under Qualia Academy’s control, including Qualia premises, Qualia-led visits and risks within remote/digital delivery that Qualia can reasonably control.
• Before apprenticeship delivery begins, Qualia will complete a proportionate employer health and safety assurance check. This may consider the employer’s health and safety arrangements, employers’ liability insurance, induction, supervision, accident/near-miss reporting, young-worker arrangements, PPE and significant occupational risks.
• Qualia’s assurance process does not certify that an employer is legally compliant and does not replace the employer’s own risk assessment. Higher-risk occupations, new employers, significant incidents, young apprentices, major changes or concerns justify enhanced checks.
• Health and safety will be revisited through progress reviews and employer contact. Concerns may result in an action plan, additional evidence, a pause or change to training activity, safeguarding escalation, or referral to the appropriate regulator/funder where necessary.
Government-funded learning, subcontractors and delivery partners
• Qualia remains accountable for the health, safety, quality and safeguarding arrangements within provision for which it is the directly funded or contract-holding provider, including relevant subcontracted activity.
• Due diligence and monitoring will be proportionate to the nature of delivery, learner group, venue and occupational risk. Contractual arrangements must clearly allocate responsibilities without attempting to transfer statutory duties that legally remain with the relevant dutyholder.
• Where delivery occurs in shared premises, Qualia will cooperate and coordinate with the landlord, site operator, employer or other Responsible Persons on fire, evacuation, first aid, security, access, asbestos, maintenance and emergency arrangements.
Organisation

The Duties of the Management Team 
To carry out the following in keeping with their governance responsibilities, funding agreements and duties under the Health and Safety at Work etc. Act 1974 and associated legislation:
1. To ensure that this policy is implemented and kept under review.
2. To ensure that the statutory requirements are observed and that relevant records and reports are in order.
3. To receive reports from the Principal/Chief Executive relating to the effectiveness of Qualia Academy Health and Safety Policies and Procedures to ensure that a safe and healthy environment is maintained for staff, learners and the public.
4. To have overall responsibility for the Health and Safety Policy and its implementation.
5. To ensure responsibilities for Health & Safety Policy are properly assigned and accepted at all levels.
6. To ensure that this policy is implemented and kept under review.
7. To ensure that employees are aware of their responsibilities under the policy and comply with the safety procedures of Qualia Academy.
8. To ensure periodic safety inspections are carried out.
9. To ensure that defects in premises, plant and equipment are reported promptly through the normal systems operating in Qualia Academy.
10. To ensure that all accidents are recorded and reported, as necessary, to the appropriate authorities.
11. To ensure that all accidents are investigated and appropriate steps taken to prevent recurrence.
12. To seek co-operation from all employees in order to create a safe environment and the elimination or reduction of potential risks.
13. To ensure that facilities provided for the public are adequate as far as safety is concerned and that the work carried out by employees does not adversely affect the Safety or Health of the public.
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The Duties of Directors, Curriculum and Business Support Managers
1. To ensure that staff under their control implement safe working practices.
2. To  ensure as part of Qualia Academy induction, that new staff, especially part-time staff, are competent in their respective vocational areas and are familiar with Qualia Academy procedures. Along with how to implement health and safety in the workplace. 
3. To ensure the adequate provision of protective clothing and equipment, where necessary, for staff, learners and visitors to areas under their control.
4. To establish procedures for identifying hazards and assessing risks within areas under their control, and as far as is reasonably practicable, reduce or eliminate those risks.
5. To ensure that learning environments outside Qualia Academy are assessed for Health & Safety suitability prior to learners being placed in that environment and are monitored at appropriate intervals thereafter.
6. To ensure that staff involved in the production or maintenance of Health and Safety records keep such records up to date and available for inspection by an authorised person.

The Duties of Qualia Academy Health and Safety Lead (in the Academy and at apprenticeship employment locations)
1. To take appropriate action to ensure that Qualia Academy Safety Policy is fully implemented.
2. To ensure that statutory requirements regarding Health & Safety are met.
3. To promote Health and Safety issues, e.g. by initiating events within Qualia Academy, developing Health and Safety resource materials within the Academy.
4. To organise and check the effectiveness of evacuation procedures at delivery and apprenticeship employment facilities.
5. To monitor, evaluate and follow up accident reports with appropriate action to prevent recurrence.
6. To liaise with relevant external agencies, for example the local authority, Department for Work and Pensions, Department for Education, Skills England, Ofsted, Fire and Rescue Service, HSE and other enforcing authorities, where appropriate.
7. To liaise with the Personnel Department regarding training programmes for staff in respect of Health and Safety.
8. To carry out Health & Safety audits of Curriculum areas with the delivery and management team 
The Duties of the coach’s/assessors/quality assurers and BDM’s
1. 1. For apprentices, coaches/assessors and BDMs must complete the Qualia Academy Workplace Health and Safety Assurance/Vetting record before delivery starts, using a proportionate approach that checks the employer has suitable arrangements for managing significant risks. For non-apprenticeship work placements, the placement organiser will similarly check that the host is managing significant risks. Any serious doubt must be escalated to the Health and Safety Lead before the activity continues.
2. 2. Staff must not second-guess, rewrite or formally approve an employer’s risk assessment. The employer remains responsible for its assessment and controls. Qualia staff should check that relevant arrangements exist and are credible, ask proportionate questions about significant occupational risks and young/inexperienced workers, and signpost the employer to current HSE guidance where improvement is required.

The Duties of all Employees
1. To comply with the Health and Safety Policy of Qualia Academy.
2. To take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions.
3. To observe the laid down systems of safe working and to take any precautions necessary.
4. To use the correct tools and equipment for the job and to ensure that they are kept in good condition and not adapted for inappropriate use.
5. To make use of safety aids, appliances, equipment and protective clothing where necessary.
6. Not to interfere with or misuse anything provided in the interests of health, safety and welfare.
7. To report immediately to their line manager any unsafe conditions or defects in plant and equipment.
8. To report immediately any accident that occurs. Where a piece of plant or equipment is involved it must not be interfered with, and action must be taken for its removal from use and secure retention pending investigation of the accident.
9. To understand the emergency procedures.
10. To co-operate with the management and Board to enable them to carry out their duties under the Health and Safety at Work Act 1974 and associated legislation.
11. To seek advice, if uncertain, from their line manager or Qualia Academy health and safety manager.



Arrangements
1. Management of Health and Safety
1.1 General risk assessments for all Qualia Academy main centres are reviewed when any significant changes to Qualia Academy operations take place and, in any case, annually and revised as necessary in order to meet the requirements of Regulation 3 of the Management of Health & Safety at Work Regulations 1999.
1.2 More detailed risk assessments covering specific areas of Qualia Academy operations and special events are carried out, reviewed and revised as necessary, and in any case annually.
Qualia Academy Safety Advisor is the competent person to advise Qualia Academy Management of the measures they need to take to comply with the requirements placed upon them by relevant Health and safety regulations, in accordance with regulation 7 of the Management of Health & Safety at Work Regulations 1999.
1.3 To put an action plan in place and moderate the impact of ill health for the apprentices following the process: Figure 1.1 
Figure 1.1 Ill health process 

1.4 Monthly safety inspections are carried out in all but the most low-risk areas of all Qualia Academy centres. The inspection sheets are forwarded to the relevant manager so that any remedial action necessary can be promptly undertaken. Completed inspections sheets are kept on Qualia Academy Extranet site so that they may be reviewed by Qualia Academy Health and Safety Manager. 
1.5 Internal Health & Safety audits are carried out, covering all areas of Qualia Academy operations annually.
1.6 Risk Assessment is embedded into the lesson planning process and an assessment of the health & Safety aspects of lessons are an integral part of the lesson observations. Feedback from lesson observations to the Quality Team is passed on to Qualia Academy Safety Advisor where appropriate.
1.7 Arrangements for the management of Health & Safety are audited on a regular basis by Qualia Academy team. 
1.8 Health & Safety considerations are central to the Staff Development programme. Qualia Academy staff are supported and encouraged to undertake training in first aid, workplace vetting and monitoring and health and safety training.
1.9 Health & Safety forms an integral part of Qualia Academy’s Risk Management Strategy and Action Plan.
1.10 Health and Safety matters arising are discussed every month at Qualia Academy Management Group meetings. A detailed Health and Safety update is sent to Qualia Academy Leadership Group meetings once every term.
1.11 Qualia Academy Health & Safety Committee aim to meet at least once per term. The terms of reference of the committee are:
· To ensure consultation on Health & Safety issues with Trades Union appointed safety representatives and with a cross section of Qualia Academy management, staff and students
· To study any accident trends so that recommendations may be made to management for corrective action to be taken
· The examination of safety audit reports, lesson observation reports, to note areas where improvements can be made
· Consideration of reports and factual information from the enforcing authorities (HSE, LEA)
· The consideration of reports made by safety representatives
· Assisting in the development of safety rules and safe systems of work
· Evaluation of the effectiveness of the safety content of employee training
· Monitoring the adequacy of health and safety communication and publicity
· Acting as a link between Qualia Academy and the enforcing authority, via Qualia Academy Health and Safety Manager 

1.12 	Health & Safety of apprentices in our care

All new students have an induction to ensure they are aware of Health and Safety and their own responsibilities. During induction learners will be made aware of Health and Safety issues and rules within the academy. Induction covers issues such as; smoking, PPE, behaviour and conduct, safeguarding, uniform and the fire procedure.

Health and safety in the workplace is embedded in apprenticeship delivery and reinforced through induction, curriculum, progress reviews and employer engagement. Apprentices are employees and must receive the same health, safety and employment protections as other comparable employees. Where The Media Centre CCTV or other site security systems capture an incident, information may be shared lawfully with Qualia Academy and, where appropriate, police, children’s/adult social care, Channel/Prevent partners or other relevant authorities in accordance with safeguarding and data-protection requirements.

For apprenticeship employers, Qualia Academy completes a proportionate pre-start health and safety assurance check and confirms appropriate employers’ liability insurance. The employer retains primary responsibility for workplace risk assessment and control. Where gaps are identified, Qualia may agree an action plan and timescale; delivery will not start or continue where a serious unmanaged risk could expose the apprentice or others to harm.
Learners will not undertake hazardous manual handling at Qualia Academy unless it forms a planned activity that has been appropriately risk assessed, supervised and supported. Suitable equipment, assistance and PPE will be provided where required.
 
Learners are aware of who to contact if they have any concerns regarding their or others safety. (Kirsty Watson 07854581587)
Procedure for Accidents, incidents and ill health
In accordance with regulations, notices are displayed outlining the arrangements for First Aid and the location of the equipment and designation of suitable persons.
· Two members of the team are currently trained in First Aid. Notices also display the location of gas, electric and water stop points in case of an emergency.
· Tutors are responsible for monitoring arrangements for health and safety in employer’s premises and theses are checked when employer vetting is completed.
· Accident book and Incident report forms are kept in the main office. The record of accidents reported in accordance with the regulations (RIDDOR) is kept by the Director.

All accidents, occupational ill health, dangerous occurrences and significant near misses connected with Qualia Academy activity will be reported internally to the Health and Safety Lead for review. Lessons learned will lead to corrective action and, where appropriate, changes to risk assessments, training and the Quality Improvement Plan. RIDDOR reports will be made by the legally responsible person - normally the employer for an employee/apprentice accident, or the person in control of premises for relevant non-worker accidents - in accordance with RIDDOR 2013.
Most RIDDOR reports are made using HSE’s online reporting service. For fatal accidents and specified injuries to workers only, the current HSE Incident Contact Centre number is 0345 300 9923. Over-seven-day incapacitation must be reported within 15 days. Qualia Academy will verify current HSE reporting routes before making a report.

Evaluating the Health and Safety policy and making recommendations for its revision
· To examine safeguarding, County Lines and PREVENT issues and recommend remedial action
· To receive reports from the Safeguarding (Children and Vulnerable Adults) plus PREVENT Multi Action Sharing Hub and to consider wider safety issues arising from such reports

2. Information, Instruction, Training, Supervision
2.1 The Health & Safety Law poster is displayed at the main entrances to all Qualia Academy Centres.
2.2 Health & Safety advice is available from:
Qualia Academy Health and Safety Manager – Kirsty Watson 07854581587
2.3 Supervision of young workers, apprentices or trainees will be arranged by the managers in whose area the trainees are placed. All placements are to be checked by the HSL and MD
2.3.1 Health & Safety checks on student work placements are carried out in accordance with external guidelines. Records of these checks are to be kept by HSL.
2.3.2 All new staff are given Health & Safety training as part of the induction process administered by Human Resources. This will involve general matters such as first aid provision and emergency evacuation procedures and also job specific training to enable the staff member to carry out their duties safely.
2.3.3 Qualia Academy probationary procedures require probationary reviews to be completed after 4, 12 and 22 weeks for business support staff, and 4, 12, 26 and 40 weeks for teaching staff and managers. Training requirements are identified during these reviews.
2.3.4 All staff participate in Qualia Academy Performance Appraisal review process and Annual Performance Appraisal reviews will identify ongoing Health & Safety training and refresher training requirements.

3. Plant and Equipment
3.1 Lifting Equipment
All lifting equipment is tested and examined by independent insurance engineers in accordance with the Lifting Operations and Lifting Equipment Regulations 1998.
3.2 Pressure Systems
All pressure systems are tested and examined by independent insurance engineers in accordance with the requirements of the Pressure Systems Safety Regulations 2000.


3.3 Local Exhaust Ventilation Systems
All Qualia Academy L.E.V. Systems (if applicable) are tested and examined by independent insurance engineers in accordance with the Control of Substances Hazardous to Health Regulations 2002.

3.4 Water Hygiene
Hot and cold water systems at Qualia Academy-controlled premises will be managed in accordance with the legal duties arising from the Health and Safety at Work etc. Act 1974 and COSHH, HSE Approved Code of Practice L8 and current HSG274 technical guidance. In shared premises such as The Media Centre, Qualia will obtain appropriate assurance from the responsible premises dutyholder and cooperate with their control scheme.
Records of all the above inspections and tests are kept by the Health and Safety Manager  Operations Manager.

3.5 Portable Electrical Appliances
Portable and movable electrical equipment will be maintained so as to prevent danger in accordance with the Electricity at Work Regulations 1989 and HSE guidance. Inspection and, where appropriate, testing frequency will be based on the equipment, environment and risk. The law does not require annual PAT testing of every appliance; Qualia may nevertheless use annual testing for selected equipment as an internal control where proportionate.
Where inspection/testing is carried out, suitable records will be retained and defective equipment will be removed from use, labelled where appropriate and repaired or disposed of by a competent person. User visual checks and prompt defect reporting remain important between formal inspections.
Unauthorised electrical equipment should not be brought onto Qualia Academy premises.

4. Transport
4.1 Where Qualia Academy provides, hires or arranges transport, vehicles will be roadworthy, insured and maintained in accordance with legal and manufacturer requirements. Any minibus-specific arrangements will be set out in the Transport Procedure and aligned with current driver-licensing, insurance, passenger-safety and working-time requirements.
4.2 Drivers must complete appropriate pre-use safety checks for vehicles under Qualia Academy control and report defects before use.
4.3 Minibus drivers must meet the licence, experience, medical, insurance and any D1 entitlement requirements applicable to the vehicle and journey. Qualia Academy will not rely on a fixed age rule where current law or insurer requirements differ; the Transport Procedure will record the current criteria.
Any exception to internal transport criteria requires written approval from the responsible manager and insurer and must remain lawful.
4.4 All buses are fitted with seat belts and those adapted to transport wheelchairs are fitted with wheelchair anchoring systems.


5. Control of Substances Hazardous to Health
5.1 The Control of Substances Hazardous to Health Regulations 2002 require Qualia Academy as an employer to:
· Assess the risk to health and the precautions needed to protect health from substances used, stored or transported within Qualia Academy.
· Implement appropriate measure to control any risk.
· Monitor the exposure of employees where necessary.
· Inform, instruct and train employees about the risks and the necessary control measures.
5.2 In order to achieve compliance with the above, relevant Managers of Curriculum and Cross Qualia Academy Managers are asked to:
· Read the literature provided regarding COSHH.
· Discuss this with the staff in your department.
· Identify any substances which may be hazardous to health, and with the help of their technical staff and Qualia Academy Safety Adviser if necessary, carry out a COSHH Assessment and keep a record of it on the standard form provided.
· Inform staff and learners of any risks identified and the control measures to be taken.
· Review, update and sign the assessment at least annually.
6. Fire
6.1 In accordance with the Regulatory Reform (Fire Safety) Order 2005, fire risk assessments have been carried out at all main Qualia Academy centres in order to ensure that Qualia Academy complies with the requirements of the Fire Regulations. Copies of the risk assessments are available from Qualia Academy Health and Safety Manager.
6.2 All main Qualia Academy centres are fitted with automatic fire detection and alarm systems linked to both smoke and heat detectors.
6.3 All Qualia Academy fire alarm systems are tested and maintained by an external specialist company. All Qualia Academy fire alarm systems are operated weekly by The Creative Media Centre  maintenance team or location relevant/Qualia Health and Safety Manager at other delivery locations.
6.4 All main Qualia Academy centres have emergency lighting systems installed
6.5 All emergency lighting systems are tested monthly by The Creative Media Centre service  electricians.
6.6 First aid fire fighting equipment is provided in relevant areas as recommended by The Creative Media Centre or relevant location teams.
6.7 All first aid fire fighting equipment at all main Qualia Academy centres is checked and maintained annually by a specialist external contractor.

6.8 Fire Evacuation Procedure:
Person discovering fire:
· Sound alarm by breaking one of the alarm glasses situated in the corridors
· Attack the fire, if this can be done safely, using the appliances provided, otherwise vacate premises immediately.
On Hearing the Fire Alarm:
Do Not Take Risks
· The Creative Media Centre switchboard operator will call the fire brigade.
· Instruct students to leave in an orderly manner by the nearest exit and proceed to the Assembly Area. They should not stop to collect personal belongings.
· At The Media Centre wheelchair users should proceed to any disabled refuges in the escape stair wells; these are designated “safe places”. From here you can contact First Aiders via the wall mounted intercom. A First Aider will then come to your assistance and a decision will be made on whether evacuation should take place.
· Switch off any gas or electrical equipment in use
· Shut doors and corridor fire doors on leaving.
· Check the register when the class is assembled outside. If anyone is missing notify the Fire Officer in Charge.
· All staff not directly involved with students will leave the premises by the nearest exit.
· Do not return to the building until the Fire Officer in Charge gives permission, the signal to return being the sounding of whistles.

6.9 Staff with Special Roles: (The Media Centre) 
· Members of the Services team will quickly proceed to the site of the activation as indicated by the main alarm panel. Upon determining the nature of the activation, the Services team will radio Reception as to whether to call the Fire and Rescue Service. If in any doubt, instruct Reception to call Fire and Rescue.
· First Aiders will proceed to the main Fire Panel and monitor the disabled refuge indicator panel. Should any wheelchair user notify via the intercom that they are at a disabled refuge then one of more (depending on numbers available) first aiders will collect an evacuation chair and proceed to the indicated refuge to provide reassurance to the wheelchair user.
· Staff in charge of, or working in, areas such as reception, The Open area at the Media Centre or in the Qualia Academy delivery room etc. should ensure that no persons are left behind during the evacuation.

· In the event of a fire, Directors, Technicians, The Media Centre Team  and Centre staff will act as Fire Marshalls to ensure safe and rapid evacuation of The Media Centre Buildings.

6.10 Assembly Areas:
· The Media Centre: Back of the Northumberland Street Building, next to Friendly Street

7. Fire Drills:
A fire drill will be carried out at least annually at Qualia Academy-controlled premises, and Qualia will participate in landlord/site drills at shared premises. Qualia will also undertake proportionate termly checks or exercises of its own emergency arrangements. Findings and actions will be recorded and reviewed by the Health and Safety Lead and management.

8. Bomb Threat:
In the event of a bomb threat, staff will be notified by Services staff. Staff and students are to be instructed to assemble as for fire alarm. For bomb threats, staff and students are to take all personal bags and briefcases with them.
The vast majority of bomb threats are hoaxes designed to cause alarm and disruption. As well as the rare instances of valid bomb threats, terrorists may also make hoax bomb threat calls to intimidate the public, businesses and communities, to draw attention to their cause and to mislead police. While many bomb threats involve a person-to-person phone call, an increasing number are sent electronically using email or social media applications.
No matter how ridiculous or implausible the threat may seem, all such communications are a crime and should be reported to the police by dialling 999.
It is important that potential recipients - either victims or third-parties used to pass the message - have plans that include how the information is recorded, acted upon and passed to police.
The bomb threat message
Bomb threats containing accurate and precise information, and received well in advance of an actual attack, are rare occurrences. Precise motives for hoaxing are difficult to determine but may include revenge, extortion, a desire to impress, or a combination of these and other less understandable motives. The vast majority of cases are hoaxes and the intent is social engineering, to cause disruption, fear and/or inconvenience the victim.
Communication of the threat
A bomb threat can be communicated in a number of different ways. The threat is likely to be made in person over the telephone; however, it may also be a recorded message, communicated in written form, delivered face-to-face or, increasingly, sent by email or social media (e.g. Twitter or Instagram, etc.). A threat may be communicated via a third-party, i.e. a person or organisation unrelated to the intended victim and identified only to pass the message.
Assessing the credibility of bomb threats
Evaluating the credibility of a threat is a critical task, particularly if the attack being threatened is imminent. This is a tactic used to place additional pressure on decision makers. Police will assess the threat at the earliest opportunity. When specific intelligence is known to police, advice will be issued accordingly; however, in the absence of detailed information, it will be necessary to consider a number of factors:-
· is the threat part of a series? If so, what has happened elsewhere or previously?
· can the location of the claimed bomb(s) be known with precision? If so, is a bomb visible at the location identified?
· considering the hoaxer’s desire to influence behaviour, is there any reason to believe their words?
· if the threat is imprecise, could an external evacuation inadvertently move people closer to the hazard?
· is a suspicious device visible?

Actions to consider
Responsibility for the initial decision making remains with the management of the location being threatened. Do not delay your decision making process waiting for the arrival of police. Police will assess the credibility of the threat at the earliest opportunity. All bomb threats should be reported to the police and their subsequent advice followed accordingly. It is essential that appropriate plans exist; they should be event and location specific. Venue options to manage the risk include:-
External evacuation
Leaving the venue will be appropriate when directed by police and/or it is reasonable to assume the threat is credible, and when evacuation will move people towards a safer location.
All Staff are familiar with all evacuation points and assembly points. The skills tutor, salon manager or person in charge of the session or office will act as the Marshal and assist with the procedure.
Qualia Academy assembly points are:
1.	The police will establish cordons depending upon the size of an identified suspect device. Always follow police directions and avoid assembly close to a police cordon.
Internal or inwards evacuation (‘invacuation’)
There are occasions when it is safer to remain inside. Staying in the academy and moving people away from external windows/walls is relevant when it is known that a bomb is not within or immediately adjacent to your building.
 Qualia Academy does not have a safe room, in accordance with The Media Centre’s policy and process. If there is a terrorism attack, the run, hide, tell process should be adopted; where safe. Your tutor, Qualia or The Media Centre safe member will guide you. 
If the suspect device is outside your venue, people may be exposed to greater danger if the evacuation route inadvertently takes them past the device. A safer alternative may be the use of internal protected spaces. This type of inwards evacuation needs significant pre-planning and may benefit from expert advice to help identify an internal safe area within your building. These locations should be in your plans.
If the location of the device threatened is unknown, evacuation represents a credible and justifiable course of action.
Decision not to evacuate or inwardly evacuate
This will be reasonable and proportionate if, after an evaluation by the relevant manager(s), the threat is deemed implausible (e.g. a deliberate hoax). In such circumstances police may provide additional advice and guidance relating to other risk management options. It may be considered desirable to ask staff familiar with the venue to check their immediate surroundings to identify anything out of place, see search considerations below.
Checking your venue for suspicious items - Search considerations
Regular searches of your establishment, proportionate to the risks faced, will enhance a good security culture and reduce the risk of a suspicious item being placed or remaining unnoticed for long periods. Additionally, if you receive a bomb threat and depending upon how credible it is, you may decide to conduct a ‘search’ for suspicious items. To that end:
· ensure plans are in place to carry out an effective search in response to a bomb threat
· identify who in your venue will coordinate and take responsibility for conducting searches
· initiate a search by messaging over a public address system (coded messages avoid unnecessary disruption and alarm), by text message, personal radio or by telephone cascade
· divide your venue into areas of a manageable size for 1 or 2 searchers. Ideally staff should follow a search plan and search in pairs to ensure nothing is missed
· ensure those conducting searches are familiar with their areas of responsibility. Those who regularly work in an area are best placed to spot unusual or suspicious items
· focus on areas that are open to the public; enclosed areas (e.g. cloakrooms, stairs, corridors, lifts etc.) evacuation routes and assembly points, car parks, other external areas such as goods or loading bays
· develop appropriate techniques for staff to be able to routinely search public areas without alarming any visitors or customers present
· under no circumstances should any suspicious item be touched or moved in any way. Immediately start evacuation and dial 999
· ensure all visitors know who to report a suspicious item to and have the confidence to report suspicious behaviour
Remember: it is vital that regular drills are carried out to ensure all are familiar with bomb threat procedures, routes and rendezvous points. Disabled staff should have personal evacuation plans and be individually briefed on their evacuation procedures. Similarly all visitors should be briefed on evacuation procedures and quickly identified and assisted in the event of a threat.
Familiarising through testing and exercising will increase the likelihood of an effective response to an evacuation and aid the decision making process when not to evacuate/invacuate.
Media and communication
Avoid revealing details about specific incidents to the media or through social media without prior consultation with police. Do not provide details of the threat, the decision making process relating to evacuation (internal or external) or why a decision not to evacuate was taken.
For current protective-security guidance use ProtectUK, the National Protective Security Authority (NPSA), and current Home Office/SIA Martyn’s Law guidance. Suspicious activity can be reported through ACT online or confidentially on 0800 789 321; in an emergency always call 999.
HSE contact and reporting routes
HSE contact arrangements are managed through current online services at hse.gov.uk. Qualia Academy will not rely on historic local-office addresses or telephone numbers when reporting an incident or seeking regulatory guidance.
HSE RIDDOR reporting: use the current online RIDDOR service. Telephone 0345 300 9923 is reserved for fatal accidents and specified injuries to workers. HSE contact arrangements will be checked on hse.gov.uk because they can change.

9. Fire Precautions
9.1 Housekeeping
Combustible material must not be stored in boiler houses, stairwells, protected corridors etc. Fires commence and spread more easily in congested places and their progress is accelerated by rubbish, waste and dust.
9.2 Petrol etc
Petroleum based products exceeding 15 litres in quantity should not be stored inside Qualia Academy buildings.
Such substances should be stored in steel storage bins with close fitting lids.
9.3 Fire Extinguishers
If a fire extinguisher has been used, accidentally or otherwise, Qualia Academy Health and Safety Manager or The Media Centre Team should be notified as soon as possible so that the extinguisher can be recharged.
This also applies to any other fire fighting appliances that require attention.
9.4 Fire Alarms
At no time should fire alarms be rendered inoperable. Alarms will be tested weekly by The Media Centre Estates Staff.

10. Accidents and First  Aid:
10.1 10.1 First-aid arrangements will be based on a suitable and sufficient first-aid needs assessment in accordance with the Health and Safety (First-Aid) Regulations 1981 and current HSE guidance. The assessment will consider numbers, activities, locations, lone/remote work, young people, visitors and employees’ mental health as part of first-aid needs. Qualia will maintain sufficient trained first aiders and/or appointed persons for the risks identified.
Current first-aid contacts and arrangements will be displayed at delivery sites and on the VLE/learning hub. Operational contact lists will be reviewed regularly and after staff changes.
10.2 First Aid boxes are located on all floors of The Media Centre, Café Olla and in the Qualia Academy rooms on all sites and in workshops, laboratories, canteens and kitchens. Staff should make themselves aware of these provisions.
10.3 Off-site groups and visits will have first-aid provision proportionate to the activity, location, travel time to emergency services and participant needs. This may include a trained first aider and suitable first-aid kit where the risk assessment identifies the need.
10.4 On the Media Centre the First Aid services are located on the ground floor at reception, in G1 and at Café Olla, adjacent to the main entrance. 

10.5 First Aid Procedures
In the event of an incident requiring first aid treatment:
· The member of staff at the scene stays with the casualty if they cannot be moved and another student or by-stander may be sent to the nearest phone to alert a first aider, or the member of staff in charge escorts the casualty to the G1 -1.
· Learners must not enter the G1-1 room unless accompanied by a member of staff.
· Casualties should not be left unaccompanied in the G1-1 room.

· If an incident occurs within the lunch break or delivery time teams then a first aider from within that Media Centre or Qualia Academy team should be contacted first. If they are unavailable then the next listed first aider should be contacted.
· Up to date lists of First Aiders and telephone numbers are available in the office on the wall.
· If the casualty needs to go to hospital, contact The Media Centre reception or Qualia Academy Health and Safety Manager who will make the arrangements.
· The member of staff at the scene is responsible for filling in accident report forms (available on the VLE or from Qualia plus the Media Centre reception), completed forms to be forwarded to Qualia Academy Health and Safety Manager.
· The member of staff at the scene should then personally ensure that the student’s parents
(where applicable) and tutor are informed.
· All learners will be instructed in the event of an accident to contact the nearest member of staff who will then become the member of staff at the scene and will implement the above procedures.
· If an incident occurs during a lesson, the member of staff in charge is responsible for implementing the First Aid Procedure. This may necessitate the class finishing while the incident is attended to.

11. RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
· • Work-related deaths and specified injuries to workers, as defined by RIDDOR.
· • Reportable dangerous occurrences.
· • Diagnosed reportable occupational diseases and specified occupational exposures.
RIDDOR rules differ for workers and non-workers. Certain non-fatal injuries to members of the public are reportable where a work-related accident results in the person being taken directly to hospital for treatment. Over-seven-day incapacitation applies to workers and must be reported within 15 days. Records of over-three-day incapacitation must also be retained even where a RIDDOR report is not required.
Any such accidents must be reported to either Qualia Academy Health and Safety Manager as appropriate by the quickest practicable means. Strict adherence to these regulations is essential as Qualia Academy is open to prosecution by HSE for failure to comply.

11.1	Accidents at Work
In addition to any RIDDOR requirement, any serious accident, occupational illness or dangerous occurrence involving an apprentice or learner on a government-funded programme must be reported internally to the Health and Safety Lead immediately. Qualia will determine whether the employer, landlord, funder, safeguarding lead, insurer, HSE/local authority or another body must be informed and will keep an audit trail of the decision.


12. Asbestos
12.1 The Control of Asbestos Regulations 2012 impose on Qualia Academy a legal duty to manage the risks from this material.
12.2 12.2 Where Qualia Academy is the dutyholder for maintenance/repair of non-domestic premises, it will comply with Regulation 4 of the Control of Asbestos Regulations 2012, including an asbestos register and management plan reviewed at least every 12 months or sooner if needed. In leased/shared premises where another organisation is the dutyholder, Qualia will obtain and communicate relevant asbestos information and cooperate with the dutyholder before any work that could disturb the building fabric.
12.3 12.3 No drilling, cutting, cabling or other intrusive work may start until the person responsible for premises/maintenance has checked relevant asbestos information and authorised the work. Contractors must receive relevant asbestos information before they begin.
12.4 External contractors will be given, and will sign for, The Media Centre document ‘Guidelines for Contractors’ which includes information and instructions regarding asbestos containing materials.

13. General Code of Practice for safe working in Qualia Academy
1. Standards of safety are laid upon Qualia Academy by law and these must be complied with whether or not they impose limitations on freedom of action. All Qualia Academy regulations and notices must be observed and obeyed, as must any reasonable request by members of staff in the course of their duties.

2. All persons working on Qualia Academy premises must:
a) Take all reasonable care to avoid injury to themselves or others affected by their activities
b) Co-operate with Qualia Academy management in order to assist them in complying with their legal duties
c) Refrain from interference with or deliberate misuse of any facility provided for reasons of health and safety.
3. Smoking is only permitted in designated areas of each centre.
4. To facilitate the evacuation of Qualia Academy buildings in an emergency, all corridors, doorways, stairways and other circulation areas must be kept clear at all times and floors maintained free of liquids and other slippery substances.

Doors providing a means of exit from a building must not be locked whilst that building is occupied.
5. Care should be taken when undertaking manual handling operations. If there is a risk of injury as a result of any such operation, assistance should be obtained and, if possible, a lifting appliance should be used.
6. All equipment or apparatus must be installed, tested and used in accordance with the manufacturer’s recommendations. Equipment must not be used for any purpose for which it was not specifically designed. If equipment or apparatus is suspected to be faulty or damaged, it must be switched off, isolated if possible, and immediately reported to a responsible person. No persons other than those specifically authorised to test and repair equipment and apparatus shall dismantle or attempt to repair, connect or disconnect any apparatus or equipment.
7. Guards or covers must only be removed from machinery by persons having the knowledge and skill and duly authorised to undertake such removal for the purpose of maintenance.
8. Machines must not be left running when not in use.
9. No person may use a machine or other equipment until he or she has received training in its safe use by a qualified and authorised member of staff.
10. Manufacturers and suppliers have a statutory duty to provide information on the safe use, handling, storage and transport of their products. Persons obtaining such products for use within Qualia Academy should ensure that they obtain such information as is available.
11. All materials, tools and equipment must be securely stored.
12. After use, equipment and apparatus should be switched off and unplugged from the mains supply.
13. Where there are insufficient socket outlets, an appropriately fused distribution block should be used; any other multiple adaptors are not permitted.
14. Any defect to premises or equipment should be reported to the Estates and Service Team using a service request form. Where such a defect has safety implications then it should be reported by the quickest possible method e.g. telephone.
15. Waste materials must be correctly and safely disposed of.
16. Any local exhaust ventilation system provided must be used when necessary and maintained in good working order.
17. Young children (aged under 14) are not allowed unaccompanied in any teaching area of Qualia Academy.
18. Cars may only be parked in designated car parks and never left where they may cause an obstruction. Vehicles are subject to a 10 mph speed limit in Qualia Academy grounds.
19. Pets of any kind are strictly prohibited from being within Qualia Academy rooms, unless previously authorised as an aid to teaching (Search dog, Petting dog or Assistance/Guide dog).
20. Advice on safety matters can be obtained from Qualia Academy Health and Safety Manager.

14. Guidelines for Contractors
The Media Centre  document  ‘Guidelines  for  Contractors’ will be issued to any contractors undertaking any work on Qualia Academy premises.

15. Communicable disease, respiratory infection and pandemic response (including legacy COVID-19 controls)

Qualia Academy will: 
· Qualia Academy will apply and communicate proportionate infection-control and business-continuity measures where a communicable disease, outbreak or public-health emergency creates a material risk. Controls will be based on current UKHSA/government/HSE guidance, the specific route of transmission and the needs of vulnerable individuals rather than automatically maintaining historic COVID-era restrictions.
· Regular assessment of hazards and associated risks.
· Implementing preventive and protective control measures against 
· those risks to an acceptable/ tolerable level.
· Monitoring the effectiveness of those measures by the Executive Team
· Provision of information, instruction, training and home working
· equipment
· Review of risk assessments, policies, procedures and practices at 
· regular interval and where additional information is gained through 
· changes in government guidance, monitoring or following an
· incident.
· Ensure staff understand any current infection-control measures and how to raise health concerns.
· Give learners and apprentices clear, age-appropriate information about any temporary measures affecting attendance, training or the workplace.
· Require all employees and encourage and support all young people to show a proper personal concern for their own safety, for that of the people around them
· Require staff to exercise increased due care and attention and observe safe working methods including the completion of DSE assessments
· Communicate regularly and effectively with staff and stakeholders about 

Qualia Academy’s response to COVID-19.
· Put in place any flexible working arrangements needed to accommodate personal needs and commitments whilst supporting delivery of the Qualia Academy programme.
· Put in place measures to check on staff wellbeing

Staff will be asked to:
· Keep in touch with the organisation in relation to both personal circumstances so that we are best placed to support any challenges that arise; and with any updates from partner schools and businesses so that we can react or respond accordingly
· • Take personal responsibility to ensure that they have fully read and adhered to the following guidelines to protect themselves as far as possible
· • The most up to date copy of the any shared risk assessments which will be emailed to staff with any updates.
· Staff will follow current official public-health and HSE guidance applicable to the particular outbreak or infectious disease. Legacy COVID-19 risk assessments may be retained as historical evidence but must not be treated as current controls without review.
https://www.gov.uk/government/collections/coronavirus-covid-19-guidance-for-schools-and- other-educational-settings

Legacy COVID-19 return-to-work controls (historic reference)

The following return-to-work controls are retained as historical evidence of Qualia Academy’s COVID-19 response in 2020/21. They must not be applied automatically. If a future infectious-disease outbreak requires similar controls, they will be re-risk-assessed and updated against the current UKHSA, government and HSE position before use.

Historic personal risk assessment control (2020/21)
· All staff will undertake a personal return to work risk assessment with their line manager to discuss personal circumstances affecting their suitability to return to work in either school or office locations.

Historic office risk assessment control (2020/21)
· The Health and Safety representative will undertake a risk assessment to ensure that safe working practices are possible in our Huddersfield office location and to define what safe working practices will entail and how these will be managed.
· For ad hoc off-site visits, coaches must follow the current visit/lone-working risk assessment procedure and obtain line-manager approval where required by the level of risk.
· Where an outbreak or emergency requires new controls, staff will receive appropriate briefing or training before the controls are relied upon.

16. Violence, aggression, weapons, lockdown and protective security

In the instance where violence, a threat of violence or incident occurs; the following procedures are to take place:

Emergency Evacuation Procedure (FIRE)
· Remain Calm and instruct students to remain calm.
· Instruct the students to leave the building by the most direct route
· Do not stop to collect personal belongings
· Take your register with you and close any fire doors behind you
· Meet at the fire assembly point (bottom of the steps to Tesco)
· Ensure all learners are accounted for and inform Fire Warden of anyone missing
· Do not return to the building until you have been instructed it is safe to do so.

If at any point the fire exit route down to the ground floor becomes unsafe;
· Instruct students to make their way to the top classroom
· Close all doors on the way and open windows in the top classroom.
· Call for help and wait for instruction from fire brigade.

Fire Warden will conduct sweep of building and will be the last to leave.

Bomb Threat Procedure (Summary)
If you receive a bomb threat notification

1.	By phone
	Do not hang up
	Refer to Bomb Threat Checklist
Located on notice boards in top office, staff kitchen and bottom floor stair well.
	Notify Centre Manager immediately (whilst on the phone if possible)

2.	Written Notification
	Do not delete or touch
	Treat as police evidence
	Notify Centre Manager immediately.

Call 999 and await instructions from police. If instructed to evacuate, follow Emergency Evacuation Procedure (Bomb Threat)
Meet at ST Peters Gardens (over 500 meters away)

Firearms or weapon attacks advice
RUN
· Escape if you can
· Consider the safest options
· Is there a safe route? RUN if not HIDE
· Can you get there without exposing yourself to greater danger?
· Insist others leave with you
· Leave belongings behind
HIDE
· If you cannot RUN, HIDE
· Find cover from gunfire
· If you can see the attacker, they may be able to see you
· Cover from view does not mean you are safe, bullets go through glass, brick, wood and metal
· Find cover from gunfire e.g. substantial brickwork / heavy reinforced walls
· Be aware of your exits
· Try not to get trapped
· Be quiet, silence your phone and turn off vibrate
· Lock / barricade yourself in
· Move away from the door
TELL
· Location - Where are the suspects?
· Direction - Where did you last see the suspects?
· Descriptions – Describe the attacker, numbers, features, clothing, weapons etc.
· Further information – Casualties, type of injury, building information, entrances, exits, hostages etc.
· Stop other people entering the building if it is safe to do so

ARMED POLICE RESPONSE
· Follow officers instructions
· Remain calm
· Can you move to a safer area?
· Avoid sudden movements that may be considered a threat
· Keep your hands in view
OFFICERS MAY
· Point guns at you
· Treat you firmly
· Question you
· Be unable to distinguish you from the attacker
· Officers will evacuate you when it is safe to do so
The police service is working tirelessly to confront the terrorist threat we all face. To do this we need the help of the public. We need them to be alert, but not alarmed. We need them to be vigilant and to report any suspicious behaviour or activity to the confidential Anti-Terrorist Hotline on 0800 789 321 or in an emergency dial 999.

In the case of a lockdown or invacuation, please refer to the Lockdown Process and Procedure documents. The following guidelines are as follows, for fast reference 

Lockdown Process 


		Lockdown Process 


There are important differences between the lockdown and shelter arrangements. Lockdown is necessary when children and staff need to be locked within buildings for their own safety i.e. in an emergency situation such as a hostile intruder, terrorist attack or other criminal activity.


Signals
	Alarm or signal for lockdown shelter
	Mobile Phone messages and/or Calls stating Qualia Lockdown Alert at the start 

	Signal for stand down / all-clear
	Mobile Phone message stating lockdown 



Incident Control Officers & Response Team
	Role
	Name
	Emergency Contact Number

	Incident Control Officer
	 Kirsty Watson
	 07854581587

	Deputies
	 Mike Stacey
	 01484861287

	Communications Officer
	 Amber Dale  
	 01484861287

	First Aider
	 Kirsty Watson
	 07854581587

	First Aider – Only in the common area
	Cheryl Wright
	 01484483000

	First Aider – Only in the common area
	Paul Anderson
	 01484483000



It is important to remember that it is very much the exception to evacuate a building in the event of a hostile intruder.  Unless the location of the intruders is known, a "blind" evacuation may be putting people in more danger (e.g. from an intruder or device at one of the entrances/exits) than if they had remained within the building.



	Rooms most suitable for lockdown

	1 Classrooms 

	2 Hall in Lord Street

	3 Cafe

	4 Offices

	5 Disabled Toilet (with lock on)



It is important to make sure that items that could be used as weapons (kitchen implements, sports equipment, tools, cleaning products) are securely locked away when not in use. 


	Communication arrangements
Wherever possible use silent communications and keep noise to a minimum especially if the intruders are close by. Make sure any communications devices are secure and cannot be intercepted.

	Classroom/Office telephones

	Mobile phones

	Instant messaging /email




	Alternative place of safety in the event that it is considered necessary to leave site
 (for example, partner school/college / leisure centre) must be pre-arranged.

	Name of venue
	 The Link Training Academy 

	Type of venue
	 Training Academy 

	Contact name  
	 Amanda Lodge-Stewart

	Contact telephone number
	 01484 425500

	Oasis Centre, 21 St. John's Road
Huddersfield, HD1 5BW 9am to 5pm Monday to Friday 

Main person to email info@themediacentre.org with the number of learners and the location of The Link Academy. To allow for not having staff or services go back into an unsafe building 

	

	

	



Other useful contacts:
	Name
	Emergency Contact Number

	[bookmark: _Hlk177376090] Mike Stacey – Deputy DSL (off site) 
	 01484861287 – Email mike.stacey@qualia-academy.co.uk




	Action Plan
	Completed by (sign and time)

	Sound Alert - Activate lock-down procedures immediately
	 

	Dial 999 and gold down 55, this allows for not speaking and being traced for your location
	 

	Direct all children, staff, parents and signed in visitors to the nearest safe place (this may be dependent on what and where the risk is)
	 

	Secure rooms and take action to increase protection from attack - Lock and barricade doors and windows
	 

	Close windows / blinds
	 

	Turn off the lights, fans or mobile air conditioning units (this will reduce noise and the risk of exposure to any chemical/biological attack)
	 

	Hide, sit on the floor under desks, and away from windows
	 

	Stay as silent as possible - put any mobile devises to silent (consider writing / displaying instructions on whiteboards / TV's etc as long as it can’t be seen by the intruder)
	 

	Ensure that students, staff and visitors are aware of an exit point in case the intruder does manage to gain access
	 

	If possible, check for missing / injured students, staff and visitors
	 

	Keep doors and windows locked shut and remain inside until an all-clear has been given, or unless told to evacuate by the emergency services
	 





17. Employment law, pay, working time and apprentice welfare
Health and safety concerns can be caused or intensified by unlawful or unsafe employment arrangements. Qualia Academy is not the apprentice’s employer unless expressly acting in that capacity, but it will use employer engagement, progress reviews and safeguarding/welfare processes to identify red flags and escalate them.
• Apprentices are employees. Employers must provide lawful employment arrangements, pay at least the applicable National Minimum Wage, allow paid apprenticeship training during working time and provide employment rights such as paid holiday and appropriate workplace support.
• From 1 April 2026 the apprentice minimum wage is £8.00 per hour for apprentices under 19 and for apprentices aged 19 or over in the first year. Apprentices aged 19 or over who have completed the first year are entitled to the age-related minimum rate. Rates are checked annually because they change on 1 April.
• Adult workers are normally limited to an average 48-hour week unless a lawful voluntary opt-out applies. Job-related training counts as working time. Fatigue and rest must still be managed as health and safety risks.
• Young workers under 18 cannot normally work more than 8 hours a day or 40 hours a week; they are usually entitled to a 30-minute break if working more than 4.5 hours, 12 hours’ daily rest and 48 hours’ weekly rest, with additional night-work restrictions.
• Workers are protected by the Employment Rights Act 1996 against detriment for reasonable health and safety action. Employees have additional protection against automatically unfair dismissal in specified health and safety circumstances.
• Employers must maintain Employers’ Liability insurance where required. Qualia will obtain appropriate evidence as part of employer assurance.
18. Young workers and apprentices under 18
• Young people may be at increased risk when new to work because of inexperience, limited awareness of risk, developing physical capacity, eagerness to please and uncertainty about raising concerns.
• The employer must ensure risk assessment and controls consider young-worker factors and provide clear instruction, training and supervision proportionate to the risk.
• Qualia’s employer assurance will check for suitable induction, supervision, prohibited/restricted work where applicable, safe equipment, PPE, emergency arrangements and lawful working hours.
• Where the young person has a health condition, disability, learning need or another factor relevant to safe work, Qualia will support appropriate information sharing with the employer on a lawful, need-to-know basis and avoid blanket restrictions.
• Any concern that a young apprentice is unsafe, exploited, coerced, subjected to harmful working practices or unable to raise concerns must be considered under both this policy and the Safeguarding Policy.
19. Mental health, work-related stress and wellbeing
• Employers have a legal duty to assess and manage the risk of work-related stress in the same way as other health and safety risks.
• Qualia will consider HSE’s six Management Standards areas - demands, control, support, relationships, role and change - when work-related stress concerns arise.
• Qualia’s first-aid needs assessment will consider employees’ mental health in line with HSE’s updated 2024 first-aid guidance.
• From September 2026, Ofsted’s FE and skills framework places strong emphasis on whether learners and apprentices thrive, including the systems and oversight that keep them safe and enable them to flourish. Mental-health issues that indicate or develop into safeguarding concerns must be escalated to the DSL.
• Support may include workload or delivery adjustments, occupational-health advice, reasonable adjustments, temporary changes to training, break in learning where funding rules permit, signposting and a planned return-to-work/learning process.
20. Disability, long-term health conditions, pregnancy and new mothers
• Health and safety must not be used as an excuse for discrimination. Disabled workers and apprentices must be included in risk management and reasonable adjustments under the Equality Act 2010.
• There is no automatic requirement for a separate disability risk assessment; the existing assessment should be reviewed where a disability or health condition creates relevant risks, without assumptions or blanket exclusions.
• Where an employer is informed in writing that a worker is pregnant, breastfeeding or has given birth in the last 6 months, an individual risk assessment must be completed. If a significant risk cannot be controlled, working conditions/hours should be adjusted, suitable alternative work considered, and paid suspension used where required by law.
• Qualia will work with apprentices and employers to preserve safe participation in learning and employment through reasonable adjustments, occupational-health input and funding/learning-support arrangements where available.
21. Remote, hybrid and digital delivery
• Qualia remains responsible for risks it can reasonably control during remote or hybrid delivery, including safe systems of work for its own staff, lone working, travel, DSE and wellbeing.
• The Display Screen Equipment Regulations apply to workers who use DSE habitually for continuous periods of an hour or more. Where applicable, Qualia will complete or facilitate DSE assessments, including for regular home/hybrid workers.
• DSE users must receive information/training, appropriate workstation controls, breaks or changes of activity, and an eye test on request where the Regulations apply.
• Learners will receive practical guidance on safe study set-up and breaks. Where disability or health conditions affect digital access, reasonable adjustments will be considered.
22. Sexual harassment, harassment and third-party risk
• Workplace sexual harassment and harassment are employment-law and wellbeing risks and may also constitute safeguarding concerns or work-related violence.
• Since 26 October 2024, employers have a legal duty under the Equality Act 2010, as amended by the Worker Protection Act 2023, to take reasonable steps to prevent sexual harassment of employees.
• Government’s Employment Rights Act 2025 implementation timetable states that stronger duties - including “all reasonable steps” to prevent sexual harassment and third-party harassment protections - are due to take effect on 30 October 2026. Qualia’s arrangements will be reviewed and operated in readiness for those changes.
• Employer assurance and learner reviews should provide safe routes for apprentices to disclose harassment by colleagues, managers, customers, clients or other third parties. Concerns will be managed under the Bullying and Harassment, Safeguarding and/or disciplinary procedures as appropriate.
23. Subcontractors, contractors, visitors and shared premises
• Contractors must be competent for the work, receive site information and cooperate with Qualia/site dutyholders. Contractor controls include permits, isolation, asbestos information and supervision where the risk requires it.
• Where Qualia uses subcontractors or partners to deliver government-funded learning, health and safety responsibilities and assurance requirements must be defined in the contract and monitored by Qualia in line with its retained accountability.
• At The Media Centre and other shared locations, Qualia will coordinate with the landlord/site operator on fire safety, evacuation, security, first aid, maintenance, asbestos, legionella and other premises risks, while retaining responsibility for Qualia-controlled activities.
• Visitors will receive proportionate safety information and assistance, including accessible evacuation arrangements where needed.
24. Ofsted, funding and quality assurance evidence
• Health and safety is managed as part of wider leadership, safeguarding, inclusion, learner experience and quality assurance rather than as a paperwork exercise.
• Qualia will be able to evidence how risks are identified, who is responsible, how employer/site assurance is carried out, how actions are closed, how incidents influence improvement, and how apprentices/learners know how to raise concerns.
• For Ofsted-inspected provision, Qualia will maintain accessible records of safeguarding and safety-related concerns, referrals and actions in a form that protects confidentiality while enabling leaders to demonstrate oversight.
• Learner and apprentice voice, accident/near-miss trends, employer performance, staff training, progress reviews, workplace assurance, external findings and complaints will inform the Quality Improvement Plan.
• Where a significant health, safety or safeguarding failure occurs in funded provision, Qualia will consider whether the employer, DWP/DfE/Skills England, Ofsted, HSE/local authority, insurer or another authority requires notification.
25. Protective security and Martyn’s Law preparation
• The Terrorism (Protection of Premises) Act 2025 received Royal Assent on 3 April 2025. As at 10 August 2026 its substantive requirements are not yet in force; current SIA guidance expects commencement in spring 2027.
• The Act uses the number of people reasonably expected to be present at premises/events to determine scope. Education and independent training premises may be in scope depending on the premises and attendance.
• Qualia will assess each Qualia-controlled or shared premises with the responsible site operator, maintain proportionate public-protection procedures and prepare for any notification, standard-tier or enhanced-tier duties that apply when the Act commences.
• Existing bomb-threat, evacuation, invacuation, lockdown and RUN HIDE TELL procedures are retained and will be aligned to Home Office/SIA statutory guidance during implementation.
• Operational staff must understand their role in emergency communication, lockdown, evacuation and calling emergency services. Exercises will be proportionate and must not create avoidable distress or risk.
26. Ill health, absence, break in learning and return-to-work/learning process
	Stage
	Qualia Academy process

	Stage 1 - assess and stabilise
	Communicate with the apprentice/learner to understand the likely duration and impact of illness or injury. Provide advice/signposting, contact the employer where appropriate, consider reasonable adjustments and determine whether temporary remote/VLE delivery is safe, educationally valid and permitted.

	Stage 2 - formalise support
	If participation cannot continue safely or effectively, review the applicable DWP/funding rules and consider a break in learning or other change of circumstance. Agree communication frequency, safeguarding/welfare contact, treatment/occupational-health evidence where appropriate and a target return plan.

	Stage 3 - return, transfer or withdrawal
	When ready to return, liaise with the employer and learner to update the training/action plan, risk controls and reasonable adjustments. If return is not possible, consider further authorised absence/break, alternative employment or programme transfer, or withdrawal only after appropriate advice and funding/safeguarding processes.


Documents

· Lockdown Process
· Lockdown Policy 
· Accident Forms
· Risk Assessment Forms
· COSHH Assessment Forms
· Fire Risk Assessments
· Work Placements Checklist

[bookmark: _Toc37837530][bookmark: _Toc37837547]Related Policies & Procedures

· Business Continuity Plan
· Bomb Threat and Evacuation Procedure
· Fire (Emergency Evacuation)  Procedure
· Accident and First Aid Procedure
· Management of Stress in the Workplace
· Maternity Leave Policy and Procedure
· Lone Working Policy

[bookmark: _Toc37837531][bookmark: _Toc37837548]Please feedback to Quality & Standards any constructive suggestions on how any aspect of the procedure may be clarified or improved


Risk Assessment form
Important: the wide risk-assessment table below is retained from the existing policy as a worked/template example. It is not, by itself, a current live risk assessment. Live assessments must show current dates, site-specific hazards, current responsible persons and completed actions.
	
	Risk Category
	What are the hazards?
	Who might be harmed and how?
	What control measures are already in place?
	Likelihood of an accident happening
	Severity of an accident/ incident happening
	Total Score
	Do you need to do anything else to manage this risk?
	Likelihood of an accident happening
	Severity of an accident/incident happening
	Total Score
	Action by whom?
	Action by when?
	Date Completed

	Line and example
	Slips and trips
	Wet Floor
	Staff and visitors may be injured if they trip over objects or slip on spillages
	We carry out general good housekeeping. All areas are well lit including stairs. There are no trailing leads or cables. Staff keep work areas clear, eg no boxes left in walkways, deliveries stored immediately, offices cleaned each evening
	3
	4
	12
	Better housekeeping is needed in staff kitchen, eg on spills
	1
	4
	4
	All staff, supervisor to monitor
	31/12/2014
	01/01/2015

	1
	Lighting
	Inadequate lighting due to lights not working
	All staff and visitors to the site. Could contribute to a slip trip or fall. People might not be able to see any potential hazards clearly enough.
	Sufficient lighting is available across the buildings in all areas. In the event of a faulty light being found there is enough light from other fittings to compensate until a repair is completed. We actively look for non working lights each day across the buildings. All lights are reported, logged and repaired within the same day where possible. If extra work is required, we assess the lighting in the area to ensure its sufficient for the needs, if not then the media centre staff take the area out of service.
	1
	2
	2
	
	
	
	0
	
	
	

	2
	Getting in and out
	Blocked entrances and exits
	Staff and visitors. Unable to get out of the building safely
	All entrances and exits are checked daily to ensure they are clear. All doors are on key fobs for security but in the event of the fire alarm sounding will automatically release the security measures in place. All doors have either a press to exit button or thumb turn lock on them to allow exit from the inside.
	1
	2
	2
	
	
	
	0
	
	
	

	3
	Temperature
	Cold offices and communal spaces meaning the building falls below the legal requirements for office working.
	Staff and visitors. Cold temperatures  can make people feel ill, low morale, less able to do their job effectively.
	The heating systems within the Northumberland Street building is a central heating system. Regular servicing is carried out to ensure compliance and good operation. The temperature is monitored throughout the day by the BMS.
	2
	2
	4
	
	
	
	0
	
	
	

	4
	Temperature
	Cold offices and communal spaces meaning the building falls below the legal requirements for office working.
Our office can fall below temperature while the system comes into play
	Staff and visitors. Cold temperatures can make people feel ill, low morale, less able to do their job effectively.
	The heating systems within the Lord Street building are electric and controlled within the offices and meeting rooms themselves by the occupants.
We move our thermometer for heat in the office. 
	1
	2
	2
	
	
	
	0
	
	
	

	5
	Housekeeping
	Build-up of waste in areas. Unacceptable hygiene standards which could introduce pests etc.
Possible fire risks.
	Staff and visitors could have slips, trips and falls. Fire risks are increased.
	All rubbish is collected weekdays on a regular basis and placed in a central waste collection area until disposal twice a week.
	1
	1
	1
	
	
	
	0
	
	
	

	6
	Housekeeping
	Unacceptable hygiene standards due to poor cleaning
	Staff, clients and visitors. Becoming ill from unsanitary surfaces.
	All common areas area cleaned on a daily basis, rubbish is removed daily, this includes washrooms. Maintenance cleans for kitchens and washrooms are carried regularly during the day.
Appropriate chemicals are used to EN1276 & EN14476 standards. Common area touch points are cleaned regularly throughout the day. See COVID risk assessment for additional cleaning practices we have in place.
We have covid measures in our delivery office, we also clean regularly daily. Rubbish is taken out by the media centre staff and we wash cutlery in the kitchen section of the media centre. 
Windows are opened for the room to air out and the room Is vacuumed regularly.  
	1
	2
	2
	
	
	
	0
	
	
	

	7
	Electricity
	Electrocution from the electrical installations and faulty equipment
	Staff and visitors. Electrocution from unsafe electrical installations such as sockets. Unsafe electrical equipment.
	All portable equipment is PAT tested each year. Staff are aware if they find any equipment that is unsafe, they must to take it out of use, mark it up and then report it. Electrical installations are checked every 5 years as part of statutory testing. When an office is VOID at the end of a tenancy all sockets are checked for good operation and safety before occupation again. RCD sockets are installed in high risk areas such as kitchens. All work is carried out by qualified electricians only.
We have a PAT test that takes places each year for our office equipment. We self-certify UK approved equipment only for 12 months or less. 
	1
	5
	5
	
	
	
	0
	
	
	

	8
	Slips and trips
	Build-up of waste. Wet floors. Damaged flooring.
	Staff and visitors. Possible broken limbs, bruising etc.
	All waste is removed daily. We proactively check common and meeting room areas for hazards and remove them. Cleaning is done at low occupancy times before the centre opens.
Spills are wiped up immediately when reported.
We keep the office area clear of waste and clutter. 
	2
	4
	8
	
	
	
	0
	
	
	

	9
	Fire
	Fire and smoke
	All staff and visitors to the site. Loss of life and property
	All buildings have fire systems with smoke/heat detection in each office and common area. A third party tests the entire system on an annual basis. All faults are rectified with urgency. Alarms are tested weekly and recorded. Each office and meeting room has the fire evacuation procedure in them. We have a regular review for the fire risk assessment and action accordingly on the changing needs where required. There are fire extinguishers throughout the buildings and these are checked monthly for visual issues and serviced annually for compliance.
Emergency lights are installed within each building should the power be lost in the event of a fire to help evacuations where needed.
The Media Centre carry out annual test evacuations and the results are shared with the team. All staff have complete online regular fire awareness training. See Housekeeping on how we manage waste.
The fire escape guidance and procedure is on the back of our office door. 
	2
	5
	10
	
	
	
	0
	
	
	

	10
	Ventilation
	Fresh air circulation and extraction
	Staff and visitors could feel unwell if fresh air isn't in adequate supply
	All toilet windows are open to allow fresh air in. Extraction systems are also in place in to remove stale air. Windows are available in all rooms to open should the user wish.
We open our windows daily to allow fresh air in the room. 
	1
	1
	1
	
	
	
	0
	
	
	

	11
	Manual Handling
	Overloading causing issues with backs, arms, strains etc
	All staff, clients and visitors
	All CMC staff that are required to lift during the day are trained in manual handling procedures.
Trolleys are available to use for everyone who uses the Media Centre. Lifts are available to all floors.
Manual handling the office is a minimal risk. Where large items are due to be delivered, the use of the media centre equipment is applied. 
	1
	4
	4
	
	
	
	0
	
	
	

	12
	Computer workstations/desks
	Broken and faulty equipment. Non familiar use by external and internal customers
	Anyone using the meeting room facilities or delivery/work facilities in our office.  Finger traps, manual handling etc.
	We have arrangements in place to reconfigure equipment within the rooms before  any meeting take place by trained staff. All faulty equipment is either taken out of service or repaired speedily. The majority of meeting room tables are fold away on castors making them easy to move around if required on the day. All meeting rooms chairs are of fixed leg type and regularly checked to ensure they are fit for purpose.
Any Qualia equipment is monitored, assessed and fixed to a safe standard. Any broken equipment is to be fixed by MS or externally with a recommended company. The equipment will be marked and the plug taken out of the socket. 
	1
	2
	2
	
	
	
	
	
	
	

	13
	Chemicals and harmful substances
	COVID-19
	All staff, clients and visitors
	Cleaning of each area with appropriate products every 4 hours. Sanitiser, Covid 19 tests and masks available on site.  
	4
	2
	6
	
	
	
	0
	
	
	

	14
	Human behaviour 
	Potential terrorism or violent attack
	All staff, clients and visitors
	We have created a policy and process that is to be shared with all staff, clients and visitors. This is also being shared with the Media Centre team
	2
	4
	8
	Practise invacuation process twice per year
	2
	4
	8
	Kirsty Watson
	1st test by 16/1/2025
	






Current Legal, Regulatory and Guidance Reference Register
	Body / source
	Reference used in V7.1

	HSE
	Health and safety policy; managing risks and risk assessment; worker consultation; workplace safety guidance.

	HSE
	Young people at work - Apprentices; training and supervision; employer primary responsibility and proportionate provider checks.

	DWP
	Provider guide to delivering high-quality apprenticeships, updated 6 February 2026.

	DWP
	Apprenticeship funding rules 2026 to 2027 Version 2, published 15 July 2026, for starts from 1 August 2026.

	Ofsted
	Further education and skills inspection toolkit, operating guides and provider information; September 2026 versions published 12 June 2026.

	HSE
	First aid at work L74, amended 2024, including mental health in first-aid needs assessment.

	HSE
	RIDDOR guidance and online reporting arrangements; 0345 300 9923 for fatal accidents and specified injuries to workers.

	HSE
	PAT/electrical-maintenance guidance confirming annual PAT is not a blanket legal requirement.

	Home Office
	Fire Safety Order guidance including section 156 Building Safety Act 2022 amendments in force from 1 October 2023.

	HSE
	Legionella ACOP L8 and HSG274 technical guidance.

	HSE
	Work-related stress Management Standards; pregnancy/new mothers; DSE; PPE; asbestos; COSHH.

	GOV.UK / employment law
	2026 National Minimum Wage, apprentice rate £8.00; Working Time Regulations and young-worker limits/rest.

	HSE / Acas
	Employment Rights Act protections against health-and-safety detriment and automatically unfair dismissal in relevant cases.

	Equality / employment law
	Worker Protection Act 2023 preventative duty; Employment Rights Act 2025 implementation timetable for stronger harassment duties in October 2026.

	Home Office / SIA
	Terrorism (Protection of Premises) Act 2025 statutory guidance and SIA implementation guidance; expected commencement spring 2027.


Document Control
	Control
	Detail

	Document title
	Qualia Academy Health and Safety Policy

	Owner
	Kirsty Watson

	Current version
	V7.1:HSP2026

	Effective date
	10/08/2026

	Next scheduled annual review
	02/02/2027

	Classification
	Public

	Supersedes
	V7:HSP2026

	Review cycle
	At least annually and sooner after material legal, HSE, DWP/DfE/Skills England, Ofsted, employment-law, premises, incident, funding or risk changes.

	Scope
	Qualia Academy premises and operations; employees/workers; apprentices and learners; visitors; employer sites used for apprenticeship delivery; work placements; visits; remote/hybrid delivery; relevant subcontracted or partner-delivered government-funded learning.


Version Control and Change History
Audit note: The 2020-2024 entries preserve the substantive history recorded in the September 2024 source policy. The 2025 and 2026 narratives are a consolidated regulatory-alignment record created for the current master policy; archived signed/approved copies remain the evidential source for historic approval dates.
	Version
	Date
	Substantive change narrative
	Owner

	V1:HSP2020
	31/03/2020
	First draft for consultation. Established overarching health and safety responsibilities, risk assessment, premises safety, first aid, fire, COSHH, equipment, accident reporting, work placements and safe-working rules.
	Kirsty Watson

	V2:HSP2021
	28/04/2021
	Revised with COVID-19 workplace, return-to-work, risk assessment, home-working and infection-control arrangements while retaining core health and safety controls.
	Kirsty Watson

	V3:HSP2022
	02/02/2022
	Expanded violence and aggression, bomb-threat, evacuation, firearms/weapon attack, RUN HIDE TELL, lockdown and invacuation arrangements.
	Kirsty Watson

	V4:HSP2023
	02/02/2023
	Annual review recorded in the source policy. Core management, apprentice safety, accident, fire and emergency arrangements retained. Current consolidated policy now reflects fire-safety recording and Responsible Person coordination duties that became effective later in 2023.
	Kirsty Watson

	V5:HSP2024
	15/09/2024
	Added invacuation and lockdown processes. Consolidated current policy also reflects the 2024 HSE first-aid update on mental health and the October 2024 preventative duty on employers to take reasonable steps to prevent sexual harassment.
	Kirsty Watson

	V6:HSP2025
	03/04/2025
	Regulatory alignment update following enactment of the Terrorism (Protection of Premises) Act 2025, strengthened preparedness for public-protection duties, updated workplace dignity/harassment controls and continued development of apprentice/employer assurance. This entry is a retrospective consolidated regulatory record created in 2026.
	Kirsty Watson

	V7:HSP2026
	06/02/2026
	Updated for the DWP provider guide to delivering high-quality apprenticeships (6 February 2026), renewed Ofsted FE and skills inspection arrangements, employer/provider responsibilities for apprentice safety, government-funded learning oversight, and preparations for the transfer of apprenticeship policy responsibility to DWP from 1 April 2026. This entry is a retrospective consolidated regulatory record created in 2026.
	Kirsty Watson

	V7.1:HSP2026
	10/08/2026
	Interim update following material post-February developments: 2026/27 apprenticeship funding rules Version 2; September 2026 Ofsted FE/skills toolkit; HSE guidance on apprentices/young workers, pregnancy/new mothers, stress and consultation; current RIDDOR routes; risk-based PAT wording; current fire and legionella guidance; DSE/hybrid work; apprenticeship units; 2026 minimum wage and working-time protections; October 2026 harassment changes; and 2026 Martyn’s Law implementation guidance. Employer checks are reframed as proportionate provider assurance rather than provider approval of employer risk assessments. Legacy COVID controls are retained within a current communicable-disease framework.
	Kirsty Watson


Rationale for the V7.1 Interim Update - 10 August 2026
• The policy could not reasonably wait until the next annual review because the regulatory and apprenticeship environment changed materially during 2026.
• Apprenticeship policy/guidance responsibility moved to the Department for Work and Pensions on 1 April 2026 and Version 2 of the 2026/27 apprenticeship funding rules was published on 15 July 2026.
• Ofsted published FE and skills inspection materials for use from September 2026, covering directly funded apprenticeships, adult learning, Skills Bootcamps and relevant subcontracted provision, with an increased emphasis on whether learners and apprentices belong, thrive and are kept safe.
• HSE confirms that the employer - not the training provider - has primary responsibility for an apprentice’s workplace health and safety. The provider should take reasonable, proportionate steps to satisfy itself that the employer manages significant risks. Earlier wording that could imply Qualia approved employer risk assessments has therefore been corrected.
• Operational references in the previous policy had become outdated or inaccurate: the First-Aid Regulations were cited as 1982 rather than 1981; an obsolete HSE RIDDOR number was used; legionella guidance cited HSG70 rather than current L8/HSG274; and annual PAT testing was expressed too rigidly despite HSE’s risk-based approach.
• The policy now reflects current employment and welfare risks affecting apprentices: pay and working time, young-worker protections, health-and-safety detriment, disability/reasonable adjustments, pregnancy/new mothers, stress and mental health, sexual harassment, third-party risk and remote/hybrid work.
• The detailed emergency, bomb-threat, weapon-attack, lockdown and invacuation provisions have been retained and linked to the Terrorism (Protection of Premises) Act 2025 implementation programme. The policy correctly states that substantive Martyn’s Law duties are not yet in force as at 10 August 2026.
• The historic COVID section has not been deleted; useful controls have been retained within a broader communicable-disease and pandemic-response framework so future outbreaks can be managed against current official guidance.
END OF POLICY

Stage 1


Communicate and assess the legnth of time that apprentice needs off 


Advice and guidance support contacted, employer contacted and delivery through VLE if suitable 


Stage 2


If delivery is not suitable through VLE contact ESFA for break in learning 


Communications weekly and when needed with aim to get back to work after 2 weeks


Stage 3


If back to work liase with employer and apprentice to amend action plan for support 


If not amend action plan and after break in learning for max time, dicuss the potential of withdrawl 


