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Health and safety policy  
 
General policy statement 
NCAL Limited is committed to ensuring the highest reasonably practicable standards of 
health and safety.  In particular, we acknowledge our duties under the Health and Safety at 
Work Act 1974 and secondary health and safety legislation. 
   
Accordingly, we are committed to ensuring the health and safety of our employees, 
apprentices, sub-contractors and other stakeholders who may be affected by our work as 
much as is reasonably practicable, and will assess and alter our work conditions, systems 
and equipment where necessary. 
  
We genuinely care for our staff and others affected by our work, and we design our systems 
accordingly.  In addition, we actively encourage all our staff, apprentices and other 
stakeholders to engage and cooperate on workplace matters, in particular, health and safety. 
 
What this policy covers 
NCAL Limited is responsible for: 
 

§ Managing health and safety risks and thereby preventing accidents and work-related ill 
health.  In particular, we conduct risk assessments of all our office and training 
locations as well as the travel and accommodation arrangements of our staff and 
apprentices. 

§ Providing and maintaining a healthy and safe place to work, including safe 
management of any exposure to hazardous substances, ensuring reasonably safe 
manual handling procedures, and providing a safe means of entering and leaving our 
premises, including emergency procedures for use when needed. 

§ Ensuring that all work equipment is suitable, safe and properly maintained and, where 
appropriate, providing correct personal protective equipment while on our premises or 
those of our employers.  

§ Communicating and providing training to employees on health and safety matters and 
promoting co-operation between members of staff to ensure safe and healthy 
conditions and systems of work. 

§ regularly monitoring and reviewing the management of health and safety at work, 
making any necessary changes and bringing those to the attention of all staff. 

 
 
Lines of responsibility 
The Managing Director has overall responsibility of this policy.  
 
It is also the personal responsibility of each member of the NCAL team, especially our 
coaches and trainers, to maintain and promote safe and health working practices. Each 
person must take reasonable care of their own health and safety and that of others by 
following health and safety rules and instructions. All staff must co-operate with managers on 
health and safety matters and comply with any health and safety instructions. 
 
The Health and Safety Officer has day-to-day responsibility for all health and safety issues.  
All health and safety concerns, however trivial they may appear, should be reported to the 
Health and Safety officer in the first instance.  This includes, for example, potential risks, 
hazards, unsafe behaviour, and missing or faulty equipment. 
 
All staff must co-operate in the investigation of any accident or incident undertaken by our 
Health and Safety office or external authority.  Any failure to comply with health and safety 
rules and instructions or with the requirements of this policy may be treated as misconduct 
and dealt with under our Disciplinary Procedure. 
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How we identify risk 
We adopt a very proactive approach to identifying hazard and risk that may affect our staff or 
apprentices.  This includes: 
 

§ thorough and regular risks assessments of all premises (including those of the 
employers we work with), work process and equipment that any of our staff or 
apprentices use or are exposed to; 

§ engagement with employers to understand potential risks and risk management 
processes adopted by them on their premises to ensure safe working environments for 
our apprentices; 

§ training our staff to be vigilant and alert to hazard and risk and encouraging them to 
report any issues and concerns without delay; 

§ using training and coaching visits to apprentices on their employer’s premises to 
continually monitor hazard and risk in their workplaces, and to report any issues or 
concerns immediately;  

§ practicing health and safety procedures, such as premises evacuation, to test their 
effectiveness and to highlight and address any shortfalls; 

§ responding swiftly and positively to any issues brought to our attention by apprentices, 
employers or any other stakeholders or external authorities/agencies; 

§ thoroughly investigating any incidents to identify the causes of any hazard, risk, 
accident or injury and putting in place measures to reduce or eliminate the possibility of 
them recurring; 

§ using our own wellbeing coach to regularly review our working practices to ensure 
stress reduction and an improved work/life balance for all staff and apprentices. 

 
Managing our key risks 
We regularly consult with staff, apprentices and our employers to evaluate the key risks that 
our business is particularly exposed to.  There are some aspects of our working practices that 
present more obvious risk.  These are managed as outlined below: 
 

§ Travel: Our staff often travel throughout England to meet apprentices and employers.  
They usually travel by car or train depending on distance and convenience.  Each car 
contains a first aid kit, hi-viz jacket and warning triangle.  We have purchased GPS 
systems for our staff to use while travelling. We encourage staff to travel by train and 
other forms of public transport, wherever possible, to reduce fatigue and the risk of 
accident. Diaries are shared, so we always know where a colleague should be and at 
what time.  We are a small, close-knot team and we stay in frequent contact to check 
on wellbeing and safety. 
 

§ Accommodation: Occasionally, staff require overnight accommodation. This is usually 
planned through our office administrator but can sometimes occur unexpectedly (e.g. 
appointment delays, missed trains, fatigue).  Staff are encouraged to stop over if 
needed and always when there are long journeys involved.  Each member of staff has 
a credit card for any unforeseen accommodation requirements.  
 

§ Subsistence: the company pays for all food and refreshments while staff are travelling 
on business.  This ensures that energy levels are maintained, and fatigue is reduced. 
 

§ Stress: We employ our own wellness coach who regularly contacts each member of 
staff to check on their wellbeing.  Caseloads are kept very manageable and all staff 
work from home of Fridays for reflection, rest and planning. 
 

§ Personal Protective Equipment: all staff are supplied with equipment and clothing 
relevant to the environments they are working in.  This includes chef whites, non-slip 
shoes, hi-viz jackets, hard hats, protective glasses and so on.  Spectacles are 
purchased specifically for ICT use, where appropriate.  Each member of staff has read 
and understood guidance on setting up workstations to ensure comfort and safety.  
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Procedures for accident or ill health 
The following procedure applies should any members of staff or an apprentice encounter an 
adverse event such as: 

- an accident that results in injury or ill health 
- a near miss, meaning an event that, while not causing harm, has the potential to do so 
- an undesired circumstance, meaning a set of circumstances that have the potential to 

cause harm, such as incorrect equipment, poorly trained staff, or lack of instructions 
etc. 

1. In the event of an injury, the injured person or the first aider must report the accident 
to NCAL’s Health and Safety Officer giving all relevant details. 

2. The Health and Safety Officer will enter the detail in the accident book taking care to 
ascertain exactly what occurred. 

3. Injuries which require the first aider to refer the injured person to hospital or to their 
doctor should be immediately notified to NCAL’s Managing Director by telephone. 

4. In all cases, the Health and Safety officer and, if appropriate, the Managing Director 
must investigate all the circumstances of how the injury was sustained and a 
company accident investigation report completed. 

5. Where an apprentice has suffered injury or illness at work, NCAL’s Health and Safety 
Officer will collaborate with the employer’s own accident investigation process to 
determine the circumstances and to record our own report of the incident. 

6. The findings of the investigation will be examined by the Managing Director with the 
objective of understanding what went wrong and identifying measures to avoid a 
repetition. 

7. These control measures will be introduced after consultation with all staff and, where 
appropriate the apprentices and employer we work with. 

8. Injuries or incidents leading to ill health which are more serious than those mentioned 
above (including injuries leading to death) must be notified to the HSE immediately by 
the quickest possible means (i.e. by telephone). NCAL’s Managing Director will also 
contact the ESFA immediately to inform the agency of the situation.  

 
Working with employers 
NCAL recognises that apprentices spend most of their time working for their employer on 
their employer’s premises.  However, we have a duty to ensure that employers understand 
and discharge their responsibilities for health and safety. We do this by: 
 

§ Engaging with employers in discussion about risk assessment and health and safety 
very early on in our negotiations relating to apprentices; 

§ Undertaking risk assessment of employers’ premises prior to starting any 
apprenticeship programme and on an annual basis to maintain standards and records; 

§ Monitoring and reviewing apprentices at their workplaces on an ongoing basis to check 
on their continuing awareness and competency relating to health and safety; 

§ Collaborating with employers to promote safe working practices and to reduce risk; 
§ Working cooperatively with employers to report and investigate any adverse events and 

to fully comply with organisational procedures and legislative requirements relating to 
health and safety. 

 
Review of this policy 
 
The effectiveness and validity of this policy will be reviewed in December 2019 and revised as 
appropriate.  In any event, this policy will expire 31st December 2019 and will be reissued 1st 
January 2020. 
 


