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HEALTH AND SAFETY 
 

1. General Policy Statement 

The Director of Private English Class Ltd believes that the health and safety of persons within the 
school is of paramount importance. The first requirement for maintaining high standards of health and 
safety is that everyone is vigilant and undertakes personal responsibility for their own health and 
safety and of others. It is our intention to prevent accidents and occupational ill health and where 
possible eliminate hazards in the workplace.  

It is the intent of the Director to ensure that a safe and healthy workplace is provided and maintained 
for all employees. This will include the provision of safe systems of work, safe plant and equipment 
and safe access to the premises. We will ensure that adequate information, instruction, training and 
supervision is provided to ensure that staff can carry out their work safely.  

The Director will ensure that others who are affected by our activities are not subjected to risks to their 
health and safety. This will include students, visitors, volunteers, staff and contractors. 

These responsibilities will be achieved by the establishment of an effective health and safety 
management system within the company. This will involve the implementation of arrangements for the 
effective planning, organisation, control, monitoring and review of preventative and protective 
measures. Alongside the responsibilities of the Director are the responsibilities of each person to 
reflect on good practice (e.g. risk assessments) and contribute to the development of safe routines 
and the Director will also undertake to ensure compliance with legislative and other relevant guidance. 
In order to achieve this, it is the responsibility of everyone to challenge directly any behaviour or 
practice which could lead to an unacceptable risk being suffered by anyone, to report such an 
occurrence and to follow up to ensure that action has been taken so that the occurrence is unlikely to 
occur again. 

The Director will ensure that adequate resources are identified for health and safety. We believe that 
health and safety standards will be maintained only with the co-operation of all staff, pupil and visitors 
to the school. We require all staff to comply fully with this policy. In addition we will ensure that all 
students, visitors and contractors are provided with the information they require to enable them to 
comply with this policy. It is the intention of the Director that procedures to ensure relevant health and 
safety issues are embedded within the curriculum at all levels where appropriate. The effectiveness of 
the policy will be regularly monitored to ensure that health and safety arrangements are being 
implemented and that the people named in the policy are carrying out their duties. 

Our general intentions are: 

 Provide adequate control of the Health and Safety risks to employees and others arising from our 
work activities 

 Consult with our employees on matters affecting their Health & Safety 
 Provide and maintain safe plant and equipment 
 Ensure safe handling and use of substances 
 Provide adequate information, instruction and training supervision for employees 
 Prevent accidents and cases of work related ill health 
 Maintain safe and healthy working conditions 
 Review and revise this policy at regular intervals 

2. Organisation 

Overall and final responsibility for health and safety lies with the Director: Samuel Petko.  

Day-to-day responsibility for ensuring this policy is put into practise is delegated to: Samuel Petko/ 
Tania Waghorn.  

 



 

 
Private English Class Ltd. Registered UK Company: No.07808024 

Business Address: 1C Headlands 
Kettering 

Northamptonshire 
NN15 7ER 

Private English Class Ltd. 
Policies and Procedures 

 

To ensure that health and safety standards are maintained and improved, the following people have 
responsibility in the following areas: 

Name Responsibility 
Samuel Petko Director 
Tania Waghorn Academic Manager 
Simon Briars Head Tutor - Rugby 
David Lovegrove Head Tutor - Corby 

 

Organisation Chart 

 

 

3. Employee Duties 

All employees are required to: 

 Co-operate with director and manager on health and safety matters; 
 Not interfere with anything provided to safeguard their health and safety e.g. fire extinguishers or 

machinery guards; 
 Take reasonable care of their own health and safety, and that of others; 
 Use machinery and equipment correctly, in accordance with training and instructions received; 
 Use personal protective equipment correctly, in accordance with training and instructions received; 

and 
 Report all health and safety concerns to a responsible person (as detailed in this policy statement). 

Non-compliance with health and safety rules and procedures can result in disciplinary action, which 
may include immediate dismissal if appropriate. 
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4. Arrangement for Implementation  

All company policies and procedures in relation to health and safety are regarded as supplementary 
to this policy. 

Risk Assessment 

In accordance with the Management of Health and Safety at Work Regulations 1999, the company 
will carry out risk assessments of all activities that present a risk to employees or others. These risk 
assessments will be carried out in line with Health & Safety Executive guidance, and the procedure 
for doing so is as follows: 

 Identify the significant hazards involved in our activity. 
 Decide who might be harmed and how. 
 Evaluate the level of risk and decide if existing precautions are sufficient, or if more needs to be 

done. 
 Record the significant findings of the assessment. 
 Review the assessment when things change, or there is reason to believe that it is no longer valid. 

Risk assessments will be undertaken by: Samuel Petko 

Approval for the required action to remove or control risks will be given by: Samuel Petko 

5. Consultation with Employees 

The company will consult with its employees in accordance with the Safety Representative and Safety 
Committees Regulations 1977 and the Health and Safety (Consultation with Employees) Regulations 
1996. 

Employee Representative(s) are: 

Samuel Petko/Tania Waghorn 

Consultation with employees will be provided through an interview or telephone call. 

6. Plant, Machinery and Work Equipment 

The company will ensure that all plant and equipment is suitable and without risks to health and 
safety, in accordance with legislation such as the Provision and Use of Work Equipment Regulations 
1998, the Lifting Operations and Lifting Equipment Regulations 1998 and the Electricity at Work 
Regulations 1989. 

All employees are required to carry out a visual check of any equipment before it is used. In some 
cases, this check will need to be documented. The company will advise when this is the case. 

The Director (Samuel Petko) will hold the responsibility for: 

 Identifying all plant and equipment needing maintenance 
 Ensuring that all identified maintenance  
 Checking that new plant and equipment meets health and safety standards before it is purchased  
 Testing fixed electrical installation 

Portable electrical appliances are tested by/every: 

Contracted out to PAT Central/Annually 

7. Hazardous Substances 

The company will assess and control health risks from exposure to hazardous substances in 
accordance with the Control of Substances Hazardous to Health Regulations (COSHH) 2002. 
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The Director (Samuel Petko) will hold the responsibility for: 

 Obtaining chemical safety sheets 
 COSHH assessments 
 Giving approval for the required action to remove or control risks 

Chemical Safety Data Sheets are stored at: 

11 Market Street, Kettering. 

8. Manual Handling 

In accordance with the Manual Handling Operations Regulations 1992, the company will eliminate the 
need for manual handling where possible. Where elimination is not possible, the risks from manual 
handling will be assessed and reduced, so far as is reasonably practicable. 

The Director (Samuel Petko) will hold the responsibility for: 

 Manual handling risk assessments 
 Approval for the required action to remove or control risks 

9. Information, Instruction, Training and Supervision 

The company will provide adequate information, instruction, training and supervision to employees in 
accordance with the general duties on employers under Section 2 of the Health and Safety at Work 
etc. Act 1974 and various regulations. 

All employees will be provided with information on the significant findings of any risk assessments 
relevant to their particular activity/workplace. This will include information on the hazards and relevant 
control measures. 

All information, instruction and training given to employees will be recorded on individual training 
records. In certain instances, employees will be asked to sign to confirm receipt and/or understanding. 

The Academic Manager (Tania Waghorn) will hold the responsibility for: 

 Induction training for all new employees 
 Identify, arrange and monitor training 

Training records will be held at: 

11 Market Street, Kettering 

The Health and Safety Law Poster will be displayed at: 

11 Market Street, Kettering 

Supervision of trainees will be arranged/ undertaken and monitored by: 

Samuel Petko (Director) 

10. Accidents, First Aid and Work-Related Ill Health 

The company is committed to preventing accidents and cases of ill-health to employees and others 
who may be affected by its work activities. 

However, the company recognises that failures can occur and will investigate all accidents and ill-
health to identify the immediate and underlying causes so as to prevent recurrence. 

All reportable incidents, as defined by the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995 will be reported to the enforcing authority within the relevant 
timeframes. The following types of work-related incident/accident need to be reported: 
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 Death 
 Major Injuries e.g. broken bones, dislocations, amputations, loss of sight etc. 
 Any accident resulting in more than 3 days lost from work 
 Any non-employee being taken directly to hospital 
 Certain types of disease e.g. dermatitis, asthma, upper limb disorders, TB etc. 
 Certain types of dangerous occurrence, even when no-on is injured e.g. scaffold collapse, overturn 

of lifting equipment, electrical fires/explosion etc. 

The company will provide adequate first aid personnel and equipment, in accordance with the Health 
and Safety (First Aid) Regulations 1981. 

The Director (Samuel Petko) and Academic Manager (Tania Waghorn) should be informed with: 

 All accidents and work related ill-health  
 All hazards/ near misses 

All accidents and work related ill-health are recorded in the accident book, which is kept by/at: 

Samuel Petko/11 Market Street 

The Director (Samuel Petko) will have responsibility for: 

Investigating accidents/ ill-health/ hazards/ near misses 

Acting on investigation findings to prevent reoccurrence 

Reporting accidents, diseases and dangerous occurrences to the enforcing authority 

First aid box(es) is/are kept by/at:  

Tania Waghorn/Simon Briars/David Lovegrove/ Barbara Norris in Kettering, Rugby, Corby, 
Wellingborough classroom locations 

The appointed person(s)/first aider(s) is/are: 

Tania Waghorn 

Simon Briars 

David Lovegrove 

Barbara Norris 

11. Managing Contractors 

The company recognises that it owes a duty to contractors as well as employees, as stipulated by the 
Health and Safety at Work etc. Act 1974 Section 3 and the Management of Health & Safety at Work 
Regulations 1999. 

In the first instance, the company will ensure that only competent contractors are selected. From then 
on, the activities of appointed contractors will be adequately managed.  

The Director (Samuel Petko) will have responsibility for: 

 Assessing competence of contractors 
 Managing contractors working on-site 
 Getting reports of any problems/ hazards arising from activities of contractors 
 Providing information to contractors on site hazards/ controls/ safety rules 
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12. Welfare Facilities 

The company is committed to providing suitable and sufficient welfare facilities to employees, in 
accordance with the Workplace (Health, Safety and Welfare) Regulations 1992. 

Adequate numbers of toilets and washing facilities are provided for the number of staff required to use 
them. Toilet paper, soap and means for drying hands will always be available. 

Cleaning is carried out every week by an employed cleaner. 

Issues with cleanliness/ hygiene standards should be reported to: 

Samuel Petko/ Tania Waghorn 

Drinking water is located in each location: 

Corby, Kettering, Rugby, Wellingborough 

13. Emergency Procedures – Fire and Evacuation 

The company will have in place procedures to follow in the event of emergency. These will be 
communicated to all employees and will be tested on a regular basis. 

 In the event of a fire, immediately sound the alarm.  
 Only attack the fire if trained to do so – do not put yourself at risk. 
 Dial 999 and ask for the fire brigade – give address and ensure it is heard. 
 Evacuate the building by the nearest exit. 
 Take class register and check no one is missing when at assembly point 
 Do not stop to collect personal belongings. 
 Do not re-enter the building until told it is safe to do so. 

The Director (Samuel Petko) will have responsibility for: 

 Ensuring the fire risk assessment is undertaken and completed 
 Fire extinguishers are maintained and checked 
 Emergency evacuation will be tested weekly (alarm test) and bi-annually (fire drills) 
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