Senned Training Consultancy Ltd Policies and Procedures Manual




Health and Safety Policy
Policy Statement
Senned Training Consultancy Ltd is committed to ensuring the health and safety of all staff, clients, and visitors. We comply with the Health and Safety at Work Act 1974 and other relevant legislation.
Procedures
· Risk Assessments: Conduct regular risk assessments of premises and activities. Document and implement necessary control measures.
· Incident Reporting: Implement a clear reporting mechanism for health and safety incidents. Investigate and address incidents promptly.
· First Aid: Provide first aid equipment and ensure trained first aid personnel are available.
· Training: Conduct regular health and safety training for all staff.
Safeguarding Policy
Policy Statement
Senned Training Consultancy Ltd is committed to safeguarding adults at risk from abuse, harm, and neglect, in compliance with the Care Act 2014 and other relevant legislation.
Procedures
· DBS Checks: Ensure all staff undergo Disclosure and Barring Service (DBS) checks.
· Training: Provide regular safeguarding training for staff.
· Reporting: Implement a clear process for reporting safeguarding concerns. Document and follow up on all reports.
· Partnership: Work with local safeguarding boards and authorities.
Equality and Diversity Policy
Policy Statement
Senned Training Consultancy Ltd promotes an inclusive environment free from discrimination. We comply with the Equality Act 2010.
Procedures
· Inclusive Environment: Promote an inclusive culture through policies and training.
· Training: Provide regular training on equality and diversity.
· Monitoring: Regularly monitor and report on diversity metrics.
· Complaints Handling: Handle complaints related to discrimination or harassment promptly and fairly.

Data Protection and Privacy Policy
Policy Statement
Senned Training Consultancy Ltd is committed to protecting personal data in compliance with GDPR and the Data Protection Act 2018.
Procedures
· Data Management: Establish guidelines on data collection, storage, and sharing.
· Training: Provide regular data protection training for staff.
· Breach Response: Implement a data breach response plan.
Complaints and Grievances Policy
Policy Statement
Senned Training Consultancy Ltd ensures a fair and transparent process for handling complaints and grievances.
Procedures
· Raising Complaints: Establish a clear process for clients and staff to raise complaints.
· Investigation: Conduct timely and impartial investigations.
· Review: Regularly review and improve the complaints process.
· Documentation: Document and track all complaints and resolutions.
Quality Assurance Policy
Policy Statement
Senned Training Consultancy Ltd is committed to maintaining high standards of quality in our training programs.
Procedures	
· Evaluation: Regularly evaluate training programs for effectiveness.
· Feedback: Collect feedback from clients and staff.
· Improvement: Implement continuous improvement plans.
· Accreditation: Maintain accreditation and comply with relevant educational standards.
Attendance and Absenteeism Policy
Policy Statement
Senned Training Consultancy Ltd sets clear expectations for attendance and manages absenteeism effectively.
Procedures
· Attendance Expectations: Communicate clear attendance expectations to clients and staff.
· Absence Reporting: Establish a reporting process for absences.
· Support: Provide support for managing frequent absences.
· Monitoring: Monitor and address patterns of absenteeism.
Professional Development Policy
Policy Statement
Senned Training Consultancy Ltd supports the continuous professional development of its staff.
Procedures
· Appraisals: Conduct regular staff appraisals and feedback sessions.
· Training Opportunities: Provide access to ongoing training and development.
· Support: Support staff pursuing further qualifications.
· Encouragement: Encourage continuous learning and skills improvement.
IT and Acceptable Use Policy
Policy Statement
Senned Training Consultancy Ltd ensures the responsible use of IT resources.
Procedures
· Acceptable Use: Define guidelines for the acceptable use of IT resources.
· Cybersecurity: Provide regular training on cybersecurity.
· Issue Reporting: Establish procedures for reporting IT issues or breaches.
· Monitoring: Monitor and maintain IT systems regularly.
Mental Health and Wellbeing Policy
Policy Statement
Senned Training Consultancy Ltd promotes the mental health and wellbeing of its staff and clients.
Procedures
· Support Services: Provide access to mental health support services.
· Awareness Training: Conduct regular training on mental health awareness.
· Work-Life Balance: Encourage a healthy work-life balance.
· Support: Establish procedures for supporting staff with mental health issues.
Financial Management Policy
Policy Statement
Senned Training Consultancy Ltd ensures effective financial management and accountability.
Procedures
· Budgeting: Implement clear budgeting and financial planning processes.
· Audits: Conduct regular financial audits.
· Expense Claims: Establish procedures for expense claims and reimbursements.
· Risk Management: Monitor and manage financial risks.
Remote Learning and Working Policy
Policy Statement
Senned Training Consultancy Ltd supports effective remote learning and working practices.
Procedures
· Guidelines: Establish guidelines for remote teaching and mentoring.
· Support: Provide support for staff and clients working remotely.
· Technology: Utilise appropriate technology and online platforms.
· Monitoring: Monitor and evaluate remote activities regularly.
Confidentiality Policy
Policy Statement
Senned Training Consultancy Ltd ensures the confidentiality of information.
Procedures
· Guidelines: Define clear guidelines on maintaining confidentiality.
· Training: Provide regular training on confidentiality issues.
· Breach Handling: Establish procedures for handling breaches of confidentiality.
· Secure Storage: Ensure secure storage and handling of confidential information.
Environmental Policy
Policy Statement
Senned Training Consultancy Ltd is committed to sustainable practices and reducing its environmental impact.
Procedures
· Sustainability: Promote sustainable practices within the organization.
· Monitoring: Regularly monitor and report on environmental impact.
· Waste Reduction: Implement procedures for reducing waste and energy consumption.
· Engagement: Engage staff and clients in environmental initiatives.
Implementation and Review
· Training: Conduct regular training sessions for staff on all policies and procedures.
· Review: Review and update policies annually or as needed to ensure compliance and effectiveness.
· Staff Involvement: Involve staff in the development and review of policies.
· Accessibility: Ensure all policies and procedures documented and accessible to staff and clients.
Approved by:
Name

Title

Date


 pg. 2
image1.jpeg
CONSULTANCY




