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Absence
If a learner is absent from SETA and the absence has not been authorised by prior

agreement then the instructor or person who is supervising the section must notify

Human Resources or the General Manager by 9:00am that day. The absence will be

investigated and contact made with the individual and/or parents.  All absences

and/or occasional visits to the doctor, dentist etc. must be supported by documentary

evidence.  Occasional visits to the doctor/dentist etc should whenever possible be

arranged outside Training Centre operational hours.

If a learner is absent from the section after registration for a period of time, then a full

search of the centre and perimeter must be undertaken to determine their location. If

the learner is not present then the General Manager or HR Manager must contact the

learner to verify their safety and location and establish why they have left SETA

without permission.

On return to SETA the learner must be referred to the HR Manager where the

occurrence will be investigated further and appropriate action taken.

Timekeeping
Continued lateness on section or clocking off early without permission must be

notified to the HR Department so the learner can be consulted in order to gain an

explanation.
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Sickness
If learners feel sick when then they are on section then the instructor or person

supervising the section must inform the HR Department or a First Aider. The sick or

unwell learner must not be left alone and contact should be made with parents or

guardians to arrange collection.

If contact cannot be made then arrangements should be made for the learner to be

taken home or to another location where they can be accompanied by an authorised

safeguarded company driver.

Incident/Accident
If a learner is involved in an incident/accident whilst at SETA then the incident must

be thoroughly investigated to ascertain the facts, which must be thoroughly

documented. All information collected regarding the incident must be passed to the

HR Department where it will placed in the learners file for reference.

All incidents/accidents at SETA however minor must be entered into the First Aid

Book which is located in the First Aid Room. If a learner needs hospital treatment for

injuries then the learner must be accompanied until they have been treated and

taken home after treatment, or a family member, or responsible person has arrived.

If the incident is a reportable incident then the General Manager or HR Manager in

conjunction with the Chief Executive will notify the HSE (RIDDOR) and SFA

accordingly.
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Information
As of November 2011 The Skills Funding Agency has reviewed its responsibilities for
health and safety, including taking detailed legal advice; it is now confirmed that the
existing requirement to report any RIDDOR (Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 1995) reportable learner incidents to the
Agency will be removed from future funding agreements for providers.

It will remain a condition of funding for providers to inform the Agency of a fatality of a
learner funded by the Agency. In the event of such an incident, providers are
required to inform the Agency through their Relationship Manager of the following
details:

 the learner's name and date of birth
 the provider’s name
 the name of the training programme
 the date that the learner started the training programme.

Please note that providers will also be expected to amend their Individualised
Learner Record (ILR) data accordingly (the ILR Provider Support Manual describes
how to do this). The Agency will continue to make reasonable enquiries of providers
through the procurement process about their arrangements to comply with their
responsibilities to safeguard learners’ health, safety and welfare.


