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Employee Safety Handbook

SECTION 1: INTRODUCTION

1.1 About this Handbook

This handbook is available to all employees. It is a summary of the company’s Health and Safety
Management System (i.e. Safety Manual). All employees are required to read this handbook and
ensure that it is understood and adhered to. The handbook includes the following sections:

(1) A Statement of the Company Policy Regarding Health and Safety at Work.

The statement makes it clear that the company takes your health and safety seriously and will
provide safe working conditions and adequate information and training, etc. Although the ultimate
responsibility for safety rests with the highest level of management, the company realises that a
healthy and accident-free workplace cannot be achieved without the co-operation and active
support of its employees. The company therefore has arrangements for consultation and for
keeping you informed about matters of health and safety.

Safe working is not optional; it is a condition of your employment that you must comply with safety
signs, instructions and procedures.

(2) The Organisation that Exists for Implementing the Health and Safety Policy.

The general health and safety responsibilities of key individuals and groups of employees are
detailed in this section. You should make sure that you are aware of your own responsibilities.
Additional specific duties may be delegated to you depending upon your job.

(3) Arrangements for Implementing the Health and Safety Policy.

Our Health and Safety Management System contains sections covering the company’s policy and
arrangements regarding all of the main topics relating to health and safety. In this handbook, the
policies and arrangements have been replaced by a more practical explanation of what you are
required to do.

1.2 Why a Health and Safety Management System Is Important to us.

Injuries and ill health resulting from work activities can be a major cause of pain and suffering to
the victims and to their families and friends. As an employer we have a moral duty to do all that
we reasonably can to prevent this.

The financial cost of work-related accidents and ill health to victims, to us as an organisation and
to society in general can also be very significant.

As a company and as individuals, we also have duties under a comprehensive range of health and
safety laws. These laws require us to manage our activities so as to anticipate and prevent
situations that might result in occupational injury or ill health. It is therefore in our best interests
as an organisation and as individual employees to do what we can to achieve good health and
safety performance.

Good health and safety performance does not happen by chance. As with all of our business
objectives, it has to be managed using a structured approach. Our Health and Safety Management
System identifies the structure.

A copy of our health and safety organisational chart is attached to the end of this document in

Appendix A. ,



Health and Safety Policy Statement

Our aim is to provide a safe working environment for our employees and others who may be
affected by our activities. Compliance with legislation is the minimum acceptable standard and we
are committed to achieving the highest levels of health and safety performance through continual,
cost effective improvement.

- Health and safety is an integral part of our business and has equal status to other aspects of
business performance. Appropriate financial and physical resources will therefore be provided to
implement this policy.

- Health and safety is an integral part of our business and has equal status to other aspects of
business performance. Appropriate financial and physical resources will therefore be provided to
implement this policy.

- We recognise that successful health and safety management can only be achieved with the
support and commitment of our employees. All employees will be actively encouraged to take
ownership of health and safety and empowered to assist in decision making. Compliance with this
policy is a condition of employment.

- We will ensure that this policy is implemented and maintained throughout all levels in the
organisation.

- Responsibilities for health and safety are defined in our Health and Safety Management System.
The day to day management of health and safety is a responsibility of managers at all levels but

overall responsibility rests with the Trustees.

- To assist with the implementation of our health and safety management system we have
appointed a Health and Safety Coordinator. External advice will also be obtained where necessary.

- To facilitate continuous improvements in health and safety standards we will identify specific
health and safety objectives. Progress towards the objectives will be closely monitored.

- Periodic auditing of our Health and Safety Management System will be undertaken to ensure its
continued adequacy and effectiveness.

- The company will review this policy at least annually and revise it as often as is appropriate.

Signed: SHAUN MOODY ANDREW JOHNSON
Position: HEADTEACHER DIRECTOR OF ESTATES

Date: 1st September 2023



SECTION 2: RESPONSIBILITIES

2.1 Company Responsibilities

(1) Duties to Employees and Others:

The company has a general duty to ensure, so far as reasonably practicable the health, safety and
welfare of all employees and also any other person affected by our work activities, for example,
visitors and contractors.

The company will, so far as reasonably practicable:

- provide and maintain plant and systems of work that are safe and without risks to health.

- ensure the safe use, handling, storage and transport of articles and substances.

- provide information, instruction, training and supervision to ensure that work activities can be
undertaken safely.

- provide and maintain a safe place of work including safe access and egress.

- provide and maintain a safe working environment.

- provide and maintain a written safety policy and bring it, together with any revisions, to the
notice of employees.

- consult with individuals (or their representatives) on health and safety matters.

(2) Duties as Controllers of Premises:

As the organisation in control of premises used by others we will ensure, so far as reasonably
practicable that:

- the premises, including access and egress, are safe

- any plant and substances provided for use are safe.

(3) Duties as Designers, Manufacturers, Importers and Suppliers:

As the designer, manufacturer, importer or supplier of articles or substances for use at work, the
company will take necessary steps to introduce safety measures at source, to ensure that such

articles or substances are safe and without risk to the ultimate user.

Staff Responsibilities

The system at St John’s College requires form teachers to deal with any minor injuries in the first
instance. If they feel that they are unable to deal with the
injury, or that the injury is serious, then a qualified first aider must be called for.

Staff on playground duty must be prepared for any such accidents or injuries and it is therefore
important that they are in place promptly in order to deal with any such matters.

If the injury warrants the calling of an ambulance, such as a suspected fracture, this should be done
as soon as possible ensuring that the patient is attended until it arrives. Under no circumstances
should staff take pupils to hospital in their own vehicles.



All accidents and injuries at the school should be recorded as follows:
PUPILS SJC ACCIDENT FORM (original to Estates office; copy sent home with pupil)
STAFF, VISITORS AND CONTRACTORS SCHOOL ACCIDENT BOOK (available from Estates office)

In some circumstances it may be required to phone parents so that they are informed immediately
or to make arrangements to collect the pupil from school.

2.2 Trustees’ Responsibilities.

The Trustees has overall responsibility for health and safety and will:

- provide visible and effective health and safety leadership.

- ensure that our Health and Safety Management System, including any changes, is implemented
at all levels throughout the organization.

- ensure that the health and safety policy reflects current Board priorities.

- ensure that suitable resources are made available to assist with the effective development and
implementation of our health and safety management system.

-review the health and safety policy statement at appropriate intervals.

- ensure that our health and safety performance is monitored and reviewed regularly.

- ensure that the health and safety responsibilities of all employees are clearly defined and is a
condition of their employment.

- monitor the health and safety performance of individuals throughout the organization.

- promote and encourage cooperation and involvement of all employees in health and safety.

- appropriate disciplinary procedures are followed where employees are in breach of matters
affecting health and safety.

2.3 Head Teacher and Director of Estates Responsibilities.

The Head Teacher and Director of Estates will:

- accept their individual and collective role in providing health and safety leadership.

- ensure that all decisions reflect our health and safety intentions.

-recognise their role in engaging the active participation of employees.

- ensure that our health and safety performance is monitored and reviewed regularly.

- ensure they are kept informed of, and aware of relevant health and safety issues.

- ensure that suitable resources are made available to assist with the effective development and
implementation of our health and safety management system.

- promote and encourage cooperation and involvement of all employees in health and safety.

- appropriate disciplinary procedures are followed where employees are in breach of matters
affecting health and safety.



2.4 Director of Estates/Senior managers/HoDs’ Responsibilities.

All individuals with responsibility for the management and supervision of work activities will
ensure that:

- employees understand and implement the requirements of our Health and Safety Management

System.

- changes in our Health and Safety Management System are brought to the attention of all

employees.

- health and safety standards are maintained at all times.

- employees are encouraged to give a high level of commitment to health and safety.

- employees, contractors and visitors are aware of and follow our safety procedures.

- adequate training, information, instruction and supervision is provided to employees.

- health and safety issues requiring action are communicated to senior management immediately
- appropriate disciplinary procedures are followed where employees are in breach of matters

affecting health and safety.

- effective arrangements for communication and lines of reporting are established and

maintained.

- effective actions are taken when hazards and shortcomings are reported.

2.5 Employee Responsibilities.

All employees will:

- take reasonable care of their own safety and the safety of any other persons who may be affected
by their actions.

- co-operate with whoever necessary to enable compliance with any legal duty or requirement.

- use machinery, equipment, dangerous substances, transport equipment, means of production or
safety devices in accordance with training and information provided.

- never interfere with or misuse, intentionally or recklessly, anything provided in the interests of
safety.

- report shortcomings in health and safety arrangements.

- report any serious and imminent dangers to health and safety.

2.6 Health and Safety Coordinator Responsibilities.

The Director of Estates will:

- coordinate the implementation of our Health and Safety Management System.

- liaise with Thomas, Carroll Management Services, where appropriate.

- monitor and review the effectiveness of our Health and Safety Management System.

- liaise with the Enforcing Authorities, where appropriate.

- monitor the effectiveness of individuals allocated with specific health and safety duties

- ensure that an audit is undertaken at appropriate intervals.

- bring to the prompt attention of the Board any health and safety issue that requires their
attention.



2.7 Thomas, Carroll Management Services Responsibilities.

Thomas, Carroll Management Services have been appointed to assist us in meeting our health and
safety obligations and will:

- by agreement, investigate any accidents or incidents.

- undertake health and safety performance reviews, at agreed intervals.

- provide a telephone advisory service accessible by designated individuals.
- provide health and safety training to nominated individuals, as agreed.

- provide legislative updates following changes in health and safety law.

2.8 Contractors Responsibilities.

Where contractors undertake work on our premises or on our behalf, they will be required to:

- comply with the requirements of our Health and Safety Management System, in particular the
provision of relevant health and safety information.

- appoint an individual with overall responsibility whilst the work is being undertaken.

- take reasonable care of their own safety and the safety of any other persons who may be affected
by their actions.

- undertake their work in accordance with the agreed risk assessments, methods of working and
relevant statutory provisions.

- cooperate with The Company to ensure that effective health and safety arrangements are
established and implemented.

- comply with all safety rules and instructions provided.

- notify the company immediately of any changes in work methods, risk assessments, work
equipment, materials or personnel during the work.

- communicate closely with The Company during the work and report any hazards or shortcomings
- never interfere with or misuse, intentionally or recklessly, anything provided in the interests of
safety.

2.9 Visitors Responsibilities

Visitors to our premises will be required to:

- comply with the requirements of our Health and Safety Management System.

- take reasonable care of their own safety and the safety of any other persons who may be affected
by their actions observe our rules at all times.

- notify the company of any special requirements needed before the visit.

- cooperate with The Company on all matters relating to health and safety.

- follow all safety rules and instructions provided.

- report any hazards or shortcomings.

- never interfere with or misuse, intentionally or recklessly, anything provided in the interests of
safety.



SECTION 3: ARRANGEMENTS

3.1 Accident Reporting

It is the policy of the company to record and investigate all accidents that result in injury or ill
health. It is also our policy to record and investigate all accidents that might potentially have
resulted in injury, ill health or damage to property, plant or equipment.

All employees are required to co-operate in ensuring that the following procedures are adhered
to:

(1) Reporting Injuries

- If you are injured, you must initially report to a first aider (even if no treatment is necessary). Lists
of first aiders are displayed at prominent positions in the workplace (refer to ‘First Aid’).

- You must provide the first aider with information about yourself and about the circumstances of
the accident.

- In cases where it is recommended that you are sent for immediate hospital attendance, it is the
responsibility of the first aider to ensure that your line manager is informed.

- In all other cases, i.e. where you (the injured person) are sent home or return to work, you must
report to your line manager before doing so.

- All injuries must be recorded, as soon as possible, in the accident book either by you (the injured
person) or by a responsible person on your behalf.

- Aresponsible person will ensure that an Injury Report is completed for every work-related injury
that requires treatment.

- A responsible person will ensure that a report and notification is made to the Enforcing Authority
where required under the RIDDOR Regulations.

- The line manager of the department or section in which the accident occurred will carry out a full
investigation and complete an Accident Investigation Report as soon as circumstances permit.

(2) Reporting Near Miss Incidents

- All near miss incidents must be reported immediately to your line manager. A near miss is defined
as any unplanned event that resulted in damage to property and unplanned event that might
potentially have caused injury to yourself or others, or damage to property.

- A responsible person will complete a Near Miss Report for every incident in which there was
damage to property, plant or equipment, or where there was clear potential for injury.

- A responsible person will ensure that a report and notification is made to the enforcing authority
where required under the RIDDOR Regulations.

- The line manager of the department or section in which the near miss occurred will carry out a
full investigation and complete an Accident Investigation Report as soon as circumstances permit.



3.2 Asbestos

The company recognises the health hazards arising from exposure to asbestos and will protect
those employees and other persons exposed to asbestos as far as is reasonably practicable by:

- ensuring that a register of materials containing asbestos is maintained - the register will include
the precise location, condition and composition of the asbestos bearing materials.

- ensuring that any maintenance work does not expose employees, contractors or visitors to
unplanned exposure to asbestos materials.

- providing appropriate information and training to employees, visitors and contractors.

- conducting environmental and workplace sampling if necessary.

The risk of ill health as a result of accidental exposure to asbestos can be reduced if you adopt the
following precautions:

- regardless of how routine the job or activity may seem, always ask if the building, location, or
plant contains asbestos materials before you start work.

- if you find asbestos (or suspected asbestos) during work activities, do not disturb the materials
and immediately report the matter to your line manager.

- seek advice on the precautions you should take to protect yourself.

- whenever you need to wear a mask or respirator, make sure that it is the right type and that you
wear it.

- report any defects or concerns you may have to your line manager.

3.3 Artificial Optical Radiation (AOR)

AOR includes light emitted from all artificial sources, such as ultraviolet, infrared and laser beams,
but does not include sunlight. It is likely that you will be exposed to some form of artificial light at
work, whether from general lighting, equipment or from a work process.

The organisation recognises that some forms of artificial optical radiation (light) can be harmful to
individuals unless suitable protective measures are taken.

AOR can be broadly divided into two groups, namely safe and unsafe light sources. Examples of
safe light sources include ceiling- mounted lighting; photocopiers; computers and similar display
equipment; and photographic flash lamps, etc. Examples of hazardous light sources include metal
work welding; hot industries - furnaces; UV curing of inks, paints and welding; and medical or
cosmetic treatments, etc.

There are also some safe sources of light that, if used inappropriately, for example placed
extremely close to the eyes or skin, have the potential to cause harm but which are perfectly safe
under normal circumstances. Examples include ceiling-mounted lights without diffusers over bulbs
or lamps; high-pressure mercury floodlighting; desktop projectors; and vehicle headlights.



(1) Exposure to unsafe hazardous light sources or the misuse of safe light sources can result in
the following health disorders:

- Burns or reddening of the skin.

- Burns or reddening of the surface of the eye.
- Burns to the retina of the eye.

- Blue-light damage to the eye.

- Damage to the lens of the eye.

(2) The risks associated with the exposure to artificial optical radiation at work can be reduced
if you adopt the following precautions:

- Find out from your line manager if you are exposed to harmful levels of artificial optical radiation
at work, either from safe or unsafe sources.

- Use an alternative, safer light source if reasonably practicable.

- Cooperate with your line manager to find ways of eliminating exposure to artificial optical
radiation.

- Be aware of the exposure limit values of different light sources and comply with the technical
measures necessary to control exposure.

- Never carry out work which involves exposure to harmful artificial optical radiation unless a
suitable and sufficient risk assessment has been carried out and a safe system of work
implemented.

- Never undertake work which involves exposure to harmful artificial optical radiation unless you
are competent and authorised to do so and have received appropriate information on the light
source.

- Organise the work to reduce exposure to workers and restrict access to hazardous areas, for
example with the use of signs, etc.

- Keep your exposure time to artificial optical radiation to a minimum by following the precautions
identified in the relevant risk assessment.

- When carrying out work which involves exposure to harmful artificial optical radiation, strictly
follow the agreed procedures and never use different work methods, equipment or materials
without first checking with your line manager.

- Notify your line manager if you believe that you are at increased risk from exposure to harmful
artificial optical radiation.

- Stop work if you experience any skin or eye damage during work and report immediately to your
line manager.

- Where appropriate, do not use any damaged or faulty equipment when undertaking work that
may expose you to harmful artificial optical radiation.

- Report any damaged or faulty equipment to your line manager.

- Always wear or use any personal protective equipment that is provided.

- Where appropriate, ensure you follow any procedures relating to over exposure, health
surveillance and medical examinations.
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3.4 Confined Spaces

The company recognises that health and safety hazards may arise when individuals (especially
maintenance employees or contractors) are required to make entry into confined spaces and that
such work potentially involves significant risks. The risks may include some or all of the following:

lack of oxygen.

- poisonous gas, fume or vapour.

liquids or solids that could suddenly fill the space, or release gases into it when disturbed.
- fire and explosions (from flammable vapours, excess oxygen, etc).

- hot conditions leading to dangerous increase in body temperature.

These risks may sometimes be present in the confined space, or they may be created by the nature
of the work that is carried out (e.g. painting, welding, use of adhesives, use of internal combustion
engines such as generators or saws, etc.

The risks associated with confined spaces can be reduced if you adopt the following precautions:

- find out from your line manager whether or not any storage tank, silo, reaction vessel, enclosed
drain, sewer, chamber, vat, furnace, oven, ductwork or unventilated room is classed as a confined
space before entering.

- cooperate with your line manager to find ways of avoiding the need to enter confined spaces (i.e.
try to find a different way of doing the job).

- never enter a confined space unless a suitable risk assessment has been carried out and you are
complying with the precautions set out in the assessment and/or written safe working procedure.
- if a permit to work in a confined space is required, never enter unless you have seen the permit
and are complying with its conditions.

- never enter a confined space unless you have been authorised to do so.

- never enter a confined space unless a safety person is stationed outside the space to summon
help in an emergency.

- when working in confined spaces, strictly follow the agreed safe working procedures — never use
different work methods, materials or equipment without first checking with your supervisor or
manager.

- if you are working in a confined space, make sure that measures are taken to prevent
unauthorised persons (including members of the public and children) from entering.

- always find out the emergency/rescue procedures before entering a confined space.

- if someone in a confined space is involved in an accident or incident, or loses consciousness (for
whatever reason), raise the alarm and follow the rescue procedure laid down you could also
become a victim if you fail to follow the agreed rescue procedures.

3.5 Consultation

The company acknowledges the importance of employee involvement in health and safety matters
and will consult directly with them or their representatives on relevant health and safety matters,
such as the:

- introduction of any measure that will affect the health and safety of employees.

- arrangements for appointing or nominating persons to assist us in complying with relevant
legislation, and to assist in emergency procedures.

- provision of relevant information as required under health and safety legislation.

11



- planning and organisation of any relevant training required to be provided to employees under
health and safety legislation.
- health and safety consequences of introducing new technologies into the workplace.

It is the intention of the company to positively encourage the involvement of employees in health
and safety matters, and to provide any information, training and facilities that might reasonably
be required in order for this involvement to be effective.

HEALTH AND SAFETY COMMITTEE

The company will establish a safety committee that will meet regularly and review safety
performance. The committee will consist of employer and employee representatives and will be
chaired by a person with executive power who can act upon the decisions reached by the
committee.

METHODS OF CONSULTATION
The company undertakes to consult effectively with you, other employees or your representatives
on relevant health and safety matters.

Consultation will involve meetings between designated member(s) of the management team
together with all employees where such a meeting is appropriate and reasonably practicable.
Where it is not reasonably practicable to consult with all employees at a single event, it will be
necessary to arrange additional meetings.

COMMUNICATION
The names of safety representatives and the minutes of health & safety committee meetings will
be prominently displayed.

The health & safety committee will not accept on its agenda any item that should be dealt with by
line management unless a representative considers that line managers have failed to adequately
deal with the matter.

RAISING CONCERNS REGARDING HEALTH AND SAFETY
Should you have any concerns regarding your health or safety at work, you are encouraged to
report them to your line manager.

3.6 Dangerous Substances and Explosive Atmospheres

The Company recognises that dangerous (i.e. explosive or oxidising, flammable, highly flammable,
extremely flammable) substances may be either used in processes or stored on its premises and
that explosive atmospheres may be formed in certain circumstances (The signs and symbols for
these substances are attached).

(1) Dangerous substances include:
-liquids such as petrol, many solvents/thinners, many adhesives, some paints.

- gases such as oxygen, acetylene, LPG (propane or butane) either in cylinders or pipes.
- certain solids such as flour dust that can explode when present in significant quantities in air.
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(2) Flammable liquids and gases are dangerous because they:

- give off sufficient vapour at room temperature for the vapour to be ignited by a source of ignition
(spark or flame, etc).

- evolve vapours that are generally heavier than air, will spread considerable distances at floor
level, and will collect in pits, cellars, drains, etc.

(3) Flammable gases such as propane or butane (LPG) are also dangerous because:

- they expand considerably when released to air and will form a potentially explosive mixture in
air until diluted by dispersion.

- propane and butane gases are slightly heavier than air and will travel across floors and gather in
pits, cellars, drains, etc.

(4) Oxidising solids, liquids or gases are dangerous because:

- they produce oxygen when decomposed (in a fire for example) with the result that a small fire
could become very much more fierce and difficult to control.

(5) The risks of accidents and injuries can be reduced if you adopt the following precautions:

- make sure you know the hazard symbols for dangerous substances (see the table above).

- never use, store or handle any dangerous substance unless a formal risk assessment has been
carried out and you have been informed about the risks and precautions.

- always work strictly in accordance with the findings of the risk assessment and/or the Safe
Systems of Works.

- keep dangerous substances in suitable containers, in a safe position in the open air, protected
against direct sunlight, or in suitable containers kept in a store room which either is in a safe
position or is a fire resisting structure (cabinet, etc.).

- keep flammable gases such as LPG (propane/butane) in a suitable, secure and well ventilated
external store or compound.

- always store and use LPG (propane/butane) cylinders in an upright position secured to a wall or
in a rack to prevent them from being knocked over

- store empty gas/LPG cylinders with the valves closed - empty cylinders should be segregated
from full ones.

- do not store flammable gas cylinders such as LPG (propane/butane) inside buildings (except in
suitable store rooms away from other buildings).

- do not store dangerous substances close to pits or drains where flammable gas or vapour could
accumulate in the event of a leak or spill.

- generally, extremely flammable highly flammable and flammable materials should be kept
segregated from oxidising materials and from materials that would present a significant health.

- hazard in the event of a fire i.e. those that are very toxic, toxic or harmful.

- report any signs of damage or leaks to your line manager.

- keep all sources of ignition away from dangerous substances — for example never smoke near
highly flammable liquids or when changing cylinders of flammable gas

- when transferring dangerous substances, take precautions, as specified in procedures,
instructions or training, to avoid sparks caused by static electricity.

- never transfer dangerous substances to an inappropriate or unmarked container.

- replace the caps/lids on containers of highly flammable liquids immediately after pouring.
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3.7 Electrical Safety

The company recognises that the operation and maintenance of electrical equipment can be
hazardous and will ensure all reasonable steps to reduce risks, as far as possible.

The risks of accidents and injuries can be reduced if you adopt the following precautions:

- only use electrical equipment for its intended use.

- use safety devices provided.

- report faults immediately - do not continue to use faulty equipment.

- do not attempt to carry out repairs to faulty equipment, etc. or even fit plugs, unless you are
authorised to do so.

- never use electrical equipment in damp surroundings or where flammable vapours may be
present, unless you know that it is suitable for that purpose.

- only use electrical equipment provided by the company (unless given permission by your line
manager to use other equipment).

- visually inspect portable electrical equipment before use.

3.8 Electromagnetic Fields

An Electromagnetic Field (EMF) is produced when electrical or electronic equipment is used, such
as computers, mobile phones, microwave ovens, radio receivers, etc.

EMFs are present in virtually all workplaces and include fields of static electric, static magnetic and
time-varying electric, magnetic and radio waves with frequencies of up to 300 GHz. Different
frequencies affect the human body in different ways, mainly sensory and health effects. Where
EMFs are of high enough intensity to cause effects, the Organisation will take suitable and
sufficient steps to protect the health of employees.

The Organisation will give special consideration to employees at particular risk. Therefore,
employees must inform of any condition which could result in them being more susceptible to
effects from EMF to allow for the risks to such employees to be appropriately assessed. You must
notify your Line Manager as soon as possible if:

1. You are an expectant mother

2. You have any of the following medical devices:

- Active implanted medical device

- Passive implanted medical device

- Body-worn device.

Exposure to EMFs may result in:

(i) Sensory effects such as Nausea, Vertigo, metallic taste in the mouth, flickering sensations
(magnetophosphenes) in peripheral vision.

(ii) Health effects such as micro-shocks, nerve stimulation, effects to the nervous system, tingling,
muscle contraction, heart arrhythmia.
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NB. Sensory and health effects are dependent on the field and frequency range creating exposure.
The risk to health from EMFs can be minimised by ensuring, where relevant:

- Sources of EMF are known, as identified in the Exposure Assessment.

- The risk assessment for sources of EMFs has been read and understood.

- The corresponding action plan is accessible and has been read and understood. Safe working
procedures, working methods and risk controls are followed correctly. You notify your Line
Manager if you are an expectant mother.

- You notify your Line Manager if you have any of the medical devices listed above. Any issues or
concerns are reported to your Line Manager.

- Any relevant training is attended.

- Instructions and information is provided as part of training is adhered to. Medical examinations
and health surveillance are attended.

3.9 Display Screen Equipment

The company recognises that the prolonged and frequent use of display screen equipment (DSE)
can result in a range of symptoms such as headaches, eye strain and musculo-skeletal problems.

All DSE workstations will be risk assessed with a view to minimising risks associated with the use
of such equipment.

The company will arrange for employees who use or who are to become users of DSE regularly and
for prolonged periods to have eye examinations and eye sight tests. When required solely for the
purpose of using DSE, the company will also arrange for the provision of basic corrective appliances
(glasses). Remember, however, not everyone who uses DSE is a ‘user’.

The risks associated with the use of display screen equipment can be reduced if you adopt the
following precautions and ensure:

- your chair is correctly adjusted to the right height, so that work can be done comfortably.

- DSE is placed at the right angle on the desk to allow work to be done comfortably, for example,
without having to make any awkward movements.

- DSE screen is clear, readable, and flicker free.

- brightness and contrast controls are properly adjusted to prevent eye strain.

- your keyboard is placed in the right position to allow you to work comfortably.

- you follow advice about breaks from continued DSE work.

- your screen and computer are clean and kept free from dust and dirt.

- your screen is free from glare and reflections.

- there is enough space under your desk to allow free movement.

- there is enough space in general so that you can move freely between the work on the desk and
the DSE.

- there is suitable lighting so that the fine detail on your screen can be seen and read.
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3.10 Fire

The company recognises the risk to which employees and others on our premises may be exposed
in the event of fire. The risks can be reduced if you adopt the following precautions:

(1) You should help to reduce sources of ignition by:

- not bringing unnecessary potential sources of ignition into the workplace.
- using any heat-producing equipment as instructed.

- not overloading electrical or mechanical equipment.

- not smoking except in designated smoking areas.

(2) You should help to minimise potential fuel for a fire by:

- reducing flammable materials in the workroom to a minimum required.

- storing flammable materials in suitable cabinets or in separate fire resisting stores, where
appropriate.

- keeping highly flammable substances in closed containers in suitable fire resisting cabinets,
where it is necessary to store them in the workroom.

- ensuring adequate separation distance between flammable materials and any source of ignition
(motors, heaters, lights, etc).

- ensuring that flammable materials (liquids, gases and solids) are stored, transported handled and
used properly.

- storing any oxidising materials well away from heat sources or flammable materials.

(3) In the event of a fire starting (especially when the premises are unoccupied) you can help to
prevent it from spreading by:

- closing doors and windows not required for ventilation
- not wedging open any self-closing doors.

(4) You can help to ensure that people are able to escape in the event of a fire by:

- familiarising yourself with the fire alarm and evacuation procedures.

- keeping fire exit routes clear.

- keeping fire extinguishers and alarm points unobstructed.

- storing flammable materials in suitable cabinets or in separate fire resisting stores, where
appropriate.

- keeping highly flammable substances in closed containers in suitable fire resisting cabinets,
where it is necessary to store them in the workroom.

- ensuring adequate separation distance between flammable materials and any source of ignition
(motors, heaters, lights, etc.).

- ensuring that flammable materials (liquids, gases and solids) are stored, transported handled and
used properly.

- storing any oxidising materials well away from heat sources or flammable materials.
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(5) In the event of a fire starting (especially when the premises are unoccupied) you can help to
prevent it from spreading by:

- closing doors and windows not required for ventilation
- not wedging open any self-closing doors.

(6) You can help to ensure that people are able to escape in the event of a fire by:
familiarising yourself with the fire alarm and evacuation procedures.
keeping fire exit routes clear.

keeping fire extinguishers and alarm points unobstructed.

(7) Fire Emergency Plan:

IF YOU DISCOVER A FIRE YOU SHOULD...

- raise the fire alarm by operating the nearest break glass call point.

- call or instruct a member of staff to contact Andrew Johnson - Director of Estates (mobile: 07903
480768), and Imre Kondora - Site Manager (mobile: 07900 676992).

- tackle the fire using the appropriate fire extinguisher (only if trained and competent to do so);
DO NOT attempt to tackle a fire unless you have received the relevant training at the appropriate

level.

- leave the building - closing all doors and windows behind you as you leave and following the
direction exit signs.

- proceed to the nearest designated assembly point.

DO NOT use lifts
DO NOT re-enter into the building

Report to Andrew Johnson - Director of Estates / Headteacher to confirm the exact location of fire.

I[F YOU HEAR THE FIRE ALARM...

- Leave the building immediately following directional exit signs and proceed to the designated
assembly point, closing all doors/windows behind you.

- DO NOT use lifts and DO NOT re-enter the building until informed otherwise.

Never put yourself or anyone else at undue risk.
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3.11 First Aid

The company recognises its duty to ensure that every employee has reasonably quick access to
first aid whilst at work.

To this end, the company will arrange for an adequate number of persons to be trained in first aid;
will provide appropriate first aid equipment and will inform employees of the arrangements for
first aid.

Our first aid boxes/defibrillators are sited in the following locations:

MAIN SITE
FIRST AID BOX (staff room)
DEFIBRILLATOR (end of Cottage corridor)

6TH FORM CENTRE
FIRST AID BOX (Sixth Form Office)

PAVILION
FIRST AID BOX
DEFIBRILLATOR

3.12 Gas Safety

The company recognises that the installation, maintenance, testing and repair of gas installations
and appliances can be extremely hazardous and therefore must only be carried out by competent
persons.

With regard to the use of gas appliances, the risks of accidents and injuries can be reduced if you
adopt the following precautions:

- only use gas appliances for their intended purpose.

- use any safety devices provided.

- report faults and suspected gas leaks immediately - do not continue to use faulty appliances.

- do not attempt to carry out repairs to faulty appliances unless you are competent and authorised
to do so.

- never use gas appliances in or near flammable atmospheres.

- only use gas appliances provided by the company.

- visually inspect gas appliances before use.

3.13 Hazardous Substances

The company recognises that hazardous substances present a serious health and safety hazard
and will take all reasonable steps to identify circumstances in which employees and others might
be exposed to substances hazardous to health as a result of our work activities and will eliminate
or adequately control such exposure.
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The risk of ill health from hazardous substances can be reduced if you adopt the following
precautions:

- check workplace precautions are working properly before starting work - this may include local
exhaust ventilation systems.

- wear protective equipment and clothing provided.

- store all products in accordance with supplier’s instructions.

- check personal protective equipment for damage both before and after use.

- clean and maintain all personal protective equipment regularly.

- store clean and dirty clothing separately.

- store protective clothing in an appropriate manner when not in use.

- do not eat or drink in areas where hazardous substances are being used.

- smoking is prohibited on the premises.

- use the washing facilities provided and take care to ensure your hands are clean before eating,
drinking or smoking.

- never dispose of hazardous substances or hazardous waste into sinks or drains.

3.14 Health Surveillance

The company recognises the need to prevent ill health in the workplace by the use of suitable
workplace precautions, it is also recognised that, on occasions a programme of health surveillance
is also necessary to identify, at the earliest stage, any adverse effects on our employee’s health
due to work related causes and to enable steps to be taken to prevent further harm.

- Where identified by the relevant risk assessment, employees will be provided with health
surveillance at the appropriate intervals.

- The frequency, level and procedure for health surveillance will be determined either by reference
to suitable general guidance or following the advice of a qualified medical practitioner or
occupational health specialist.

- Where it is identified that health surveillance is necessary, arrangements for health surveillance
will continue throughout your employment unless the risk and associated health effect are rare
and short term.

- All employees or their representatives will have the opportunity to discuss and comment on the
proposed health surveillance arrangements. Access to an appropriately qualified practitioner for
advice before the health surveillance takes place and to discuss the results will also be provided.

3.15 Housekeeping

The company is committed to ensuring the health, safety and welfare of its employees and of
others who may be affected by poor housekeeping or waste materials, which result from our work.
The company will arrange for the disposal of all waste products regularly, safely and recycling
initiatives will be taken, where reasonably practicable, in order to help protect the environment
and make better use of resources.

To ensure that good housekeeping standards are maintained and disposal of waste at the
workplace is carried out safely and in accordance with the law, you are required to adopt the
following precautions:

- use only designated receptacles for holding waste products.

- do not put waste materials in receptacles that have not been allocated for that specific purpose.
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- take note of any segregation requirements, e.g. for hazardous waste or recyclable materials

- do not overfill waste containers.

- inform your line manager when additional resources are required.

- ensure that any spillage of substances at the workplace is cleared in an approved manner and
that any materials used for clearing are properly disposed of.

- make a note of any special arrangements or precautions that will have to be taken by our
authorised waste remover.

- do not use disposal preparation equipment and machinery unless you are trained and authorised
to do so.

- wear personal protective equipment that is required for the safe handling of waste products.

- ensure that all materials, substances, tools, etc. are stored in designated places only.

- do not allow waste materials or products to build up and ensure that walkways, fire exits, etc.
are kept clear at all times.

- ensure all walkways are kept clear of all materials, products, equipment, trailing leads, etc. that
could present a slip or trip hazard.

3.16 Introduction of New Plant, Equipment and Substances

The company recognises that the introduction of new plant, equipment and substances may
introduce new risks to the health or safety of employees.

The risk of accidents and injuries can be reduced if you adopt the following precautions:

- do not bring equipment or substances onto company premises unless authorized.

- always read the data sheet, container labels and detailed health and safety information before
using any new substance.

- ensure you have been adequately trained in the correct use of new plant and equipment before
you use it.

- ensure you have been adequately trained in the correct use, handling disposal and storage of
new substances.

3.17 Lifting Equipment

The company recognises that the use of lifting equipment and lifting operations can present a
health and safety risk and will ensure that lifting operations and lifting equipment provided for use
at work are safe.

The risk of accidents associated with the use of lifting equipment can be reduced if you take the
following precautions:

- ensure that lifting equipment is suitable for the task prior to use

- do not exceed the safe working load of lifting equipment, or use it in a way for which it is not
intended

- never attempt to repair or modify on lifting equipment for which you are not trained or
authorised - always leave it to a competent person

- only using lifting equipment that is marked with its safe working load and has a current test
certificate

- only using lifting equipment, which is suitable and has adequate strength for the planned lifting
operation
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- never stand in a position where you might be injured if lifting equipment should fail.

- when operating lifting equipment, ensure that other persons are well clear and are not put at
risk by the lifting operation.

- before using lifting equipment ensure you have been provided with adequate instruction,
information and training.

- reporting any defects in the equipment you are using.

3.18 Manual Handling

The company recognises that the manual handling of loads presents a risk of physical injury.
Manual handling is, however, an unavoidable part of our business and the company intends to
reduce these risks to the lowest level that is reasonably practicable by avoiding hazardous manual
handling operations, whenever possible.

Where this is not reasonably practicable, the risks of manual handling accidents and injuries can
be reduced if you adopt the following precautions:

- avoid the need for manual handling, where possible, by using mechanical aids.

- use handling aids, if appropriate.

- find out the weight of the load, where possible, before lifting and consider whether it is possible
to break the load down into smaller units.

- wear personal protective equipment, if appropriate.

- only lift loads if you are confident they are within your capacity.

- seek assistance if the load is too heavy for one person.

- check the route you will take to ensure it is free of obstructions.

- avoid carrying loads long distances and arrange for suitable rest points if necessary.
- avoid twisting, stooping or reaching to pick up or to deposit the load.

- keep the load as close to your body as possible.

- keep your feet apart, one slightly in front of the other for stability when lifting.

- avoid lifting with your back - use your leg muscles and keep your back straight.

3.19 Mobile Work Equipment

The company recognises that mobile work equipment presents many hazards and will ensure that
the risks to people’s health and safety, from equipment that they use at work are prevented or
controlled.

The risk of accidents and injuries associated with the use of mobile work equipment can be
reduced if you adopt the following precautions:

- only use mobile work equipment if you are authorised and competent to do so.

- use the right equipment for the job.

- never distract people who are using mobile work equipment, fool around or deliberately misuse
equipment.

- never remove or interfere with guards.

- never try to repair faulty equipment unless you have been properly trained and have been
authorised to do.

- always use seatbelts and restraints, where fitted.

- if mobile work equipment is key operated, always remove the key when not in use.
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- wear personal protective equipment provided, where appropriate.
- immediately report to your line manager, any fault or defect to mobile work equipment.

3.20 New and Expectant Mothers

The company recognises its duty to ensure the health and safety of employees who are new or
expectant mothers is not put at risk by the work that they undertake.

All reasonable measures will be taken so those women who may be pregnant are employed
without risk to their own health and safety or that of their unborn children.

This policy extends to any risks that the work might present to the child either during pregnancy
or as a result of breastfeeding.

Employees who are pregnant are asked to co-operate in ensuring that they and their unborn
children are not put at risk by:

- informing the company that they are pregnant so that an individual assessment of health and
safety risks can be carried out.

- taking an active part in the assessment process so that account can be taken of any particular
health risks or medical conditions of which they are aware.

- disclosing any relevant information or medical advice provided by a doctor or midwife relating to
medical conditions or adjustments that may be needed to working conditions, etc.

- during pregnancy or breastfeeding.

3.21 Noise

The company will take all reasonable steps to reduce the risk of hearing damage caused by noise,
where possible, this will be achieved by means other than the use of personal protective
equipment.

The company will also take all reasonable steps to minimise the disturbance caused by noise from
our premises to people in the neighbourhood.

The risk of occupational deafness can be reduced if you adopt the following precautions:

- use the noise control equipment provided - if you work at a machine which is meant to have
silencers or enclosures, make sure they are always in place and working properly.

- always close the doors on any acoustic booth provided when machinery is in operation.

- always obey signs and warning instructions when entering areas of high background noise.

-do not ignore faulty equipment - if you find something wrong with your ear protectors or noise
control equipment, or you have problems with them, tell someone who can get them put right

- always wear ear protection in areas marked 'Ear Protection Zone'.

- look after your ear protectors, learn how to use them properly, and keep them clean - damaged,
dirty protectors will not work properly and could cause an ear infection.

-report any loss or defect of ear protection to your line manager.

- use ear protectors all the time you are exposed to loud noise.
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3.22 Permits to Work

The company recognises that non-routine work, such as maintenance, cleaning, equipment
installation and refurbishment can produce health and safety risks over and above those normally
encountered in the workplace.

To reduce these risks to the lowest level that is reasonably practicable, the company operates a
Permit to Work system. Permits to Work are formal written procedures designed to check that all
eventualities have been considered when planning and organising non-routine activities, and are
an important means of minimising any risks involved. Always remember however, a permit does
not guarantee your safety. Even if a permit has been issued, you must still take proper care and
follow safe procedures. If you have any queries check with your line manager. Permits to work
apply to all work carried out on site and all employees, contractors, sub-contractors and all visitors
must comply with the requirements of any permits that are in force. If you work off site, on another
company's site or premises, you must abide by all permits to work being operated on that site.
Where no such permits are in use, you must operate permit procedures of our company.

Further information on the use of permits will be issued with permits.
(1) When Must A Permit To Work Be Used

- a permit to work must be obtained before starting any task that the company has identified as
requiring a permit.
- if you have any doubt as to when a permit should be used, check with your line manager.

(2) How Do You Use The Permit To Work

- make sure that you take the precautions laid down in the permit.

- make sure that people under your control also abide by the precautions.

- ensure that other people who may be affected by the work activity being undertaken, are aware
that a permit is in operation.

(3) When You Receive A Permit To Work

- check that the permit is filled in correctly.

- visit the area where the work is to be done with the person who is handing over the permit to
you to inspect the work to be done (in the case of routine work, this may not always be necessary).
- ask any questions if you are unclear about any aspect of the task or anything contained within
the permit.

- sign to accept the permit only when you fully understand the task, the conditions under which
the work is permitted to be done, the precautions which, must be taken and what you must do
about any hazards present.

(4) If, during the course of the task, you find work needs to be done which is outside the scope
of the permit:

- do not make any change until you have received the agreement of the person who initially issue
the permit.

- obtain a new permit before you start work, if the changes you wish to make alter in any way the
conditions covered by the permit.

- sign off the original permit.
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(5) When Work Is Completed
- inspect the plant/site to make sure that it is safe and ready for operation.

In some circumstances, it may be necessary to restart operations before work is complete. This is
only permitted if you are satisfied that conditions are safe to do so. The permit must be signed off.
If for any reason work is not completed within the time stated on the permit, do not continue
working. You must hand back the permit and obtain a new one. Should you experience any
problems as to when a permit to work should be used or with the operation of permit to work
systems, you should immediately inform your line manager.

3.23 Personal Protective Equipment

The company will provide personal protective equipment (PPE) free of charge when the risk
presented by a work activity cannot be adequately controlled by other means.

All employees provided with PPE are required to co-operate in ensuring that the following
procedures are adhered to:

- do not enter areas, or carry out activities for which PPE is required, unless you are wearing the
appropriate PPE.

- do not enter areas, or carry out activities for which PPE is required, unless you have been trained
and instructed in its correct use.

- follow instructions in the correct use of PPE.

- never misuse any PPE.

- only use PPE for the activities for which it is designed.

- only use PPE if you are fully trained in its use.

- ensure that PPE fits properly and adjust PPE so that it is comfortable when working.

- ensure that the PPE is functioning correctly before use.

- when using two or more types of PPE together, ensure that items are compatible when used
together.

- check for and report any defects or damage to PPE to your line manager.

- ensure PPE is kept clean and stored in an appropriate manner when not in use.

3.24 Pressure Systems

The company recognises that pressure systems present a risk of serious injury from the release of
stored energy as a result of a system or component failure and will, so far as is reasonably
practicable, ensure that all pressure systems are safe.

A suitable and sufficient risk assessment of work activities involving the use of pressure systems
will be undertaken for the purpose of identifying all necessary measures required to reduce any
risks found as a result of the assessment.

Pressure systems will not be operated unless safe operating limits have been established. The

information will be kept readily available for those who need it, including the competent person
responsible for the examination in accordance with the written scheme.
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A suitable written scheme of examination for the periodic examination of prescribed components
of pressure systems, will be drawn up or will be certified as being suitable, by a competent person
before systems are operated.

The risk of accidents and injuries can be reduced if you adopt the following precautions:

- only operate pressure systems if you have been provided with adequate and suitable instructions
on the safe operation of the system and action to be taken in an emergency.

- only use equipment for its intended use.

- never attempt to modify or repair a pressure system.

- only use pressure systems within their safe operating limits.

- immediately report to your line manager, any defect or fault in pressure systems.

3.25 Risk Assessments

The company recognises that some of our working operations may, unless properly controlled,
create risks to employees and others.

Risk assessments will be undertaken of the risks associated with our workplace and working
operations.

Information will be provided to you about any risks to which you might be exposed, and the
precautions that should be taken to avoid harm.

If you discover a hazard during working operations you should report the hazard to your line
manager so that remedial action can be taken.

3.26 Sharps and Needlesticks

Sharps are generally categorised as anything that has the potential to puncture the skin.

Under the Health and Safety (Sharps Instruments in Healthcare) Regulations, ‘sharps’ are defined
as needles, blades (such as scalpels) and other medical instruments that are required for
healthcare work.

The organisation recognises the risks associated with sharps and needles and that injuries can
occur from cutting or pricking of the skin.

The main risk from a sharps injury is the potential exposure to infections and blood-borne viruses
(BBVs). The risk of contracting BBVs occurs when an injury involves sharps contaminated with
blood or bodily fluids. The BBVs of main concern are:

- Hepatitis B (HBV)
- Hepatitis C (HCV)

- Human immunodeficiency virus (HIV)

Employees who are at most risk are those who handle sharps but also persons who may be
accidently and inadvertently exposed to sharps that are not stored or disposed of correctly.
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Any contractors who work in areas where sharps are used, handled and disposed will also be at
risk.

In order to minimise the risk of injury, sharps should be handled, used, stored and disposed of in
a safe and correct manner. Where reasonably practical:

- Try to avoid the use of sharps.

- Ensure you are aware of the risk assessment and control measures to be followed when using,
handling and/or disposing of sharps. If in doubt, speak to your Line Manager.

- Never recap medical needles unless a suitable tool, appliance or other equipment is used.

- Dispose of sharps immediately using the correct secure containers provided.

- Do not overfill the containers and use new containers when required.

- Ensure that sharps are not inappropriately left.

- Make sure you receive appropriate information, instruction and training.

- Report any adverse events of exposure to your Line Manager.

If you suffer an injury from sharps, which may be contaminated, you must:

- Encourage the wound to gently bleed, ideally holding it under running water.

- Wash the wound using running water and plenty of soap.

- Dry the wound and cover it with a waterproof plaster or dressing.

- Seek urgent medical advice (for example, Occupational Health or hospital) as effective
medication to fight infection may be available.

- Report the injury to your Line Manager as soon as practically possible. In the event of a sharps
injury, you must not:

i. Scrub the wound whilst you are washing it

ii. Suck the wound

iii. Continue to work without seeking medical attention.

3.27 Storage of Petrol

STORAGE OF PETROL

The Company recognises that the storage of petrol presents a risk to health and poses a risk of fire
and explosion.

The risk of an incident occurring can be reduced if you adopt the following precautions:

- Find out about the risk assessment and safety procedures for the storage of petrol and follow it
at all times.

- Stored amounts of petrol should not exceed 30 litres. Where stored amounts exceed this, find
out what the relevant Authority has specified for the safe storage of petrol and follow these rules
at all times.

- Check that petrol is stored in suitable portable containers (metal or plastic) or a demountable
tank. Any damage or defects to such containers should be reported to your Line Manager
immediately.

- Know the procedures to follow in the event of an emergency or incident.

- Be aware of the procedures for dealing with or containing a spillage or leak.

- Report any dangerous incidents or spillages to your Line Manager at the earliest opportunity.

- Ensure that dispensing of petrol is carried out in an area away from the storage area.
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- Always inspect the storage containers or any dispensing equipment prior to use to check the
condition and ensure it is used in a safe working condition. If any defects are present do not use
the equipment and report immediately to your Line Manager.

- Do not take petrol into any house, flat or residential premises.

- Keep storage areas clean and tidy at all times.

- Ensure that sources of ignition are kept away from petrol being used or stored to prevent the
ignition of petrol or its vapours.

- Smoking is prohibited in areas where petrol is used or stored.

- Store petrol out of direct sunlight.

- Ensure that flammable materials are kept away from areas where petrol is used or stored.

- Keep any storage containers out of the reach of children.

- Do not use containers which have contained other fuels.

- Ensure that the cap of storage containers are securely fastened - even containers that have
previously contained may be unsafe and the build-up of fumes could increase the risk.

- If petrol is not stored in the open air, ensure that fire exit routes are not obstructed at any time.
- Wear the appropriate personal protective equipment (PPE) and clothing provided.

- Exercise good handwashing and hygiene before eating, drinking or smoking.

- Under no circumstances must petrol be used as an accelerant to light fires.

3.28 Temporary Staff

The Company recognises that the use of temporary and casual workers presents an increased risk
of injury or ill health due to the fact that they may be unfamiliar with our premises and work
activities. The company will, so far as reasonably practicable, take the necessary measures to
ensure the health, safety and welfare of all temporary and casual workers.

To help ensure the safety of all temporary and casual worker, the company will ensure that the
risk posed to temporary or casual worker is identified as part of the appropriate risk assessment
and suitable precautions implemented by the employer of the temporary worker or agency is
provided with details of the qualifications and skills needed to undertake the work safely.

Any health surveillance that is required a responsible person is appointed to have overall
responsibility for the temporary workers whilst on site suitable information and training is
provided to all casual and temporary workers before being permitted to commence work, all
temporary or agency workers are closely supervised and monitored whilst undertaking work.

3.29 Training

The company recognises that adequate knowledge and skills are an essential element of safe
working. The company will therefore ensure that all new employees (including temporary staff)
complete an appropriate programme of health and safety induction training at the earliest
reasonable opportunity.

All employees will be provided with appropriate additional health and safety related training
before they are exposed to new risks as a result of:

- transfer to a new job/location or new responsibilities, or

- before the introduction of new equipment or new technology or modification of existing
equipment; or
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- before the introduction of new systems of work or changes to existing systems.
Training will be repeated periodically when appropriate.

All employees will, from time to time require further health and safety training in addition to basic
and site specific induction training, taking into account:

- the present or planned job content/responsibilities of individuals.
- the past health and safety performance of the individual.

- statutory requirements for training, where applicable.

- the findings of risk assessments.

Appropriate training programmes will be developed wherever health and safety related training is
required.

3.30 Visitors

The company has a responsibility for the health and safety of visitors to our premises. All
employees are required to co-operate in ensuring that the following rules are adhered to:

- no visitor may be invited/allowed to enter the premises without approval.

- upon arrival visitors must complete the visitors record book located at reception.

- visitors must be advised of the risks to which they may be exposed whilst on site and the
precautions they should take, including emergency arrangements and the location of assembly
points.

- visitors are required to make full use of any personal protective equipment that is necessary to
secure their health and safety.

- visitors must be supervised whilst on company premises.

- the person accompanying a visitor will ensure that proper evacuation procedures are followed in
the event of an emergency and that the visitor is accounted for.

- no children may enter the premises without prior knowledge and approval from an authorised
person and must then be accompanied at all times.

- visitors must sign out before leaving the premises.

3.31 Vibration

The company recognises that health and safety hazards may arise when individuals are required
to carry out work which involves exposure to high levels of hand arm and/or whole body vibration
and that such work potentially involves significant risks.

(1) These risks may result in some or all of the following health disorders:

- hand-arm vibration syndrome.

- vibration white finger.

- carpal tunnel syndrome.

- lower back pain.

- muscle fatigue.

- other effects, such as: haemorrhoids, high blood pressure, kidney disorders, impotence and
adverse reproductive effects to both men and women.
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- long term exposure can also result in: degenerative spinal changes, lumbar scoliosis, disc disease,
degenerative spinal disorders, herniated discs and gastrointestinal disorders.

(2) The risks associated with exposure to high levels of vibration at work can be reduced if you
adopt the following precautions:

- find out from your line manager whether or not exposure to high levels of vibration will be
involved in the activity being undertaken, cooperate with your line manager to, if possible, find
ways of eliminating exposure to vibration (i.e. try to find a different way of doing the job).

- if exposure to vibration cannot be avoided, ensure that measures are in place to limit the
exposure to a safe level and make sure that you comply with these measures.

- never carry out work involving exposure to vibration unless a suitable risk assessment has been
carried out and you are complying with the precautions set out in the assessment and/or written
safe working procedure.

- never carry out work involving exposure to high levels of vibration unless you have been
authorised to do so and you have received the necessary information, instruction and training.

- never carry out work involving exposure to high levels of vibration in cold and/or wet conditions
unless appropriate measures have been taken to reduce the risk.

- never carry out work involving exposure to high levels of vibration unless the appropriate
emergency procedures are in place.

- when carrying out work involving exposure to high levels of vibration, strictly follow the agreed
safe working procedures and never use different work methods, materials or equipment without
first checking with your supervisor or manager.

- where appropriate, ensure that you follow any procedures related to health surveillance.

- always wear or use any personal protective clothing or equipment that may be provided to
protect you from risks to your health associated with exposure to vibration.

- ensure that you follow the work schedules related to the work being carried out, including those
related to periods spent away from exposure to vibration.

- report any symptoms of health problems related to exposure to vibration (tingling in the fingers,
blanching of the fingers, lower back pain, etc.) to your line manager or supervisor immediately.

3.32 Welfare Facilities

The company is committed to providing a safe working environment and this includes the provision
of suitable welfare facilities.

All employees are required to co-operate in ensuring that the following procedures are adhered
to:

(1) Washing and Sanitary Facilities

- only use facilities that you are authorised to use and for the intended purpose.
- hand basins should not be used for rinsing of mops or soiled rags, etc.

- leave the facilities in a clean and tidy condition after use.

- report any defects or problems to your line manager.

- ensure that spillages of water or other slip hazards are cleared up immediately.
- do not smoke in toilets or washrooms.

- inform visitors and contractors of facilities which are available to them.
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(2) Drinking Water

- all taps on all three school sites are suitable for dispensing water to drink or to make drinks
- a full legionella prevention system is in place which includes weekly, monthly and annual checks
and risk assessments.

(3) Accommodation For Clothing

- use the accommodation provided.
- if your work might result in your work clothing becoming contaminated with hazardous materials,
store it separately from your personal clothes.

(4) Facilities for Rest and to Eat Meals

- do not prepare or consume food in areas that might be contaminated with hazardous materials.
- do not prepare or consume food unless you have washed your hands.

- if your normal workplace is unsuitable for rest breaks or for eating meals, use the separate
facilities that will have been provided.

- leave the facilities in clean and tidy condition after use, dispose of waste food in the bins
provided.

- do not use microwave or other cooking equipment unless you have been instructed in it’s safe
use.

- do not place or consume drinks near to any electrical equipment.

- report any defects or problems to your line manager.

3.33 Woodworking Machinery

The company recognises that woodworking machinery presents many hazards and will ensure risks
are reduced to the lowest level that is reasonably practicable by:

- ensuring the suitability of equipment that is used in woodworking operations.

- providing appropriate extraction ventilation systems or personal protective equipment where
necessary.

- providing appropriate information and training to employees, visitors and contractors.

The risk of accidents and injury can be reduced if you adopt the following precautions:

- follow the information and instructions given to you - especially those relating to the conditions
and methods by which the equipment may be used and any emergency procedures to be adopted
if abnormal situations arise.

- use of equipment you have been authorised to use - paying particular attention to speed, range,
type and dimensions of tools suitable for the machine.

- use extraction equipment and wear any personal protective equipment issued to you.

- make sure you are aware of the machine’s limitations regarding the cutting speeds, range of
operations, or size and material of the workpiece.

- follow procedures and information/instructions given to you relating to the safe use, inspection,
adjustment, maintenance, repair or replacement of any guard or protection device.

- never use equipment without the guards in place.

- always use any additional protection devices or appliances provided e.g. jigs or push-sticks.
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- follow procedures and information/instructions given to you relating to:

i. setting and adjusting tools and cutters.

ii. cleaning, changing and handling tools and saw blades.

iii. adjusting guards, tool clamps, etc. - this should never be done while any part of the machine is
in motion.

3.34 Work Environmental

The company is committed to providing and maintaining a comfortable working environment and
will ensure:

- enclosed workplaces are effectively and suitably ventilated with sufficient fresh or purified air.

- all reasonable steps are taken to ensure the temperature in all internal workplaces during
working hours is reasonable for the activities undertaken.

- suitable and sufficient lighting is provided at every workplace, so far as is reasonably practicable,
by natural light.

- every workplace and the furniture, furnishings and fittings in it are kept sufficiently clean and the
surfaces of the floors, walls and ceilings of all workplaces inside buildings are be capable of being
kept sufficiently clean.

- waste materials are not, so far, as is reasonably practicable, allowed to accumulate in the
workplace except in suitable receptacles.

3.35 Work Equipment

The company recognises that work equipment, which includes almost any equipment used at
work, presents many hazards and will prevent or control the risks to people’s health and safety
from work equipment that they use at work.

The risk of accidents and injury can be reduced if you adopt the following precautions:

- use the right equipment for the job.

- never use equipment unless you are authorised and trained to do so.

- never distract people who are using machines, fool around or deliberately misuse equipment

- never remove or interfere with guards.

- never try to repair a faulty machine unless you have been properly trained and have been
authorised to do so.

- ensure that you know how to stop a machine, before you start it.

- ensure all guards and protective devices are working.

- wear personal protective equipment provided, where appropriate.

- never use a machine or appliance, which has a danger sign or tag, attached to it.

- never wear loose clothing, dangling chains, gloves, rings or have long hair that could be caught
up in moving parts.

- immediately report to your line manager, any fault or defect to work equipment.
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3.36 Working at Height

The company recognises that health and safety hazards may arise when individuals (especially
maintenance employees or contractors) are required to work at height and that such work
potentially involves significant risks. The risks may include some or all of the following:

- falls of persons.

- falls of materials.

- contact with services (particularly electrical services).
- work near or on fragile surfaces.

These risks may sometimes be present during work at height, or they may be created by the nature
of the work that is being carried out at height.

The risks associated with work at height can be reduced if you adopt the following precautions:

- find out from your line manager whether or not work at height will be involved in the activity
being undertaken.

- cooperate with your line manager to, if possible, find ways of avoiding the need to work at height
(i.e. try to find a different way of doing the job).

- if work at height cannot be avoided, ensure that measures are in place to prevent a fall or, if this
cannot be guaranteed, to limit the distance of the fall or the consequences of the fall.

- never work at height unless a suitable risk assessment has been carried out and you are
complying with the precautions set out in the assessment and/or written safe working procedure.
- if a permit to work is required for the activity, never work at height unless you have seen the
permit and are complying with its conditions.

- never work at height unless you have been authorised to do so.

- never work at height in adverse weather conditions.

- never work at height unless the appropriate emergency procedures are in place.

- when working at height, strictly follow the agreed safe working procedures — never use different
work methods, materials or equipment without first checking with your line manager.

- make sure any equipment used for working at height, or for gaining access to the working
platform, etc. is suitable, is in good working order and has been inspected before use.

- make sure any fragile surfaces that you are to work on or near are clearly marked and that
precautions are in place to ensure that the work can be carried out safely.

- if you are working at height, make sure that measures are taken to prevent unauthorised persons
(including members of the public and children) from gaining access to the working platform, etc.
- always find out the emergency/rescue procedures before working at height.

- if someone working at height is involved in an accident or incident, raise the alarm and follow
the rescue procedure laid down.

3.37 Workplace Structure and Layout

The company is committed to providing and maintaining a safe and healthy work environment and
will ensure:

- workplaces, equipment, devices and systems are maintained in an efficient state, efficient

working order and in good repair.
- workrooms have adequate space for the purpose of health, safety and welfare.
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- workstations are suitable for the tasks performed and seating is provided, were your work can
be done sitting.

- floors and traffic routes are kept clear of obstructions and articles likely to cause slips, trips or
falls.

- windows are able to be safely opened and closed and are able to be safely cleaned.

- protection is provided to employees from falling and from falling objects.

- traffic routes are suitably organised, which will allow for the safe circulation of both pedestrians
and vehicles.

3.38 Young Persons

The company is aware of the additional risks that may exist as a consequence of the employment
of young persons and will take all reasonable measures necessary to minimise those risks as far as
is reasonably practicable.

All employees, especially young persons and those who supervise young persons are required to:

- ensure young persons (i.e. persons under 18 years) do not carry out any work unless a formal
assessment of risk has first been carried out by a competent person.

- ensure that young persons do not do any jobs that they have been prohibited from doing.

- ensure before young persons start any job, that they have received adequate information,
instruction and training in respect of the risks involved and the precautions that must be taken.

- set a good example to young persons by being seen to work in a safe manner and to place a high
priority on health and safety.

Except where it is necessary for the individuals training, in which case risks will be reduced to the
lowest level that is reasonably practicable and the individual is supervised by a competent person,
young persons may not undertake the following:

- work which is beyond their physical or psychological capacity.

- work involving harmful exposure to agents that are either toxic, carcinogenic, cause heritable
genetic damage or harm to the unborn child or which might chronically affect human health.

- work involving harmful exposure to radiation.

- work involving a risk of accidents that it might be reasonably assumed could not be recognised
or avoided by young persons owing to their insufficient attention to safety or lack of experience
or training.

- work in which there is a risk to health from extreme cold or heat.

- work in which there is a risk to health from noise or vibration.

If you are in any doubt about whether or not a young person can safely do a job, check with your
line manager.
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Appendix A

5t John's College, Cardiff

Health & Safety Policy

Organisational structure
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