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1 Health and Safety Policy: Statement of Intent

At KingEdward VI College, through the way we work and behave, all our peoptaff(s
students and stakeholders) will be protected from the risks of occupational injury or ill
health.

It is our intent to show an ongoing and determined commitment to improving health and
safety at workhroughoutour organisationWeendeavorto ensurethe healthsafetyand
wellbeingof all our staff and all those who may be affected by our activities, and we will
comply with health and safetgislation.

This policy seeks to reflect our commitment to ensuring that health and safety is
paramount to the organisation, and we will set out to achieve this in 4 core areas.

1. AWARENESS:! éuf people have arawarenessand understandingof health and safety
hazardsandrisksthat affect our organizationandourYA a a A 2 y ® ¢

1 Adequate resources will be provided to ensure all our peogldrcontractors and
stakeholders are aware of this policy and committed to its effective implementation.

1 There will be active open communication and consultation between all our people,
the sub contractors,and stakeholdersHealthand safetywill be integratedinto our
communications, wherever appropriate

1 Wewill identify our workplacehealth and safetyhazardsWe will inform our people,
the sub- contractors and stakeholders, as appropriate, of these workplace hazards and
what control measures are in place to reduce the level of risk

1 External audits and a fire risk assessment will be conducted to potentially highlight any
workplace hazards that may have previously gone unnoticed

1 Staff will be provided with regular refresher training alongsideaanual health and
safety briefing delivered at the start of the new academic year

2. COMPETENCEH:! 6éuf people have the competenceto undertake their work with

minimumrisks to health and safets

1 Adequatetraining,informationandinstructionwill be providedto those personswho
require it on the health and safety issues that affect them.

1 Hazards in the workplace will be suitably assessed and persons will be adequately
informed of the health and safety hazards and risks that affect their work.

1 We will take action to control risks to an acceptable level and reduce the potential for
incidents.

1 Allour peoplewill be informed of the occupationahealthrisksthat affecttheir work.
We will take action to prevent, reduce or control occupationalhealth risksto an
acceptablelevel and reducethe potential for ill health, includingassessingll our
LJS 2 L3itn8sefér work. Health surveillance will be conducted to satisfy health and
safety legislation.

3./hat[L!b/ 9Y dahdzNJ g62N)] FFtOUGAGBAGASEA | OKAS@S
are empowered to take action to minimise health and safety rigks
1 We will report and investigate accidents, incidents and near misses to drive

O«



improvement in ourhealth and safety managementAnylessondearnedfrom such
eventswill be usedto take corrective action to prevent recurrences. Full root cause
analysis will take place to identify areas of improvement.

1 Wewill actively andbpenly, review andeport on our health and safetyperformance
against published objectives and target

4. EXCELLENG&hgEdwardVI Collegesrecognisedor excellencan educationandalsoaspiresto

achievingexcellencein the way it manageshealthandsafetye. ) L
1 Wewill constantlyencouragedevelop,reviewandshareda K S lafidgafetygoodLINJ O U A C

both internallyandexternally
1 We will encourageour peopleto contribute to a positive health and safetyculture and to
challenge and champion fellow employees on health and safety standards

Signed;__|, [ 1 Name:Holly Bembridge(Principal)

Date: 18 September 202




2 Responsibilities
2.1 ThePrincipal

ThePrincipahasoverallresponsibilityfor healthandsafetyandin particularfor:
Ensuringthat adequateresourcesare availableto implementthe healthandsafetypolicy
Ensuringhealthandsafetyperformanceisregularlyreviewedat boardlevel
Monitoringthe effectivenes®f the healthandsafetypolicy

Reviewingthe policyannually

Carrying out the role of fire marshaland appointingothers to carry out the role

in their absence
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2.2 TheCollegeGovernors

Thecollegegovernorshaveresponsibilityfor:

1 Ensuringthat the College complies with legislation and follows best
practice in the management of health and safety

1 Makingsurethat adequatehealthandsafetyresourcesareavailableto meethealth
andsafetyrequirements

1 Ensuringhat staffandstudentsare not exposedo unnecessaryisksandthat
significantrisks are adequately controlled

1 Making sure that monitoring proceduresare in placefor health and safety, either through
directobservationor viadiscussiomuring3d 2 @ S Ngeetings Q

1 Fullyscrutinisethe annualhealthandsafetyreport andaddressanyconcerns

2.3 Assistant Principal (Student Journey)

TheAssistant Principas responsiblgor:
1 SQupportingthe Estates and H&S managethe developmentandimplementation
of an effectivehealthand safety strategy
1 Assistingn regularreviewsof the college'shealthandsafetystrategy
1 Ensure that trip organiserare competent and comfortable with the responsibility
of organising and managing the trip/visit and are aware of what relevant paperwork
should be in place before trip/visit can tagace

2.4 SeniorLeadershipleam

TheSeniorLeadershifeamisresponsibleor:
1 Qupportingthe implementationof the college'sHealthand SafetyPolicyandprocedures

1 Ensuringthat allmembersof their team are awareof their responsibilitiesandhave
received appropriate training
1 Ensuring that there are appropriate documented structures for the discussion of
health and safety matters with their teams, e.g., team meetings, etc
1 Ensuring that areas of particular concern, which cannot be solved at this
level are communicatecffectively to the Estates and Health and Safety Manager
1 Supportingandpatrticipatingin the establishedsystemof communicationn respect
of health and safety within the College
1 Investigatingand where necessarytaking action in respect ofany health and



safetyissue highlighted by employees
fInvestigatingall accidentghat occurin their areasof responsibility
I Ensuringthat adequateresourcesare availableto implementthe Healthand SafetyPolicy
T Fulfilthe role of fire marshalasandwhenrequired

2.5 Faculty Directors

Each Facultirectoris responsible for effective management of health and safety within
his or her own area. In particular this includes:
I Ensuringthat safesystemsof work areimplemented.
I Enforcingpersonalprotectiveequipmentrequirements.
fEnsuringthat employeesare adequatelytrainedfor the tasksthey perform.
fMonitoring premisesandwork equipment,reportingfaultswherenecessary.
fldentifyingandreportinghealthandsafetyrelated problems
flldentifyingtrainingneeds.
fInvestigatingandreportingon accidentsandincidents.
fParticipating in the risk assessmenprogrammeand ensuringthat risk assessments
are completed for all activities within their subjects
Setting agoodexampleon health and safetymatters.
fEncouragesubjectareasto ensuregoodhousekeepingncludingregularclassroomand
office clear outs and provide a safe working environment for students and fellow staff
members
fSupportthe Estatesand Healthand SafetyManagerduringinternal and externalaudits

2.6 Collegestaff

All employees of the College have responsibilities in respect of health and safety. In
particular theywill:
fCo-operate at all times with the SeniorLeadershipTeamin the implementation of
and adherence to Health & Safety Policy and procedures;
{ Takereasonablecarefor their own safetyandfor the safetyof otherswho maybe
affectedby their actions at work
T Not intentionally or recklessly interfere with or misuse anything provided for the
purpose of health and safety at work
fReport all healthandsafetyconcerngo line managers
T Pro-activelyreport nearmisses
T Assistwith the completionof the riskassessmenprogramme
fProvideriskassessment®or activitiesfor whichthey arethe responsibldeader

1 Ensurea safeworkingenvironmentis maintainedfor staff and studentsat all times
TEnsurethat all relevanthealthandsafetytrainingis up to date
fComplywith healthandsafetyrelated policiesand procedures

2.7 Estatesand Healthand SafetyManager

The Estates and Health and Safety Manager is responsible-tsdo@ting many health and
safety activities and for acting as the primary source of health and safety advice within the
College. In his absent®e Deputy Estates Manager walsumehese responsibilitiesThese
responsibilities specifically include:



1 Go-ordinatingthe College'siskassessmenprogramme

1 Administeringthe accidentinvestigationandreportingprocedure

1 Liaising with the Health and Safety Executive (HSE), the College's insurers and other
externalbodies

1 Submitting reports as required by Reportingof Injuries, Diseasesand Dangerous
Occurrences Regulations (RIDDOR)

1 Go-ordinatingthe healthandsafetyinspectionprogramme

1 Identifyinghealthandsafetytrainingneeds

1 Providingor sourcinghealthandsafetytraining

1 Providinghealthandsafetyinductiontrainingto newemployees

1 Identifyingthe implicationsof changesn legislationor HSEjuidance

1 Preparingandsubmittingprogresseportson anannualhealthand safetyactionprogramme

1 Sourcingadditionalspecialishealthandsafetyassistancavhennecessary

1 Displaying the health and safety law poster, a copy of the College's health and safety
policy statement, employer's liability certificatbealth andsafety responsibility
chart, and fire and accident reporting procedure

1 Ensuringthe site hasadequatefire marshalsandfirst aidersat all times

1 Gompleting the induction checklist for new starters and longterm temporary
employees

1 Keeping and maintaining thelealth and Safety Policy Manual and updating with
any new procedures when given

1 Ensuringthat any actions arisingfrom the health and safety audits are
addressed,and recording anhiazardous substances and materials.

1 Ensuringthat there isan effectivehealthandsafetypolicyandthat it isreviewedon
aregular basis to ensure that it remains suitable for the needs ottiiege

1 Determininghealth and safetyobjectivesand assigninglearresponsibilitiefor meetingthem

1 Allocating resources to implement the health and safety policy, achieve health and
safety objectives, avoid personal injury and property damage so far as is reasonably
practicable through a structured risk assessment programme

1 Ensuringthat healthand safetyresponsibilitiesare clearlycommunicatedo college
staff

7 Assisting in the establishment of a system of monitoring and performance
measurementthat ensures effective implementation and working of the College's
health and safety policy arstrategy.

1 Implementandmonitor awritten asbestosnanagemenplan

2.7a DeputyEstatesManager

1 To support the Estatesand Health and SafetyManagerin his role by virtue of
expertise, observation and awareness.

1 To deputise in the absence of Estates and Health and Safety Manager to ensure
compliance and that any accident, incident or near miss reporting is fulfilled.

1 Supportthe Estatesand Healthand SafetyManagerwith anyremedialactions
resultingfrom the Health & Safety Committee meetings

T Assist the Estates and Health and Safety Manager with any internal and external
audits that are carried out and any resulting actions

fAssistthe Estatesand Health and SafetyManagerwith health and safety compliance
e.g. legionella compliance, fixed electrical testing, fire safety compliance etc



2.7b Estatesand EventsCo-ordinator

2.7¢c

2.8

2.9

1 Ensurethat anyexternalhirershaverelevantinsurancesprovideall H&Srelated
information andthat they arebriefedontheir healthandsafetyresponsibilitiesandthe
collegehealthand safety arrangements in regard to fire evacuation, first aid and security
f1Ensureanyeventhasbeenfully riskassessed

Administration Assistant

1 To support the Estates and Health and Safety Manager to organise, prepare and provide
documentation for the Health & Safety Committee

{ Takeminutesat the Healthand Safety Committeeneetings and disseminatbem to
all staff via the weekly briefingotes

T Actively encourage staff participation in upcoming Health and Safety Committee
meetings
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assessments, training records and references

TheHumanResourceslepartment will:

1Keep a record of medical conditions disclosed by individual staff to pass to the first aid team
if required

f1Prompt the Estates and Health and Safety Manager to deliver H&S induction training to all
new staff

fEnsure that all new or expectant mothers receive a risk assessment carried out by their line
manager within an agreed time of notification

fOrganise and manage appointments for staff to attend health surveillance and any medical
screening by the occupational therapist

fWorkwith the EstatesandHealthand SafetyManagerto ensureanyrelevanttrainingfor new
staff is delivered

71 Organisewith the Estates and Health and Safety Manager when individuals may require a
specific workplace risk assessment

fIn collaboration with the Estatesand Health and Safety Manager, identify specific
responsibilities for health and safety and include within job description

CollegeMedical Welfare Officer (MWO)
The College Medical Welfare Officer will work alongside the Estates and Health and Safety
Manager to ensure that the College fulfils its requirements under the Health and Safety (First
Aid) Regulations 1981 and will be responsible for:
T Producingandregularlyreviewingandrevisinga collegewide first aid riskassessment
T Carryingout ariskassessmentor areaof responsibility
1 Ensuringthat there isadequatefirst aid provision
7 Identifyingthe needfor more experiencedirst aid provisione.gfirst aid at work trained staff
{ Deliveringall first aid trainingthat they are qualifiedto deliver
fQeatinganddisseminatingpn aweeklybasisafirst aidrota that coversthe whole
collegeday, including sports fixtures, lettings and events
fPartaking in promoting a healthier workplace by circulating Government and HSE produced
literature which advises on combating psychosocial hazards e.g stress and depression
1 Beingawareof changesn the NHShomelyremediespolicyandto upholdthem
1 Ensuringthat first aid kits are adequatelystockedand monitored
1 Ensuringthat sparestockof first aid suppliess maintained
Y Formulating personal emergency evacuation procedures (PEEPS) for students and staff



2.10

2.11

who may require them;

1 Ensuring that fire evacuation chairs /sliders are in place and that they are
maintained within the required timeframe and to the requirsthndard

1 Assistthe EstatesandHealthand SafetyManagerwith the procurementof anyworkplace
PPE

T Looking after the first aid equipment and ensuring that containers arstoeked necessary

FirstAiders
All first aidersmust have the necessatyaining andqualifications, asvidenced by a
current firstaid certificate issued under a training course approved by the HSE.

It isthe responsibilityof all first aidersto maintaina valid certificate of competenceand

to advisethe College Medical Welfare Officer when it is due to expire. The first aider will
also keep a record of training and qualifications. The list of first aiders and their locations
are displayed on notice boards. All information of a personal nature obtaimdte
course of first aid duties will be treated esnfidential

FirstAiderswill:

1 Act in accordancewith their trainingat alltimes

1 Summonfurther medicalhelpwhere necessary

7 Lookafter the casualtyuntil recoveryhastakenplaceor further medicalassistancéas
arrived

1 Ensuretheir own safetyat all times

1 Recordalltreatmentsfor whichthey areresponsiblewith specificdetailsof the
injury or other reason for treatment

1 Keepthe CollegeMedicalWelfareofficer informed of annualleavedates,wherever
possible

1 Gonfirm to the EstatesandHealthand SafetyManagermonthly injury accidentfigures

Appointedpersonsareresponsibldor:
1 Takingchargewhenapersonhasbeeninjuredor fallsill (in the absenceof a first aider)
{ Gallinganambulancewvherenecessary
Appointed persorare those that are normally on sithen first aiders have finished for the
day. This includedReception staff, security staff and the estates team.

SENCo

The SENCavill passon any relevantinformation to the Medical Welfare Officer
where there are specific requirements regarding a student medical and/or mobility
need.

Werecognisdhat, on occasionthe MWOandthe Learningsupportteamwill needto liaiseabout
anA y R A QHe&ttzandbiiyéor medicalneeds.

TProduce risk assessments relating to any students who have high needs or where
a student needs additional care outside of what is generally provided

fLiaise with the Estates and Health and Safety Manager to addrgdeealth and
safety oraccess concerns



2.12

2.13

2.14

2.15

Healthand SafetyCommittee
The Health and Safety Committee will provide an opportunity for representatives to
confer with the college leadership team on health and safety issues. Typically, the topics
covered by the Committee are to:

fldentify and prioritise safetyissues

fldentify trainingrequirementsfor employees

T Reviewsafetyrecordsincludingaccidentsandincidents

Agreechangesn workingpracticesjf required

{Reviewthe implicationsof anychangesn healthandsafetylegislation

TRegularlyeviewandreviseriskassessments

Committee representatives are drawn from a wide crssstion of the College's operations and
therefore havea wide practical knowledge dhe processesand activitiesundertaken within
college.

Staff SafetyRepresentatives
Thehealthandsafetyrepresentativasresponsibléor:
fLiaisingbetweenstaffandmanagemenbn healthand safetyissues
{ Participatingin Healthand SafetyCommitteemeetings
fAssisting the Collegewith the introduction of health and safety initiatives All
accidents*, andany injuries howevesmall, that occur eitherin collegeor on an
associatedtrip or outside activity must be reported to the Estates and Health and

{FFShde& al yl 35N dza A yréortindgsgsterh.Actider@racSr@sare | OOA R

crucialto the effective monitoring and revisionof the policy and must therefore be
accurate and comprehensive.

Radiation protectionSupervisor(schools)

The RPS has the dtoyrday responsibility for the security, safe storage, use and monitoring of
radioactive sources in the college, and for ensuring that staff understand the standard
operating proceduresmodel risk assessments and undergo all relevant training.

*An accidentsdefinedas:GAnyunplannedeventthat resultsininjury, ill health of people
or damage or loss to property, plant, materials or the environment or a loss of a
odzaAySaa 2LILIRNIdzyArAides o

Physical education staff and staff who oversee sporting fixtures at various locations

Staff who deliver physical education or who supervise students whilst undertaking any
element of physical education including, the use of the gym, Greenfields or any other
sporting venuemust ensure the safety of themselves and the students throughout the
duration at all times. A series of checks and inspections should take place of all venues
including the equipment being used. These include but are not limited to:

Ensuring that all activities or fixtures are planned in line with the AFPE guide
Routine recordednspections of college gym equipment

Induction sessions to any persons wishing to use the college gym
Cleanliness and condition of the gyg@nsuring weights are stored properly and
that no trip hazards are present

E I



2.16

1 Formulating risk assessments for all activities and fixtures

1 Sharing risk assessments with all that are involved with the planning and taking
part of activities or fixtures

1 Inspection of any sporting venue before commencement of activities or fixtures,
with particular attention to condition of playing surfaces, lighting, equipment
(posts nets,etc.)safeguarding and security issues and where outdoor activities or
fixtures take place consideration should be given to any forecasted weather
warnings

Head ofEnrichment

The Head of Enrichment has responsibility for arranging various activities both on campus and
site, all of which are supervised. From time to time the risk level of these activities or events mz
differ from general day to dagollege business and may also involve third parties coming onto th
college grounds to supply a service. The Head of Enrichment will always ensure that:

1 Risk assessments are in place for any general activities that sit outside the genere
curriculum (if unsure advice will be sought from the Estates and Health and safety
manager)

1 Rooms are suitable in siaad conditionto host the relevant activities @vents
planned

1 College safety arrangements (e.g. fire safety, first aid, safety conetrhsvill be
explained to any visitor, activity host or service supplier

1 Service suppliers visiting the college witbduceDBS details, records of employers
and public liability insurance, risk assessments for their operations and other requi
certification i.e. Food hygiene rating, gas inspection recetds
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4 Policymeasuringand monitoring

This policy will beontinuallymonitored and updatedparticularlywhen change# the scale
and nature of our operations occur.

5 Policyreview cycle

Thepolicywill be updatedon aregularbasisandasa minimum atleastevery12 monthsor
following arestructureof the organisationastructure,changen processfollowingan
accidentor enforcementnotice

Dateof review Dateagreed | JCC Governors Reviewdate Comments

August 2024 October D25 10 September 202 | LGB23 October 202 | August 2025
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Accident,RIDDORIncidentand NearMissPolicy

Introduction
Whenanaccidentor injury occursin the workplace we all havealegalandmoralduty to recordthe incident.

The College defines atcidentas:
a ! yhplannedor unexpectedevent, which causesinjury to persons,damageto property or a
combinationofo 2 U0 K¢ @

TheCollegadefinesanearmissas:

a ! ufiplannedeventthat doesnot causeinjury or damage butouldhavedonea 2 ¢ @

TheCollegadefinesa dangerousoccurrenceas:

a ! yhplannedincidentthat may not have causeda notifiable injury under RIDDORut it had the
potentialto do soandmusttherefore be reportedto the enforcingl dzii K 2 NR& G & ¢ ®

It is recognised by the College that injurydamagedoesnot haveto occur foran eventto be classed aan
accident.

TheAccidentReportingandFirstAid Proceduresvill helpin reducingincidentsin the workplace gnsurelegal
compliance, and reduce the risk of repetition.

Reportingof Injuries, Diseasesand DangerouOccurrencefRegulationgRIDDOR)

The Regulations impose the duties on employers to report to the Health and Safety Executive all specified
work relatedinjuries, diseases and dangerous occurrences. It applies to all work activities. It is the duty of
the Estates and Health and safety Manager to ensure that RIDDOR reportable injuries, diseases and
dangerous occurrences are reported to the HSE.

FirstAid

It is ourpolicy to ensure that appropriate firstid arrangementsire inplace forour staffand anyvisitorsto

our premises.Thisincludesprovidingsufficientlytrained employeedor our businessneedsand maintaining

an adequate supply of first aid equipment. It also involves providing enough information to staff to enable
first aid assistance to be sought during normal working hours. Where work is regularly undertaken outside
these hours, then adequate $ir aid cover will be provided.



AccidentReportingand FirstAid Procedure

Procedurefollowing anaccident

1. FirstAid

T

Inthe eventof aninjury/medical needirst aid should beequestedby contacting receptioon 20Q

If the Medical Welfare Officer is not immediately availalfReception will call other First Aiders
who are on the first aidRotaat that time

If the accident is serious the Medical Welfare Offiocethe first aidemwill decide if arambulance
should be called and Reception will be immediately inform&tde Medical Welfare Officer/first
aider will remain with the casualty and brief the ambulance service on the situation

No employeeshouldusetheir privatecarto transporta casualtyto hospital.If anambulances not
required, then a taxi is to be used

If the accident was caused by a hazardous substance, the safety data sheets must be made
available to the ambulance service

The First aid team will notify the Estates and Health and Safety Manager immediately of any
accident

2. Investigation

l

TheEstatesandHealthand SafetyManagerwill:
OEnsurethat the areais left undisturbedand sealedoff, until authorised
OOrganiseaninvestigationto determinethe causeof the accident/dangerousccurrence
OTakephotographsof the site of the incidentandanyother relevanttools, equipment,etc. if necessary
OObtainwitnessstatements
OObtainstatement,if possible from injured person

The Estates and Health and Safety Manager will make a full report and include all the above
information and forwardt to the Principal AssistantPrincipas and Deputy Chief Finance Officer
for onward transmission to the insurance company, etc

ThelnsuranceCompanyprovidingd Y LJt 2 & S NInsurafcémlaydeldirdalc@pyof the entry
into the AccidentReportBook,the F2508anddetailsof the accidentinvestigation

3. Recording

il
1

Oncefirst aid treatment hasbeenprovided,the injured person/firstaidermustcompleterelevant

details on an accident form, which is available on the staff portal

Once the Accident Forimas been completed, thiorm will be sent tothe Estates and Health and
safety Manager for him to review and act accordingly and be kept in a secure and confidential
placein line with the DataProtectionAct. TheAccidentFormmustbe kept for aperiodof 3 years

from the date of thdast entry. The injured person may make a copy of the page entry

When the First Aid & Welfare Officer and the Estates and Health and safety Manager have
completedtheir investigationsthey will retain a copyof the form for recordingpurposesandsend

an additional copy to Human Resources.



The Line Manager will review any appropriate risk assessments and safe working procedures to
ensure any further remedial actions are taken

The Estates and Health and Safety Manager will decttle dccident/incidenineets thecriteria

for Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)

4.  Official Notification/Reporting

A full list of all reportable accidents, incidents, diseases and dangerous occurrences can be found
on the HSE website:

(http://www.hse.gov.uk/riddor/whatmusti-report.htm or

http://www.hseni.gov.uk/riddor _booklet.pdfor Northernlireland)

If notification is required, the Estatesand Health and safety Managerwill be responsiblefor
completing the report. Fatal and specified injuries to workers must be immediately reported by
telephone, HSE's Incident Contact Centre by telephone (0845 300 99 23) and followed up with an
online report form http://www.hse.gov.uk/riddor/report.htm). All other reportable incidents
should be reported using the online system within 15 days

Should the incident be sufficientlyserious, the enforcing authority may make their own
investigation. For this reason the scene of the accident, etc., must be preserved until such time as
permission is granted to disturb it

A copy of the completed RIDDOReport will be kept together with all other relevant forms,
statements, etc., in a dedicated file

5. Reportablelnjuries, Diseasesand DangerousOccurrences

T

ReportableAccidentsand Dangerouccurrences Alltypesof reportableaccidentsanddangerous
occurrencesareidentified on the abovewebsite

ReportableDiseases Reportable diseases are those prescribed by the HealttSafety Executive and
RAIFIJy2aSR o0& I DSYSNIf tNFrOUOGAGA2YSNI 2NJ 20 KIBNJ
ddzOK OANDdzraidl yoSa (GKS AYRAGDARdZ f Q& DiBeyesfidd thhe t
Estates and Health and safety Manageresponsible for reporting the disease to the HSE as at paragraj
4 above

6. Incidents/NearMisses

T

Anincident/nearmisscanbe definedassomethingthat hashappenedwhichis not intendedto do
so. Noinjury or damagehasto haveoccurred,.e.aroof tile fallingto the groundnarrowlymissing
a person

It is important to notify the Estates and Health and safdiynager of any incidents immediately,
before they result in an injury

The person involved will complete an Accident/Incident or Near Miss Réponhon the staff
portal and will be cotacted in due course if more information is required. The Estates and Health
and safety manager will also check on the welfare of the person involved


http://www.hse.gov.uk/riddor/what-must-i-report.htm
http://www.hseni.gov.uk/riddor_booklet.pdf
http://www.hse.gov.uk/riddor/report.htm

Themanagementmonitoring, and control of asbestogolicy
Introduction

Asbestos is the collective name for a group of fibrous minerals which are mechanically strong and resistant
to heat and chemicalsAsbestos has been used in a widage of applications in the past because of its
excellent thermal insulation, fireproofing and other physical and chemical properties.

Inhaling asbestos fibres can lead to asbestos related disedBese are mainly cancers of the lungs and

chest. Asbestos does no harm provided it is in good condition and remains undisturbed. Asbestos which
NBYIHA¥FRiIdAYAE y20 LINPKAOAGSR o0dzi GKSe@ Ydzad oS Yl
when it is disturbed or damaged it can release fibnés the air, which when inhaled can become a danger

to human health.

TheControlof AsbestofRRegulation®012requiresthe collegeto carryout ariskassessmenvn work with
or near asbestos materials or any material suspected as, or likely to contain, asbestos.

The management, monitoring and control of asbestos policy sets out how King Edward VI college will
manage the risk poset staff, students, visitors ancbntractors by asbestesontaining materials and

how we will comply with the Health arghfety at work act 1974, and the Control of Asbestos Regulations
2012

Definitions/Terminology
w Duty Holder: King Edwakd college is the legal Dubolder, in accordance witRegulatior4 of
the Control of Asbestos Regulations
w ACM:ACMisacollectiveterm for AsbestoontainingMaterials
w AMPrefersto the Asbestosnanagemenplan
w UKATAsthe UKgoverningobodyfor trainingassociatedvith Asbestos
w CDMrefersto ConstructionDesigrand Managementegulations2015

Responsibilities/Duties

DutyHolderc KingEdwardvi college

TheControlof AsbestofRegulationsutlinesspecificduties placediponthe duty holder. Thecircumstances

will decide how angvhether these responsibilities are shared. Responsibilitthieasbestosnanagement

plan and for ensuring the management, monitoring and control of asbestos policy is implemented, is
delegatedo the EstatesandHealthandsafetyManager Inthe absencef the EstatesandHealthandsafety
Manager, the deputy estates manger will assume responsibility.

Inaccordanceavith the Controlof AsbestoRRegulation¥ingEdwardvi collegewill:

Preventasfar asisreasonablypracticable exposureto asbestodibres

Determinethe locationof materialslikelyto containasbestos

Presumeéhat materialscontainasbestoainlessthere is evidencethat they do not

Make a written record (th&egister) othe location ofasbestos and suspected asbestaaterial
and keep it ugto-date

5. EnsureasuitableAsbestosManagementPlan,basedon buildingsurveysye-

inspections and risk assessments, is produced and implemented
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6. Keep a check on the condition of asbestos and suspected asbestos materials to ensure that they
are not deteriorating

7. Assess the risk of exposure from asbestos and suspected asbestos materials and record the
action necessary to ensure that:

1 Any material known or suspected to contain asbestos that may create a risk of exposure
(because of its state and location) is repaired or, if necessary, remoMad.can only be
conducted by approved and licensed contractors who will be monitored by the enforcing
authority

1 Anymaterialknownor suspectedo containasbestoss maintainedin agoodstate of repair

1 Informationaboutthe locationand conditionof materialcontainingasbestospr suspected
to contain asbestos, is known and is given to anyone likedystarb it

8. Prepareandimplementawritten managemenplanto controltheserisksandensurethat
information about the location and condition of any asbestos is provided to any person who is
liable to disturb it

9. Ensurethat any asbestossurveysare carried out prior to constructionworks and that all
relevant parties receive a copy before works commence

10. Ensure building maintenance and refurbishment works are undertaken with due regard to
asbestos risks and in accordance with the AMP

11. Ensureonly competent licensedor accreditedcontractors are engagedin asbestosremoval
and supervisory projects and that all removal contracts are notified to the HSE as required

12. Ensureall ACMsare suitablyriskassessedyeriodicallyinspected,and confirm no significant risk is
posed by them

13. Ensurdraining,instructionandinformation on asbestosandasbestosnanagemenis provided to
appropriate staff, students, and contractors

14. Suitablylabel ACMlocationsor materials

15. Provideappropriateresourcedo manageand,whereappropriate,removeACMs

16. Regularlyreviewthe AsbestodManagementSystem

17.Recognise its responsibilities to contractors and others involved in building and maintenance
projectsestablishedhroughthe ConstructionDesigrandManagement) Regulations 2015 and its
RdziASa a GKS WwWs5dzie | 2f RSRegulatobof dexOpidlof 6 dzA f RA y 3
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Estatesand IT staff

n

B

Beforeconductinganyworksthat mayinterfere with the fabricof any building Estatesand IT staff will
referto the AMPto determinethe locationsof anypotential! / a Qa @

EstatesaandIT staffwill periodicallyfamiliarisethemselvesvith the AMP.

EstatesandIT staffwill bringto the attention of the EstatesandHealthand safetyManagerany
previouslyundetected! / a Q{

EstatesaandIT staffwill takepart in refresherasbestosawarenessrainingthat isapprovedby UKATA.

The Estates and IT team must ensure that any work carried out does not disturb any ACM and any
contractorscarryingout anywork shouldensurethat they havereadand signedthe asbestos

register for the site.

Staff, students,and visitors

Eachmemberof staff, studentsandvisitorshavea responsibilityin lawto cooperatewith the college and
to not interfere with anything established or provided in the interests of health and safetyinthides:

H

. Notinterferingwith anybuildingmaterialor buildingserviceandshouldnot penetratethe fabric

of the building to attach any fixtures or fittings

. Notremovingor interferingwith signagendicatingthe presenceof asbestosr placedin

the interests of health and safety

. Cooperatingvith the collegeandthe Estates andHealthand safetyManageron all matters

relating toasbestos and health and safety
Reportinganyconcerndo the Estategseamimmediately

. Attendinganytrainingif requested



Thestructurebelowshowsthe keyrolesandappointmentsfor the effectiveandsafemanagemenbf Asbestos
andthe communication chain that will ensure this policy is correctly adhered to.

Duty Holder ¢ KingEdwardVI College

KingEdwardvi collegehasthe overallresponsibilityfor the health, safetyandwelfare of all its staff
students and otheraffected by our work activities and for the effective implementation of the
management, monitoring and control of asbestos policy.

Estatesand Healthand safety Manager

TheEstatesand Healthand safetyManageris the nominatedpersonwith the relevantskillscompetency
and knowledge to assist the duty holder in complying with their duties under the control of asbestos
regulations.

Deputy EstatesManager

TheDeputyestatesmangerwill assumeesponsibilityfor assistinghe duty holderin the absenceof the
Estates and Health and safety Manager.

Estatesand IT staff

The EstateandITteamswill referto the asbestosnanagemenplanbefore carryingout anyworks that
will affectthe fabricof the buildings.TheEstates andHealthand safetyManagermustbe notified of any
upcoming works that are planned. They must ensure that before commencement of any works that
contractors have read the asbestos management plan and signed the asbestos register.

Contractors

Contractoramustreadthe asbestosnanagemenplanandsignthe asbestogegisterbefore commencing
any works. The AMP will be forwarded along with any relevant surveys to contractors before any major
refurbishment works start.

Externallyappointed capitalworks project manager/PrincipalDesigner

Anyappointedpersonsto project manageor facilitate the role of principaldesignemustconsultthe
asbestos management plan and asbestos register before design work commences.



AsbestosManagementprocedure

Identification of Asbestos

TheEstatesand Healthand safetyManagerwill ensurethat asbestosurveysare carriedout in accordance
GAUGK | {DHcn a&! aoSaWBea isingalki SxtetnalaNdarBsatitrendiiatiRdnpady must
be HSE licensed

All asbestossurveydatawill be held centrallywithin the collegedatabaseanda hard copywill be storedat
reception and within the gatehouse.

Anysampledor analysiswill be sentto acompanythat is HSHicensedfor the identificationof asbestos
fibres.

Anyair testingwill be carriedout by acompanythat isHSHicensedfor asbestosir samplingandanalysis.

Oncelocated,labelswill befixed(i 2 ! fo highlightto otherstheir precise locationNoworksshould
take placein that areaunlessprior agreementhasbeenreachedwith the EstatesandHealthand safety
Manager.

Trainingrequirements
Employees

In accordance with regulation 10 of the control of asbestos regulations any worker liadiktud
asbestosvhile performingtheir normaleverydaywork isrequiredto receiveadequateasbestosawareness
training.

Everyemployermustensurethat adequateinformation,instruction,andtrainingis givento those
employees who are liable to be exposed to asbestos during the course of their work.

The Estates and Health and safety Manager will ensure that all relevant personnel will undertake initial
trainingandthen annualrefreshertrainingto ensurethey are kept updatedon new developmentsn the
management and control of asbestos to ensure competent performance of their specific duties.
Attendancewill be recordedand maintainedreadyfor inspectionif required.Employeeswill also begiven
training on how and where to access the asbestos register and to ensure that it is consulted before any
maintenance works are undertaken.

Contractors

Any worker liable to disturb asbestos while performing their normal everyday work is required to be
trained. Everyemployermustensurethat adequateinformation, instruction,andtrainingis givento those
employees who are liable to be exposed to asbestos during the course of their work.

TheEstatesand Healthand safetyManagerwill ensurethat all employeesf appointedcontractors who
are liable to work with asbestos, have undertaken asbestos training.

Contractoranusthaveundertakenone of the following UKAT Aapprovedtrainingcourses
9 Awarenesgraining
1 Trainingfor work with asbestoghat doesnot requirealicencefrom the HSE

1 Trainingfor work with asbestoghat doesrequirealicencefrom the HSE
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AsbestosWaste

Anyasbestogemovedfrom a site mustbe donesoin accordancevith the hazardousvasteregulations
and be accompanied by thelevant waste consignment note.

An approved asbestos removal company must provide a secure, lockable container for the temporary
storageof asbestosvastegeneratedby surveysor inspectionsThiswastewill be disposedf asrequired
and the wasteconsignment note retained.

EmergencyProcedures

Thefollowing procedureshouldbe followedif suspectedor confirmed! / a Madebeendamaged.

1.
2.

Evacuatall staff, visitors,andpersonneffrom the immediatearea.

Securehe areato prohibitanyonere-entering- by physicalcontrols,lockingroomsif possibleor by
placing estates/security staff at entrance to area.

Inform the Estatesand HealthandsafetyManagerandrequestimmediateassistancén securing
the immediate vicinity and limiting the escape/spread of asbestos.

The Estates and Health and safety Manager must contact the Principal and any other specialist
advisordeemednecessary to assisin managinghe accidentsceneandcheckinghe site asbestos
register.

Dependingonthe severityof the incidentandlikelihoodof releaseof asbestodibresarecord
should be kept of names of persons who were working in that area.

TheEstatesand Healthand safetyManager will arrangefor asbestosir samplingandanalysis
beforereoccupation

Thefollowingprocedureshouldbe followed wheneversuspectedACMsare found duringmaintenanceor
refurbishment works:

1.
2. Isolatethe area,i.e.shutdoorsandwindowsetc.

3. Postwarningnoticesandinform peoplein the immediateareaandrequestthat everyonemoveaway.
4.

5. Appropriateriskassessmentand control proceduresshallbe agreedfollowingconsultationwith

Stopwork immediately.

Contactthe EstatesandHealthand safetyManagerfor guidanceandinstruction.

the Estates antHealth and safetilanagerandimplemented to avoigxposureof ACMs to

building users.

TheEstates and Health and safety Manager miike arrangements to hawbe materials

damaged, sampledndanalysedandif neededa competentlicensedcontractorwill be

appointedto facilitatethe Encapsulation, treatment or removal of the disturbed ACMs carried
out in accordance with current legislation before areas areaeupied.

Additionally, background air sampling will be undertaken of the affected area to ensure that the
presenceof anyasbestodibresis belowthe control limits, prior to re-occupation.Onceresultsare
known they will be notified to the Estates and Health and safety Manager.
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Additional emergencyproceduresfor ProjectAreas:
1. The Construction Site Manager should halt all local works and take any necessary or

recommended actionSuchactionmayincludeinformingstaff andbuildingoccupantsand
clearingof the areaor site.
2. TheProjectManagerandthe Estatesand Healthand safetyManagemustbe informed

of all developments.

3. General, contractor specific and site health and safety reporting procedures may be triggered by these
events. Where the emergency has been caused by finding damaged ACMs it is likely that the long term
action will be the removal of the material, with cesipportioned to the project

Managementof AsbestosContainingMaterials (ACMs)
Management of ACMs

Managemenbptionsstatedwithin the AsbestodRegisteiare assignedy the Estatesand Healthand
safety Manager and are considered the appropriate choice at the time of Register review.

Longterm ACMmaintenance considerations, includingst, resources, potentidbr exposureetc, will be
takeninto accountand opportunitiestakenfor removingmaterials,particularlyduring periodsof building
closure or refurbishment.

In generalACMswith higherriskscores wilbe identified for remedialworks,whilst thosewith lower scores
will be retained within the management scheme fossitu materials.

Recordof decisiongnade,togetherwith anydiscussiorandrationalesupportingsuchdecisionwill be
kept by the Estates and Health and safety Manager.

Inspectionof ACMs

The Estateand Healthand safety Manager will conduct anndaly’ 8 LISOG A2y a 2F O2y FTANXS
significantimportanceplacedupon accessconditionand deterioration. ACMsof higherscoremaybe
subject to more regular rnspection than those of lower score.

Reinspectionsof knownor suspectedACMswill be carriedout by aUKASccreditedinspectioncompany
and will be arranged and eardinated by the Estates and Health and safety Managein§eection will
require checking of known ACMs against Register information.

WhereACMsare in goodcondition,with minimalpotential for fibre release they maybe left in-situ. The

Estates and Health and safety Manager is responsible for ensuring these materials are kept in a sound
condition.

LEf 1y26y '/ aQad KIFI@S NBOSAOGSR | an@erddbasédongrodddt F2 € €
type, condition, surface treatment, asbestos type, location, position of material, for example how

accessible it is during normal building occupancy, susceptibility to damage, humber of people potentially
exposedwhetherthe materialis subjectto maintenanceyefurbishmentor other possibledisturbance This

is provided by a UKAS accredited asbestos surveyor appointed by the Estates and Health and safety
Manager.
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Removalof! / a Qa

Only approved Licensed Asbestos Removal Contractors will be appointed by the Estates and Health and
safety Manager. Remedial works to ACMs, including encapsulation, will generally be carried out by a
ContractorholdingaLicensauinderthe Asbestod icensindRegulationsTheseremovalworkswill take place
outside of operation hours.

Choiceof LicensedContractorandmanagemenof the PreferredContractorwill be subjectto in-house
selection and approval procedures,-oadinated by the Estates and Health and Safety Manager.

Auditsof Contractorsundertakingwork with ACMswill be carriedout by the EstatesandHealthand safety
Manager. Such audits will include assessment of quality of completed work, safety issues throughout the
remedialworks,compliancewith/ 2 y i NJokhs&diKlanagementsystems.

Onlyorganisationsoldingthe appropriatequalificationsare HSHicensed and UKASccreditedwill be
approved.

Anyremedialworksto removeany! / a \ilBbe documentedin the asbestognanagemenplan.

ActionPlan

The Estates and Health and safety Manager will devise an action planwhicbntain priorities and
targetsto includeremedialor removalworks.Consideratiomwill be givento ACMriskassessmenscore,
building occupation constraints, financial resources, training issues, other planned building works and
survey requirements.

Policyreview

Themanagementmonitoringand control of asbestogolicyandthe asbestosnanagemenplancontained
within this policy will be annually reviewed alongside the College health and safety policy or following a
significant event thainvolves asbestos located on site.

Theintention of the reviewwill be to assess:
' Managemenproceduresandtheir effectiveness.
1 Effectivenessf the managemenplanin termsof its integrationinto all mattersrelatingto the building fabric and
use
T Overallprogresamadeagainstthe ActionPlan
1 Suitabilityandmaintenanceof communicationjnstruction,training ofpersonnelemployeesand contractors
9 Suitabilityandsucces®f recordkeepingtasks

13



Childrenand YoungPersongPolicy

The Management of Health and Safety at Work Regulations place specific duties on employers to protect
youngpersonsatwork. TheamendedRegulationsecognisehe factthat, dueto lackof maturity, experience

or knowledgeof potentialrisk,youngpersonanaybe exposedo agreaterdegreeof dangerfrom workplace

hazards than theiadult counterparts ando are deemedulnerableby theHSE. As eonsequenceany risk
FadaSaayvySyid 2F | GFral Ay 6KAOK &2dzy3d LISNE2YyQa LJ NI

Definitions
Ayoungpersonis anypersonwho hasnot attainedthe ageof 18.
Scopeof Activities

Manageranustensure thatno youngpersonwill be employedfor work for whichthey are responsiblevhich:

1 Isbeyondtheir physicaland/or psychologicatapacity;

1 Involves harmful exposure to agents which are toxic, carcinogenic, cause heritable genetic damage
or harm to the unborn child or which, in any other way, may chronically affect human health;
Involvesharmfulexposureto radiation;

Involves the risk of accidents which it may reasonékelyassumed cannot be avoided by young

persons owing to their insufficient attention to safety or lack of experience or training;

Exposeghe youngpersonto ariskto healthfrom extremeheator cold, noiseor vibration;

Exposes the young person to risks arising from the use or handling of explosives or objects containing
explosives;

1 Involveshighvoltageelectricalhazards.

T
1

T
1

However it maystill be appropriateto employyoungpersonsn someof the abovecapacitiesvhere:
9 It isnecessaryor their training;
1 Theyaresupervisedy acompetentperson;
1 Anyriskwill be reducedto the lowestlevelthat isreasonablypracticable.

Childrenmaynot be employed:
1 Beforethe endof schoolhours(unlessonwork experience);
9 Before 7amor after 7pmon anyday;
i For morethantwo hourson any schootayor Sunday;
1 Formorethan4 hourswithout arestbreakof 1 hour.

Work experiencestudents from local schools are tihesponsibility éthat department manager. The Local authority will
hold a general discussion before placement commemdasre paperwork relating to the placement will be explained and
submitted before the placement begins. This will include a workplace risk assessment and a set of general rules arour
expectedbehaviour and safety equipment required to be wdaythestudent during their time here at KiriEdwardVI|
college

RiskAssessmen€Considerations

When making or reviewing a risissessment for tasks to be undertaken by young persons, the following
considerations will be considered:
The inexperiencelackof awarenes®f risksandlackof physicalmaturity of youngpersons;
Thefitting out andlayoutof the workplaceand any specificworkstations;
The nature,degreeanddurationof exposureto physicalpiologicalandchemicakgents;
The form, rangeand useof work equipmentandthe wayit is handled,;
The extentof the healthandsafetytraining providedor to be providedto the youngpersons.
The levelof supervisiorthat will be provided.
14
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Childrenand YoungPersonsProcedure

TheCollegewill ensure thefollowing procedures arén placefor anychildrenor@ 2 dzy' 3  lelfh&tFsingQ &
or workingwithin the College.

Childrenvisiting the premises

Children visitinghe premiseswill berestrictedto specific areasf the college ananust beaccompanied by
a member of staff at all times, as approved by the Principal.

Youngpersons

Youngpersonswill be subjectto riskassessmerntipontheir arrivalon siteto ensurethat they arenot exposed
to any hazards which may affect their health, safety and welfare.

If the riskassessmentesults inmoderatelylow scores, thezoungpersonwho will be working incollegewill
undertake all relevant training alongside a full health and safety induction. They will remain under the
supervision of a designated, member of staff.

If controlmeasuresn placefollowingthe riskassessmentesultin mediumto highrisk,thenthoseactivities
or tasks must not take place.

15



Childrenand YoungPersonsHealthand Safetylnduction

Child/Young S NE&ruyfeQ &
Startdate

Jobtitle/role

LineManager

Asamanager you havea particularresponsibilityfor the youngpeoplewho workfor you. Alwaysrememberthat they
are more vulnerable than experienced members of staff. In particular, early on, you must discuss the following items
with them:

1 ContactArrangements
Routinecontact:Name:
In caseof problems:
Name:

Home Mobile Work

Telephonenumbers

Nameandrole of mentor:
Nameof safetyrepresentative:

2 Tourof the Workplace Completed

Giveageneraltour of the
workplace

3 SpecifidRestrictions Completed
Mustnot usethe following
equipment:

Must be supervisedvhenoperatingmachinery.

Mustnot enterthe following
areas:

4 PersonaProtectiveEquipment- importanceof use

Whatmustbe usedandwhen.
Detail items here:

Isthe correctsizeequipment
available (if applicable)?

5 EmergencyEvacuatiorProcedure

Locationof fire exits

Locationof fire extinguishersand breakglasspoints
Nameandlocationof fire marshal

Actionon discoveringfire

Inform employeeof fire alarmtestingregime
Actionon hearingfire alarm

Locationof dept. assemblypoint

Emphasis¢hat it isan offenceto blockfire doors
Emphasis¢he importanceof keepingfire doorsshut
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6 FirstAid And AccidentReporting
Howto contactafirst aiderandwhoit is
Howto callanambulance

Howto report an accident

7 JobSafety
HazardsindprecautiongWhere Hazards Safety SpecificTraining
applicable) Presentn Job OverviewGiven Required
ChemicaBubstances
Electrical

LiftingandHandling
Machineryand Equipment
DisplayScreerEquipment
Housekeeping
Sitetransport
Other(pleasespecify)

Completec

Hazardreporting

Unsafeactsandconditions
JobSpecifiHazardPleasecomplete)
@)

(b)

©

Conductriskassessmentfor the work tasksallocatedto the student

8 DisplayScreerEquipmentUsers
\ Risksandprecautionsoutlined. Assessmentompletedif required.

9 Training
Extratrainingrequirednot specifiedin Sectiorb - Detailhere:

| confirm that the checklisthasbeencompleted

Child/Young S N.Esigyaie

Linea | y | Tsiriaira

Date

Note: Make two copies of this form when completed. Keep the original, give one copy to the employee/person on
work experience and give the other copy to the HR department.
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Childrenand YoungPersonsinformation for Mentors

Your role is to look after the young person you have been allocated and provide support and guidance to

them.

It is very easy to forget that young people do not always appreciate the risks involved in an activity. They

may:
1 bephysicallyandpsychologicallymmature;
1 lackawarenes®f the risksinvolvedin the work they maybe askedto do;
1 beignorantof risksassociatedvith plant, equipmentandsubstances;
1 beeagerto impressor to please;
1 haveatendencyto highspirits.
Remember
1 Whatyouteachthis personnow istheir foundationfor their future workinglife. Teachthemthe right
and safe way
1 If youtake short cuts, you may have the knowledgeand skillsto deal with problems.Theyoung
persong 2 yb@ableto dothat. Teachthem the right and safeway.
1 A young person starting work will be eager to please. Encourage them to ask questions about the
risks and safe working practices of the job.
1 Encouragehemto discussandreport anyhazardghey see.
1 Tellthemit isOKto sayW Y itliey areunsureof whatto do, or seekyour advicebefore beginninga
task.
1 Reinforce the need to wear the correct equipment and to use the correct safe working precautions
and personal protective equipment.
Mentor Signature; Name:
Date:
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Contractors(Selectionand On-site Control) Policy

Introduction

The Health and Safety at Work etc. Act provides that the College and the contractor have duties to ensure
GKS KSFfGK IyR al F¥Shdeée 27T (Kths M eagsdahat the ylate & ivadkkthe? G K S
equipment used, the systems of work employed and the competence of the personnel are covered by legal
requirements.

Selectionof Contractors

Section 3 of the HSW Act implies a dutytlba College to ensure that any contractor is competent to carry
out the tasks required. Cost will never be the main criteria for the selection of a contractor. Before
commencing major works a pi@ntractmeeting will be arranged by the Project Manager to discuss safety
matters.

SafetyPolicy

The Estates and Heal#nd safety Manager, selectimgntractors to carry outvorks must ensuré¢hat their
safety policy, where appropriate, outlines their commitment to safety. A copy of the contractor's Bafity
along with other relevant documentation will be requested during the tender process.

TheColleganustalsosatisfyitselfthat a copyof the policydocumenthasbeendistributedto the employees
and selfemployed staff of the contractor and that its procedures are understood by them.

RiskAssessment
Contractors must provide the College with risk assessments and detailed method statements on how the
tasks will be completed and what tools/equipment will be used.

TheEstatesandHealthand safetyManagemustalsoinvestigatethe following:

Havethe workersreceivedtrainingfor the works tobe carriedout?

Towhat extentisthere supervisiorfor the task?

Whatisthe competencyof the contractorsin the managemenbf healthandsafety?
Whatarethe proposaldor safeworking?

Hasthe contractoreverbeensubjectto enforcementaction?

Howdoesthe contractor'saccidentrecordcompareto that of other companies?
Canthe contractor'shealthandsafetyattitudes be checkedwith previousclients?
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Theinvestigationsnustbe recordedandkept onfile for future reference.

Controlof Contractorson Site
The Estates anHealthand safetyManager wishingo engageany contractormust sendhem acopyof the
Colleges Safetequirements for Contractors on Site form for their signature prior to their engagement.

Thisform identifiesall the safetyrequirementsfor contractorsworkingon anyof our sites.

The Estates and Health and safety Manager engagorgractors will be expected to monitor their
compliance with this form.

Onssite SafetyChecklist

Whenthe contractorarriveson site and prior to the commencemenbf anywork, the EstatesandHealthand
safetyManager willundertake athoroughHealth andsafety inductiorwith the site foreman.Theywill then
ensure that all other contractors under their control will receive the onsite induction through the foreman.
Contractors will sign to indicate they have received this.
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Contractors:SiteRules

Introduction
1.1 Allcontractorsarerequiredto complywith/ 2 f f GoBt@&0dControlsProcedure.

1.2 The/ 2 y G NIménademdntindsupervisonstaff mustensurethis informationis broughtto
the noticeof their employeedncludinganyemployeef sub-contractors.

1.3 If thereisanydoubt or misunderstandingiboutthe contentsof this agreementthe Contractor
must approach the College for clarification before proceeding with the work.

TermsUsed
2.1 a/ 2t teratSKingEdwardVICollege Stourbridgeor anyof its constituentparts.
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working under a contract on premises owned or occupied by the College.

2.3 EachContractor has the responsibility for ensuring that his employees understand and comply
with the relevant health and safety procedures detailed in this agreement

LegalObligations

3.1 TheContractormustcomplywith the legaldutiesdetailedin the Healthand Safetyat Work etc.
Act and such subordinate legislation or codes relating to the work such as regulations covering
these subjects (this list is ne@xhaustive):

Construction

Managemenof healthandsafety
Workplaces

Workequipment
Personaprotectiveequipment
Manualhandling

Noise

ElectricityWelding
Pressuresystems

Firstaid

Etc.

E R B B B B R B B

3.2 TheContractorshall,adhereto theseguidelinesandprovideadditional informationasrequired.

3.3 The College shall have the right to require the Contractor on receipt of verbal instruction
supportedby noticein writing later, to removeanyof hisemployeesvho havefailedto comply
GAGK adzOK LINP@GAaAA2ya 2F {0F Gdzi2NE wS3dzL | GA2Yy
policies and procedures.
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ContractualObligations
Werequirethe Contractorto:
4.1 Providethe Collegewith proof of PublicLiabilitylnsurancecoverup to the requiredlimit.

4.2 Ensure all construction equipment brought onto site and any plant, machineryaacitiary
equipmentwhichheinstalls,compliesfully with the regulationsdescribedn 3.1 aboveandany
relevant European Product Directives and appropriate European and British Standards.

The College retains the right to stop any activity or the oany equipment which it considers
exposes employeeasr others to risk of injuryr ill health. The College will not accept responsibility
for any increase in cost arising out of such action.

TheContractorandits employeesnust obey anyvritten or verbalinstructionson healthand safety
given by appropriate college representatives.

Therulesandproceduregdescribedn this documentdo not relievethe Contractorfrom their general
legal or contractual obligations.

Healthand SafetyDocumentation
5.1 TheContractorshallprovidethe followinginformationto the Collegef appropriate:

1 Healthand SafetyPolicy

1 RiskAssessment(g)n whichthe policyisbased

1 Risk Assessment, Safe Working Procedure or specific method statement relating to the
work that will be carried out.

5.2 Conversely, the Contractor will be informed about any risks relating to the area in which the
work is to be carried out.

5.3 Periodicallythroughoutthe works, TheEstatesand Healthand SafetyManagerwill undertakea
Health and safety Audit with the site foremémensure works are being carried out safely and
in line with what was agreed at the Health and safety induction.

Authority to Proceed

6.1 Thereare certainactivities,whichrequirewritten authority from the Collegebefore proceeding
with the work. Where Contractors work for the College on a regular basis this can be done
annually provided it covers the activities listethese are:

Cartridgeoperatedfixingtools
Confinedspaces

Cranes
Erectiondismantlinganddemolition
Fireprevention

Firstaid andwelfare
Groundpenetration
Gasandoxygen
Highlyflammableliquids
Plant,equipmentandenergysources
Welding
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The Contractormust read eachrelevant section below carefully before commendingthe
operations and activities.

Security(inc. accesdo andexit from site and placeof work)
7.1 Access

1 On initial arrival employees of Contractors must report to Reception and sign in the
Visitors BookA visitors badge may be handed out and must be worn whilst on site. Please
also remember to sign out and return the visitors badge upon leaving the site

9 Contractorsmust supplyDBS details for all operatives and subcontractors under their
control. Specific limitations are placed trose that do not have an enhanced DBih
child barred list checklTheywill be required to wear &ed lanyardothers wear green)
and will be accompanied at all times during term tim&here operatives do not have
the correct level of DBS and the college cannot facilitate the supervision required then
they shall be asked to return to complete works outside of tbéegeday (after 6om,
weekends or during the holiday periods)

9 Contractors must limit their usage of a mobile phone whilst on the college grounds and
at no point is it acceptable faany studentto be included in any photos being taken.
Mobile phone usage should be limited to outsitte college campusthe estates and
health and safety | y | ZbfidéEar@ reception area where possible

1 Contractoranustensuretheir employeesisethe properaccesprovided,e.g.walkways,

paths, stairs, etc., when going to and from their place of work, and must keep clear of
thoseareasnot directly connectedwith their work. Contractoramustnot interfere with,
impede or misuse access provided by the College

7.2 SiteEntry:

1 Theresponsiblananagereserveghe right to searchall personnelyvehiclescontainers
or goods before entry tor exit from the site should this be required

7.3 SiteExit:

1 Allpersondeavingthe site mustsignout prior to leaving
91 Property or scrap belonging to the College must not be removed from site without
proper authorisation.Permission can be obtaindcbm the Estates Manager

SiteHealthand SafetyProcedures
8.1 FacilitiesAvailablefor ContractordJse

1 TheContractormustagreewhichofthe a A {faBildiésareto be madeavailableto them
with the Estates and Health and safety Manager. Thestéadards must be adhered to.
If the Contractor provides all facilities for the health, safety and welfare of their
SYLX 28S8SSaQ 3I22R K2dzaS{1SSLIAYy3I a RSGSNXYAYS

1 Contractors, subcontractors and their respective employees are asked to eat and/or
drink only in those areas defined for that purpose.

1 When using site facilities, the site standards for behaviour and dress must be adhered
to.

1 Contractorsshallprovideall necessaryirst aid andwelfare facilitiesfor their employees
as required by the Health and Safety (First Aid) and Construction (Health and Welfare)
Regulations.

9 This will necessitate providing and maintaining separate washing and toilet facilities
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together with suitable accommodation for meals and drying/changing clothes.
1 The College may allow Contractors to share existing facilities provided the facility can
adequately accommodate the additional numbers involved.

8.2 Demolition,DismantlingErectionof Structures

1 No demolition, dismantling or erection of any structure must commence until the
Contractor has obtained written permission from the College, and provided a muitab
written safe systenof work inaccordance with Guidance Note GS28 or 29, pars 3
and 4.

8.3 Plant,EquipmentandEnergySources

1 Contractorswill not be allowedto operateanyequipmentincludingplantandmachinery
or use energy sources (gas, compressed air, electricity, etc.) belonging to the College
unlesswritten permissiorhasbeengivenby the EstatesandHealthand safetyManager

1 Iltistheresponsibilityof the Contractorto ensurethat anyCollegeequipmentandenergy
source provided is used safely and that defects are reported as soon as possible.

1 Contractors must ensure tools and equipment connected to energy source are
compatible,e.g.pressureyoltage,etc.,andsafefor their intendeduseand mustensure
their employees are properly trained and competent to connect and safely use the
equipment provided.

8.4 GroundPenetration

1 No ground penetration shatommence unless written permission has been obtained
from the Estates ManagerBuried services should be obtained and made safe before
commencing work.

1 WhereWt kad&€3may be present,handexcavationshouldbe carriedout until the
locationof the servicehasbeenclearlyidentified.

1 Contractors must erect suitable edge protection around excavations or openings.
Excavationgypeningsor obstructionsnearor on roadwaysandwalkwaysmustbe clearly
identified by a sufficient number obarriers, cones, warning signs, lamps, etc.,
particularly during the hours of darkness.

All ground penetration work must be carried out in accordance with the Construction Design and
Management Regulations.

8.5 ProtectiveEquipment

9 Protectiveclothing and equipment required under Statute Law or Approved Code(s) of
Practice for the particular work being undertaken, e.g. safety helmets, ear defenders,
safety footwear and eye protection, must be provided by the Contractor and worn or
used by theiemployees/sukcontractors.

1 The College reserves the right to specify additional or alternative protection to that
normallyused.Anyonerefusingto accepttheserequirementsmaybe askedto leavethe
site to ensure the safety of all othemployees.

8.6 FireProtection

1 Thereisastrict no smokingpolicywithin the building(s)or on campus.Persongoundin
violation of this rule may be asked to leave the site.
1 Fire extinguishing equipment is availablesite, however, should it proveecessary to
23



useanyof this media,the Estatesand HealthandsafetyManagermustbe advisedwho
will ensure that the extinguisher is replaced.

9 The contractor and his employees or stdntractors will be aware of the evacuation
proceduresn caseof anemergencyandfollow anydirectionsgivenby our personnelat
this time.

1 Any work which requires the disconnection of part or all of the site fire alarm system
must be advised to the Estates Manager

1 Contractors site huts (if required) must be kept at least 10 metres from any building or
external combustible store.

1 Contractors must take adequate fire precautions when carrying out work, particularly
where hot work is involved, e.g. burning, welding, grinding, etc.

1 For welding, when required to work on equipment or systems that are coded systems,
the Contractormustproduceevidenceof Certificationto the requiredstandardfor each
operativecarrying outthe work. All welding mustcease 2 hours before the end of the
last shift worked each day.

1 Contractoranustensuretheir employeeslearlyunderstandandimplementsatisfactory
fire precautions and the correct hot work conditions including any associated fire
procedures such dscation and use of fire equipment, evacuation procedures, ait.
hot work must cease 2 hour before the end of the last shift worked each day.

9 Fire doors, extinguishers, hose reels, hydrants and escape routes must be kept clear at
all times.

8.7 Controlof Substanceslazardougo Health(COSHH)

1 Contractorswill be expectedto complywith the requirementsof the COSHIiregulations.

I It is also essential for the Contractor to provide their employees with adequate
information, instruction and training on the hazards and corresponding precautions
relating to the use ohazardous substances and must ensure these precautions are
effectively implemented.

1 Flammable liquids and liquefied petroleum gases must not be brought onto the site
without the prior written permission of the commissioning manager. All such materials
shall be stored and used in accordance with current statutory obligations.

1 Contractoranustimplementthe followinggeneralprecautions:

G Replacdidson containerswhennot in use

Removeemptycontainersanddisposeof them safelyandin accordancevith current

legislation

Ensurehe W bSmoking 2 f iswyérduslyapplied

Providesuitableextinguishersiearto the work

Ensurdlammableliquidsare not dischargednto drains

1 A complete list of all hazardous substances (as defined by the CR8giHations)
intended to be used on the site, with the quantities and hazards of each defined, must
be suppliedto the commissioningnanager/TheEstatesandHealthandsafetyManager.

The College reserve the right to require additional protection at Contractors cost.

1 Atalltimes all materials, whether hazardous or not, must be stored correctly and labelled
appropriately.

1 COSHH data will be made available on all occasions necessary, for Contractors
information.
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8.8 GasandOxygerEquipment
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complywith andbe maintainedto the relevantstatutory requirement/standards.Inthe
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case of gas cutting equipment, flash back arrestors must be used.

1 Portable cylinders must be safely stored in a separate enclosure designed for this
purposeorinthe/ 2 f f IB@&eOp@troleumgas(LPG}tore, providedthere hasbeen
prior agreemento usethisfacility. Underno circumstancesnustLPGor oxygercylinder
stores beerected without prior written permission from the College.

1 Gasequipment,includinghosesmustnot obstructroadwayswalkwaysor other means
of accessHoses not in use should be coiled up and stored safely.

1 Cylinders must never be placeddanfined spacesAt the end of each working period,
isolation valves must be closed and hoses disconnected where posSibée correct
procedure must be followed when using gas or oxygen equipment in confined or semi
confined spaces.

8.9 HighlyFlammabld.iquids

1 Anyon-site stocksof flammableliquidsareto be keptin purposebuilt flammablestores

or enclosures.

Flammabldiquid storageareasareto be keptuncongestedandtidy.

Allflammable liquidsareto be carriedin specially designesdafetycontainersandnot in
open cans and buckets.

i The quantities of readuse flammable liquids are to be kept to a minimum and when
not required returned to the designated storage area.

Flammabldiquidsareto be keptawayfrom potential sourceof ignition.

Suitable spark limiting tools should be provided for use in areas where there may be
flammable vapours.

1
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8.10 Useof/ 2 f t BqHiBneri

1 Equipment belonging to our college is not to be used or interfered with, in any way
without prior authorisation by the Estates and Health and Safety Manager.

1 Connectionsnustnot be madeto the site servicedlistributionsystemsge.g.compressed
air, water, electricity or fire alarm without the written permission of the Estates
Manager. This permission will be withheld if the equipment intended to be connected
to such services does not conform to Statutory Regulations of Codes of Practice and/or
2dzNJ O2f f S3SQa NBIdZANBYSyiGao

1 All written permission issued in accordance with the above shall be produced for
AyalLlSoOoiazy o0& GKS /2ttS3SQa YFylF3aSYySyid AT

1 Any connection/disconnection which may affect the computer system must be agreed
in writing in advance with the IT Manager.

8.11 EquipmentSuppliedoy Contractor(includingcranesandother lifting equipment)

1 Alltools and equipment shall conform to and be tested in accordance with Statutory
Regulationspr ApprovedCode(spf Practice The Collegshallhavethe right to inspect
and reject equipment considered unsuitable at no extra contract prCertificates of
conformity must be produced on request.

1 Where portable equipment and tools are being uskdse shall be 110olt type, or air
operatedequipment.Mainsvoltage(240volts)mayonly be usedwhenaresidualcurrent
breakerisfitted. TheContractorshallprovidethe necessaryransformerswhichmustbe
240/110V winding provided with an earthed centiap and will ensure that
appropriately protected cabling is used with such equipment and tools.

9 Lifting or hauling tackle, wrenches, ropes, etc., are not to be attached to any plant,
equipment, pipework or building without written permission of the relevant manager.
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All such tackle must be registered and have a current test certificate (made readily
available) where appropriate. Equipment must be properly marked with an identity
number and safe working load.

1 Contractors must ensure that any of their employees permitted to change abrasive
wheels,havereceivedappropriatetrainingandare appointedin writing to carryout this
work.

9 Contractorawvho bring cartridgeoperatedfixingtools onto the premisesnustproducea
suitable written safe system of work for the use and storage of this equipment on site.
The written system shall detail authorised users, storage arrangements, control
measures for the issue and return of the equipment, limitations of the type of work
undertaken, and safety precautions during use.

T ¢KS dza$S 2F SljdALlYSyid 6KAOK gAft SELRAS
employeedo noiselevelsin excesof 80 dB(A)mustbe agreedwith our commissioning
manager prior to commencing work and adequate protective measures taken.

1 Adequateguarding extraction,shielding.etc.,in accordancewith StatutoryRegulations
or Approved Codes of Practice shall be provided.

9 All cranesbrought onto site, whether owned by the contractor or hired, must carry
relevanttest certificates thoroughexaminatiorreports,andY |y dzF | héndbedk NI &

1 Onlypersonswho are competentandauthorisedwill be permitted to operatecranes. If
necessary, the Contractor must prove to the satisfaction af ¢bllege that such
employees can operate cranes safely.

9 Travel routes for cranes and crane standing must be agreed with the College to avoid
potentialdangerfrom overheadinesandstructures,undergroundservicessoft ground,
etc.

1 Similarly, work must not be undertaken on or near overhead cranes without authority
from the Collegeandin suchcaseghe work mustbe donein accordancevith Section27
of the Factories Act and any other relevant legislation.

8.12 Electricity

1 Contractorsauthorisedto work on electricalequipmentmust complywith all aspectsof
the Electricityat Work Regulationsand supportingguidance.Pleasealso seesectionon
Permits to Work.
b2dSyY I ff SljdzA LIYSyd Ydzad o6S GNBFGSR | a
accordingly.

1 Repairor installationof anyelectricalequipmentmustonly be carriedout by competent
personnel.Evidence of such competence will be required.

91 Duringworkon electricalapparatus properaccountshouldbe takenof the Electricityat
Work Regulations and other relevant publications.

8.13 Permitto Work Systems

1 Permits to work are required for working at height, working with electricity, roof work,
confinedspaces and hot work.

1 Hotworkwill requirecertainconditionsto be met beforecommencingvork. Thepermit
conditionsmustbe strictly adheredto duringthe courseof the work. Hotworkincludes
anyactivitywhichgeneratesheat,e.g.grinding,burning,welding,tar boilers,blowlamps,
etc.
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8.14 Workingat Height

1 Contractorsvho providetheir own meansof accessnustensurethat allequipmentused
meetsthe requiredstandardand inaddition,is properlymaintained. All workat height
will be completed under permit to work conditions.

9 Scaffoldingmust only be erected or dismantled by suitably trained and qualified
scaffolders.

1 Openingscreatedin roofs, floors or other areaswhere personscould fall must be
properly protected with covers ayuard rails.

1 Where material may fall, effective steps must be taken to erect suitable basiet$o
warn people below about the danger.

1 Contractorsworkingon roofsmust check for fragile material before commencing work.
Suitable edge protection must be provided where appropriate on every roof where
persons can fall and on pitched roofs, suitable crawling boards must be used as part of
GKS /2y iGNI Ol2Wwdka al FS aeaiasSy 27

1 Contractoramust not workaboveopen cheststanksor similarvessels containing liquid
or other substances where a fall could lead to asphyxiation or drowning unless suitable
precautions have been taken to prevent this.

1 Anyworkingat heightmust not be carriedout alone

Harnesses

1 A safety harness should be worn and secured swigable anchor point when it is not
possible to provide a safe place of work at height.

1 Safety harnesses must comply with appropriate standards and be properly maintained
and regularlyinspected. Recordof examinationanust bekept readilyavailableon site
andcontractorsusingthis equipmentmustensureit isworn andconnectedat all times.

1 Anyuncertaintyaboutthe suitabilityof securingaharnesgo anexistingstructureshould
be discussed with the College before proceeding with the work.

8.15 HousekeepingndDisposabf Materials

1 Contractors must keep their work areas tidy and not allow rubbish or scrap to
accumulate.If storageis necessaryor materialor waste,the Colleganustbe consulted
so that, if appropriate, an area can biocated for this purpose.

1 Combustiblevastemust be removedfrom the premisesfrequentlyto minimisethe risk
of fire. Material should be stored safely, clear of access ways and fire routes.

1 Material must not be thrown from heightlf material has tdbe transferred from one
level to another, proper arrangement must be made using skips, waste chutes or other
proper transfer systems.

1 All materials brought on the site and subsequently residual to the work, remain the
property of the Contractor(unlessalreadypaidfor by the Collegelandmustbe disposed
of by the Contractor, unless specific agreement is given in writing by the Estates and
I SFfGK YR al FSGe alyl3ISNI G2 dzaS GKS aadas

1 The disposal of all wastes and effluent generated by the contractor is the responsibility
of the Contractor to remove from the site in accordance with current legislation.

9 For disposal of hazardous products, all disposal details, including authorised carrier,
disposal site and method are to be supplied to the College for their records.

8.16 SpillsandLeaks

1 Contractoranusttake all reasonablestepsto preventspillagesandleaks. Anywhichdo
occur must be dealt with immediately, every effort being made to contain any material
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involved.

8.17 AccidentsandDangerouccurrences

9 Contractors must ensure their employees report all injuries, as soon as possible, by
recording detailsinthé 2t £ S35Qa ! OOARSYyG .221®

1 TheContractorisresponsiblefor notifyingthe H.S.Eof anyinjury, diseaseor dangerous
200dz2NNBy OS 2y (GKS /2ffS8S38SQa LINRPLISNIe& | &

1 All reportable accidents or dangerous occurrences must be notified to the Estates
Manager.

1 TheContractormustnominatea competentpersonto havespecificresponsibilityfor all
matters relating to safety. This person will liaise with the Estates and Health and safety
Manager on all matters as required.

1 TheEstatesandHealthandsafetyManagershouldeffectivelymonitor from time to time
the/ 2 y  NJachitiBsNERsuringsuitablehealth and safetyprecautionsare properly
implementedandthat employeegeceiveadequateinformation,instructionandtraining
to understand the dangers and corresponding safeguards associated with the work.

8.18 OccupationaHealthandHygiene

9 The Contractoshallensure thatall employees arenedicallyfit to carryout their duties
on the site.

f The College reserves the right ®2 SO0 FTNBY GKS &aAdGSz I|ye
consideredo be actingunderthe influenceof alcoholor drugs,etc. TheContractorshall
provide the College with assessments of potential health hazards for their workers on
the site conducted in accordance with the COSHH Regulations.

8.19 Noise

9 Contractors must implement suitable precautions to eliminate or control noise from
plant and equipment brought onto site and must advise the College about noise above
the statutory action levels so that persons wineay be affected can be properly
protected. Contractoramust also complyvith their legal duty under the Noise #ork
Regulations.

1 If applicable, signs identifying noisy areas will be displayed and Contactorgnsuse
their employees who work in these areas wear suitable hearing protection.

8.20 VehiclednderPower

1 Contractorsarenot permitted to drive anytype of vehicleother than deliverytrucksand
vans on college premises unless they have been specially selected, adequately trained
and authorised in writingContractors must provide the College with written evidence
of competency prior to allowing their employee to drive on college premises.
1 Contractoranustensure:
G Drivers alwaysobserve speed limits and give way to pedestriansand internal
transport
Passengers are not carried on vehicles unless a proper seat and restraint has been
provided for this purpose.
Personneto not geton or off vehicleswhile in motion.
Vehicle loads are with safe limits, properly secured, and do not project beyond the
vehicle body unless suitable precautions have been taken to avoid striking
pedestrians, adjacent structures or other vehicles.
9 Contractors must not bring vehicles onto college premises unless they are roadworthy
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and conform to current legal requirements.

1 Vehicles supplied by Contractors must be properly maintained in accordance with the
YI ydzF I OG dzZNB ND a IN&nal 2088y Rustibd kepf dedr exceytere
permission has been given to load or unlodd. such circumstances, the driver must
remain with the vehicle in case it has to be moved in an emergefmcgilers may be
uncoupled and parked in designated areas.

8.21 ConfinedSpaces

T AO2YyTAYSR aLIl OS A& RSFAYSR Ay (GKS 22N} A
place including any chamber, vat, silo pit, trench, pipe, flue, well or other similar space
in which, by virtue of its enclosedhature, there arisesa reasonablyforeseeablespecified
NJ a | $pdrified Ks&s are: injury from fimr explosion; lossf consciousnessom an
increase in body temperature; loss of consciousr@sasphyxia or from any gas, fume,
vapour or lack of oxygen; drowning; asphyxia or from free flowing solids.

1 Workshouldbe underthe control of a permit to work systemandany personenteringa
confined space must be trained and deemed competent.

1 Thecontractorshouldpresenta detailedriskassessmenand method statementfor the
work to be done.

1 Where the risk assessment deems it necessary, the atmosphere within the confined
space should be tested for toxic and flammable gases and for oxygen levels.

1 Anyconfinedspaceentry incidentcanleadto multiple fatalitiesfrom peopleattempting
to enteratoxicor oxygendepletedatmosphereto rescuethoseinside.lt isessentiathat
the contractor has emergency arrangements in place for any such eventuality.

8.22 RecordKeeping

9 All records shall be kept in an easily retrievable management system for 3 years unless
otherwise specified in current legislation.

1 All records pertaining to work undertaken on the behalf of the College will be made
available upon request.

The Contractor shall provide one copy of any drawings, manuals, etc. as required for the
files.

8.23 SafetylnductionTraining

1 Onsiteinductiontrainingwill be required,in allinstancesthe levelbeingdeterminedby
the Estatesand Health and safetylanager.

8.24 LongTermContractors/FacilitieManagementServices

1 Allcontractorswho provideanongoingservice(sjo the Collegearedefinedaslongterm
contractors/facilities management services.

1 Theywill be subjectto the termsandconditionsof theseguidelinesn all respects.

1 The College will ensure that all appropriate risk assessments are made available to the
contractor as required.

1 Aninductiontrainingpackagewill be providedto all new LongTermContractorsfor the
purpose of training abf their staff who will be employed on site.

1 Contractorsmust liaise with the personmanagingtheir contract for Permitto Work
instructions.
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8.25 ApprovedContractord.ist

1 Onlythosecontractorswho agreeto the abovetermsandconditionswill be includedon
GKS /2tf53SQa FLIWINRPYPSR O2y (NI OG2NB fAad

Weagreeto adhereto all of the aboverequirementswhenworkingoni K S/ Zpfehised S Q a

(@70 ] o= (01 5= 1\ F= T2 2
ContractorsAddress

Signedn Behalfof the ContractingCompany
PrintName
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Controlof Substance$iazardougo Health(COSHHyolicy

The Control of Substances Hazardous to Health Regul##6082)aim to control the exposure of employees
to hazardous substances encountered at work, therefore requiring employers to assess the risks from
hazardous substances and take appropriate precautions.

COSHMvasintroducedto producea systematiameansof informationon healthandhazardg¢o workersand
to also place a general responsibility on employers to do all that is ‘reasonably practicable’ to ensure the
health andsafety of employees. To meet these regulations the College will:

1. Identifywhichsubstancesre usedin the everydayoperationof the building(s).
2.  Establisthow eachsubstances used,the work practicesandthe method of handling,storing,etc.

3. Assess the exposure and risk to healflemployees that may be affected by theocess, either from
one exposure, shofterm or longterm exposure.

4.  Agree upon the action required to reduce the exposure where an assessmentindicates an
unacceptable exposure or risiuggestions are:

to removethe substancdrom use;

makechangego work practice;

to usealesshazardousubstance;

to usealesshazardougorm of the samesubstance;

to improvethe environmentby possibleventilationor exhaustextraction;

to introducecontrol measures.

=A =4 =8 -8 -8 -9

5. Completethe initial assessmenindassessmenteports.

Where it is appropriate for the protection of the health of employees who are, or are liable to be, exposed
to a substance hazardous to health, the College will ensure that such employees are under suitable health
surveillance.

TheCollegewill ensurethat employeesaretrainedin the useof hazardousubstances.

Hazardous Substance New Hazardous Substance
Identified as part of general risk assessment Identified in work activity
L ]
v
44 COSHH Assessment

Prevent or Control exposure by Avoidance, substitution,
containment or use of PPE

v

Maintain control measures
¥ Records

Feedback Monitor exposure

v

Provide information, instruction and training for those
working with hazardous substances

v

Review (annually and on change of use or

4

knowledge of the substance, etc.)
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COSHHNhformation

Material safetydatasheets(MSDSWill be providedfor all hazardousubstances$eld on site.
TheCOSHlihventorywill be heldandupdatedby the cleaningsupervisorEstates mangesndscienceechniciars

All containersmustbe clearlylabelled.

If there isanydoubt aboutthe contentsof a container,the contentsareto be disposedf in accordance

with current legislation.

f Shouldthere be deteriorationor evidenceof adulterationby impuritiesthe materialis to be disposedof
in accordance with current legislation.

1 Allpersonnelsinghazardousubstancesvill be providedwith sufficientinstructionandadviceto ensure

their safe use.

= =4 =4 4

The COSHRegulationsare there to help you to work safely with hazardous product$lake sure you
know what to do.
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Old Symbol

New COSHKbsymbols

New Symbol

Category

Aquatictoxicity, pollutant

Toxic

Corrosive

Explosive

Flammable

Oxidising

Lessserioushealthhazards
such as skin
irritancy/sensitisation
Symbolpreviouslymeant
warning

Compressedr liquefiedgas

N/A

Sensitisercarcinogenmutagen
or teratogen
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COSHHRiskAssessment Pagel of 2

1. Task/Activity

2. Substance$ ProductNames

3. Hazardoudngredients

4. GHSClassification

IRRITANT/ HEALTH
HARMFUL

EXPLOSIVE CORROSIVE OXIDISING FLAMMABLE

P n = ] ]

5. Isthe substancea known carcinogenand doesit havea workplaceexposurelimit?

6. Incompatiblesubstances

7. Nature of Exposure Risk

Risk(Low/Med/High)

Nature of exposure Tick ifapplicable Descriptiorof Hazard

Inhalation

Ingestion

Eyecontact

Skincontact

Injection

Other

8. ControlMeasures
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COSHHRiskAssessment Page2 of 2

9. Typeof personalprotective equipment (PPE)equired
Tick if

BS/ENNo. Comments

Type applicable
Goggles

Overalls

Gloves

Apron

Respirator
Other

10. StorageRequirements

11.Spillage/ DisposaRequirements

12.OperatorTraining/ Information Requirements

Dateof issue Assessedby

Assessmenteview

Assessmenteviewdate

Completedoy Signature

I
I
I
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Displayof Health and safetyNotices

The Collegewill ensurethat there is displayedinformation in the form of notices,documentsand other
articles as follows:

1 TheHealthand Safetylnformation for EmployeedRegulations
This requires employers to bring to the attention of their employees information relating to general
requirementsduties,etc. under,healthandsafetylaw. TheCollegewill displaya posterin eachbuilding.
However, the distribution of a leaflet to each employee with the full detail required will fulfil the
requirements of the Regulations.

1 Employerd.iability (Compulsonjinsurance)Act
Thisactplacesaduty onemployergo takeout andmaintainapprovedinsurancepolicieswith authorised
insurers against liability for bodily injury or disease sustained by their employees during the course of
their employment. TheCollegdsrequiredto displayanup-to-date Certificateof Insuranceat eachplace
of business for the information of employees (Reception)

1 Healthand Safety(SafetySignsand SignalsRegulations
All safety signs, regardlesswhen they wereerectedor placed must complywith this regulation.The
Regulations also lay down requirement for:

Emergencyescapesigns;

Fre-fightingsigns;

Sgnson containersandpipes;

Identificationandlocationof fire-fightingequipment;
Sgnsfor obstaclesandtraffic routes;

llluminatedsigns;

Acousticsignals;

Verbal,communicatiorandhandsignals;
Periodicinspectionto confirmthat standardsare maintained.

O OO0 O0OO0OO0OO0O0o0Oo
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Thetypesof signsspecifiedare asfollows:

Prohibition Signs

Thesamustbe roundwith awhite backgroundred borderandcrossbar. Symbolgnustbe black

and placed centrally on the background without obliterating the cross bar. These signs mean
that somethingmust notbe done.

WarningSigns
These must be triangular with a yellow background, black border and black symbol which is
centrallyplaced. These signs warn of a particular hazard.

Mandatory Signs
These must be round with a blue background and white symbol. These signs state what action
must be carried out, e.g. wear protective equipment.

SafeConditionSigns
Thesemustbe squareor oblongwith white symbolsonagreenbackgroundThesesignsindicate
safe conditions such as first aid points or emergency routes.
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DisplayScreenEquipmentPolicy

The College will meet its obligation within the Health éafety (Display Screen Equipment) Regulations
(DSEby assessinpealthand safetyrisks,providingemployeeswith suitableworkingconditionsfor working

on display screen equipment (all alphameric and graphic display screens, laptops, microfiche, process
control screens and screens used to display line drawings, graphs, charts or computer generated graphics,
but not television or film picturesind to provide appropriate information and training.

Operator/ComputerInterface

In designingselecting, commissioning and modifying software and in designing tasks using display screen
equipment,the Collegewill ensurethat the softwareis suitablefor the tasks the systemslisplayinformation

is in a format and at a pace which is adaptedperators, and that the principles of software ergonomics

are applied.

Preventionof Fatigue

Whenever possible, jobs at display screens will be designed to consist of a mix offszsedrand non
screen based work to prevent fatigue and to vary visual and mental demaiitiere spells of intensive
display screen work are undertaken without being integrated with-soreen work, such as data or text
entry tasks, employees will ensure that this work is occasionally broken witisereen work before the
onset of fatigue.Short frequent breaks prove more beneficial than long, less frequent ones.

DisplayScreerand Workstation Assessments

DSEssessmentwill be undertakenfor alld | & $MNabiéannualbasis. Theassessmenwill includePosture,

Seating, Training, theisplay screen anohonitor, the keyboardandworkstation,the environment,cleaning

and ancillary equipment, activity levels, homeworking, use of laptops and telephones. The assessment will
Ffaz2 GFr1S 002dzyd 2F KSFHfOK AaadadzSa &dzOK Fa 2w![5
required remedial actions will be takeéo reduce all hazards to lowest reasonably practicable level.

Definition of a DSHiser
Membersof staff who are coveredby this policy are those who:

wWouldnormallyuseDSHor continuousperiodsof more thanonehour at atime
wUseDSHEnore-or-lessdaily,for periodsof more than one hour

wNeedto quicklytransferinformationto or from DSE

wNeedto applyhighlevelsof concentration

wArehighlydependenton DSEor havelittle choiceaboutusingit
wNeedspeciakrainingto useDSE

User'sEyesight
If amemberof staff who isaregularDSE userequestsan eyetest, the Collegeisrequiredto provideone. If
an eye test shows that theember ofstaff requires glasses, the college is required to pay reasonable costs

towards them, if they are required for work with DSE. Requests for eye test appointments will be made via
the HR, who will provide full details of the arrangement.
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DisplayScreerEquipmentProcedure

Individual Healthand SafetyGuidelines

TheEstates and Health arifety Managemwill arrangean assessmendf individualworkstations displayscreen
equipment and workplace according to ergonomic principlespxified here and in the Regulations, with
respect to therequirementsfor displayscreenequipmentdesignandworkplacelayout. Whereappropriate,
healthand safety training will be provided to employees with the aim to increase the users competence to
use the workstation equipment safely and reduce risk to their health.

CompletedDSBNorkstationAnalysidormswill be sentto the MedicalWelfareOfficer.

The College will provide all new employees (identified as users) with a DSE worlkeatageament as part
of their induction to the College.

All DSE workstation assessments will be reviewed eanbial basis or when a workstation significantly
changes.
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DisplayScreerEquipmentSelfAssessmenEorm

Yournamein full KingEdwardVICollege Stourbridge
Dateof assessment Howlongdo you spendusingyour computereachday?
Department LineManager:
Haveyou readthe UserGuidebookbeforecompletingthisform: YES NO
A Educationand Training Y N Considerations Comments
Hasyourpresentemployermadeavailableto you
1  health and safety training in the use of your O O
workstation?
Has your present employer mad_e aval[able to you HaveyoubeengivenaDSHiser
2 | documentednformationconcerninghe risksof using guidebook?
displayscreenequipment? '
3 Areyouawareof the availabilityof eyesightests Isaneyesightestrequired?
provided by your employer? Contact your line manager
4  Isthe softwaresuitablefor yourtasks? Doyourequirefurther training?
B  Posture Considerations Comments
1 | Areyouawareof the correctposturefor DSHisage? Checkyour DSHiserguidebook
2  Doyousitfaceonto the monitor (i.e.not atanangle)? Avoidupperbodytwisting
Isthe monitor positionedat the correctcomfortable .
3 S Isit too close/toofar?
viewingdistance?
Isthere sufficientspaceon the workstationto correctly - -
4 re-positionthe monitor? 1 O isthere sufficientdeskdepth?

Youmustbe at the correctheightto avoidtyping with wrists bent down or back. Yourforearmsshouldbe horizontal

(parallel with the desk surface)Height of chair may need adjusting.

Your feet must be flat on the floor (or footrest) with thighgarallelto floor without experiencingany pressure from

the seat on the backs of the legs.

Theseatdepth mustbe sufficientto provide full supportor to avoid hitting backsof calves.

C Chair Y Considerations Comments
1  Isyourchairstableandcorrectlyfunctioning? L] ChecKor brokencastors getc.
2 Isthe chaircomfortable? : Doyouknowhowto adjustit?
3 Isthe seatheightadjustable? L[]
4 Isthe backrestheightadjustable? [ ] [ ] Doesit moveupanddown?
5  Isthe backrestrakeadjustable? [ | [ ] Doesit moveforwardandback?
6  Doesthe chairhavecastors? [ ] [ ] Doesit havea5wheelbase?
7  Areyousatisfiedwith the chairarms? N/A [_] [ ] [ ] Dotheycollidewith the desk?
8 | Canyouuseallthe mechanismdor adjustingthe chair?
9 | Isthefloor underyourchairin goodcondition? ChecKor torn carpets etc.
D TheDisplayScreen Y N Considerations Comments
Theimageon the screen
Thescreermayneedcleaning.
1 Isthe informationonthe screenclearlydefinedand 0O 0O The font size, text and
easy to read? background colours may need
changing.
5 2;2?&2 gjﬂgggltz%sand contrastcontrolsadequateand [0 [0 Findwherethe buttonsare.
3  Istheimagestableandflickerfree? LI L ifnot, reportthisto the ITDept.
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Themonitor

1 Monitor type: CRT]_] Flatscreen[ |sLaptop [ ]
2 . Isthe monitor ableto pivot andtilt? L L
: : Eyelineshouldbelevelwith top
Isthe monitor at a comfortableheight? O O of screen Move off CPU?
3 If no:
Isit too high/on CPUor stand?[] ] [ Aremonitor blocksrequired?
Isit too low? @[]
E Keyboard Y N Considerations Comments
1 | Isthe keyboardangleand heightadjustable? O :\élgss tkeyboardshavefold out
2  Arethe keysymbolsadequatelyreadable? ][]
3 | Isthe keyboardstablewhilstin use? [ ][] Doest movewhenyoutype?
F  Workstation Y N Considerations Comments
1 | Rectangulaf_] Rightangled[ | Curved] | LI L
Isthe workstationsuitablefor computerusage?If no, 0 0O
5 tick reason:
Desktoo small[_| Desktoo narrow (depth) [|
CPUo beremoved [ ]
3 | Isthere adequatefree spaceon the work surface? O O tcr;?iranyduner andusefiling
4 Isthe work surfacefree from sharpcorners,edgesor 0 0
protrudingparts?
5 Isthere adequate spacen the work surfacein front of 0O 0O Trypushingthe keyboardoack. A
the keyboardto supporthandsandarmsif required? separatesupportmaybe needed.
Isthere adequatelegroom underthe desk?
6 If no, tick reason L] O Relocateanyboxes CPUetc.
Pedestal | CPU[ ] Boxes[ | Other []
; Is filing storage required?
7 Isstora_gespg_caa’\?/ ez persanel O g Avoidplacingbags priefcases,
belongingsf/filing~ etc.in walkways.
; If not, rearrange.Avoidcradling
8 Isthe Iay_outofther)desktopequmente.g.telephones [0 ] [ [ e —
etc., satisfactory~ chin/shoulder
Haveall obstructionsand hazardgespeciallytripping 0O 0O
hazardspeeneliminatedin your workarea?
9 | Ifno,tickreason
Cable [] Torncarpet  [] Avoidtrailingcables.Ensure
Boxes []  Floorbox [] Other [m floor boxesare closedflush.
G AncillaryEquipment Y N Considerations Comments
Thiswill avoidover-flexingneck
1 | Isacopyholderin useat this workstation? (] [ muscles.ls a copyholder Requiredy []/N []
required?
2  Isafootrestin useat this workstation? Ll LI Thiscanimproveyourposture. Requiredy []/N []
H Cleaning Y N Considerations Comments
Arecleaningmaterialsavailablefor the: LI L
1 screen? Theseshouldbe kept clean Requiredy (/N []
keyboard? [
| Lighting Y N Considerations Comments
Haveglareand/or reflectionson the DSEscreenbeen You may need to move the
1 | eliminated e.g. from lights, desks, windows, open [] [ screenordesk.Ascreenfilter
blinds,walls,etc.? may be necessary
Doesthe generaloffice lightingenableyouto viewthe .
2 screenclearly? ] [ Toodarkor light?
3  Isthelightingsuitablefor all office tasks? [ ][] Toodarkor light?
4 Isatasklampin useat this workstation? L] []: 1satasklamprequired?
. . . ina?|
5 | Haveadequatewindow blindsbeenprovided? O O Arethey working?Dothey block

sunlight?




Noise N Considerations Comments
Arethe general noisdevelsin yourwork area 0 0O Anoisereadingor screeningnay
acceptable? berequired
Atmosphere Y N Considerations Comments
Isthe temperatureadequateto preventdiscomfort 0 0O Doyouknowhowto adjustthe
from excesseat/cold? controls?
P P Please circle if: too hot/too
Istheohumldlty adequateto avoiddiscomfortfrom dry O | O e
et heating/aircon.required
Isthe workstationfree from dust collection? L O
Isthe workstationfree from smells/odours? HERE
Workstation Activity Levels Y N Considerations Comments
Doyoutake breaksawayfrom the screeneveryhour 0O 0O Notnecessarilpwayfrom your
(5 minutesper hour)? desk, just the screen
Canyouchangeactivitiesto avoideyestrain? O O (e:é%g)h()mwpymgmakmg/takmg
Areyouawareof anyexercisgprogrammeto defeat 0 0O Pleaseeferto DSEIser
DSHatigue? guidebook
Reporting Y N Considerations Comments
Do you know whom to report if you are experiencing
problems(e.g.healthand/or equipment)regardingthe O O
workstation?
Health Monitoring Y N Considerations Comments
Are you free from any physical or visual discomfort PIEEER EIELE Il GETEREN
. . 21 no. qivedetailsof: dlscom_fortasfollowsor specify
whilstworkingat your computer? .g : onthe right:
t larl - i Headache/eystrain/ Haveyouhada
symptomsyouregularlyexperience(seeright) blurredvision recenteyetest?
Yourmonitor maybe
frequencyof symptoms: Neckache atanincorrectheight
' Trymovingthe
shoulderache mousecloser
Hourly [] Daily [] Weekly[] Trvadistine
Backache [ryadjustingtne
OK | Batk¥upport
A wrist rest may be
Occasionallyf_] Duringwork [] Afterwork []& Wristache beneficial especially
for Wi KIAAYNS Q
Areyoufree from strainsor achesof the handwhen Areyoucurrentlyconsultingwith YOO/ N
using: GP or Physiotherapist?
Areyou usingthe correct
I computermouse? O O size/shapenouse?
1 computerkeyboard? O O Irzalr]i?é%gnomld(eyboard yOd/NO
LaptopUsers Y N Considerations Comments
Isthere adockingstationin use? O O Irzgjie;\gg;atweyboardor Mouse  v/NO
If no, isyour laptop usage: 0O O Areraiserblocksrequired? If so, vyJ/NO
Heavy[ Jm  Average[ ] Light [] how many(in 25mmincrements)
TelephoneWork Y N Considerations Comments
Doyouuseatelephoneandwork onthe computerat [0 [ Isatelephoneheadsetrequired? Y[/ N[]

the sametime?

If yes,how muchtime is spent,on average peweek?
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Q Homework Y Considerations Comments
V?ng?)u usea computerat homefor officerelated |sanassessmentduired?

1 : :
If yes,how manyhoursdo youuseit for work on
averageper week?

2 | Isthe workstationsetup suitable? L] Correctchair,desk,etc.

R Miscellaneous Y Considerations Comments
Are there any other matters you wish to raise

1  concerning/ourworkstation? If yes,pleasegive Il

detailsbelow

| givepermissiorfor the informationto be sharedwith my Employer

User'ssignature

Datecompleted

Pleaseeturn this form assoonaspossibleto the EstatesManager

Assessment Anyfurther action
checkedby required?

Yy[1/N(] Followup action

completedon
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Electricityat Work Policy

Employeesunlessadequatelytrained, will underno circumstanceattempt to installor repairsocketsplugs

and tools or interfere with plant, appliances or electrical installations. These jobs will be undertaken by an
authorised and competent person, either employed by the College or by contractors, agents or
manufacturers called to the building.

Guidelinesand Precautions

The Electricity at Work Regulations were introduced to ensure that precautions are taken against risk or
death or personal injury from electricity in work activities. All electrical work undertaken will conform to
these Regulations. The Regulations addeessimber of different aspects to the achievement of electrical
safety, which may be summarised as follows:

Planninganddesign;

Installation;

Gommissioning;

Use;

Routine maintenanceandfault repairs;

Dismantlingat end of requiredlife.
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Within the Regulationsire specificguidelinedor the requirementof suitable’hardware',i.e.the components

used tomake up electricadystems and also for safe systeaisvork. Furthermore, the Regulations impose
generalrequirements to ensure that all electrical systems are, first, of such construction and, second, are
maintained so as to prevent danger.

TheCollegewill ensure throughplannedpreventativemaintenancethat:
1 Mainssuppliesareinspectedandcheckedor breakscleanandtight connectionsandloading;
1 Rantandequipmentismaintainedaccordingo the manufacturersaandinstallersguidelines;
1 Appropriatewarningandsafetysignswill be postedalongsideplant, equipmentor supplies.

In view of thedangers represented by electricity it is extremely important that electrical work, other than
smalltaskssuchasthe changingof light bulbs,is undertakenonly by thosewith the expertise(in the form of
technicalknowledge experienceskillsandcompetence}o do so,in allaspectf the job or task. Suchwork
isoften assignedo contractelectricalengineersandwork mustconformto the Regulationsn everyrespect.

PortableApplianceTesting(PAT)

The College is required by law to test eveoytable appliance in use. The term 'portable appliance' is deemed

as being an appliance eguipment thatcanbe readily disconnected from thaystem, typicallyia a 13amp

plug top. Many itemswhich fall within this classification, e.gappliances, kitcherequipment, DSE,
photocopiers, etc., and the items, their leads and plugs will be tested on a regular basis by a competent
person using approved testing equipment.

The results of these tests will be logged using a Testing Log &tebat seHadhesive label must be affixed
to eachapplianceshowingthe date testedandby whom. Shouldanappliancefail the test, the item mustbe
removed immediately for repair or replacement.

These tests represent a legal requirement and it is important to retain the log sheets and evidence that the

required tests have been carried out.
TheCollegewill ensurethat this requiredtestingis undertakenon a periodicbasis.
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ElectricalSafetyProcedure

Any portable electricalequipmentbrought onto the / 2 f f fré&hfis@senust be reported to the Estates
Administrator for electrical testing and recording.

Whena checkis carriedout, a Wt 2 NElecBidalSquipmentinspectionand TestReportC 2 Niust be
completedandfiled with the EstatesAdministrator.

Evidencef testingwill be loggedon afile held by the EstatesAdministrator.

The following checklist gives a list of items which will be verified when checking out the safe operation of
computerequipment.

Iltem Check

Wiredcorrectly,connectionssecure
No barewiresor whiskers
Outerinsulationsecurein cord grip
Correctfuseratingfor appliance

No signsof overheatingor scorching

Mainsplug

Nomechanicalamage cuts,
No sharpkinks,twists or burn marks
Notapedjoints

Mainsleadto appliance

= = =4 =4 (-4 -a_-4_-9_-9

Checlplugandmainsleadasextensionleadsmustnot be usedas

Extensiorlead
permanent sockets

Checlplugandmainsleadasabove

Multipl ketextension
ultiple socketextensio Checlcorrectfuse

utercase:
no mechanicalamage
no brokenparts
no cracks
no burnsor scorchmarks
no evidenceof tampering
no makeshiftrepairs
no signsof wearor abuse

Equipment

= A=A =

SwitchON Verifycorrect

Insulationtest
Optionalflashtest
Optionalleakagéeest.

SwitchOFF

= =4 =9

Equipmentwill be checkedor safeelectricaloperationat definedfrequenciesusingthe followingtable asa
guideline.

45



Suggestednitial maintenanceintervals

Equipment UserChecks FormalVisual CombinedTestand
quip Inspection Inspection
Equipmenthire N/A Beforfzgjrune/after Beforeissue
110 V¢ before first use
. S 110 Ve we'ekly 110 V¢ monthly on site then 3monthly
Construction(for indicationonly) 230 V mainsg 230Vmainsc weekly | 230Vmainsc beforefirst

daily/everyshift

use on site then monthly

Beforeinitial use

Lightindustrial Yes then 6:monthly 6-12 months
Hequndustnal/hlghnskof Daily Weekly 6-12 months
equipment damage
Batteryoperated(lessthan 20

no no no
volts)
Extralow voltage(below50VAC)
e.g.telephoneequipment,low no no no
voltage desk lights, etc.
Offlcelnformauontechnologye..g. No.if doubleinsulated,
desktop computers, fax machines no 1-2years )

. otherwiseupto 5 years

and copiers
Doubleinsulateditems, not hand
held only movedoccasionallye.g. no 2-3years no
slide projectors, desk lamps, fans
Doubleinsulated items (Class 1) ,
handheld,e.g.somefloor cleaners, yes 6 months¢ 1 year no
kitchen equipment androns
Earthedequipment(Clasd)e.g.
kettles and some floor cleaners yes 6monthsg 1 year 1-2years
Eqmpmemusedbythe public.e.g. Bymemberof staff 3 months lyear
in hotels
Cablesleadsandplugsconnected
to the above and mains voltage yes lyear 2years

extension leads
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GeneralSafety

|l
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Never handle mains operated electrical equipment unlessyou thoroughly understandits use and
operation

Neverleaveanylight socketswithout abulb evenif the circuitisknownnot to be live
Neverhandleelectricalequipmentwith damphands

Donot attempt to repairelectricalequipmentunlessyouare qualifiedto do so

On discovering damage to electrical equipment or services, first isolate the damage by removing the
apparatus, closing the room or area, and then report the damage to the Estates and Health and safety
Manager
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Fire SafetyPolicy

TheCollegewill arrangefor and maintainafire riskassessment tassistin meetingits obligationsunderthe
statutory requirements as specified under:

T
1

TheManagemenbf Healthand Safetyat Work Regulations.999
TheRegulatoryReform(FireSafety)Order2005

These obligations are of particular relevance at the time of any consultation with the Fire Authority on
subjects that were originally contained within the fire certificate. The College insurer will require a suitable
and sufficient risk assessment to bedertaken.

Thefire riskassessmentvill focuson:

T
T
1

1
T
1

Identifyingpotentialfire hazards

Identifyingwho couldbe at riskin the eventof afire

Evaluating the level of risk from the fire hazards and deciding how effective are the egwmtingls

to eliminate, control or avoid the fire hazards (control measures include: fire safety emergency plan,
fire detection and warning systems, means of escape, means of fighting fire, fire safety training and
fire prevention measures)

Whatneedsto bedoneto mitigatethe risk

Recordinghe assessmerdndcommunicatingnformationto personsat risk

Confirminghat anappropriateprocesssin placeto reviewandmonitor the controlmeasures

TheCollegewill alsoensurethat:

1
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All fire callpoints are identified and weekly call point tests (different call point every week)
undertaken and recorded

Adequateandsuitablefire extinguishingappliancesre providedandmaintained

Suitablemeansof fire detectionandsignallingof the presenceof fire is providedandmaintained.
Adequatemeansof escapeare providedand maintained

Suitablesignsdesignatindire fightingequipmentandmeansof escapeare providedandmaintained.
Afire logbookis providedand maintained

Firetrainingis providedto employees

Evacuatiordrills are undertakenat all of the / 2 f f BuldB@dat leasttwice a year and the
resultsrecorded

Allfire extinguishersare in the correctlocations,of the correcttype andare checkedon amonthly
basis by the estates team and receive an annual service by an external contractor

Fire rated doors are routinely inspected in house by the estates team, with any remedial works
noted and arranged with the Estates and Health and safety Manager that require an external
contractor

Suitablefire proceduresare publishedin respectof:

G Actionto be takenon discoveringa fire.
G Actionto be takenon hearingthe alarm.
G Responsibilitpf keypersonnelin the eventof afire.

The College will liaise witbcal Fire Authorities regarding any changes likely to affect the means of escape
at the planning stage.
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Fireand EmergencyEvacuationProcedures

3 Y KING EDWARD VI COLLEGE
=WAJ STOURBRIDGE
ProcedureDocument -

Fireand EmergencyEevacuation

1 Ondiscoveryof afire ¢ staff membersshould

ayC2fft2s (GKS AyadaNuzOirazya (G2 az2dzyR GKS € NJ
displayed akach fire brealglasspoint ¢ theseare situatedn eachcorridorand areaof
the external doordo each block.

b) Dialreception(Number200)andgivea brief descriptionof the emergency.

c) Attack the fire with fire fighting appliance(s) provided, only if life is at risk, and only if
trained to do so.

2 Onhearinga continuousalarmc all staff

a) Leavethe buildingby the nearestroute, closingdoorsandwindowsbehindyou.

b) Donot returnto the buildingfor anyreasonuntil authorisedto do so.

¢) Ifyouarein chargeof students,youshouldensuretheir safeevacuation.

d) Any student who has mobility issues and whstated in their PEEP, should be escorted to
the refuge point at the top of the nearest stairwell.

eyD2 gAUK @2dzNJ aGdzRSyda (2 (GKS laaSvyofe LRAYD
to the SLTmemberwearingthe high visibility jacket that their classroomor office is
empty

f) If you hear an intermittent fire bell, do not leave the building, but be on alert and be
preparedto evacuate if required

g) Anyoneexpressingany concernsshould go straightto a member of SLTin the high
visibility jacket.

h) The most senior member of an office needsto report that the office is clearto the
member of SLT in the high visibility jacket.

DONOTTAKERISKSYourprimaryconcernisto ensureyour own safetyandthat of students. Students

must beencouraged to stay in their teaching groups and staff must where possible. If the evacuation
hadthe potentialto carryon for longerthan 15 minutes,then consideratiorwould be givento disperse
groups.
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STAGBENEC Whenthe fire alarm sounds

3

Evacuatiordetails ¢ all staff

a) Upon the sounding of the fire alarm (a continuous ringing of the bell), all staff should
evacuate immediately by the nearest available route without stopping to collect
personal belongings. the nearest route is blocked by fire, use the next nearest route.
Do not attempt to use lifts.

b) Teaching staff should ensure that their own class leaves the building by the nearest
route, rememberinghat there areexternalfire stairsto the top floor of the DaisyDruller
building and biology laboratories in the Geoffrey Lycett building. Staff must assist any
student with mobility issues to the nearest refuge point

¢) Staffandstudentswill then assemble athe assemblypoint designated fothe room they
havejust vacated.

d) It is the responsibility of students in rooms where no member of staff is present (e.g.
dGdzRé FFTNBlFa FYyR 20KSNJ WFNBRSQ Ne2yao G2
designatedon the fireaction notice Amemberof estateswill sweep these rooms first.

e) It is the responsibility of each member of staff of each group to inform the students
duringthe first week ofteaching as to the evacuatiagnute for the room thathey use.

f) All staff will have attended the start of year fire safétgining. For all other staff that
start throughout the course of the year, this training is delivered as part of their wider
health and safety induction.

Evacuatiornof peoplewith disabilities

In the first instance the safe evacuation of angmber of staff or student with a disability is

the responsibility of the College not the fire brigade. The College Medical Welfare Officer is
responsible for Personal Emergency Evacuation Plans (PEEPs) and will ensure that the
individuals concerned undeend their PEEP. There is a separate policy concerning the
developmentof PEEP@ersonaEmergencyevaluatiorPlanprocedure) Thosewith disabilities

will have aPEEP devised to outline tpeocedure relating to their evacuation.

a) Staff with disabilities should familiarise themselves with emergency arrangements in
their PEEP and ask for any training required from the Medical Welfare Officer/Estates
and Health and Safety Manager.

b) Studentswith PEEPwill havehadtrainingwith their PEEP.

c) Staff should be aware of any student with disabilities in their charge who may need
assistanceluring emergency evacuation.

d) Wherepossible peoplewith adisabilityshouldbe assistedo a placeof safetyoutside.

e) If it proves impossible to evacuate a person with a disability, he or she should be
accompaniedo adesignated? NS Tandav&ifevacuatiorby Estateseamandcollege
medical welfare officer or until the fire brigade arrive on site

f) Student/staff who have bags containing essentigdical equipment are permitted to
take these with them.
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5 Nominatedstaff role - procedures

The following ensures, as far as reasonably practicable at the time of a fire bell ringing, that
each college area is accounted for:

a) Immediatelywhenthe alarmsoundsamemberof SLTwill pickup the PEEP#®Ider, the
high visibility jacket and the megaphone from the emergency cupboard located in the
t NAYOALIfQa 2FFAOSO

b) The SLT members will check the alarm panel in the Tidlgiehouse building, if safe
to do so.Thefirst personto reachthe panelwill becomethe seniorfire marshal AllSLT
should thenmake their way to the correct assembly point to act as senior fire marshal.

c) Staffandstudentswill evacuatebuildings.

d) Staff will report the evacuation of their area to the SLT member wearing the high
visibility jacket.

e) Estatesstaffwill supportevacuatiorandif safeto do sowill sweepbuilding.

f) TheAdministrationAssistanwill ensureall paperwork to support the fire evacuation is
in place and periodically checked for precision

g) Security staffand first aiders will make their way to the assembly point to assist with
evacuation and ensure all access gates and routes are clear

Unless it is a planned fire drill, the alarms will continue to sound untifiteebrigade arrive.
The senior fire marshal (member of SLT) will liaise with the fire brigade after they arrive.

6 Estatesandreceptionstaff ¢ procedurein eventof fire alarm

a) Ascertainfrom thoseevacuatingf there isarealfire within the building.

b) If thereisarealfire phone999immediately.

c) Ifthe alarmisunexplainedcheckthe fire panelto seewhat the causemaybe.

d) Phonethe alarmcompanyandexplainthe situation,whetherit isarealfire, accidental
alarmor an unexplained alarm.

e) If abreakglasshasbeenactivatedaccidentallythen resetthe alarmandchangehe glass.

f) Estates will proceed with caution and from direction of #&tates and Health and safety
Managet will sweep the entire building

7 Checksandfire drills

Thefire alarmsin the maincollegesite are checkedandtestedweekly.

Afire drill will be carriedout at leastonceper academigyearfor eachbuilding. Thedrill will be
evaluated,and the results of the evacuation reported to the next Staff Briefing and reviewed
at the termly disaster management committee meeting.

LG Aa I £S3rft NBIJAANBYSYy(d GKFG GKS o6fdzS FyR |
displayedprominently and that students are aware of their fire escape routes and assembly

points. The noticeshould be checked at regular intervals amiksing,or damaged notices

replaced.

Estatesstaff carryout periodicbuildinginspectionchecks that are documenteahd recorded

within the estates department. These are reviewed and any remexdiabns arefollowed up
by the Estates and Health and Safety Manager
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STAGHWOc Emergencyevacuationof collegesite

1 Raisinghe alarm

Thefire alarmsystemwill havealertedstaffto leavecollegebuildings.

2 EvacuatiorProcedures

a) Usingthe fire bellasaninitial signal studentsandstaff mustevacuatethe buildingsin the
normal way to theidesignated areas (as above).

b) Studentsandstaff mustremainin their designatedareauntil told to evacuatethe college
site by a fire marshal.

c) In certain circumstancesraember of SLT may direstaff and students off site. In these
instances, thd.ower High Street gates atite carpark gates wilbe opened to facilitate
the swiftevacuation of students and staff.

d) When all buildings have been cleared, if danger persists for the staff and students
remainingonsite,the seniorfire marshal(the firstmemberof the SLTto wearthe orange
fire marshal jacketinay judge that the college should be evacuated.

e) SLwill leadthe evacuatiorof staff andstudentsfrom the collegegroundsoncethey have
been advised by the senior fire marshal to do so.tWis point the Principal or
representative may elect to implement the college disaster management plan.

3 Dispersal

If the decisionhasbeenmadeto carryout afull site evacuationthen thiswill start with the first
buildingthat is beingevacuatedLedby the seniorfire Marshal,the seniorleadershipieamand

the Estates and Health and Safety Manager, a decision will be made in what order to evacuate
the remaining buildings safely.

4  Emergencyevacuationduring a collegegatheringin the Quad

Fromtime to time, activities, eventsandcollegegatheringgake placewithin the quadareathat is
in the middle of the collegecampusWith the potential for darge numbeiof staffand studentgo
be congregated in the middle of the camphss could have an impact on the need to evacuate
them in an emergency or also hamper an evacuation from a building.

Largegatherings

During large gatherings, e.g., Remembrance Day, the double exit gates located at the entrance to
the carparkandthe entranceto Lowerhighstreetwill be unpadlockedkept clearandmannedby

a securityguardin caseof emergencyegressDuringthe gathering,all fire marshalswill be in place

and ready to act as required during an evacuation.

The fire marshals widlirect all persons to the emergency exit gates to clear the quad area as
quickly and efficiently as possible. This will move all persons away from imminent danger and will
alsoallowfor a buildingevacuatiorto take placesafely.Duringthe evacuationprocedureit would

be decided upon the level of risk as to whether the building occupants would be safer to also exit
through the emergency gates.
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Activitiesandsmallerevents

For activities and smaller events that take place during the college day, the event organiser will
formulate a risk assessment, considering the location, number of attendees, time of year and the
potentialto haveto carryout afire evacuation.Thisinformationmustbe sharedto all participants,
including those who are not employed by the college i.e., visitors, vendors etc.

During these activities, security staff and estates staff are always on hand and local to the event
dueto the sizeandnatureandto offer additionalhelp. Therewould be a combinedeffort from the
estates team, securitgndthe SLT™uringan evacuationio moveanyone gathered ithe quad,out
towards the emergency gates.

5 Emergencyevacuationc the Crown Centre

The college lease unit 15 within therown Centre,a short distance away from the main camgashosting
tutorial and supervised studyue to this arrangemeninit 15is notconnected to the main campusd so
on-site staff will not be aware immediately of amynergency The steps below are what will be required in
the event of aremergency.

a) Upon hearing thalarmwithin unit 15 the staff will contact the main campus in two ways. One will be
to call and inform reception of the need to evacuate. The other witbl®otify security and estates on
the radio system.

b) Reception will notify SLT and a member of staff will make their way to the designated fire Assembl
point in Coventry Street.

c) Estates staff will mak#heir way tounit 15to assis and check the building over once safe to do so.

d) Librarystaff who are not playing a role in informing the main campuill evacuate the students and
sweep the building on their way out. They will direct and accompany students over &sseenbly
point and remain there until instructed otherwise.

e) Th fire marshal and the Estates and Health and safety Manager will liaise with Ceovirestaff
regarding the ongoing situation and in the event that the alarm has been triggered within the shopj
Centre. Based on the information at that time we will decide on when it is safe to allow all staff anc
students to return tounit 15

6 Firesafetyplan summary
SLT Role FireMarshals:

a) If you hear a continuous or intermittent bell, the SLT will make their way to the control
panel inthe Trevor Whitehouse building. The first member of the SLT to arrive at the
control panel will wear the orange high visibility jacket and will be the designated senior
fire marshal. Theseniorfire marshalwill collectfrom the control panelareaamegaphone,

a site map, assembly point information, a clipboard and room information. Prior to
arriving at the control panel a membef SLT will collect the envelope containing the
t99ta FNBY (GKS SYSNHSyOeé OdzZld2F NR f20FG4SR A\

b) The locatiorof the fire isidentified andthe SLTmake their way to the relevant Assembly
Point.

c) Theseniorfire marshaldirectsSLTo assistwith evacuatiorof the relevantbuilding.

d) The senior fire marshal in coordination with the Estates and HealthSafety Manager
directs amemberof SLTand Estatedo sweepthe relevantbuildingto ensureit isempty,
assuming there is no evidence of fire or if safety is in jeopardy.
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e)

f)

9)

Under the supervision of the senior fire marshal, SLT assist with managimgitient

and the fire services when they arrive.

Liaisewith seniorfire marshalandother SLTmembersandfire serviceverpossibleneed

for college evacuation and implementation of college disaster management plan where
relevant.

The Medical Welfare Officer (if on site) should attend all fire alarms, continuous or
intermittent. The designated member of staff who is first Aidaatl should also attend,
particularly if it is known that the Medical Welfare Officer is not on site.

Estatesand Healthand Safetya | y I Ir8d\X &

a) Evaluate the potential threat to the health and safety of all students and staff and

coordinate the safe internal sweep of the building

b) Assisthe seniorfire marshalwith operationalmanagemenbf building/siteevacuation.

Administration assistartt

a) Distributeroom checklistdo seniorfire marshal.

Securitystaff:

a) Assiswith ensuringaccesandegressoutesarekeptclear

Teachingstaff will:

a) Ifyouhearacontinuousfire bell,askstudentsto leaveteachingroomsswiftly andcalmly
via the nearest fire exit and proceed to the designated fire assembly point, ensure that
the doorsandwindowsare closedon leavingthe room, if it issafeto takethe time to do
so.

b) Ensurehat the doorsare closedon leavingthe room.

c) Accompanystudentsto the designatecissemblypoint where youwill see themember
of SLTwith a highvis jacket.

d) Report the room number evacuated to the senior firarshal who will be at the
assemblypoint wearing a high visibility jacket.

e) Reportanyconcernbservedwhile evacuatinghe building.

Operationalstaff will:

a) Ifyouhearacontinuousfire bell, leaveofficesand other roomsswiftly and calmlyviathe
nearest fire exitensure that thedoors and windowsire closedn leaving theoom, ifit
is safeto take the time to do so.

b) Ensurehat the doorsare closedon leavingthe room.

c) Assembletthe designatedcassemblypoint.

d) Report the room vacated to the senior fire marshal who will béhatassembly point

wearinga high visibility jacket
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Personal Emergency Evacuation Plan

Section 1. PEEP General Information

Name of Person Assessed:

Student Number: PT:

Mobile Number:

Staff / Student

Date

Name of assessor & Team / Dept

Please provide broad details of your day, giving | Day

Location

Times to and from

approximate locations and times.

Monday

Subjects are:

Tuesday

Wednesday

Thursday

Friday

Which areas of the campus do you use most
often?

Do you use any areas in particular outside
normal college hours?

Days and times this Plan will cover

Monday i Friday 08.40 1 16.00

Can you see visual alarm signals? Yes No Can you hear audible alarm signals? Yes | No
Could you safely use the stairs in an Would you use the stairs without assistance?
Yes | No Yes | No
emergency?
Please describe your disability or the condition/illness
which means you would require help during an
emergency evacuation
Do you have a full-time personal assistant? Yes No
Section 2. Visually Impaired Persons
Do you use any aids or o6as]|Yes No
guide dog, etc) to help you access the building? If yes,
please give details.
Can you follow exit signage without assistance? Yes No

The following questions need only be answered by visually

impaired persons with some visual capacity

Are all escape routes clearly signposted to meet your
requirements? If not, please describe what you would

require

Yes

No
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Section 3. Mobility Impaired Persons

Do you use a wheelchair and/or other devices to aid your | Yes No
mobility? If yes, please describe.

If you are a wheelchair user, please answer the following questions, otherwise go to Section 4

Do you use your wheelchair at all times Yes No Do you have a manual chair, or an Man Elec
while you are at college? electrically operated chair?

Are you aware lifts are not to be used in | Yes No In the event of an emergency, would you Yes No
the event of a fire/ emergency be content to be carried downstairs by the

evacuation? following members of staff

Section 4. To be completed for all Plans

Are there any measures that could be introduced that Yes No
would further aid your evacuation in an emergency?

Please describe or, if not, please state no.

In the event of an evacuation, would you need to use Yes No
the ResQmat? If yes, has the ResQmat been

2
demonstrated~ Date trained:

Assessor i Record the actions to be taken by the individual (and/or helper/staff) in the event of an emergency evacuation.

| have advised him / her to wait with a staff member until the classroom / corridor / stairwell is clear before evacuating.

Walk through of evacuation scenario Yes | No | Evacuation Practice completed Yes | No
completed

Date of next PEEP review

Signed (Assessor) Date

| understand that under the Data Protection Act this information will be shared with other members of staff at King Edward
VI College and | agree to notify my Line Manager / PT (please delete as necessary) of any changes in my circumstances
which may affect this Plan.

Signed (Staff/ Student) Date

Distribution of copies: Assessed person, Support Assistant (if applicable), Personal Tutor, relevant teaching staff, SENCo (if
hearing or visual loss)
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FireSafety:EmergencyResponsd-orm

Thisform isto be completedafter eachevacuationto provide information on any further training or

remedial actions required.

Department/Area/Building/Sitdocation

Date / / Time

Natureof evacuation(e.qg.fire drill, actualfire, etc.)

FireBrigadecalled? YesA NoA
Whattime elapsedbetweenthe soundingof the alarmsandevacuationof department?

Dideveryoneevacuatein your department/area/building? YesA NoA
Doorsclosedby staff? YesA NoA
Hold-opendoorsworked/Holdshutdoorsreleased? YesA NoA
Dideveryoneknowwhatto do andwhereto go? YesA NoA
Bestexitsusedby staff? YesA NoA
Nobodyre-enteredthe building? YesA NoA

Firealarmreset?

Whatwent well?

Whatwentwrong?

Suggestedorrectiveaction

Actiontaken
Debrief/report circulated(date) / /
Name Signature

Whencompleted,this form shouldbe returned to the SafetyCao-ordinator
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Fire SafetylnspectionChecklist

k=] KING EDWARD VI COLLEGE Firesafetybuildinginspectioncheckilist
=) STOURBRIDGE

BuildingnameX X X X X X X X X X X X X X X X X X X X X X X X X X X ® ®
Date of inspectionX X X X X X X X X X X X X X X X X X X X X X X X X &
Inspectedby X X X X X X X X X X X X X X X X X X X X X X X XXX XX DD

Managementarrangements Yes | No |Comments

Isthere aWorkplaceFireRiskAssessmenteadilyavailable?

Isthere aWorkplacePersonaEmergencyvacuatiorPlan(PEEPeadily
available?

Isthere alist of FireWardensthat havebeenappointedto assistn
emergencyevacuations?

Isthe locationof the buildingsFireLogbookknownandreadily
available?

Arethe fire andemergencyevacuatiorproceduresegularlyreviewed
andrelevantto operationalrequirements?

Haveall staff receivedfire andemergencyevacuatiorprocedure
training?

Firealarmsystem

Isthe fire alarmpanelin a healthystateandreportingno faults?

Isthe fire alarmtested weekly?

Areall callpointsclearlyvisibleand un-obstructed?

Canall staff raisethe alarmby activatingthe fire alarmcallpoint?

Arethere visualpictorial signsovereachcallpoint?

Isroutine servicingn placeandare servicerecordsaccessible?

Isthe Emergencyightingsystemtestedandmaintained?Arerecords
easilyaccessible?

Fireextinguishers

Arefire extinguisherseadilyavailablefor use?Haveanybeenmoved
from their identified position?

Arefire extinguishersin-obstructedandfreelyvisible?

Arefire extinguisherswith pressuregaugesn the green?

Areallfire extinguishersithin their annualinspectiondate?Seelabel
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Firesafetysignsand notices

AreFireActionNoticesnearto the callpoints,un-obstructedand
informationclearlyvisible?

Areescapeoute directionalandfinal exit signsun-obstructedand
clearlyvisible?

Arefire doorsandfinal exitdoorsclearlysigned?

Escapeaoutes and exits

Areall escapeaouteskeptclearandfree from obstruction?

Doallfire doorsclosecorrectly?

Arefinal exitdoorsclear,un-obstructedon both sidesandopenfreely?

Are external pathwaysfrom exits leadingaway from the building clear
andun-obstructedandleadto aplaceof safety?

Arefire evacuatiorslidesin place atthe top of eachstairwell?

Sourcesof ignition, smokingmaterials,and
combustiblematerials

Iswasteput in a safe,secureplaceawaitingcollection(ie not accessible
to the publicor others)?

Whennot in use,are electricalitems switchedoff?

Areall stocksof flammableliquidskeptin purposebuilt flammable
liquid stores?

Areflammableliquidskeptawayfrom all possiblesourcesof ignition?

Arethere anysignsof illicit smokingtakingplace?

Areall combustiblematerialsremovedfrom the immediatevicinity of
live electricalequipment?e.g.,rubbishpiled aroundelectricalsockets

Commentsand additional hazardsspotted.
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FirstAid and SupportingStudentswith
Medical Conditions Policy

RESPONSIBILITY: Safeguardind.eadand MedicalWelfare Officer

REVIEVDATE:

PolicyStatement

September2024

King Edward MCollege ensures that all students receive appropriate care and support throughout their

22dz2NySe KSNB
guidance released in September 2016 (updatet! Aigust 2017 & { dzLJLJ2 NI A y 3

4G GKS O2ffS3ISd ¢KAa LRtAOE KI a

YSRAOIE O2yRAGA2YVEE D

Ofstedplacesa clearemphasison meetingthe needsof studentswith SENxnddisabilitiesandthisincludes
children with medical conditions.

The Health and Safety (FirstAid) Regulations1981 require employers to provide adequate and

appropriate equipment, facilities, and personnel to ensure their employees receive immediate attention if

they are injured or taken ill at work.

King Edward VI College will ensure adequate and appropriate equipment, facilities and personnel are
provided by carrying out a first aid needs risk assessment and ensuring that the college comply with all

regulations.

KingedwardVICollegewill ensurethere is provisionfor all non-employeeswvhichincludesstudents,visitors,

and contractors.

Theaim of this policyisto ensurethat KingedwardVICollegefully complywith TheHealthand Safety(First
Aid) Regulations 1981 antbat there are adequate numbers of competent first aid personnel available to
deal with accidents and injuries occurring during any college related business.

Roles Responsibilities
ThePrincipal 1 Theoverallimplementationof the First Aid and SupportingStudentswith
Medical Conditions Policy and procedures.
1 Ensuringhe levelof insurancein placereflectsthe levelof risk.
1 Makingstaff awareof this policy.
1 Ensuring the correct level of insurance is in place for the Medical Welfat
Officer who supports students in line with this policy.
Assistant Principal 1 Ensuring that the First Aid and Supporting Students with Medical Cond
(StudentSupportand Policy, as written, does not discriminate on any grounds including, bu
DSL) limited to: ethnicity/national origin, culture, religion, gendetisability, or
sexual orientation.
1 Ensuringhat all studentswith medicalconditionsareableto participatefully
in all aspects of college life.
1 Ensuring that relevant training is provided and delivered to staff mem

who take onresponsibility to support students with medical conditions.
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Guaranteeing that information and teaching support materials regar
supportingstudentswith medical conditions are available maembersof staff
with responsibilities under this policy.

Ensuringhe policyisdevelopedeffectivelywith partneragencies.
Liaisingwith healthcareprofessionalsegardingthe trainingrequiredfor staff.
Ensuring a sufficient number of trained members of staff available to
implement the policy and deliver IHCPs in normal, contingency
emergency situations.

If necessaryfacilitatingthe recruitmentof amemberof staff for the purpose
of delivering the promises made in this policy.

MedicalWelfare
Officer

= =4 =

=A =4 =

Keeping written records of any and all medicines administered to indiv
students and across student population.

Working with the Estates and Health and Safety Manager and Health
Safety Officer, ensure the first aid needs risk assessment is in plac
ensure where areas need improvement are prioritised
Periodically check first aid kits are fully stocked and all contents remg
date.
Periodically review locations of first aid kits and ensure locations ref
relevant.

Ensureall first aiderscertificationisin placeandin date.

Periodically check all three defibrillators are in place, fully charged and
equipment that is with them is in good condition and in date.

The day-to-day implementation and managementof the First Aid and
Supporting Students with Medical Conditions Policy and procedures.
Makingstaff that needto know, awareof ad i dzR Sgdicarandition by
emailingthemthe IHCPandaddingto CPOMS
DevelopingndividualHealthcarePlangIHCPS).
DevelopingandreviewingPEEP#®Tr both staffandstudentswhenneeded
Notifyingthe relevantstaffwhenastudenthasbeenidentifiedwith requiring
support inthe college due to a medical condition.

Liaisindocallywith leadclinicianson appropriatesupport.

Informingthe collegeof infectiousdisease®r healthrisks.

Makesurethat the first aidrota is covereddaily
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FirstAid Team 9 Actin accordancevith their trainingat all times

1 Respongromptlyto anyrequestfor assistance

1 Look after the casualty until they have recovered, or further assistance
arrived

1 Ensuretheir own safetyat all times

9 Fillout alldocumentationasrequired

9 Ensurethat the treatment room is kept tidy after use and re-stock any
equipment used

1 Informthe MedicalWelfareOfficerif suppliesare runninglow

1 Inform the Medical Welfare Officer of any annual leave or change of ho
that could affect the first aid team rota

1 Informthe MedicalWelfareOfficerof whentheir first aid qualificationis due
for renewal

1 52 y2i ai2NB YSRAOAYySa IyesKSNEB
Room

f Donot attempt to giveanytreatmentyouK | & $igfitainingfor

AllKingEdwardVI 1 Taking appropriate steps to support all students, especially those
College staff medical conditions.

1 Where necessary, makeasonable adjustments to include students w|
medical conditions into lessons.

1 Administering medication, if they have agreed to undertake f{
responsibility.

1 Undertaking training to achieve the necessary competency for suppo
students with medical conditions, if they have agreed to undertake
responsibility.

1 Familiarising themselves with procedures detailing how to respond v
they become aware that a student with a medical condition needs help.

Students 9 Students who are competent will bencouraged to take responsibility fq
managing their own medicines and procedures.

1 Where possible, students will be allowed to carry their own medicines
devices. Where this is not possible, their medicines will be located ir
aSRAOIf 2StFIFINB hTFAOSNRA NR2Y

9 If students refuse to take medication or to carry out a necessary proce
parents may be informed so that alternative options can be explored.

1 Where appropriate, students will be encouraged to take their ¢

medicationunderthe supervisiorof ateacheror the MedicalWelfareOfficer
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ParentsandCarers | 1 Keepingthe Collegeinformed about any changesto their OK A f Rk O
health.

1 Completinga parental agreement form, for the collegeto administer
medicine.

1 Providing thecollege withthe medication theirchild requires and keeping i
up to date.

1 Collectinganyleftover medicineat the endof the courseor year.

1 Discussing medications with their child/children prior to requesting th
staff member administers the medication.

1 Where necessary, developing an Individual Healthcare Plan (IHCP) fo
childin collaborationwith the Medical Welfare Officenther staff members
and healthcare professionals.

TheLocalGoverning | § Ensuring a policy for medicalypported students is in place and reviewe

Body

regularly.Clearlystatingthe rolesandresponsibilitie®f thoseinvolvedin the
arrangementgo supportstudentswith medicalconditions.

Definitions

1 & a S RA Odafiheiasanyprescribedor overthe countermedicine.
f at NB a OmMSRAIGigdgkir@dasanydrugor deviceprescribedby a doctor.
1 Ad a inrS¥yo & dkkinedasanymemberof staff employedat KingEdwardVICollege.
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Tripsand Visits

9 FirstAidrequirementsfor trips andvisitsare that asaminimumonefirst aiderfrom the college
should attend on all trips.

Teachingof staff
1 Teachersaandsupportstaffwill receivetrainingon the SupportingStudentswith MedicalConditions

Policy as part aheir new starter induction.
1 Teacherandsupportstaffwho undertakeresponsibilitiesinderthis policycanreceivethe following

training;
o Asthma
o FirstAid
o Epipen

0 AEDrefreshersessions
1 Theclinical lead for this training is the Medical Welfare Officer. Staff undertaking Epipen or
emergency inhaler training must be signed off as competent.
1 No staff member may administer prescription medicines or undertake any healthcare procedures
without undergoing training specific to the responsibility.
1 TheMedical Welfare Officer will keep a record of training undertakenand a list of teachersand
Support Staff qualified to undertake responsibilities under this policy.

Individual HealthcarePlans(IHCPs)

1 Where necessary, an Individual Healthcare RIBRCP) will be developed in collaboration with the
student,parents/carersMedicalWelfareOfficer,SpeciaEducationaNeedsKeyWorkerandmedical
professionals.

IHCPsvill be easilyaccessiblavhilst preservingconfidentiality.

IHCPsvill be reviewedat leastannuallyor whena O K A rhefi€akircumstanceshange whichever

issooneror if there isanychangeto medicationdosage.

1 Where a student has an Education, Health and Care Plan or special needs statement, the IHCP will be
linked toit or become part of it.

1  Where a child is returning from a period of hospital education or alternative provision or home
tuition, we will work with the education provider to ensure that the IHCP identifies the support the
child needs to reintegrate.

= =

Medicines

1 Wherepossiblejt ispreferablefor medicineso be prescribedn frequencieghat allowthe students
to take them outside of college hours.

9 Ifthisisnot possible prior to staff membersadministeringanymedication the parents/carersof the
student must complete and sign a parental agreement form.

1 NoneprescriptionmedicationsuchasParacetamobr Ibuprofenwill not be givenfor morethanthree
consecutivet OK22f Rl &@a ¢gAGK2dzi | LINBE A ONAR LI AgidelinesNJ R2 O
students should be encouraged to purchase their own-pm@scription medication but, in some cases,
first aid staff may provide this if consentovidedby the student to contact parent or carer

f  Whereastudentis prescribedmedicationwithout their LI NB y (i &kRow@dg&dBaxE&fiort will
be made to encourage the student to involve their parents while respecting their right to
confidentiality.

1 Medicines MUST be in date, labelled without any alterations to label, and provided in the original
container(exceptin the caseof insulinwhichmaycomein a penor pump)with dosagenstructions.
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Medicines which do not meet these critemall not be administered.

Amaximumof four weekssupplyof the medicationmaybe providedto the collegeat onetime.
Controlleddrugsmayonlybe takenonto collegepremisesby the individualto whomthey havebeen
prescribed. Passing such drugsotbers is an offence which will be dealt with under our Drug and
Alcohol Policy in line with The Misuse of Drugs Regulations 2001

Medicationswill be storedappropriatelyin the MedicalWelfareh ¥ ¥ ArébBINI &

lyed YSRAOIFIGAZ2Yya tSTUG 20SNJ G GKS SyR 2F (GKS
parents. If Medication is not collected by the parents, medication will be safety disposed of in the
correct manner at the local pharmacy

Written recordswill be kept of anymedicationadministeredo students.

Studentswill neverbe preventedfrom accessingheir medication

King Edward VI College cannot be held responsible for side effects that occur when medication is
taken correctly

1 Controlleddrugsmustbe counted

= =4 = =4

= =4 =4

Emergencies

1 For allmedicalemergencies thatoncernstudents, staff owisitors,the Medical WelfareOfficer(via
their mobile or reception) should be contacted immediately.
Medicalemergenciesvill be dealtwith underthe O 2  f eé®n8r§e@cd§procedures.
WhereanIndividualHealthcarePlan(IHCP)sin place,it shoulddetail;

0 Whatconstitutesanemergency?

0o Whatto doinanemergency?
Studentswill beinformedin generaltermsof whatto do in anemergencysuchastellingateacher.
If a studentneeds to be taken to hospital, a member of staff will remain with the child if needed,
until their parents arrive.

=a =

=a =4

Avoidingunacceptablepractice

KingEdwardVI Collegeunderstandghat the followingbehaviouris unacceptable;

Assuminghat studentswith the sameconditionrequirethe sametreatment.

Ignoringthe viewsof the studentand/or their parents.

Ignoringmedicalevidenceor opinion.

Sendingstudentshomefrequentlyor preventingthem from takingpart in activitiesat the college.
Sendingstudentsto the treatment room aloneif they becomeill.

Penalising students with medical conditions for their attendance record where the absences relate
to their condition.

1 Making parents feel obliged or forcing parents to attend the college to administer medication or
provide medical support.

Creatingbarriersto studentsparticipatingin collegelife, includingcollegetrips.

Refusingo allow studentsto eat, drink or usethe toilet whenthey needto in orderto managetheir
condition.

=A =8 =4 =8 -8 -9

=a =4

Insurance

f Allstaffwho undertakeresponsibilitiesvithin this policyare coveredbythe O 2 f  iSsEr&heea
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Complaints

1 The college complaints procedure is available on the staff portal. All concerns shoajabbied
immediately to Assistant Principal (Safeguarding Lead).

Locationof the TreatmentRoom

1 Thetreatmentroomislocatedwithin the StudentSupportCentre.

Locationof FirstAid Kitsand Responsddags

TheFrankFoleyBuilding TheGeoffreyLycettBuilding
Reception GL1.03
FF1.04 GLO0.17
Kitchen

TheTrevorWhitehouseBuilding
StudentSupportCentre FinanceDepartment
Treatment Room & MWO Office Chambers

Staff

Kitchen
TheDaisyDrullerBuilding Executive Office

Ground Floor Entrance
15tFloor by DD1.04

SirMauriceWilkesBuilding
CoventryStreet Officeon 2" Floor
Estates office
Careers Hub

TheSharorPhillipsBuilding

HenryHickman SP1.04
Study spacedesk
Gym Office
HayleyHall
DrJohnsorhouse Corridorby Main Hall

Entrance foyer
Responsdagsin multiple rooms

New Library
1%t Floor within main library area

Locationof the Automated ExternalDefibrillatorsd ! 95 Qa 0

Outsideof the receptionbuildingon DukeStreet
Entranceof the TrevorWhitehouseBuilding
Greenfields

New Library

Maurice Wilkes building

Mobile unit in MWCQoffice

= =4 =4 4 -4 A
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Locationof EyeWashstations

Eyewashstationsincludex 2 eyewashbottles, x 4 eyewash podsx 4 eyepadsandx 2 pairsof gloves

The Geoffrey Lycett Building The Trevor White House Building
GLO0.02 - Eyewashstation TW1.07(Art print Rm) - EyewashStation
GLO0.03 - Eyewashbottle

GLO0.04 - Eyewashstation

GLO0.05 - Eyewashbottle TheSharorPhillipsBuilding

GL 0.08 - Eye wash station SP 1.02 (Textiles) -Eyewashstation
GLO0.11 - Eye wash bottle

GL0.12 - Tapsandeyewashbottle

GLO0.17 - Taps and eye wash bottle

GLO0.22 - Taps

GL1.01 - Eye wash station

GL 1.02 - Eye wash station

GL1.03 - Tapsandeyewashbottle

GL1.05 - Eyewashstation

GL1.07 - Eyewashstation

GL1.11 - Eyewashstation

Onssite FirstAiders

Thecollegehaveconducteda first aid needsriskassessmentp ascertairthe requiredamountof first aid
trained staff. We comfortably meet the required ratios outlined with The Health and SafetyAkdjst
Regulations 1981. We appreciate that the requirements under the regulations require us to meet the
correct ratios for employees, however we alsosrto and will ensure we have the correct levels of
provision for our students, visitors, contractors and others within our duty of care.

Alist of namedfist aidersand extension numbersf whichthey canbe calledupon canbe foundon the
staff portal.
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Managingmedications

9.1

9.2

9.3

9.4

9.5

9.6

9.7

9.8
9.9

9.10

9.11

9.12

9.13

9.14
9.15

It isimportantto implementandmaintainaneffectivemanagemensystemfor the administration
of medicines to alstudents in our care, and to ensure that King Edward VI provides suppc
individual students with medical needs. This policy has been written with guidance laid do
the Supporting Pupils at College with Medical Conditions guidaDeeember 2015.

Where possible,it is preferable for medicinesto be prescribedin frequenciesthat allow the
students to take them outside of college hours.

If this is not possible,prior to the Medical Welfare Officer administeringany medication,the
parents/carers of the student must agree to the IHCP.

Students aKing Edward/1Collegeare all 16 ¢ 19 year oldsandtherefore are entitled to consent
to their own treatment, and this can only be overruled in exceptional circumstances. Like a
young people (14.7year olds) are presumed to have sufficient capacity to decide on their
medical treatment, unless there is sufficient eviderio suggest otherwise.

None prescription medication such as Paracetamol or Ibuprofen will ngivesn for more than
three consecutivecollegedayswithout a prescriptior2 NJ R 2|&tér 2h Nid@\iith manufactures
guidelinesstudents should be encouraged to purchase their own-pagscription medication but,
in some cases, first aid staff may provide this if consgmbigidedby the student to contact parent
or carer

Where astudent is prescribed medicatioh A i K2 dzi G KSANJ LI NBy i aQk
will be made to encourage the student to involve their parents while respecting their rigl
confidentiality.

MedicinesMUSTbe in date, labelledwithout anyalterationsto label,and providedin the original
container (except in the case of insulin which may come in a pen or pump) with de
instructions. Medicinesvhich do not meet these criteria will not be administered.

A maximumof four weekssupplyof the medicationmaybe providedto the collegeat onetime.
Controlleddrugsmayonly betaken ontocollegepremisesby the individualto whom they have
been prescribed. Passing such drugs to others is an offence which will be dealt with undet
alcohol and substance misuse policies in line with The Misuse of Drugs Regulations 2001.

Government guidelines state th&tudents who are prescribed a controlled drug may lega
haveit in their possessioiif they are competentto do so,but passing it toanother student for
use is an offence

All medicines should be storezhfely. Students should know where their medicines are a
timesandbe ableto accesgshem immediately. Whererelevant,they shouldknowwho holdsthe
keyto the storage facilityMedicinesand devicesuch as asthma inhalenslood glucosetesting
metersandadrenalinepensshouldbe alwaysreadilyavailableto studentsandnot lockedaway.
This is particularly important to consider when outsideollege premises.g.on collegetrips.

Anymedicationdeft overat the end of the course/ term / yearwill be returnedto the student/
parent. If medicationis not collectedby the student/ parent, medicationwill be safetydisposed
of in the correct manner at the local pharmacy.

Written recordswill be kept of anymedicationadministeredo studentsandkeptin the Medical
Welfareh T F Acfi&NI &

Studentswill neverbe preventedfrom accessingheir medication.

KingEdwaradViCollegecannotbe heldresponsibldor sideeffectsthat occurwhenmedicationis
taken correctly.
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9.16

9.17

The College Medical Welfare Officer may administer a controlled drug to a studentAfor th
hasbeenprescribed Administeringmedicinesshouldbe donein accordancevith the LINS & ON
instructions.

Prescriptionsfrom overseasMUSTbe clearlylabelledwith & (i dzR 8ayné, @age of birth with
instructionsin EnglishliUKequivalentwill be soughtfrom the GPif not identifiable/notwritten in
English.

Asthma

10.1

10.2

10.3

10.4

Asthmaisthe mostcommonchroniccondition,affectingonein elevenchildren.Onaveragethere
are two children with asthma in every classroom in the UKere are over 25,000 emerger
hospital admissions for asthma amongst children a year in the UK.

Children should havéheir own reliever inhaler at college to treat symptoms and for use in
event of an asthma attack. If they are able to manage their asthma themselves they shou
their inhaler on them, and if not, it should be easily accessible to them. Howevastama Uk
survey found that 86% of children with asthma have at some time been without an inhe
college having forgotten, lost or broken it, or the inhaler having run out.

On the 1st October 2014 the Human Medicines (Amendment) (No. 2) Regulations 2014 .
collegedo obtain,without aprescription,salbutamoinhalers jf theywish,for usein emergencies
This will be for any student with asthma, or who has been prescribed an inhaler as r
YSRAOIFIGA2Yyd ¢KS AyKIfSNI Oy o©S dzaSR AT
example, because it is broken, or empty).

Studentswho canusean emergencysalbutamolinhaler

The emergency salbutamol inhaler will only be used by students who have been diagnos
Asthma, andprescribed a reliever inhaler OR who have been prescribed a reliever inhale
different respiratory condition. The emergency salbutamol inhaler will also be used for a
displaying asthmatic symptoms.

Arrangementsfor the supply,storage,careand disposalof emergencyinhalers

Salbutamol

Salbutamol is a relatively safe medicine, particularly if inhaled, but all medicines can hav
adverseeffects. Those of inhaledalbutamol are weknown,tend to be mild and temporary ani
arenot likelyto causeseriousharm. Thestudentmayfeel a bit shakyor maytremble, or they may
say that they feel their heart is beating faster.

Supply
Emergencysalbutamolnhalersand spacersre purchasedy the collegefrom:

EurekaDirect
Unit5
145SterteRoad
Poole
BH152AF
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10.5 Storageandcareof the inhaler

10.6

10.

Allemergencyinhalersandspacersare keptin the MedicalWelfareOfficerQ a@ifice.

TheO 2 t f BediGaWelfare Officeris responsiblefor the storageand careof all inhalersand
spacersOna halftermly basisthey must:

Checkthat the inhalersand spacersare presentand in working order, and the inhaler hasa
sufficient number of doses available

Make sure that replacement inhalers are obtained wiesmpiry dates approach
Makesurethat replacementinhalerhousingsandspacersare availablefollowinguse

Checkthat the plasticinhaler housing(which holdsthe canister)hasbeen cleaned,dried and
returned to storage following use, or thegplacements are available if necessary.

Disposal
Allspentandexpiredinhalerswill be disposedf vialocalpharmacies.

Theemergencyasthmainhaler kit

Theemergencyasthmainhalerkit includes:

A Salbutamometereddoseinhaler
Aplasticspacer

Instructionson usingthe inhalerand spacer
Instructionson howto cleanandstorethe inhaler
al y dzF I Onfodzid®rND &

Faceshield
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10.8

10.9

Respondindo asthmasymptomsand an asthmaattack

Salbutamol inhalers are intended for usere a student has asthma. The symptoms of ¢
serious conditions/ilinesses, including allergic reactions, hyperventilation and choking fi
inhaledforeignbody canbe mistakenfor those of asthma,andthe useof the emergencyinhalel
in suchcases could lead to a delay in the student getting the treatment they need.

For this reason, the emergency inhaler should only be used by students who have been die
with asthma, and prescribed a reliever inhaler, or who have been prescribed a reliever inhaler

Common¥ R to R | 8y@ptomsof asthmaare:

wCoughandwheeze(aW ¢ K A heardorfofeathingout) whenexercising
wShortnes®f breathwhenexercising
wlintermittent cough

These symptoms are usually responsive to use of their own inhalereshde.g. stopping exercise
They would not usually require the student to be sent home famtlege or toneed urgent medice
attention.

Thesignsof an asthmaattack are:
a) Persistentcough(whenat rest)
b) Awheezingsoundcomingfrom the chest(whenat rest)
c) Beingunusuallyquiet
d) Difficultybreathing(they couldbe breathingfastandwith effort, usingall accessory
muscles in the upper body)
e) Nasalfflaring
f) Unableto talkin completesentencesSomepeoplewill goveryquiet.
g) Maytry to tell youthat their chestW ¥ SIS\f3&K (i Q
h) Appearexhausted
i) Haveablue/white tinge aroundlips
i) Aregoingblue
k) Hascollapsed

A student may be prescribed an inhaler for their asthma which contains an alternative reli
medicationto salbutamol(suchasterbutaline). Thesalbutamolinhaler shouldstill be usedby these
childrenif their own inhaleris not accessible it will still helpto relievetheir asthmaand couldsave
their life

Respondingdo signsof an asthmaattack:

a) Keepcalmandreassurghem, callfor aMedicalWelfareOfficer/ first aider

b) Encouragehem to sit up andslightlyforward

c) Usetheir owninhalerg if not available usethe emergencyinhaler

d) Remairwith themwhile the inhalerandspacerare broughtto them

e) Immediatelyhelpthemto taketwo separatepuffsof salbutamoliathe spacer

f) If there is no immediate improvement, continue to give two puffs at a time, eve
two minutes, up to a maximum of 10 puffs

g) Staywith themuntil they feel better. Theycanreturnto collegeactivitieswhenthey
feel better

h) If they do not feelbetter or youareworried at ANYTIMBeforeyouhavereachedlO
puffs, CALL 999 FOR AN AMBULANCE

i) Ifanambulancedoesnot arrivein 10 minutesgiveanother10 puffsin the sameway
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111

Recordof administration of medication

Useof the emergencyinhalershouldbe recorded.Thisshouldincludewhere andwhenthe attack
took place(e.g.duringsports,classroornetc.),how muchmedicationwasgiven,andby whom. An
I OOARSY (U NBLERNI F2N¥ Ydzad oS O02YLX SGSR ¢
must be informed either via email or phone.

Supportandtraining for staff

121

12.2

All staffwill betrainedon howto alertthe MedicalWelfareOfficerand/ or the first aidteamwhen
a student has symptoms of Asthma.

The Medical Welfare Officer and the First Aid team will be trained to recognise the sympt:
anasthmaattack,andhowto distinguisnthem from other conditionswith similarsymptoms.They
will also be trained on the following;

a) Awarenes®fthe asthmapolicy

b) Howto checkif achildisonthe asthmaregister

¢) Howto accesshe emergencysalbutamolinhaler

d) Recognisinghe symptomsof an asthmaattack and distinguishingthem from other
conditions with similar symptoms

e) Recognisingghenemergencyactionisnecessary

f) Administeringsalbutamoinhalersthroughaspacer

g) Makingappropriaterecordsof asthmaattacks

h) Respondingppropriatelyto arequestfor helpfrom anothermemberof staff

Anaphylaxigpolicy

131

13.2

13.3

King Edward VI College recognitleat allergies are becoming an increasingly common cond
affecting young people. We aim to support our students in all aspects of college life and enc
them to achieve their full potential.

What is Anaphylaxis?

Anaphylaxis is an acute, severe allergic reaction requiring immediate medical attention. It
occurs within seconds or minutes of exposure to a certain food or substance, but on rare oc
mayhappenafter afew hours.Commortriggersincludepeanuts tree nuts,sesameeggsO 2 onfilki
fish, certainfruits suchaskiwifruit, andalsopenicillin,latexandthe venomof stinginginsectssuchas
bees, wasps or hornets.

Signsand Symptomsof Anaphylaxis

The most severe form of allergic reactionasaphylactic shock, when the blood pressure 1
dramaticallyandthe patientlosesconsciousness:ortunately this israre amongyoungpeople.More
commonly, there may be swelling in the throat, which can restrict the air supply, or severe ast

Any symptoms affecting the breathing are serious. Less severe symptoms may include tin
itching in the mouth, hives anywhere on the body, generalised flushing of the skin or abd
cramps nauseaandvomiting.In its most severeform the conditioncanbe life-threatening,but it can
be treated with medication. This may include antihistamine, salbutamolinhaler or adrenaline
injection,dependingon the severityof the reaction.
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13.4

13.5

13.6

14

IndividualHealthcarePlan(IHCP)

When astudent with an allergy applies to join King Edwards, or a current student is diagnose
the condition,they arerequiredto contactthe MedicalWelfareOfficerto establisthowthe & G dzR
allergy may affect their college life and completelBl€P. The IHCP will then be sent to all rele
staffandthe first aidteam. ThelHCRwill statewhatto doin anemergencyon collegetrips anddosage
of any medication that is needed.

AdrenalineAuto Injectors

Every student who is at risk afhaphylaxis should be prescribed two adrenaline aigectors.
Treatmentof anaphylaxisequiresintramusculamadrenalineg aninjectionof adrenalineinto the thigh
muscle which should rapidly reverse symptoms. The student will be prescribed two pepeiiE
Jext pen or Emerade) which is a {waded injection device containing one measured dosi
adrenaline. Emergency Auto Injectors are kept in the MedicaItWF  NB h FFA OS NI

Inhalers

Some studentsnayalsosuffer asthmaymptomssowill be prescribed aelieverinhaler. Thiswill be
on theirEmergencyActionPlan/careplanandwill be carriedwith their adrenalineauto injector pen.
The college also has emergency Salbutamol on site, see the Asthma policy for more info

PromotingEqualityand Diversity

1 Do not assume thatudentswith the sameconditionrequirethe sametreatment.

1 Do not ignorehe viewsof the studentand/or their parents.

1 Do not ignore medicavidenceor opinion.

1 Try not to sendstudents homdrequently or preventhem from taking part in activities
at the college.
Donot sendstudentsto the treatment room aloneif they becomeill.
Donot penalisestudentswith medicalconditionsfor their attendance recordwherethe
absences relate to their condition.
1 Do not make parents feel obliged or force parents to attend the college to adminis
medication or provide medical support.
Donot createbarriersto studentsparticipatingin collegelife, includingcollegetrips.
Always allow students teat, drink, take their medication or use the toilet when they
need to in order to manage their condition.

= =4

= =
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LegionellaPolicy

TheCollegehasa duty of careto controlthe riskof Legionellébacteriaproliferation and exposurein hot and
cold water systems under our control. This policy has been developed to control, monitor and reduce
identified risks.

We will ensurethat adequateproceduresare developedio managelegionellawithin our water systemsand
to ensure the College comply with general legal duties defined under the following:

1 Health& Safetyat Worketc. Act1974Section®,3,4& 6

1 Managemenbfthe Healthand Safetyat Work Regulationd. 999, particularlyRegulation®, 3,4 & 6

9 Controlof Substances Hazardots HealthRegulationf COSHH)002, particularly Regulations, 7,
8, 9 and 12, where the definition of hazardous substances includes harmfulonganisms
PublicHealth(InfectiousDiseasesiRegulationd 988
Approved Code of Practice (ACOP) L8 (Fourth Edition) Legionnaires js€hsecontrol of
LegionellaBacteria in Water Systems, and associated Guidance Documents HSG 274; Parts31, 2 and
1 RIDDORReportingof Injuries,DiseasesindDangerouccurrencefRegulations)

1
T

The College is fully committed to meeting these legal obligations to all employees and others (e.g. students
contractors, visitors, etc.) who may be affected by its undertaking by ensuring an ongoing strategy and
prioritised programme of controls for the amagement ofLegionellain hot and cold water systems is
established and implemented as follows;

Undertakinga suitableandsufficientriskassessment

Identifyingawritten schemefor the preventionandcontrol of identified risks

Appointingpersongo be responsibldor implementingandmanaginghe written scheme

Maintenanceof records checksmaintenanceandestablishedcontrol measures
Providingnecessaryrainingandrefreshertrainingwhererequired
Reviewingystemsproceduresandriskassessmentsn aregularbasis

= =4 =4 =4 -4 =9

ThePrincipahasoverallresponsibilityfor the managemenof riskwithin the college.

The EstateandHealthand safetyManager imominatedasthe Responsibl®ersornfor Legionellacontrol.
The Deputy Estates manager is nominated as the Deputy Responsible Perdaggdoellacontrol.

The ResponsiblePersonis accountablefor the day to day managementof Legionellaproliferation and
exposure in premises to which they assigned responsibility for, including:

1 Ensuring that a suitableegionellarisk assessment has been undertaken by a competent person,
which will include a schematic diagram of the water system(s) present in the premises where there
is a risk of Legionella proliferation and exposure. A competent person will be able to identify whi
systemgoseariskandhelpestablisithe scopeof worksfor the riskassessment(sp be undertaken.

i Taking action to eliminate or reduce the risks as identified by any risk assessment and/or any
remedial action plan or written monitoring scheme.

9 Carrying out regular documented checks, audits and reviews of the water systems, action plan,
monitoring scheme, risk assessment and records.

1 Ensuringhat employeeseceive adequatéenformation, instructionandtrainingappropriate forthe
tasks they undertake.

1 Ensuring that all appropriate monitoring and maintenance responsibilities are clearly assigned and
are undertaken for all water supply and storage systems.
Keepingmonitoringandmaintenancerecordsrelevantto the riskassessmerandwritten scheme.
Establishing suitable emergency procedures in the event of a system failure or identified risk, for
example a positiveegionellaesult.

Ensuringeffectivelinesof communicatiorfor all mattersrelatingto this policy.

=a =4
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LegionellaProcedure

Background

Eachyearwithin the UK ,approximately200to 300case®f Legionnaire'®iseasareidentifiedandreported
(source; Public Health Englgnd’he recognised mode of transmission, where infection with respect to
Legionelldbacteriahasbeenidentified,isbyinhalingof airbornewater dropletscontainingviableLegionellae
which have been small enough to pass deeply into the lunggd®ns).

Legionellosis is the collective name given to the pneumbkéailiness caused by legionella bacteria. This
AyOf dzZRSa (GKS Y2aid aSNR2dza fS3IA2yylFANBaQ RAaSHaS:s
feverandLochgoilheadever.[ S 3 A 2 ydjseakeNsFpdatedtially fatal form of pneumoniaandeveryoneis
susceptible to infection. Epidemiological studies have demonstrated that males are three times more likely
to contract Legionnaire's Disease than females and that other risk factdhs regard to individual
susceptibility include being above the age of 55 years, being a heavy smoker or drinker, having an existing
illness or being on immunosuppressant drug therapy.

Initial symptoms include high fever, chills, headache and muscle pain. A dry cough may develop and most
patients suffer difficulty with breathing. Diarrhoea, vomiting, confusion and delirium can also be symptomatic
2F [ SAA2YyYylIANBaQ RAaASI&asSo

The bacteriunLegionella pneumophiland related bacteria are common in natural water sources such as
rivers, lakes and reservoirs, but usually in low numbers. Since legionella bacteria are widespread in the
environment, they may also contaminate and grow in purpba#t water systems suchsacooling towers,
evaporative condensers, hot and cold water systems and whirlpool spas. The bacteria can survive at low
temperatures, thrive at temperatures between 20°C and 45°C and are killed at higher temperdtiates.
water temperature, stagnant water, sediment, and the presence of other mioganisms are important
FILOG2NAR Ay (K Rgidnelliaterin h Gdtdr systetng ¢ 2 F

There are many potentially hazardous water systems within the built environment that pose a risk in terms
of[ SAA2Y Yl AiNKdg: RA&SE aS
€) Hotwater andcoldwater services,

(b) Watersystemsncorporatingeither acoolingtower or an evaporativecondenser,

(c) Other water systemsthat contain water above 20° C and are liable to generate
aerosols during normal operation, maintenance procedures or breakdowns.

The guidanceutlined within this documents intended to ensur¢hat suitable precautionaryneasuresare
employed to minimise any such potential for proliferation and/or disseminatiobegfionellebacteria. The
objectivewill beto protectour staff, serviceusersconsultants/contractorsyisitors,andthe publicin general
FNRY [S3IA2YyYyIFANBAQ RA&ASIFAS 3a20AF0SR 6AGK 2dzNJ LIN

Wewillemployad N& & &proachto control Legionellebacteriain our water systemsy utilisingspecialist

risk assessor@xternalconsultants}o identify potential risksand necessarprecautionsto either eliminate
or reduce/control risk.
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RiskAssessment

In orderto complywith the requirementsoutlined within the L8 ApprovedCodeof Practice(4" Edition), The

College will undertake suitable risk assessments on all applicable premises under our control. The aim of
which, will be to identify alLegionellarisks and either recommend how to eliminate them where practical,

or reduce the risks through a series of precautionary measures to an acceptable level.

The College will ensure that anyone undertaking a risk assessment will be competent and demonstrate an
adequate degree of experience, qualifications and knowledge of different water systemiegiahella
management.

Whereriskshavebeenidentified, a suitablewritten schemewill be developeddetailingthe precautionsand
checks required to minimisine risk of Legionella proliferation and exposurenater systems. Precautions
may, where appropriate, include the following:

Controllingthe releaseof water sprayandaerosols;

Avoidanceof watertemperaturesandconditionsthat favourthe proliferationof Legionellaandother

micro-organisms;

1 Avoidance of water stagnation, e.g. cold water storage tanks connected such that that there is no
throughflow of water, adequateturnover,removingdeadlegs,regularflushingof little usedoutlets,
etc.;

1 Avoidance of the use of materials in our water systems that harbour bacteria and other- micro
organisms, or provide nutrients for microbial growth;

9 Ensure that hot and cold water storage vessels are cleaned/disinfected regularly by a competent

contractor;

Maintenanceof showerheador spraytaps(regulardescale/disinfection);

Actionto ensurethe correct,safeoperationandmaintenanceof the water system;

Consideration of water sampling for microbiological analysis by a UKAS approved laboratory,

especially if occupants within the premises are vulnerable.

T
T
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The risk assessment should be incorporated into our site log book and any recommendations or remedial
works required will be carried out and proof of their completion entered into the site log book.

Review
In order to ensure proactiveegionellamnanagement at our premises and continual improvement, we will
conduct a review of outegionellarisk assessments annually. A review may be undertaken at any time if

there:

1 aremajorrefurbishmentsor changesnadeto our watersystems
1 alossof control hasbeenidentifiedin the precautionarycheckgperformedon the systems;
9 if currentknowledgechangego suggesthat areassessmentf the risksisrequired.

Allrecordsin relationto Legionellananagementvill be availablefor inspectionfor aminimumperiodof five
years.
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Instructionand Training

Allemployeednvolvedin the managemenbfthec2 f f Svat& systemsandLegionellacontrolwill receive
appropriate training.

All staff who are involved in maintenance or have the responsibility for carrying out preventative
maintenance taskayater checks, andvater treatments forthe managemenbf Legionellawill also need to
be appropriately trained.

Thelevelandtype of trainingrequiredwill dependon their respectivedutiesandresponsibilitiesAppropriate
training/instruction is to be given to:

1 Responsibl®erson(and deputy)with the delegated-esponsibilityof managinghe watersystem(s)
on our premises;

Theperson(anddeputy)responsiblefor carryingout relevantcheckson our water systems;

The person/sresponsiblefor carrying outthe risk assessmenand identifying the programme of
preventative maintenance.

T
1

These key positions are fundamental in ensuring control measures are implemented and ensuring that the
collegefulfils its legal obligations in the control of Legionella.

RoutineMonitoring and BacteriaChecks

Asuitablewritten schemewill be detailedby the riskassessmenindicatingthe type of ongoingmaintenance
and monitoring necessary to control the risk lafgionellabacteria proliferation and exposure in water
systems present in the premises to which this policy refers to.

As best practice and in accordance with Technical Guidance HSG 274 Pafolyhieg checks should be
conducted and recorded:

Service Actionto Take Frequency

Inspectcalorifierinternallyby removingthe inspectionhatchor using

a borescope and clean by draining the vessel.
P y ¢ Annually, or as indicated by

Thefrequency of inspectiorand cleaning should be subject to the the rate of fouling.

findings and increased or decreased based on conditions record
Where there is no inspection hatch, purge any debris in the base|
the calorifier to a suitable drain.

Annually, but may be
increasedasindicatedbythe

risk assessment or result

inspection findings.

Calorifiers
Collect thenitial flushfrom the baseof hot water heaters tdnspect
clarity, quantity ofdebris, and temperature.

Checkcalorifier flow temperatures (thermostat settings should
modulate as close to 60°C as practicable without going bélfZ).

Monthly
Check calorifier return temperatures (not below 50°C, in healthca
premises not below 55°C).
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Service

HotWater
Services

Actionto Take

For noncirculating systems: take temperatures séntinel points
(nearest outlet, furthest outlet and long branches to outlets)
confirmthey are at a minimum of 50°Cwithin one minute (55°Cin

healthcarepremises).

Frequency

Monthly

Forcirculatingsystemstaketemperatures atreturn legsof principal
loops(sentinelpoints)to confirmtheyareataminimumof 50°Q(55°C
in healthcare premises).

Temperaturemeasurementsnay be takenon the surfaceof metallic
pipework.

Monthly

All HWS systems: take temperatures atpresentative selection o
other points (intermediateoutlets of singlepipe systemsandtertiary

loopsin circulatingsystems}o confirmtheyareataminimumof 50°C
(55°C in healthcare premises) to create a temperature profile of
whole system over a defined time period.

Representative selection ¢
other  sentinel outlets
considered on a rotationg
basis to ensure the whol
system is reachin
satisfactory temperatures
for legionellacontrol.

For circulating systems: take temperatures egturn legs of
subordinate loops, temperature measurements can be taken on
surfaceof pipes,but wherethisisnot practicable the temperatureof
water from the last outlet on each loop may be measured and
should be greater than 50°C withome minute of running (55°C i
healthcare premises).

If the temperatureriseis slow, it shouldbe confirmedthat the outlet
isonalonglegandnot that the flow andreturn hasfailedin that local
area.

Quarterly(ideallyonarolling
monthly rota).

POU water
heaters (no
greaterthan 15
litres)

Checlkwatertemperaturesto confirmthe heateroperatesat 50¢60°C
(55°C in healthcare premises) or check the installation has a
turnover.

POU water heaters in excess of 15 litres should be inspecte
temperature on a monthly schedule to ensure the output
temperatureisxx c nc / @

Monthly¢six monthly, or ag
indicated by the risk
assessment.

Combination
water heaters

Inspectthe integralcold water headertanksaspart of the cold water
storage tank inspection regime, clean and disinfect as necessg
evidence shows that the unit regularly overflows hot water into {
integral cold water header tank, instigate a temperature monitor
regimeto determinethe frequencyandtake precautionarymeasures
as determined by the findings of this monitoring regime.

Annually

Checkwater temperatures at an outlet to confirm the heater
operatesat 50¢60°C.

Monthly

Cold water
storagetanks

Inspect cold water storagnks and carrput remedial work where
necessary.

Annually

Checkhe tankwatertemperatureremote from the ballvalveandthe
incomingmainstemperature.Recordthe maximumtemperaturesof
the stored and supply water recorded by fixed maximum/minim
thermometers where fitted.

The temperature should be below 20°C; if above this theoessary
actions should be untaken i.e. improving insulation, ensu
adequateturnover within a 24 hour period (12 hour in healthcare

properties).

Annually(Summer)pr as
indicated by the
temperature profiling
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Service

ColdWater
Services

Actionto Take

Check temperatures at sentinel taps (typically those nearestna
furthest from the cold tank, but may alsancludeother keylocations
on long branches to zones or floor levels). These outlets shoul
below 20 °C within two minutes of running the cold tap. To iden
any local heat gain, which might not be apparentafter one minute,
observethe thermometerreadingduringflushing.

Frequency

Monthly

Take temperatures at a representative selection of other pointg
confirm they are below 20°C to create a temperature profile of
whole system over a defined tinpgeriod. Peak temperatures or ar
temperaturesthat areslowto fall shouldbe anindicatorof alocalised
problem.

Representative selection ¢
other outlets considered or,
a rotational basis to ensur
the whole systemisreaching
satisfactory temperatures
for legionellacontrol.

Check thermal insulation to ensure it is intact and consi
weatherproofing where components are exposed to the outdq
environment.

Annually

Showers and

spray taps

Dismantle,clean and descaleremovable parts, heads,inserts and
hoses where fitted.

Quarterly or as indicated b
the rate of fouling or other
risk factors, e.g. areaswith
highrisk patients.

Point of Use

Filters

Record the service start date and lifespan or end date and ref
filters asrecommendedy the manufacturen0.2> YmembranePOU
filters shouldbe usedprimarily asatemporarycontrol measurewhile
a permanentsafeengineeringsolutionis developed althoughlong
term useof suchfilters maybe neededin somehealthcaresituations).

Accordingo Y I y dzF | O
guidelines.

Base exchange

Visuallycheckthe saltlevelsandtop up salt, if required.Undertakea
hardness check to confirm operation of the softener.

Weekly, but depends on th
size ofthe vessel and thg
rate of salt consumption

softeners Annually, or according to

Serviceanddisinfect. Yy dzF b Cyiiathi@s N
l\/!ultlple Use Backwaslandregenerateasspecifiedby the manufacturer. Ac_cort_jmg Wyl ydzF I O
Filters guidelines

Risk assess whether the TMV fitting is required, and if not, remo A I ;

Where needed, inspect, clean, descale and disinfect any straine dnfr_mady OL on ahreque_ni
Thermostatic filters associated with TMVs. efine y the s

Mixing Valves

To maintain protection againstscald risk, TMVsrequire regular

assessment, taking accou

routine maintenancecarriedout by competentpersonsn accordance 2% b Y.e Yy
withthe Y' |y dzF I OristdzM@is.D & recommendations
) Wherepractical flushthroughandpurgeto drain.Bladdersshouldbe | Monthlycsix monthly, as
Expansion OKIy3aSR I O0O2NRAy3 (2 GKS YI yindicated by the risk
Vessels by the risk assessment. assessment
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Service

Infrequently
UsedOutlets

Actionto Take

Consideration should be given to removing infrequently u
showers, taps and any associated equipment that uses watg
removed, any redundant supply pipework should be cut back a
aspossibleto acommonsupply(e.g.to the recirculatingpipeworkor
the pipeworksupplyinga more frequently usedupstreamfitting) but
LINEFSNI ofe& o6& NBY2@Ay3a GKS F§

Infrequentlyusedequipmentwithin a water system(i.e. not usedfor
a period equal to or greater than seven days) should be include
the flushing regime.

Flush the outlets until the temperature at the outlet stabilises an(
comparable to supply water and purge to drain.

Regularly us¢he outlets to minimise theisk from microbial growth
in the peripheral parts of the water system, sustain and log
procedure once started.

For high risk populations, e.g. healthcare and care homes, 1
frequent flushing may be required as indicated by the assessment

Frequency

Weekly, or as indicated by
the risk assessment
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LoneWorking Policy

Lone working is defined asorking with no other person within visual or normal audible range. The
availability within range need not be on a continuous basis, but the adequacy afamimuous coverage
must be assessed in relation to the hazards of the work concerned, in detagminthe work will be
O2yaARSNBRNJ &AyIODYS

Whilstemployeeshaveresponsibilitiego take reasonablecareof themselvesit isthe duty of the Collegeto
organise and control working patternsSafe systems of work will be instigated after tkdentification of
hazards and the assessment of risk.

SafeSystemsf Work

1  When theworkto be undertakenconsists solely afiork such affice administrationno speciahction
is required, but if outside normal working hours thetifications relating to such work must be given.

1 Arrisk assessment will be made of the work environment and task to be complehésimay conclude
that one person cannot control the risks involved, e.g. employees working in a laboratory or workshop
or in remote buildings, etc.

1 When the work is to be done during normal working hours, the approval must be given to named
individuals for specific tasks (taking into account any known health problems of the individual). If the
three conditions given below can be assured, these spekcitisks could be allowed for unspecified
occasions.However whenthe work isto be doneoutsidenormalhours,approvalmaybe givenonly for
specific occasions.

In givingapprovalfor loneworking,managerwill identify anyhazardsy completinga suitableandsufficient
risk assessment and ensure that:

1 all equipment (whether this be laboratory apparatus, machinery, hand tools or even a pair of steps) to
be used is in safe working order;

1 safeworkingproceduresareavailableandareknownto the employeesoncernedthey havethe training
and competence to use the equipment and to follow the procedures, and will not improvise or take
potentially dangerous shoituts;

1 theareainwhichtheworkisto be carriedout isin aconditionto permitthe workto be carriedout safely,
e.g.it hasadequatespacejstidy andhassafemeansof access.

1 In addition, when the work is to be undertaken outside or during normal working hours, the Manager
will ensurethat arrangementdiavebeenmadefor checkingat agreedintervalsappropriateto the nature
of the hazards.

1 When the work involves the use of equipment for which the hazard is significant, even though the

workingproceduresensurethat the riskis smalleither thework will not be undertakeroutside normal
working hours or arrangements must be made for another employee to be present.
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LoneWorking Procedure

Allout-of-hoursandloneworkingmustbe formally notified to andauthorisedby your line manager.

Reception/Estatemustbe notified of yourwhereaboutsin order that they cancheckon your safetyand
contact you in an emergency.

Allemployeeswill makeuseof controlmeasuresindequipmentprovidedto minimiseanyrisksincluding
the use of a man down system which can send out a signal in an emergency

Allemployeeswill complywith anysafesystemsf work andstandardoperatingprocedures.
Workingat heightmustnot be undertakenby lone workers.

Workingwith powertoolsis prohibited by loneworkers

Whenleavingthe premisesemployeeanustnotify Reception/Estates/Security

All employees must take special care when leaving offices or attending appointments after dark and
remainon guard when travelling on public transport late at night or in remote places.
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LoneWorking RiskAssessment

Typeof Activity:
Location(spf Work:
BriefDescriptionof Work

Howlongshouldthe work take:

Equipmento be used:

Hazardousnaterialsused:

Hazard ldentification: Identify all of the hazards specific to the lone working activity; evaluate ribkes (low/
medium/high); describe all existing control measures and identify any further measures required.

Specifihazardshouldbe assessedn aseparateriskassessmenfiorm and crossreferencedwith this document. Specific
assessments aravailable for hazardous substances, biological agents, display screen equipment, manual handling
operations and fieldwork.

Risk ControlMeasures(i.e. alternativework methods,training,

Hazard(s) L/M/H supervision protective equipment.)

Slipstrips andfalls
Fireor other emergency
Electricashock/burn
Equipment/machinery
Manualhandlingof loads
Intruders/violence

Fire

Accident

. Hazardousnaterials/substances
10.Fallfrom height
11.Fallof objects/materials
12.Compresseair
13.Explosion
OtherHazards:

O|xN|o(g W N

| Yes | No | N/A

Emergencies:
14.Arethere adequateemergencyarrangementsn placeto dealwith:
a) Intruders
b) Fire
c)Accidents
Conditionof the workplace:
15.Thereis a safemeansof entry andexit to the workplace
16.Thereisadequateheatingfor the job to be carriedout
17.Thereisadequateilluminationfor the job to be carriedout
18.Thebuildingis suitablymaintainedandfree from hazards
19.Thereisadequateventilationfor the job to be carriedout
20.Allequipment,especiallypoweredtoolsandacces&quipmentsuchasladders,canbe
usedsafely
21.Liftingoperationscanbe performedsafelyby one person
22.Fireprecautionsare sufficientfor the job
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23.Isthere accesdo adequaterest, refreshment,andwelfarefacilities
24 .Isthere accesso adequatesanitaryconveniences

25.Isthere accesgo adequatefirst aid facilities

26. HasnecessaryPPEeenprovided

Yes | No N/A

Medicalsuitability:

27.Doesthe job imposeanyextrademandson the loneworker'sphysicabr mentalstamina?
28.Doesthe loneworker sufferfrom anyillnessthat mightincreasehe risksof the job?
29.Whatmedical/physicatonditionswouldrestrict suitability

30.Personsat Risk Identify allthosewho maybe at risk.

Training:ldentify the leveland extent of information, instructionandtrainingrequired. Consideexperienceof
workers.
31. Whattrainingisrequiredto ensurecompetency?

32. Hasnecessarynformation/ trainingbeengiven?

33. Wherehazardousnaterialsareto be usedisthe persontrained and competentto use
them?

34. Whereequipment/machineryisto be usedis thepersontrained andcompetentto use
them?

Supervisionidentifythe levelof supervisiorrequired.

35. Issuitablesupervisiorin place

36. Periodictelephonecontactwith loneworkersnecessary

37. Periodicsite visitsto loneworkers

38. Regularcontact(telephone radio, etc)

39. Automaticwarningdevicesg.g.,motion sensorsetc

40. Manualwarningdevicesg.g.,panicalarms etc

41. Endof task/ shift contact

42. Howwill the personbe supervised?

43. Identifyall necessargupervisoryneasures.

Additional Information: Identify any additional information relevant to the lone working activitiluding emergency
procedures, first aid provision, etc.

Assessmentarriedout by:

Name: Date:

Signature: ReviewDate:
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Manual HandlingPolicy

The collegewill ensure,so far asis reasonablypracticable,that all hazardsarisingfrom manualhandling
activities are eliminated where possible and where it is not the risk will be reduced to a minimum.

RiskAssessments

Manual handlingoperationswill be identified and assessmentsonductedwhere necessarywith results
recorded.

Theassessmenis carriedout underfour mainheadingsioad,task,individualandenvironment.

Employeesrerequiredto report anyhealth problemswhichmayaffecttheir ability to lift safely,andalsoto
co-operate with theCollege.

Following the risk assessment, sufficient training, information, instruction and advice will be provided to
ensure that employees can carry out their duties safely.

If youhavenot receivedmanualhandlingtrainingthen you shouldrefrainfrom lifting heavyobjectsthat are
beyond your physicality and contact a member of the estates team
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Manual HandlingProcedure

Allmanualhandlingactivitieswill be identified.
Manual HandlingAssessments

The College witkain manual handling assessdrsidentify thosetaskswhichinclude anelementof manual
handling. Uponidentification, they will alsocompletemanualhandlingassessmentfor eachof thesetasks.
These will be reviewed annually or when any of the téd&stified change significantly.

Duringthe assessmenthe followingwill be considered:

1 providingmechanicalifting aidsof somekind?

1 changinghe layoutof the workingareasoasto allow peopleto workin a better way?
1 redesigninghe load soasto makeit easierto handle?

1 allocatingmore peopleto the job soasto reducethe overallburdenon eachperson?
1 trainingthe workforcein saferworkingpractices?

Alternatively, can the working systembe redesignedso as to eliminate the need handlingthe load
altogether?

Training

All relevant personnel will receive manual handling training which will be reviewed on a regular basis.
Information on any specific manual handling techniques appropriate to the tasks completed will also be
provided.

Information on SafeLifting

W{ If & §F hagicdlzh@ansusingcommonsenselt isnot aquestionof strength,A a@odnmitmentto lifting
correctlyeachtime anobjectislifted or moved.Listedbeloware basicsafetytips which,whenfollowed, will
prevent accidents or injury to employees.

Basicsafetytips whenmovingobjects:
1.Gethelp¢ if there is anydoubt aboutyour ability to movethe objectby yourself.
2.Getagoodgrip¢ to makecarryingeasierandto protectyourfingersandtoes. Useyourpalmsandwhole
of fingers.
3.Weargloves- to protect againstsliverscuts,scratchesandburns.
4 Liftwith yourlegsc R 2 yfe@lly put your backinto it.
5.Feetshouldbe hip width apart,leadingfoot in directionof travel.
6.Keepyourarmscloseto your bodywith elbowstuckedin.
7.Yourheadshouldbe facingin the directionof travelwith chintuckedin.
8.Keephandsin the clearc fingerscanbe crushedwhenloadis put down carelessly.

Whenlifting or loweringfrom a highplacetheseguidelinesmustbe followed:
9 Standon a sturdyladderor platform, neveron the top rung.
1 Lift the loadin smallerpiecesif possible.
9 Pushup the loadto seehow heavyandstableit is.
1 If necessary make it a two person jfihis isoften best when lifting or lowerinffom high places as the
exercise is done with weaker arm muscles at that height).
1 Slidethe loadascloseto yourselfaspossiblebeforelifting.
9 Gripfirmly andslideit down, if lowering.
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Manual HandlingAssessmenChecklist

1 Considethe riskof injury from manualhandlingoperations

1 identify stepsthat canremoveor reducethe risk
9 decideyour prioritiesfor action

Summaryof Assessment

Overallpriority for remedialaction:nil/low/med/high

Operationscoveredby this assessment

Remediahctionto betaken:

Locations:

Dateby whichactionto betaken:

Personnelnvolved:

Datefor reassessment:

Dateof assessment: I &4aS ananeND &
Signature:
Dateof acceptance: al y I In&meD a

Signature:

SectionA: Preliminary

1. Dothe operationsinvolvea significantrisk of injury?
IfYe §atoM?2. If ¥y tAetassessmenheedgono further
Ifin doubtanswer? & S & Q ®

2. Canthe operationshe avoided/mechanised/automatedt

reasonable cost?

If Wy @finuewith the assessmentlf ¥ & Svdi@dmechaniseor
automatethen checkthat the resultis satisfactory

SectionB: Seeoverleaf

SectionC:Overallassessmenof risk

1.

Whatis youroverallassessmenof the riskof injury?

IfnotWA y & A dgbth FektiorDyIf#A y & A JtyeA FA OF y (i
assessmemeedgono further

SectionD: RemedialAction

1. Whatremedialstepsshouldbe taken,in order of priority?
I Completethe summaryabove

 Comparet with yourother manualhandlingassessments
9 Decideyour prioritiesfor action

I Takeactionandcheckthat it hasthe desiredeffect.
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