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HEALTH AND S AFETY AT W O R K

1. S C OPE

T his p o licy a p p lies to a ll m em bers o f sta ff o f T HE OR GANIS AT ION, ca su a l sta ff, tem p o ra ry w o rk ers, v o lu n teers,
freela n cers a n d to tho se co n tra cto rs w ho w o rk o n site a t T HE LOCAT ION o r tho se w ho u se co m p u ter eq u ip m en t.

2 . C ONTEXT
It is a lega l req u irem en t fo r a ll o rga n isa tio n s to ha v e a w ritten Hea lth a n d S a fety  p o licy a n d to tra in a ll s ta ff in
m a tters rela tin g to Hea lth a n d S a fety .

3. PU R POS E
T o p ro v ide in fo rm a tio n o n Hea lth a n d S a fety legis la tio n a s it rela ted to T HE OR GANIS AT ION a n d to en su re tha t
a ll n ecessa ry lega l req u irem en ts a re m et.

4. D EFINITIONS

4.1 Th e He alth an d S afe ty at W o rk Ac t.
T he Hea lth a n d S a fety a t W o rk Act a n d EC M in im u m W o rk p la ce  sta n da rds D irectiv e a p p lies to a ll
wo rk situ a tio n s. It co v ers ev ery o n e a t w o rk , w hether they a re em p lo y ed o r self em p lo y ed, a n d a ls o p ro tects
m em bers o f the p u blic w ho se hea lth a n d sa fety m a y be a ffected by w o rk  a ctiv ities. T he Act reco gn ises
tha t em p lo y ees, a s w ell a s em p lo y ers, ha v e du ties to w a rds en su rin g high sta n da rds o f hea lth a n d

        sa fety a t w o rk . Fo r the p u rp o ses o f this Po licy D o cu m en t, the Cellar,1 st, 2 n d a n d Mezzanine flo o rs, a n d sta irs
a re in co rp o ra ted in to the p rem ises k n o w n a s T HE LOCAT ION.

4.2 Th e Le g al Po s itio n

U n der the Hea lth & S a fety a t W o rk Act, 1974, a n d the Ap p ro v ed C o des o f  Pra ctice (ACOPs), ev ery
em p lo y er o f fiv e o r m o re em p lo y ees ha s three  clea r du ties:-

4.2 .1 the p rep a ra tio n a n d rev isio n o f a w ritten sta tem en t o f gen era l p o licy rela tin g to the em p lo y ees'
  hea lth a n d sa fety a t w o rk ;

4.2 .2 the p rep a ra tio n a n d rev isio n o f a w ritten sta tem en t deta ilin g the a rra n gem en ts fo r
im p lem en tin g the p o licy ; a n d,

4.2 .3 the co m m u n ica tio n o f the sta tem en t a n d a ll rev isio n s o f it to the n o tice o f em p lo y ees.

T here is a lega l req u irem en t tha t em p lo y ers sho u ld p ro du ce, p u blicise a n d im p lem en t a HEALTH AND S AFETY POLIC Y #
S TATEM ENT w hich sets o u t clea rly the a im s, the resp o n sibilities - bo th the em p lo y er's a n d the em p lo y ee's, a n d the
m ea n s o f a chiev in g these. T his do cu m en t discha rges tha t du ty , a n d it is bein g issu ed to a ll ex ist in g sta ff a t Hope Ho u se
a n d to n ew co m ers a s they a rriv e.

It is in cu m ben t u p o n ev ery o n e w o rk in g a t T HE LOCAT ION to stu dy this do cu m en t, to beco m e tho ro u ghly
fa m ilia r w ith it, a n d to m a k e su re ev ery  deta il is u n dersto o d. On ly then w ill sa fe w o rds beco m e sa fe a ctio n s!

BARNSLEY CHRISTIAN SCHOOL

HEALTH AND SAFETY AT WORK POLICY
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5 . HEALTH AND S AFETY POLIC Y
T he p ro m o tio n o f Hea lth a n d S a fety is a m u tu a l o bjectiv e fo r ev ery o n e  co n n ected w ith T HE LOCAT ION.
T herefo re;

5 .1 T HE OR GANIS AT ION w ill, so fa r a s is rea so n a bly p ra ctica ble, sa fegu a rd the w ell-bein g o f a ll w ho w o rk in a n d
  v is it T  HE LOCAT ION. T his w ill en ta il:

5 .1.1 T he co m p lia n ce w ith a ll Hea lth & S a fety legis la tio n .

5 .1.2 T he p ro v isio n a n d m a in ten a n ce o f a hea lthy a n d sa fe w o rk in g en v iro n m en t.

5 .1.3 T he p ro v is io n o f a p p ro p ria te in fo rm a tio n , in stru ctio n , tra in in g a n d su p erv isio n in sa fe w o rk in g
 m etho ds a n d p ro cedu res.

5 .1.4 T he p ro v isio n o f first a id a n d m edica l fa cilities.

     5.1.5     The provision o f fire prevention and precaution arrangements as approved by South Yorkshire
                      Fire & Rescue (SYFR)

5 .1.6 T he p ro v isio n o f a p p ro p ria te secu rity a rra n gem en ts.

5 .1.7 T he p ro v isio n o f hea lth a n d sa fety a rra n gem en ts a p p ro p ria te to  a ll co m m u n a l a rea s o f
             T HE LOCAT ION.

5 .1.8 T he a p p o in tm en t o f a Hea lth a n d S a fety Officer a n d o f S a fety  R ep resen ta tiv es to a ssis t in the
 im p lem en ta tio n , m o n ito rin g a n d rev iew in g o f Hea lth a n d S a fety p o licy .

5 .1.9 T he a tten tio n to Hea lth a n d S a fety m a tters by the D IR EC T OR AT E.     T he Hea lth a n d S a fety Officer w ill
 rep o rt to the D IR EC T OR AT E. T  he HSO  w ill ca ll m eetin gs o f the S a fety R ep resen ta tiv es w hen ev er

a p p ro p ria te, u su a lly o n a six  monthly ba sis.

      5 .1.10    T he p erio dic rev iew o f this Po licy S ta tem en t w ith the a p p ro p ria te issu e o f a m en dm en ts.

5 .2 T HE OR GANIS AT ION ex p ects tha t a ll sta ff w ill resp o n d by ;

5 .2 .1 C o -o p era tin g in a ll m ea su res a n d o bserv in g a ll ru les design ed to  p ro m o te hea lth a n d sa fety a t w o rk .

5 .2 .2 T a k in g rea so n a ble ca re fo r the hea lth a n d sa fety o f them selv es, co llea gu es, v isito rs a n d o thers.

 6. R ES PONS IB ILITY

6.1 T HE OR GANIS AT ION ha s a resp o n sibility fo r en su rin g tha t the p o licy set o u t in sectio n 5 a bo v e is
 im p lem en ted, a n d fo r m a k in g the p ro v isio n s deta iled in sectio n  5 .1 a bo v e.

6.2 T he D irecto rate is resp o n sible fo r:

6.2 .1 en su rin g tha t a ll req u irem en ts o f Hea lth & S a fety legis la tio n a re co m p lied w ith.

6.2 .2 en su rin g tha t ru les a n d p ro cedu res fo r the hea lthy a n d sa fe ex ecu tio n o f w o rk a ctiv ities
 a p p ro p ria te to his/her sta ff a re fo rm u la ted in this Po licy S ta tem en t.

6.2 .3 tha t bo th Pa rts 1 a n d 2 o f the Po licy S ta tem en t a re issu ed to a ll sta ff.

6.2 .4 en su rin g tha t the req u irem en ts a n d p ro v isio n s o f a ll p a rts o f the
Po licy S ta tem en t a re a dhered to a n d m o n ito red.
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6.2 .5 a p p o in tin g a m em ber o f sta ff to a ct a s su ita bly q u a lified First Aider, a n d to p ro v ide a deq u a te a n d
o n go in g tra in in g fo r the First Aider a s a n d w hen req u ired.

6.2 .6 a p p o in tin g a resp o n sible m em ber o f sta ff to a ct a s the T HE OR GANIS AT ION's Hea lth & S a fety
       Officer (HS O) a n d S a fety R ep resen ta tiv es fo r ea ch o rganisation in THE LOCAT ION. T hese in div idu a ls,
        w ill fo rm the ba sis o f the Hea lth & S a fety Gro u p (H&S Gro u p )

6.3 T he HS O is resp o n sible fo r co -o rdin a tin g a ll Hea lth & S a fety m a tters, a n d in p a rticu la r fo r en su rin g tha t
 the p ro v isio n s o f sectio n 7 belo w a re im p lem en ted in resp ect o f tho se a rea s a n d fa cilities p ro v ided
 by T HE OR GANIS AT ION fo r co m m u n a l ben efit.

6.4 T he HS O w ill, in co -o p era tio n w ith the D irecto rate, be resp o n sible fo r m a k in g a ll rea so n a ble p ra ctica l
 arra n gem en ts in resp ect o f hea lth a n d sa fety m a tters fo r;

6.4.1 the in stru ctio n , tra in in g a n d su p erv isio n o f a ll, a n d esp ecia lly  n ew , sta ff.

6.4.2 co n su lta tio n w ith a n d p a rticip a tio n by a ll the sta ff.

6.4.3 the distribu tio n o f a ll relev a n t Hea lth & S a fety in fo rm a tio n .

6.5 M a tters o f Hea lth & S a fety sha ll be dea lt w ith, a t lea st q u a rterly , by H&S Gro u p . T he H&S Gro u p w ill req u est
    regu la r feedba ck fro m    D  IR EC T OR AT E. T he HS O w ill en su re tha t this gro u p m o n ito rs the im p lem en ta tio n o f the
    Po licy S ta tem en t, o bta in D IR EC T OR AT E a p p ro v a l fo r a n y n ecessa ry p o licy cha n ges, a n d ta k e n ecessa ry a ctio n to
    a chiev e a hea lthy a n d sa fe w o rk in g en v iro n m en t.

 6.6 All sta ff ha v e a du ty to ta k e rea so n a ble ca re fo r them selv es a n d o thers a n d to  co -o p era te w ith
 m a n a gem en t to en a ble the ORGANISATION to co m p ly w ith its Hea lth & S a fety resp o n sibilities.

7. AR R ANG EM ENTS FOR C OM M U NAL M ATTER S

7.1 C o m m u n al Are as

7.1.1 S m o k in g  - S m o k in g is p ro hibited in ev ery p a rt o f T HE LOCAT IONbut allowed on the Driveway.

7.1.2 Driveway- Pa rk in g sp a ce is p ro v ided fo r serv ice o r disa bled v isito rs v ehicles o n ly .
 T he u sers o f w hich m u st p a rk tidily a n d lea v e deta ils w ith R ecep tio n .

 T HE OR GANIS AT ION ta k es n o resp o n sibility fo r theft o r da m a ge ca u sed to a n y v ehicles,motor bikes
 o r bicy cles left o n T HE LOCAT ION’S driveway.

7.1.3 Office  & R e c e p tio n - T he office w ill be a tten ded du rin g n o rm a l w o rk in g  ho u rs ev ery w eek da y by the
office sta ff.  All v isito rs sho u ld be in stru cted to rep o rt to R ecep tio n , a n d fo llo w the p ro cedu re
fo r sign in g the v isito rs bo o k a n d receiv in g a tem p o ra ry V isito rs B a dge to be w o rn a t a ll tim es w hilst they
a re in the bu ildin g.  V isito rs sho u ld n o t m o v e o n in to the bu ildin g fro m R ecep tio n w itho u t p erm issio n .
Go o ds deliv ered o r a w a itin g co llectio n m u st n o t be left o r s ta ck ed in a p o sitio n o r m a n n er tha t is ha z a rdo u s,
u n tidy o r tha t w o u ld p rev en t sa fe a ccess. T he v isito rs’ sea tin g a rea s bein g k ep t clea n ,
w ith cro ck ery , cu tlery etc bein g clea red a w a y w hen fin ished w ith. T elev isio n a n d V ideo
eq u ip m en t sho u ld be disp la y ed in a sa fe a n d secu re m a n n er du rin g w o rk in g ho u rs.

    7.1.4 Kitc h e n s - All p erso n s u sin g k itchen eq u ip m en t su ch a s refrigera to rs, co o k ers, m icro w a v e o v en s,
         sin k s, w o rk to p s, cu tlery ,  u ten sils a n d a n y o ther item s in co m m o n o w n ership m u st en su re

         they a re left clea n a n d tidy . S p illa ges, esp ecia lly o n the flo o r,   m u st be w ip ed u p p ro m p tly . R efrigera to rs
                 a n d cu p bo a rds m u st be k ep t clea n a n d free fro m ba d fo o d, a n d the k itchen clea n a n d tidy a t the en d o f
                the w o rk in g da y . B efo re ha n dlin g fo o d o f a n y  k in d, ha n ds sho u ld be tho ro u ghly w a shed.

             7.1.5      Lav ato rie s & W as h ro o m s - La v a to ry bo w ls a n d ha n d ba sin s m u st be left clea n , a n d flo o r sp illa ges
           m u st be w ip ed u p . S a n ita ry  dressin gs m u st be p la ced in the hy gien ic bin s. Ha n d ba sin s m u st  n o t be u sed fo r
           w a shin g cro ck ery , u ten sils etc. All p erso n s sho u ld en su re tha t these a rea s a re left in the clea n co n ditio n
       they w o u ld  ex p ect to fin d them a n d tha t ha n ds a re w a shed regu la rly a fter a n y la v a to ry u se.
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 7.1.6 S to re ro o m s an d S to re C u p b o ard s - T hese m u st be k ep t clea n  a n d tidy w ith sto ck shelv es a n d ba y s
 bein g m a in ta in ed a n d sto ck  reco rds u p da ted a n d the Administrator bein g a dv ised o f sto ck  ou ts a s

 n ecessa ry .  Em p ty ca rto n s a n d p a ck in g m a teria l sho u ld be disp o sed o f a s they o ccu r. Articles sho u ld n o t be
 p o sitio n ed so a s to o bstru ct flo o rsp a ce. W hen a step la dder is u sed to w o rk a t height, en su re tha t it is

sa fe a n d tha t p eo p le w o rk in p a irs w here to w o rk a lo n e w o u ld n o t be co n sidered sen sible.

 7.1.7 Classrooms  & Meeting /C o n fe re n ce R o o m s - T hese sho u ld be k ep t in a clea n , tidy a n d p resen ta ble
     co n ditio n . W ith ta bles a n d sea tin g bein g la id o u t in  a n o rderly m a n n er.   S p ecia l a ttentio n m  u st be
     p a id to the clea n in g u p o f fo o d sp illa ges, p a rticu la rly su ga r. C a re sho u ld be ta k en o f co n feren ce
   p erip hera ls su ch a s PA a n d OHP Eq u ip m en t, Flip  Cha rt Ea sels etc tha t they a re sa fely secu red w hen
     n o t in u se. All tho se u sin g the co n feren ce cen tre a s  ex tern a l cu sto m ers w ill be p ro v ided w ith the
            em ergen cy p ro cedu res do cu m en t.

7.1.8 Offic e s, & C o m m u n ic atio n s  R o o m s  an d C o p y in g Are as - Office a n d C o m p u ter eq u ip m en t m a y be u sed o n ly
by co m p eten t p erso n s in a cco rda n ce w ith p ro p er o p era tin g p ro cedu res a n d a lw a y s trea ted w ith grea t ca re.

  Fa u lty a n d defectiv e eq u ip m en t m u st be rep o rted p ro m p tly to the IT Office a n d n o t u sed, o r "tin k ered w ith",
u n til rep a ired o r p u t  ba ck in to go o d w o rk in g o rder. Lo o se a n d u n shea thed w irin g m u st be rep a ired p ro m p tly .

     Eq u ip m en t sho u ld be tu rn ed o ff a t the en d o f the da y , u n less it is o f a ty p e w here 2 4 ho u r o r p ro lo n ged
    o p era tio n is the n o rm su ch a s; Netw o rk C o m p u ter S erv ers - La ser p rin ters - Fa x M a chin es a n d the lik e.  In
    su ch in sta n ces, n o tices w ill be p la ced a dja cen t to  o r o n the eq u ip m en t in q u estio n .

7.1.9  C o rrid o rs, S tairc as e s, R o o f W alk w ay , Fire Es c ap e s, G e n e ral S e c u rity - Peo p le sho u ld a lw a y s w a lk a n d
 n ev er ru n , m a k in g su re tha t they a re lo o k in g w here they a re go in g. Articles o f a n y  descrip tio n sho u ld
 n o t be a llo w ed to ca u se o bstru ctio n - this bein g a bso lu tely essen tia l o n "M ea n s -o f- Esca p e" ro u tes to fire
 ex its, lift do o rs, sta irw a y s a n d en tra n ce lo bbies. T he do o rs m a rk ed a s Fire D o o rs sho u ld a lw a y s be k ep t
 clo sed w hen n o t in  u se. All w in do w s sho u ld be clo sed a n d secu red a t the en d o f the w o rk in g da y , w ith a ll in

terco m m u n ica tin g do o rs clo sed a n d ex it do o rs lo ck ed. T he bu rgla r a la rm m u st be set by the la st p erso n
 lea v in g the bu ildin g a cco rdin g to the la id do w n secu rity  p ro cedu res. All tem p o ra ry o r v o lu n teer sta ff sho u ld

be clea r o f the p rem ises a t the en d o f the n o rm a l w o rk in g da y u n less wo rk in g u n der the su p erv isio n o f a fu ll
tim e m em ber o f sta ff w ho  is a ls o a k ey ho lder.

7.1.10 Ele c tric al an d Bo ile r R o o m s - O n ly p erso n s s p ecifica lly  a u tho rised m a y ha v e a ccess.

7.1.11 Fire Alarm  & Em e rg e n c y Lig h tin g - T hese w ill be tested o n a  regu la r ba sis to en su re tha t a ll ca ll
                p o in ts, bells a n d lights a re fu n ctio n in g co rrectly . T he Fire Ala rm   w ill be check ed o n a  six monthlyba sis,
               a n d em ergen cy lightin g o n a six m o n thly ba sis, by  the C o n tra cto rs en gin eers w ho , w ill issu e
                  certifica tio n tha t this ha s ta k en p la ce. Rotated testin g o f the Fire Ala rm   bells w ill ta k e p la ce o n a

Weeklyba sis by the Fire Officer.There will be a minimum of 2 Fire Drill per year, preferably 1 per term.

7.2  Em  e rg e n c ie s

7.2 .1  Ac c id e n ts & Illn e s s – T he First Aider m u st see tha t in ju red/ill sta ff/v isito rs receiv e a p p ro p ria te a tten tio n
m u st in fo rm the HS O, a n d m u st reco rd a ll in ciden ts (in clu din g "n ea r m isses") in the Acciden t B o o k k ep t

            o n recep tio n . A First Aid B o x co n ta in in g o n ly  tho se item s req u ired by the Hea lth & S a fety (First Aid)
            R egu la tio n s a n d ACOP, 19 81, w ill be k ep t o n ea ch flo o r a n d check ed regu la rly by the Firs t Aider.

 T he HS O w ill rep o rt a ll n o tifia ble a cciden ts/illn esses to the a p p ro p ria te en fo rcem en t a u tho rity .

  7.2 .2 Fire , Bo m b  an d Flo o d - Evacuation In stru ctio n s p o sted a ro u n d the bu ildin g (see Ap p en dix 1) m u st be
    o bserv ed.  Ap p ro v ed Fire Ala rm a n d Em ergen cy Lightin g sy stem s a re in sta lled thro u gho u t
    T HE LOCAT ION, a n d a p p ro v ed S a fety S ign s a re disp la y ed thro u gho u t the bu ildin gs. It is p a rticu la rly
    im p o rta n t tha t  "M ea n s o f Esca p e"ro u tes a re k ep t u n o bstru cted a t a ll tim es, a n d tha t Fire Ex its
    a re  k ep t u n lo ck ed a n d u n fa sten ed w hile p eo p le a re in  the bu ildin g.  Fo r sa fety rea so n s, fire do o rs m a y
    o n ly be w edged o p en  tem p o ra rily fo r the m o v em en t o f bu lk y o r hea v y item s., oror with permission of
    South Yorkshire Fire Officer
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8. D IS PLAY S C R EEN EQ U IPM ENT

T HE OR GANIS AT ION’s in ten tio n is to o p tim ise the u se a n d a p p lica tio n o f  dis p la y screen eq u ip m en t w ithin the
rga n isa tio n , w hils t s a fegu a rdin g the  hea lth, w elfa re a n d jo b sa tisfa ctio n o f tho se in v o lv ed in u s in g su ch
eq u ip m en t.

PR OC ED U R E

8.1 He alth an d S afe ty
Fo r the hea lth a n d sa fety o f w o rk ers, in s o fa r a s is rea s o n a bly  p ra ctica ble, T HE OR GANIS AT ION w ill, in
co n s u lta tio n w ith sta ff a n d their rep resen ta tiv es:

8.1.1  ca rry o u t a n a s ses s m en t o f ea ch w o rk s ta tio n ta k in g in to  a cco u n t the dis p la y screen eq u ip m en t, the
                fu rn itu re, the w o rk in g en v iro n m en t, a n d the w o rk er.

       8.1.2   ta k e a ll n ecess a ry m ea s u res to rem edy a n y ris k s fo u n d a s a  res u lt o f the a sses sm en t

       8.1.3  ta k e step s to in co rp o ra te cha n ges o f ta s k w ithin the w o rk in g da y , to p rev en t in ten s iv e p erio ds
                  o f o n -screen a ctiv ity

       8.1.4   a rra n ge fo r free p ro v isio n o f ey e tests, a t regu la r in terv a ls a n d w here a v is u a l p ro blem is
     ex p erien ced

 8.1.5   a dv ise ex is tin g em p lo y ees, a n d a ll n ew em p lo y ees, o f the ris k s to  hea lth a n d ho w these ca n be
        a v o ided.

8.2 In fo rm atio n

T HE OR GANIS AT ION w ill giv e su fficien t in fo rm a tio n a s is n ecessa ry to  en s u re the hea lth a n d sa fety o f w o rk ers
 w ho u se dis p la y screen  eq u ip m en t. T his p ro v is io n w ill a ls o a p p ly to tho se p ers o n s w ho a re n o t in direct
em p lo y m en t (e.g. a gen cy sta ff a n d co n tra cto rs).

8.3 Ey e an d Ey e s ig h t te s ts

8.3.1   T HE OR GANIS AT ION w ill a rra n ge fo r ey esight tests to be ca rried bu t o n ly  fo r n ew em p lo y ees w ho
     ha v e p a s sed their p ro ba tio n p erio d and whose main work is on a VDU. .   W here resu lts o f the test
  in dica te tha t gla s ses a re req u ired  sp ecifica lly fo r w o rk w ith dis p la y screen eq u ip m en t, T HE
  OR GANIS AT ION w ill a rra n ge fo r the su p p ly o f gla s ses a n d co n tribu te u p to 5 0% to w a rds the co s t.

8.3.2 W here a n em p lo y ee is tra n sferred, p ro m o ted o r o therw ise m o v ed to a jo b in v o lv in g the
 u se o f dis p la y screen eq u ip m en t he/she w ill be en tit led to a n ey esight test. T his en tit lem en t a ls o
 a p p lies w here dis p la y screen eq u ip m en t ha s beco m e the main the w o rk fo r a n
 em p lo y ee n o t p rev io u s ly co n s idered a regu la r u ser.

 8.3.3 Em p lo y ees w ill be en tit led to u n derta k e a n ey esight test a t regu la r in terv a ls. As a
    gu ide: u n der 40 y ea rs o f a ge ev ery 5  y ea rs; o v er 40 y ea rs o f a ge, ev ery 3 y ea rs. All s u ch tests
    m u st be a rra n ged thro u gh T HE OR GANIS AT ION's HS O a n d a re  sp ecifica lly fo r u sers o f
    dis p la y screen eq u ip m en t. Em p lo y ees sho u ld n o te tha t these tests a re lim ited to a n
    a s ses s m en t o f the v is u a l ca p a bility n eeded to see the screen , a n d a re n o t a  su bstitu te fo r regu la r
    a n d m o re co m p rehen siv e tests.

8.4 R e s t B re ak s

 8.4.1  T he p u rp o se o f a brea k fro m   disp la y screen eq u ip m en t is to  p rev en t the o n set o f fa tigu e.
        U sers o f dis p la y screen s a re en co u ra ged, a n d w ill be ex p ected to ta k e o p p o rtu n ities fo r

     brea k s.

8.4.2   T here is n o p rescribed freq u en cy o r du ra tio n o f brea k s fro m   dis p la y screen w o rk .W herev er p o s s ible,
              em p lo y ees w ill be giv en   the discretio n to decide the tim in g a n d ex ten t o f o ff-screen  ta s k s.
            Em p lo y ees w ho believ e tha t their w o rk lo a d a t a dis p la y  screen do es n o t p erm it a deq u a te brea k s sho u ld
     brin g this to the  a tten tio n o f their m a n a ger.
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8.5 S e lf As s e s s m e n t o f th e W o rk s tatio n

8.5 .1 U sers o f dis p la y screen eq u ip m en t w ill be in v ited a n n u a lly to  co m p lete a check lis t to a s s is t
T HE OR GANIS AT ION in p ro v idin g a  co m fo rta ble a n d sa fe en v iro n m en t.

8.6 Train in g

8.6.1 Em p lo y ees w ho u se dis p la y screen eq u ip m en t w ill be giv en  tra in in g a n d in s tru ctio n in a ll
 a rea s n ecessa ry to en a ble them to  w o rk w itho u t ris k to hea lth.

8.6.2 T ho se p ers o n s n o t in direct em p lo y m en t (e.g. a gen cy s ta ff a n d co n tra cto rs) w ill a ls o be
giv en  su fficien t in s tru ctio n a s is necessa ry to en a ble them to w o rk w itho u t ris k to hea lth.

9. C ODE OF S AFE PR AC TIC E - OFFIC ES, Classrooms, Meeting Rooms

 9.1 As so o n a s a n u n hea lthy , u n sa fe o r fa u lty co n ditio n o f p rem ises, flo o r su rfa ces a n d co v erin gs,
fu rn itu re a n d eq u ip m en t - o r the p o ten tia l fo r su ch a co n ditio n is disco v ered, a ll p ra ctica l step s m u st
be ta k en to  elim in a te/m in im ise the risk s, a n d the m a tter m u st be rep o rted im m edia tely to  the S a fety
R ep resen ta tiv e

9.2 Ha z a rdo u s a ctiv ity n o t a lrea dy co v ered by sp ecific in stru ctio n s m u st be rep o rted to the S a fety
R ep resen ta tiv e, w ho w ill a dv ise a n d dra w  u p sa fewo rk in g p ro cedu res.

9.3 Pro tectiv e clo thin g m u st be w o rn fo r a n y ta sk s fo r w hich it is su p p lied.  Lo n g ha ir a n d tra ilin g p a rts o f
 clo thin g m u st be k ep t a w a y fro m m o v in g m a chin ery e.g. C o p iers o r Prin ters.

9.4 U n du e ha ste, the ca u se o f m a n y o ffice a cciden ts, sho u ld be a v o ided.   S ta ff sho u ld a lw a y s w a lk
 a n d n ev er ru n in co rrido rs a n d o n sta irca ses;   sho u ld a lw a y s lo o k w here they a re go in g; a n d
 should wear appropriate footwear, not strapless or flip flops.

9.5 Electrica l, telep ho n e, co m p u ter, o r dicta tin g m a chin e ca bles m u st n ev er lie u n co v ered a cro ss a n y
flo o rsp a ce o v er w hich p eo p le w ill w a lk , a s these a re a m a jo r trip p in g ha z a rd.

9.6 D esk , p edesta l, o r filin g ca bin et dra w ers, a n d cu p bo a rd do o rs, m u st n o t be left o p en in su ch a
way to be a sa fety  ha za rd.

9.7 W a ste-bin s, briefca ses, ba gs, p a ck a ges o r w a ste m a teria ls etc m u st n o t ca u se o bstru ctio n .

9.8     L iq u ids sho u ld n ev er be left w here they m ight be k n o ck ed o v er o n to  electrica l eq u ip m en t su ch a s
co m p u ter k ey bo a rds o r term in a ls,  p ho to co p iers etc.

9.9 S p ilt flu id m u st a lw a y s be w ip ed u p a s so o n a s p o ssible, w hether fro m the  flo o r o r a n y o ther su rfa ce.

9.10 S ha rp o r p o in ted o bjects sho u ld be u sed w ith p a rticu la r ca re. An y bro k en  gla ss etc sho u ld be v ery
   ca refu lly w ra p p ed, a n d if n ecessa ry , m a rk ed  befo re disp o sa l.

9..11 W o rk p la ces sho u ld be k ep t tidy to redu ce risk o f fire o r a cciden t a n d help  p ro v ide a better w o rk in g
en v iro n m en t.

9.12 Eq u ip m en t, fu rn itu re, m a teria ls, etc m u st a lw a y s be p o sitio n ed sa fely ; only the m in im u m m a y be
sto red o n the flo o r.

  9 .13    When needing to reach high lev el shelv es,          sto ra ge etc.   O n ly a  sa fe la dde r, should be used , a n d a
                                  co llea gu e  sho u ld  a lwa y s be  nea rby .

9 .14      Nothing too heavy should be ca rried. .                                 C lea r v is io n  ov er a n d a round any  ca rried loa d must
        be m a in ta in ed.                                              C o rrect p o stu res w hen lift ing or /ca rry ing  sho u ld be  ma in ta in ed.  (See advice
       Poster in Staff Kitchen area)
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9.15 Electrica l/electro n ic eq u ip m en t sho u ld be u sed o n ly by co m p eten t p erso n s in a cco rda n ce w ith the m a n u a ls
 p ro v ided a n d/o r la id do w n  p ro cedu res, a n d sho u ld a lw a y s be trea ted w ith grea t ca re. Eq u ip m en t tho u ght to be
fa u lty o r defectiv e m u st be rep o rted p ro m p tly , a n d n o t u sed u n til check ed o r rep a ired by so m eo n e su ita bly q u a lified.
 It sho u ld n ev er be "tin k ered w ith". Lo o se a n d u n shea thed w irin g m u st a lso be rep o rted to a llo w p ro m p t rep a ir.
 Eq u ip m en t sho u ld be u n p lu gged w hen  n o t in u se u n less o f a ty p e w here 2 4 ho u r o p era tio n is the n o rm .

PAT T estin g (Po rta ble Eq u ip m en t T estin g):     T his sho u ld be do n e regu la rly a s fo llo w s:

� Fix ed in sta lla tio n n o rm a lly ev ery 5 y ea rs

� Po rta ble a p p lia n ces tha t a re fa irly sta tic su ch a s fridges a n d co m p u ters – ev ery 12 m o n ths

� Eq u ip m en t fo r tea m s o n the ro a d – ev ery 12 m o n ths

� Po rta ble eq u ip m en t in regu la r u se e.g. k ettles - ev ery 12 m o n ths.

9.16 B a r ty p e electric fires m u s t n o t be u sed. Other ty p es o f electric hea ters m a y o n ly be u sed w ith the p erm issio n o f
the S a fety R ep resen ta tiv e.     W here su ch p erm issio n ha s been gra n ted hea ters sho u ld o n ly be p lu gged directly in to a

 p o w er p o in t tha t ha s the co rrect ra ted fu se p lu g fitted.  Ex ten sio n ca bles m u st be fix ed to the flo o r.

9.17 In fo rm a tio n rega rdin g a n a cciden t o r illn ess m u st be giv en a t the ea rliest op p o rtu n ity to the
 H.S.O., w ho w ill;

� Giv e a dv ice a n d a ssista n ce
�  A rra n ge fo r First Aid to be giv en by the a p p o in ted First Aider.
� D ecide ho w to u se a p p ro p ria te em ergen cy serv ices -

S u m m o n do cto r o r a m bu la n ce
T a k e the ill/in ju red to Ho sp ita l C a su a lty D ep t
In fo rm the T HE OR GANIS AT ION's m o st sen io r m a n a ger p resen t
Ensure a R eco rd the in ciden t is in the Acciden t B o o k
It is the resp o n sibility o f the HS O o r T HE OR GANIS AT ION’S sen io r

m a n a ger p resen t to in fo rm the fa m ily /n ex t o f k in (if w a rra n ted).

9.18 W hen a "n ea r m iss" in ciden t o ccu rs, fro m w hich a m em ber o f sta ff m a y  su ffer a m ea su re o f sho ck , the
S a fety R ep resen ta tiv e m u st be in fo rm ed.   S u ch item s listed in the p recedin g p a ra gra p h (17) w hich a re
co n sidered relev a n t to the ca se m u st be co m p lied w ith. T he "n ea r m iss" m u st be reco rded in the Acciden t B o o k "
k ep t by the HS O.

9.19 At lea st o n e First Aid B o x w ill be p ro v ided co n ta in in g o n ly tho se item s req u ired by the Hea lth & S a fety
 (First Aid) R egu la tio n s, 19 81.

9.2 0 S ta ff sho u ld fa m ilia rise them selv es w ith:
  � the m ea n s o f so u n din g the Fire Ala rm  u sin g the "brea k gla ss" C a ll po in ts p la ced thro u gho u t the

bu ildin gs,
� the Fire Esca p e ro u tes,
� the a ddress a n d co n ta ct deta ils o f the lo ca l Ho sp ita l.

9.2 1 S ta ff sho u ld fa m ilia rise them selv es w ith the sp ecia l in stru ctio n s to be o bserv ed in ca se o f Fire o r B o m b sca re  in ciden ts
 w hich a re p o sted a ro u n d the bu ildin g (see Ap p en dix 1 fo r deta iled p ro cedu res).

9.2 2 S ta ff in co n ta ct w ith in fectio u s co n ditio n s m u st o bta in m edica l clea ra n ce befo re a tten din g the o ffice, a n d o n a rriv a l
 m u st in fo rm the m o st sen io r m a n a ger p resen t.

9.2 3 R o a d T ra v el

            T HE OR GANIS AT ION’s driv ers sho u ld ta k e a rest o f a t lea st 15  m in u tes ev ery 2 ho u rs a t the discretion  o f the
driv er. No p ressu re m u st be p u t o n the driv er to co n tin u e driv in g, the decisio n o f ho w a lert they  a re    a n d w
hen to sto p m u st be theirs. In the ca se o f ca r driv in g driv ers  sho u ld ta k e a brea k ev ery 2 ho u rs      a n d a ga
in n o p ressu re m u st be p u t o n  he driv er to co n tin u e driv in g. W here p o ss ible a lo n g jo u rn ey in o n e da y   sho u ld
be a v o ided a n d o ther m etho ds u sed.

9.2 4 M o bile Pho n es
 M o bile p ho n es em it a n d receiv e ra dio w a v es. M o bile p ho n e u sers m a y  w ish to redu ce their ex p o su re to these
ra dio w a v es by k eep in g their ca lls sho rt, a s ta lk in g fo r lo n g p erio ds p ro lo n gs ex p o su re. It is illega l to u se
a  m o bile p ho n e w hilst driv in g, u n less y o u a re u sin g a ha n ds-free k it.
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9.2 5 La p to p U sers
T he tw o m a in p ro blem s w ith la p to p u se a re ca rry in g hea v y item s w ith the co m p u ter (so ca u sin
g m a n u a l ha n dlin g in ju ry ) a n d u s in g the la p to p  in a less tha n idea l lo ca tio n (tra in , ca r, ho tel etc) w hich
en co u ra ges       p o o r p o stu re. It is su ggested tha t la p to p u sers, w herev er p o ssible, a v o id u se w hen
tra v ellin g o r w here it is difficu lt to a chiev e a co m fo rta ble w o rk in g p o stu re. An y sy m p to m s o f
disco m fo rt sho u ld be highlighted a n d effo rts m a de to fin d so lu tio n s redu ce the p a in . La p to p u sers
sho u ld a v o id ca rry in g hea v y eq u ip m en t a n d idea lly sho u ld u se a ru ck sa ck sty le ba g to  distribu te
the w eight ev en ly a cro ss bo th sho u lders.

10 PR EG NANT W OR KER S

10.1 On ce the Line Manager  ha s been in fo rm ed tha t a m em ber o f sta ff is p regn a n t,  a  risk a ssessm en t w ill be
ca rried o u t. T his w ill ex a m in e the p hy sica l w o rk p la ce a n d w o rk in g co n ditio n s e.g. w o rk sta tio n a n d p o stu re,
liftin g lo a ds, w o rk in g ho u rs. S p ecific m edica l a dv ice giv en to the in div idu a l w ill  a lso be ta k en in to
a cco u n t. T he m edica l ro o m w ill be a v a ila ble fo r n ecessa ry rest brea k s.
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APPEND IX 1

EMERGENCY EVACUATION
PROCEDURE

(a )FIR E

IF YOU D IS C OVER A FIR E -

1. S OU ND T HE ALAR M
B y brea k in g the gla ss o f the n ea rest Fire Ala rm C a ll Po in t.

2 . S HOU T "FIR E - LEAVE NOW !"
T o a lert a ll n ea rby o ccu p a n ts

3. T ELEPHONE the EM ER GENC Y S ER V ICES
B y dia llin g 9 9 9 9  o n the p ho n e in the office, computer room or 999 from a mobile.
a n d p ro v ide the in fo rm a tio n req u ested by the em ergen cy o p era to r

4.  ALER T THE OFFICE
  B y dia llin g 21 o n  a n  in tern a l p ho n e, bu t  o n ly  if  sa fe  to do  so .

5 . If you are competent  to do so or if the fire is blocking an exit route:

  FIGHT T HE FIR E IF S AFE T O D O S O
w ith the n ea rest a p p ro p ria te ex tin gu isher -

B LACK/R ED CO² fo r electrica l eq u ip m en t fires
(o n ly  e v e r h o ld th is e x tin g u is h e r b y  th e h an d le an d n e v e r b y th e
n o z z le d u e to th e e x tre m e c o ld g e n e rate d v ia th e C O² g as w h ic h c an
b u rn th e s k in o n c o n tac t)

R ED fo r o ther n o rm a l fires.

FIR E B LANKET S a re fitted in the k itchen s fo r sm o therin g e.g. sp ilt fa t fires.
6.

  � LEAVE T HE PR EM IS ES a s q u ick ly a s p o ssible by the ro u te n o ted in the ro o m   y o u  a re in
 � Help y o u r co llea gu es if they n eed it
 � C lo se a ll Fire D o o rs behin d y o u
 � D o n o t retu rn fo r a n y thin g
 � Go to the Assem bly Po in t
 � Listen fo r in stru ctio n s

* W hen sa tisfied tha t the p rem ises a re clea red, the HS O o r the m o st S en io r M a n a ger p resen t w ill -
if  sa f e to do so -

. S hu t o ff the ga s a n d electricity a t the m a in s.

* Fire Marshall w ill check tha t a ll sta ff/p upils a re a cco u n ted fo r.

* On a rriv a l o f the Fire B riga de the HS O w ill rep o rt to the S en io r B riga de Officer o f  a n y p erso n s tho u ght
m issin g.

* No o n e m a y retu rn to the bu ildin g u n til p erm issio n is giv en by the S en io r Fire  B riga de Officer.

  See Fire Risk Assessment And Procedures For fuller information.
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APPEND IX 1

(b) B OM B S CAR E

IF YOU S U S PEC T AN OBJEC T OF BEING A BOM B

1. ALER T PEOPLE T HR OU GHOU T T HE B U ILD ING
     (by u s in g the PA S y stem   v ia The Office)
- tellin g them w here the su sp ected o bject is.
- en listin g the help o f o thers a s n ecessa ry .

2 . T ELEPHONE T HE EM ER GENC Y S ER V IC ES
B y dia llin g 9 9 9 9  o n the p ho n e in the office, computer room or 999 from a mobile.
a n d p ro v ide the fo llo w in g in fo rm a tio n ;

R ea so n fo r ca ll - POLICE, B OM B S CAR E
Y o u r n a m e
T he a ddress

NB . T he Po lice w ill ca ll the Fire B riga de.

IF A BOM B S C AR E IS DEC LAR ED

1. LEAVE T HE PR EM IS ES AS Q U ICKLY AS POS S IB LE
by a ro u te a v o idin g the su sp ected o bject if w ithin the bu ildin g -

help y o u r co llea gu es if they n eed it
do n o t to u ch a n y u n fa m ilia r p a rcels o r o bjects,
either in side o r o u ts ide the bu ildin g

clo se a ll Fire D o o rs behin d y o u
do n o t retu rn fo r a n y thin g
go to the Assem bly p o in t a t the fro n t o f the bu ildin g

2 . PR EVENT OT HER S FR OM R E-ENT ER ING T HE PR EM IS ES

* T he Fire Marshall (o r m o st S en io r M a n a ger p resen t) w ill check  tha t a ll sta ff/Pupils a re a cco u n ted
 fo r.

* W hen sa tisfied tha t the bu ildin gs a re clea red, the fire marshall o r m o st S en io r M a n a ger p resen t w ill -

I f sa fe to do so -
 shu t o ff the ga s a n d electricity a t the m a in s

* No o n e m a y retu rn to the bu ildin g u n til p erm issio n is giv en by the S en io r  o lice o r Fire B riga de Officer.

* W hen Po lice a rriv e, sta ff m a y be a sk ed to a ssist in a co -o rdin a ted sea rch o f the p rem ises w ith the Po lice
 o r a s directed by the S en io r Po lice Officer.
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APPEND IX 1

(c) LET T ER B OM B S

IF A S U S PEC T PAC KAG E IS R EC EIVED

1. D O NOT p ro be it o r a ttem p t to o p en it in a n y w a y

2 . CHECK POS T M AR K -
if fro m a n u n u su a l so u rce, ca refu lly p la ce the p a ck a ge in a sa fe p o sitio n
a w a y fro m sta ff a n d v isito rs.

3. T ELEPHONE T HE EM ER GENC Y S ER V IC ES
B y dia llin g 9 9 9 9  o n the p ho n e in the office, computer room or 999 from a mobile.
a n d p ro v ide the fo llo w in g in fo rm a tio n :

R ea so n fo r ca ll - POLICE, S U S PEC T ED LET T ER B OM B
Y o u r n a m e

         T he a ddress

NB : T he Po lice w ill ca ll the Fire B riga de.

4. NOT IFY the Health &  Safety Officer (o r m o st S en io r M a n a ger p resen t).


