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1.0 Statement of Intent 
 

Barnfield College recognise and accept responsibility as an employer and education 
supplier for providing a safe and healthy work environment for its employees, 
contractors, students and visitors. We are committed to a continual programme of 
improvement of reducing and eradicating work-related failures, injuries and illness. It 
is our aim to develop an excellent culture of health and safety awareness, responsibility 
and practices. 

 
Our commitment is –  

 

 To maintain a safe and healthy working environment in all places that Barnfield 
College operate, for our students, our staff, our visitors, members of the public and 
any other third party. Whenever we share premises with other establishments, we 
will ensure full co-operation with all parties concerned. 

 

 Legislative requirements will be met as a minimum and the College will endeavour 
to exceed them to maintain a safe and healthy working environment. 

 

 Establish staff responsibilities and allocation of duties that will be clearly detailed 
within the Colleges Health and Safety Management processes. 

 

 All staff will receive regular and adequate health and safety training and will only 
be allocated tasks commensurate with the expectation of a safe outcome. 

 

 All staff and students are actively encouraged to participate in health and safety 
issues. 

 

 Ensure that all significant risks to health and safety are effectively assessed, 
managed and reduced, as far as is reasonably practicable. 

 

 Each member of Barnfield College understand that they are duty bound to act in a 
safe and responsible manner and use reporting systems to assist in the continual 
improvement ethos. 

 
As the Principal, I am responsible for ensuring that health and safety culture is 
paramount within Barnfield College and fully agree to and endorse this Health and 
Safety Policy statement with the approval of the Board of Governors. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Signed: 

 

 

Name: 

 

COE / Principal 

 

Date 

Signed: 

 

 

Name: 

 

Chair of Governors 

 

Date 
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2.0 Scope and Purpose 
 
2.1 This policy applies to all staff, governors and students of the College, and any other 
affiliated companies within the organisation.  
 
We are committed to ensuring the health and safety of staff and anyone affected by our 
business activities, and to providing a safe and suitable environment for all those attending 
our premises. 
 
This policy sets out our arrangements in relation to: 
 

  Assessment and control of health and safety risks arising from work activities; 

  Preventing accidents and work-related ill health; 

  Consultation with employees on matters affecting their health and safety; 

  Provision and maintenance of a safe workplace and equipment; 

 Information, instruction, training and supervision in safe working methods and 
procedures; 

 Emergency procedures in cases of fire or other major incident. 
 

This policy will be reviewed annually by the Health and Safety Manager and the Health, 
Safety and Environment Committee will review annually to ensure compliance. 

 
2.2 The Health and Safety at Work Act, 1974 places duties in respect of Health and Safety on 
the College and on each person who has to any extent control of the College premises or 
operations.  Related regulations including the Management of Health and Safety at Work 
Regulations 1999 as amended extend these duties in various respects as set out within the 
policies and procedures in the procedures section of this policy document.  
 
 

3.0 Context 
 
3.1 The College has the ultimate responsibility to take all measures within its power to make 

sure that the premises are safe and without significant risk to the health of students, staff, 
contractors and members of the public.  In practice, the Senior Leadership Team will 
ensure that the appropriate measures are carried out and will, with the assistance of the 
Health and Safety Manager, co-ordinate the Health and Safety Policy and practice in the 
organisation as a whole. All the College management teams are in turn, responsible for 
health and safety within their respective areas of responsibility. 

 
3.2 Individual responsibility is however an important feature in the legal framework for health 

and safety, and therefore: -  
All staff, students and third parties of the College must take reasonable care of their 
own health and safety and that of others who may be affected by their acts or 
omissions, and must co-operate with their managers or tutors on health and safety 
matters. 
 

3.3 Failure by any manager, member of staff or student to comply with either a statutory 
requirement or any aspect of the College Health and Safety Policy, may result in 
disciplinary action against the individual(s) concerned. 

 



7 of 54 
Date of issue:  August 2017                                                                       Date of review:  August 2018 

 

3.4 A copy of this policy statement and procedures is available to all staff and students, both 
full-time and part-time. The reference material referred to is available on our Virtual 
Learning Environment, and held by the Health and Safety Manager and the Head of 
Human Resources. 

 
 

4.0 Aims 
The aims of this policy are to: 

  Ensure that the College provides a healthy and safe working environment and activities 
at all times for staff, students and visitors. 

  Ensure provision and maintenance of plant and safe working procedures that are, so 
far as is reasonably practicable, safe and without risks to health. 

  Establish and promote the observance of all relevant statutory provisions by all 
employees, students and as appropriate, visitors through the provision of appropriate 
information, training and supervision. 

  Ensure the environment and all activities of the College are subject to risk assessments 
which are reviewed annually or more frequently as required and actions taken as far 
as is reasonably practicable, to reduce risks to the health and safety of staff, students 
and visitors. 

  Update and supplement this statement, arrangements and references as necessary. 

  Develop and maintain a sense of safety awareness and responsible attitudes in all 
staff and students and endeavour to provide Safe-Learner outcomes for students. 

  Ensure joint consultation with employees in the achievement of the aims of the College 
Health and Safety Policy. 

  Monitor the effectiveness of the Policy in achieving the aim of maintaining a high 
standard of health, safety and welfare throughout the organisation. 

  Ensure sub-contractors maintain legislative compliance in health and safety matters to 
at least the same standard as the College organisation. 

  Ensure account is taken of the views and needs of young people and vulnerable 
individuals whilst participating in the College courses and other activities. 

 
 

5.0 Information and Consultation 
We will inform and consult our recognised trade union and all staff and students regarding 
health and safety matters. We will ensure any health and safety representatives to the Health, 
Safety and Environment Committee will receive the appropriate training to carry out their 
functions effectively. 
 
 

6.0 Responsibility 
The Principal and Chief Executive Officer has overall responsibility for health and safety 
and the operation of this policy. He / she is overseen by the Corporation of Barnfield College. 
 
The Vice Principals and Directors have responsibility to support the Principal in all aspects 
of health and safety and deputise in his absence. 
 
The Health and Safety Manager has day-to-day responsibility for health and safety matters. 
The Health and Safety Manager will ensure that this policy is reviewed annually whilst 
consulting widely. Recommendations for any amendments are reported to the Health, Safety 
and Environment Committee, who will approve all alterations before final submission to the 
Corporation of Barnfield College. 
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The Head of Facilities and IT is responsible for ensuring that all statutory inspections are 
carried out and repairs and maintenance is carried out in a safe and timely manner. 
 
All staff share responsibility for achieving safe working conditions. All staff must take care of 
their own health and safety and that of others, observe applicable safety rules and follow 
instructions for the safe use of equipment.  All staff should report any health and safety 
concerns immediately to their line manager and/or the Health and Safety Manager. 
All staff must co-operate with managers on health and safety matters, including the 
investigation of any incident. 
 
All staff must familiarise themselves with the College Health and Safety Policy. A copy of the 
Policy is available on SharePoint and every staff member is required to view. 
 
 

7.0 Terms of Reference 
The Management of Health and Safety at Work 1999 (as amended) (MHSW) Regulation 7, 
states: that every employer shall appoint one or more competent person to assist in 
undertaking the measures to be taken to comply with the requirements and prohibitions 
imposed by or under the relevant statutory provisions. 

 
7.1 Health and Safety Manager 
The Health and Safety Manager is responsible for guiding the College and advising the 
Principalship and all levels of staff on all aspects of health, safety and welfare. 
 
The advisory role of the Health and Safety Manager is also to assist Subject Leaders to fulfil 
their active role with regards to health and safety enforcement within their area of 
responsibility. 
 
The Health and Safety Manager will continually monitor all safety procedures and make 
amendments and or recommendations as necessary. 
 
The Health and Safety Manager will prepare necessary documentation to ensure 
communication in health and safety requirements. 
 

The Health and Safety Manager has an office at the New Bedford Road Site site, and can be 
contacted at the office during normal daytime working hours. He / she will spend their time 
appropriately on all College sites and all other locations used by the college. 
 
The Health and Safety Manager is to be afforded personal development training as necessary 
to fulfil the duties with the College.  Personal development is necessary for the Manager to 
keep updated and to maintain a professional approach to safety with regards to developments 
within the safety environment. Any further training that is deemed necessary for the Health 
and Safety Manager to maintain its status within the safety profession and to keep abreast of 
recent developments will be discussed and agreed with the Principalship. 
 

The Health and Safety Department is to regularly communicate and maintain a rapport with 
the Health and Safety Executive, and Local Fire Services at all sites, the Environmental 
Agencies and any local and government organisation which has reason to be interested in the 
College undertakings. Including any Health and Safety Association, institute or appropriate 
bodies as required.  

 
The Health and Safety Manager will take an active and advisory role in the College Safety 
Health and Environmental Meetings (SHE) held monthly. 
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The Health and Safety Manager will carry out safety audit/inspections at all sites at least once 
per year. 
 

 Safety tours are to be carried out as required on an ‘ad hoc’ basis. 

 The content of each safety audit/inspection and tour will depend upon the frequency, 
i.e. the safety tour is a lesser check than the audit/ inspection which is carried out once 
per year. 

 The different types of safety check will require involvement from Subject Leaders and 
Managers; however, they may wish to delegate attendance at the tour to other 
responsible members of staff depending on the circumstance. 

 The Health and Safety Manager will produce a report from the audit / inspections, which 
will be forwarded to the respective Subject Leader for review.  The report will include 
observations and any transgressions of safety, and will include suggested actions to 
be taken by respective managers to address any problems highlighted. 

 

7.2 Safety Representatives 
The College believes that a safe working environment can only be achieved with employee 
participation and consultation, and actively encourages the appointment of trained safety 
representatives. 
 
The College acknowledges the elected representatives right for reasonable time off with pay 
to receive college-approved training, required to carry out their duties and functions effectively. 
All representatives will be afforded help and facilities to fulfil their tasks. 

 
Safety Representatives are to attend the SHE Meetings 
 
The College recognises the rights under law afforded to safety representatives, protecting 
them from dismissal or other action being taken against them while carrying out their duties in 
the health and safety consultation process. 

 
7.2.1 Duties and Functions 

 To bring to the attention of the College any matters relating to employees' health, safety 
and welfare, including procedures, equipment and dangerous occurrences. 

 To consult with the College on any health and safety matters prior to the introduction of 
new technology, modified equipment, changes in working procedures, changes in 
materials and information, instruction and training.  The safety representatives are to be 
actively involved in the Health and Safety training needs within their areas of 
representation e.g. risk assessments. 

 To provide assistance to the Departmental Manager and Health and Safety Manager to 
carry out safety inspections in the department they represent to identify any hazard, 
suggested remedial action, and the department responsible for the rectification of the 
hazard and a time scale for rectification. 

 To provide assistance to the Health and Safety Manager as required in the investigation 
of any accidents, which occur in their area of representation. If there is no representative 
available from within the area of incident, a representative from another area/department 
may be invited to assist the Health and Safety Manager in the investigation of any incident. 
This includes the examination of any relevant machinery, plant, equipment or substance 
with the purpose of determining the cause and to enable action to be taken to prevent a 
reoccurrence. 
 

7.3 First Aiders 
The College has a legal duty to provide suitable and sufficient First Aid Cover for all Stake 
Holders. 
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The College will endeavor to have at least one fully trained first aider on duty that should be 
contacted in the first instance. The first aider will decide if their treatment is sufficient or if 
further medical attention is required. 
 
Refer to Section 8.0 First Aid / Accidents and Incidents. 
 
If in the opinion of the first aider the casualty requires to be moved by ambulance he/she will 
arrange for the county ambulance service to be called. The advice of the first aider will not be 
challenged. 
 
In cases where an ambulance is required as the result of an accident or incident the Health 
and Safety Manager is to be notified within 24 hours. 
 
Each Department has access to at least one first aid kit. It is the responsibility of each first 
aider to ensure the contents of the first aid kit in their area is suitably stocked with in date 
equipment. 
 
Details of First Aiders are available on the notice boards around the college. 
 
7.3.1 Training 
The First Aid training will be in accordance with the Health and Safety (First Aid) Regulations 
1981. Staff are actively encouraged to seek training and those wishing to be First Aid trained 
should notify their manager and the request for training procedure followed. 
 

 A certificate of qualification in First Aid will be issued which is valid for 3 years. 

 A refresher course followed by an examination will be required for re-certification. 

 When a certificate has expired then it will be necessary for the person to complete the full 
First Aid course. 

 
On successful completion of training, or re-certification, the First Aider will notify the HR 
Department to ensure payment of the appropriate remuneration. The Health and Safety 
Manager will also be notified of the name and location to ensure notices are updated.  
 
7.4 Fire Wardens 
 
7.4.1  Role of Fire Warden 

 
Fire Wardens are to ensure that staff within their area of remit are aware of their responsibilities 
and actions in the event of a fire. 
 
Fire Wardens are to ensure that their staff area is maintained in a fire safe condition at all 
times. 
 
They are to induct new staff to their department in fire evacuation procedures for their area. 
 
They are to act as the reporting person for their department area at the fire assembly point in 
the event of a fire evacuation 
 
7.4.2 Duties of a Fire Warden. 
 
Fire Wardens should carry out a regular fire safety audit within their area of responsibility. 
They are also to assure that staff within their department has knowledge of their area fire 
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safety strategy as follows: 
 

 That the fire alarm is tested weekly, and that the alarm can be heard in all areas of their 
department; 

 That the department firefighting equipment is located in its allocated place and that the 
maintenance is in date; 

 That all fire escape routes are maintained in a clear condition, free from obstructions and 
that they clearly defined; 

 That all fire safety and information instructions are clearly displayed, that all staff and 
visitors understand the fire safety instructions and actions to be taken in the event of a fire; 

 That any problems which arose during the last fire evacuation of their department have 
been resolved; 

 That fire doors are clearly identified, are kept closed at all times and ensuring staffs 
understand why fire doors are so defined; 

 That they satisfy themselves that all staff and visitors to their department know the location 
of the nearest fire exit routes, the fire assembly point and who to report to at the assembly 
point. 

 That they ensure that combustible waste material is cleared away regularly and not 
allowed to accumulate; 
That they advise all staff to switch off non-essential electrical appliances and lights at the 
end of the working day; 

 
7.4.3 Fire Warden Duties in the event of a fire evacuation are: 
 

 Only if safe to do so, return to their department to ensure that a rapid evacuation of all staff 
and visitors is underway via the safest route. 

 If possible, ensure that all areas within their remit are clear of all staff and visitors. The Fire 
Warden is to, if it is safe to do so, check toilets, storage rooms and stairways as necessary. 

 The Fire Warden is to, if safe to do so, ensure that all electrical equipment is isolated and 
that windows and fire doors are closed. 

 Ensure that the fire has been reported to The Duty Manager and the Fire Services. 

 They are then to evacuate to their fire assembly point and establish that all persons from 
their department are accounted for. They are then to inform the Duty Manager controlling 
and co-ordinating the evacuation if there are persons from their department not accounted 
for. 

 At the assembly point they are to assist in the maintenance of control and are to ensure 
that staff and visitors do not re-enter the evacuated zone unless permission has been 
received from the incident Senior Fire Officer. 

 During practice fire evacuations, fire wardens are to assist the Health and Safety Manager 
with the execution of the practice evacuation. 

 To ensure that no Smoking or Vaping takes place during the evacuation. 
 
7.4.4 Training 
 
Training for Fire Wardens is organised through HR. 
 
The training is to be carried out prior to a person’s appointment to Fire Warden and the 
requirement is to be reviewed annually. 
  
The record of Fire Warden Training is to be retained with the individual’s training records.  
 
The Health and Safety Department are to ensure that there are adequate Fire Wardens in 
each work area. 
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It is the Departmental Managers who are responsible for organising the training of Fire 
Warden. 
 

7.5 References 
 The Health and Safety at Work etc. Act 1974. 

 The Management of Health and Safety at Work Regulations 1999 (as amended). 

 The Regulatory Reform (Fire Safety) Order 2005. 

 Control of Substances Hazardous to Health Regulations 2002 (as amended) 

 The Health and Safety (First-Aid) Regulations 1981 

 The Company Health and Safety Policy 
 
 

8.0 First Aid and Accidents / Incidents 
 

8.1 Purpose 
 
The Company has a specific duty to protect all persons who are employed under the 
Management of Health and Safety at Work Regulations 1999 (as amended)  and  The 
Workplace (Health, Safety and Welfare) Regulations 1992. 
 

8.2 Introduction 
The College provides adequate first-aid equipment and facilities for employees and students 
and seeks to ensure adequate provision of qualified first aiders to render first aid to employees, 
students and visitors, if they are injured or become ill whilst on College premises.  
 

8.3 Responsibility 
Each College campus has a First Aid Coordinator who oversees the provision of all first-aid 
supplies and facilities for that campus.   
 
Appropriate first-aid equipment and materials are provided and maintained on all College 
campuses.   
 
Notices indicating first-aid arrangements are posted on notice boards throughout the College. 
Information also available via the campus receptions and on SharePoint. 
 
The College has a legal responsibility to look after the students in its care and, where possible, 
first-aid arrangements for employees and students will be combined, so far as is reasonably 
practicable.  These arrangements will also cover visitors to the College. 
 

8.4 Training 
All First aiders will receive training and become qualified in accordance with the Health and 
Safety (First Aid) Regulations 1981 as amended. Persons wishing to become or cease being 
a First Aider should in the first instance discuss with the departmental Manager. 
 

8.5 Records 
Instances of First Aid treatment will be recorded by the first Aider on the Accident / Incident 
Report Form. This is to be sent to the PA to the Principal who will allocate a number and send 
a copy to the student / staff member, relevant Head of Department and the Health and Safety 
Manager. If necessary external agency or employer will also receive a copy. 
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8.6 Reporting of Accidents, Injuries, Diseases and Dangerous Occurrences 
(R.I.D.D.O.R.) 
By law, an incident must be reported if it results in an injury of a type that is reportable. The 
following will be reported to the Health and Safety Executive by the College within 15 days of 
the accident/incident occurring: 

i .  Any accident resulting in the death or specified major injury of any person. 
i i .  Injuries to employees and children/students/workers which lead to incapacity for 

more than seven days. 
i i i .  Accidents/incidents leading to children/students or visitors being injured and 

removed to hospital for treatment of the injury. 
i v .  An occurrence of an occupational disease. 
v .  A dangerous occurrence as specified in the Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations. 
 
The regulations require that items i, iii, and v must be reported by the quickest 
practicable means, i.e. by telephone or email. All other accidents and incidents must be 
dealt with as described below. 

  All accidents, incidents and near misses must be reported in accordance with the 
College First Aid and Incident Reporting Procedures, whether or not absence from 
work results. 

  It is the responsibility of an injured employee to report any accident at work in 
accordance with the College reporting procedure. 

  There should be no delay in reporting and dealing with any incident involving staff, 
students or visitors. An accident/incident report form must be completed by the person 
in charge of person involved.  The Health and Safety Manager will be responsible for 
ensuring that the appropriate information is supplied to the Health and Safety 
Executive. Investigation of accidents will be carried out by the College Principal or their 
representative and any remedial work required to prevent an accident recurring, will 
be dealt with as a matter of urgency. 

  Other hazards, near-misses and accidents involving damage to the property should be 
reported in accordance with the reporting procedure. 

  Certain dangerous occurrences (as defined in law) must be reported to the Health and 
Safety Executive without delay. Details of what constitutes a dangerous occurrence 
are contained in the HSE R.I.D.D.O.R. guide, available on the College SharePoint or 
obtained from the Health and Safety Manager. 

  The College is required to report cases of occupational diseases that are linked with 
specified work activities as defined in law.  Information about these is also contained 
in the R.I.D.D.O.R. guide. 
 

8.7 National Health Alerts 
In the event of an epidemic or pandemic alert, we will organise our business operations and 
provide advice on steps to be taken by staff, in accordance with official guidance, to reduce 
the risk of infection at work as far as possible. Any questions should be referred to your line 
manager OR the Human Resources Department. 
 

8.8 References 
 The Management of Health and Safety at Work Regulations 1999 (as amended). 

 The Workplace (Health, Safety and Welfare) Regulations 1992. 

 First Aid at Work Regulations 1981. 

 Terms of References Arrangements Section 7. 
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9.0 Fire Procedure 
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9.1 Purpose 
The Regulatory Reform (Fire Safety) Order 2005 requires the College to carry out a fire risk 
assessment and provide adequate fire precautions, including training, fire warning systems, 
fire-fighting equipment and means of escape. 
 
The College will comply with the current legislation by carrying out fire risk assessments and 
ensuring that instruction in fire safety is given to all employees and students, whilst checking 
that they understand the fire precautions and the action to be taken in the event of fire. 
 

Fire Discovered / Emergency identified 

Operate Break Glass or Fire Alarm Panel 

Alarm Sounds 

Leave by the NEAREST Clear Fire Exit 

Do not wait to collect belongings 

Go directly to the Assembly Points located 

in the Main Car Park at both Campuses 

Report to the Tutor / Fire Warden 

All Persons to remain at the Assembly 

point until instructed otherwise.  

NO SMOKING PERMITTED 
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Each College campus has emergency evacuation procedures, which must be followed in case 
of a fire, bomb threat, terrorist activity or dangerous occurrence. In addition, notices setting 
out procedures to be followed in case of an outbreak of fire are posted throughout the College 
campuses, with reminders on the rear of the ID Cards and Visitors Badges.  
 
Fire alarms will be tested weekly and details recorded in the campus fire logbook or online as 
appropriate. 
 
The College will ensure that employees and students with disabilities have Personal 
Emergency Evacuation Plans (PEEPs) agreed and provided wherever necessary. Generic 
PEEPs will be available for College visitors if required. This includes a temporary disability 
such as an injury that causes a reduced ability. 
 

9.2 Responsibility 
It is the responsibility of the Fire Wardens, Health and Safety Department and Security to 
ensure these procedures are carried out and hand over control to the Fire Chief on arrival. 

 
9.3  Instruction and Training 
It is particularly important that Management ensure that all newly appointed staff within their 
work area are made aware of the means of escape and fire procedures at the commencement 
of their employment. This will be carried out as part of the induction process and Fire Drills will 
be used to assess staff knowledge. Any issues or observations made during Fire Evacuations 
or Drills will format the necessary training instruction or procedural changes. 
Instruction and training shall provide for the following: - 

 The action to be taken upon discovering a fire. 

 The action to be taken upon hearing the alarm. 

 Raising the alarm, including the location of the alarm call point. 

 The correct method of calling the Fire Brigade. 

 The location of the fire equipment. 

 Knowledge of the escape routes, including any stairways not in regular use. 

 Appreciation of the importance of fire doors and the need to close all doors at the time 
of a fire and on hearing the fire alarm. 

 Stopping machines and processes and isolating power supplies where appropriate. 

 Evacuation of the building to an assembly point at a place of safety. 

 A roll call procedure including the need to highlight missing persons, where appropriate 
in addition to the above, certain categories of staff should be instructed and trained in 
matters which will be their particular responsibility in the event of a fire. 

 
These will include: 

 Heads of Departments 

 Tutors / Lecturers 

 Receptionists 

 Fire Wardens 
 

On a per building basis a fire evacuation drill shall be carried out at least once per year. The 
fire evacuation should be rehearsed as fully as circumstances allow. The training and 
instruction given shall be recorded in a logbook. The following are examples that need to be 
included in such a record: 

 Location (building description). 

 Date of the instruction/exercise. 

 Duration. 

 Name of person giving the instruction. 

 Names of persons receiving the instruction. 
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 The nature of instruction, training or drill. 
 

Fire instruction notices are displayed at conspicuous positions in the building stating in concise 
terms the essentials of the action to be taken upon discovering a fire and on hearing the fire 
alarm. 
 

9.4 Evacuation 
If evacuation is necessary, do so in a calm and orderly manner, using the nearest unaffected 
escape route. Do not re-enter the premises until authorised to do so. 
The evacuation procedures below must be followed: 

 Operatives are to stop work and if time allows, stop machines and processes. 

 Where possible close all doors and windows. 

 Evacuate in a calm and orderly manner using the nearest unaffected fire exits. 

 Proceed to the nearest pre-determined assembly point (see Fire Instruction Notices). 

 Do not delay evacuation by endeavoring to collect clothing or other personal articles. 

 Do not use lifts, owing to electrical failure. 

 Do not re-enter until told it is safe to do so by the fire warden or senior member of 
management who would have received clearance by the security staff reporting for the 
Fire and Rescue Service. 

 Smoking or Vaping is not permitted during an evacuation. 
 

A Personal Emergency Evacuation Plan (PEEP) will be completed for disabled persons 
(temporary or permanent disability) to ensure safe evacuation can be achieved; this must be 
followed in the event of an evacuation. The Health and Safety Department will provide the 
necessary help and advice on the completion of the PEEP’s. 
 
9.4.1 Receptionist Action 

 On hearing a FIRE ALARM (continuous ringing of bells); 

 On instruction from Estates, Senior Member of Staff or Control Officer dial 9-999 and 
advise the fire, police and ambulance service. 

 Take the Emergency Grab Bag, the control point checklist and hand held radio to the 
designated Control Point Assembly Point 1, for the Control Officers use  

 Remain at the control point. 
 
9.4.2 Tutors Action 

 The information on the Blue Fire Action Notices must be read to each class at the 
first meeting of that class and walked the evacuation route at least once. 

 All tutors have a responsibility for ensuring their class has evacuated safely by means 
of a head-count at the assembly point. 

 

Any person missing must be reported to the Control Point 
 

9.4.3 First Aiders Action (Not responsible for a cohort of students) 

 First Aiders will in the first instance carry out Fire Marshal duties if designated to do 
so. 

 When those duties have been completed they will report to the control point unless 
already carrying out First Aid duties. 

 Tutors who are also First Aiders will remain with their students at the appropriate 
assembly point unless instructed otherwise by the Control Officer. 
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9.4.4 Campus Officers Action 
Campus Officers to be designated to: 

 Area of rear door entrance to main corridor 

 Nursery assembly point area and perimeter patrol areas 

 Close off access for cars/lorries at main gate and control inside roadway to enable 
clear access for emergency services and restrict any vehicle movement   

 
9.4.5 Duty Manager Action 
The Control Officer will be as follows; 

 
Monday-Friday   
06.00 – 08.30 Duty Caretaker 
 
08.30 – 17.00 (Friday 08:30 to 16:30) Duty manager/ senior management person  
 

 17.00 – 21.00 (Friday 08:30 to 16:30) Duty Caretaker 
 

Saturday/Sunday  Duty Caretaker 
 
If any of these persons are absent from the office area when the alarm is sounded, they will 
not assume the role of Control Officer but proceed directly to the Assembly Area. 

 On hearing the alarm, the Duty Manager will proceed to the Control Point where they 
will act as the Control Officer and be provided with a hand held radio, the control point 
check sheet and control officers hi vis jacket from the reception emergency grab bag. 

 Once a fire or other emergency is confirmed the Control Officer must instruct Reception 
to dial 999 and call fire, police and ambulance service as appropriate and personally 
call Barnfield College senior leadership team to notify them of the fire or emergency 
(Ext 921 or 653).  

 After the reception closes at approximately 21.30 hours. The Control Officer’s first duty 
is to telephone the fire brigade and police to advise them of the alarm by a 9-999 call 
from any telephone within the college.  (Dial 9 for an outside line first). 

 The Control Officer will receive and chase up reports from Fire Marshals and assembly 
point staff that areas have been evacuated and all personnel accounted for. A control 
sheet will be completed recording the evacuation data. 

 The Control Officer will report the state of the evacuation to the Senior Officer of the 
emergency services present at the incident and will assist the services as may be 
appropriate instructing persons at assembly points as necessary. 

 The Control Officer point will be the assembly point for First Aiders. 

 The Control Officer will report and log all Campus Issues and pass to the Health and 
Safety Manager as soon after the incident as possible. 

 
9.4.6  Invigilators Action 
In the event of an evacuation during an examination the invigilators has a clear requirement 
to control the examinees as detailed by the examining body. See Appendix B for detailed 
instructions. 

 
9.5  Information for Emergency Services 
To ensure any emergency service attending site can readily access relevant information a Fire 
Strategy Document for each building is located adjacent to the Fire Alarm Panel. This 
document is subject to review every two years by the Health and Safety Manager. 
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9.6  Action following an Evacuation 
Give full co-operation to the Fire Officer in charge during the investigation of the cause of the 
fire. On return to the workplace report all fire equipment that has been used to the Property 
and Facilities Department. 
 

9.7  Suspect Package Procedure 
If a suspect package is discovered in the College; 

 
DO NOT touch or move the package 
Immediately contact a senior manager OR Campus Officer OR Campus Estates Officer 
OR Principal 
 
DO NOT use a telephone in the proximity of the package 

 

9.8 Bomb Threat 
 

If you receive a telephone call making a bomb threat YOU MUST LET THE CALLER FINISH 
THE MESSAGE WITHOUT INTERRUPTION 

 
If it is essential for you to respond to any question or statement such as ‘this is about a bomb, 
are you listening?’ – keep it to one or two words 
Get the message EXACTLY and document on the Bomb Warning Threat Record (Appendix 
A). 
 

Immediately write down the message and exact time of receipt 
 
Use the form provided, Notify the Duty Manager / Principal. 
Threats are normally received by telephone, although they could be mailed or even hand 
delivered. If you should receive a written message, immediately pass this on to the /Duty 
Manager / Principal. 

 

Listen Carefully – Stay Calm – Report Clearly and Accurately 
 
9.9 Security against Arson 
Malicious or mischievous ignition is a major cause of fire. Most malicious fires start at night in 
storerooms and warehouses which provide both fuel and cover and are often unoccupied. 
Positive steps should be taken to frustrate fire-raisers. These steps should include the 
following; 

 All points of entry should be supervised, if this is not possible, those left unattended 
should be locked. 

 The whole site should be locked at the end of each working period. 

 Areas not in use should be locked down if possible during the dormant period. 

 All hazardous goods such as flammable liquids and gas cylinders should be locked in 
special stores when not in use. 

 Process waste and rubbish should be cleared away at the end of each day and more 
often if necessary. It should not be allowed to accumulate in secluded areas, e.g. under 
stairs and at the back of buildings. 

 Storage in the open should be as far away as possible from perimeter fences, walls 
and buildings. 

 When recruiting staff, references should always be followed up. This is particularly 
important when recruiting staff who are likely to be left unsupervised. 

 Casual labour, outside contractors or any other persons working out of normal hours 
should always be supervised. 
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 Staff should be encouraged to check the credentials of any suspicious characters seen 
on the premises. 

 Management must consider providing means of detecting intruders and fires and 
dealing with them promptly. 

 Frequent patrols by specially trained staff reduce the risk of arson. Fire and security 
patrols are especially important last thing at night and after overtime or special 
operations have ceased. 

 The Police should be consulted when planning or rearranging security measures to 
protect the premises. 

 

9.7       References 
 Management of Health and Safety Regulations 1999 (as amended) 

 Regulatory Reform (Fire Safety) Order 2005 

 The Workplace (Health, Safety and Welfare) Regulations 1992 

 Arrangement section 7 Terms of Reference 
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Bomb Warnings – TELEPHONE THREAT RECORD Appendix A 

1)      Caller’s Gender and possible age: 
 

Male      Female 

………. Years (approximately) 

2)      Noticeable condition affecting speech etc. 
 

Drunkenness     Excitement 

Laughter     Incoherency 

Anger      Other ………………………………….. 

3)      Peculiarities of speech e.g. 
 

Foreign Accent    Mispronunciations 

Speech Impediment    Tone and Pitch 

Other ……………………………………… 

4)      Background noises e.g.  
 

Music      Talking 

Traffic      Machinery 

Other ……………………………………… 

5)      Exact message: ……………………………………………………………………… 
………………………………………………………………………………………….. 

6)      Time of Receipt: ……………………………………………………………………… 
 

Questions to ask AFTER the caller has completed his/her message: 

1 Where is the bomb located? 
 
2 What time will it explode? 
 
3 What does it look like? 
 
4 Why was it placed? 
 
5 When was it placed? 
 
6 Who are you? 
 
7 Where are you? 
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Invigilator Instructions for Emergency Evacuation 

Procedure during Examinations. (Appendix B) 

The Invigilator MUST take the following action in an emergency 

such as a fire alarm or bomb alert. 

 Stop the candidates from writing or typing. 

 Make a note of the time. 

 Collect the attendance register (in order to ensure all candidates are present). 

 Advise candidates to leave all question papers and scripts on the desks and 

personal belongings. 

 For on-line exams, pause the exams and lock down students PC. 

 Evacuate the examination room in line with the Barnfield Evacuation Policy. 

 Candidates MUST leave the room in silence. 

 Make sure that the candidates are supervised as closely as possible while 

they are out of the examination room to make sure there is no discussion 

about the examination. 

 Accompany candidates to designated fire assembly point, and then check 

attendance register agrees with candidates present. 

 When asked by a Fire Marshall / Duty Manager, advise that the room has 

been evacuated. 

 Stay with candidates until a member of the exam team advises that it is safe 

to return to the exams room. 

 Restart the exam allowing the full time, and allowing a reasonable time for the 

candidates to compose themselves if required. (Make a note of the restart 

time) 

 Make a full report of the incident and of the action taken, and pass to the 

examinations office for forwarding to the relevant awarding body. 

 
 

10.0 RISK ASSESSMENTS 
The College has a duty to ensure all significant risks are managed in line with the Management 
of Health and Safety at Work Regulations 1999 (as amended).  
 
It is important to note that risk can never be completely removed and that the purpose of the 
Management of Health and Safety at Work Regulations 1999 is generally to ensure risk is 
reduced to the lowest reasonably practicable level. This means we remove risk where it is 
reasonable to do so and introduce controls to minimise risk where it cannot reasonably be 
removed.  
 

10.1 Responsibility 
The ultimate responsibility for risk assessment at Barnfield rests with the Principal and Chief 
Executive but every staff member and student has a role and responsibility for risk 
assessment.  
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IT IS IMPORTANT TO NOTE THAT THE DUTY FOR RISK ASSESSMENT CAN BE 
DELEGATED BUT THE RESPONSIBILITY CANNOT.  
 
The College, through its Subject Leaders or their nominees, shall adequately assess: 

 The risks to the health and safety of employees and Students to which they are 
exposed whilst they are on Barnfield Premises. 

 The risks to the health and safety of persons not employed by the College arising out 
of, or in connection with, the College’s activities. 

 
Most risk assessments should be undertaken by the personnel responsible for a particular 
area or activity, THIS IS NOT A ROLE FOR HEALTH AND SAFETY EXPERTS rather 
everyone should be involved and it is a matter of giving careful consideration to one’s own 
environment, the activities that take place within it and what can be done to ensure those 
activities or locations are as free from risk as possible.  
 
Where Stakeholders are in doubt regarding their responsibilities, they may request clarification 
from the College’s Health and Safety Manager.  
 
Generic risk assessments will be produced where possible to aid the retrieval and 
understanding of safety information. 
 

10.2 Regulation 
The Management of Health and Safety at Work Regulations 1999 (MHSW) reg. 3, States that 
every employer shall make a suitable and sufficient assessment of the risks to health and 
safety of employees to which they are exposed to while at work, and the risks to health and 
safety of persons not in their employment arising out of or in connection with the conduct by 
him or his undertakings. 
 

10.3 Purpose 
To clearly define the legal requirement for the Risk Assessment of working activities and 
practices, in order to meet the legislative requirements of the Management of Health and 
Safety at Work Regs in conjunction with the College’s Health and Safety policy. 
 

10.4 Scope 
The Risk to those at work and anyone who may be affected by the College’s undertaking, for 
the purpose of identifying the measures needed to protect them. 
 

10.5 Definitions 
Hazard - Anything with the potential to cause harm e.g. substances, machines, methods of 
work, organisation. 
 
Hazard Assessment - Identify the hazards i.e. substances, equipment, work processes and 
organisation that have the potential to cause harm. Regulations and their codes of practices 
may be helpful during the identification stage. 
 
Risk - This is the likelihood of a particular hazard harming employees or others, plant or 
equipment and the number of people potentially affected and its consequence. 
 
Significant Risk - Those hazards that could pose a serious risk to employees, students or 
others who might be affected by the work activity if not properly controlled. Subject Leaders 
are responsible for deciding whether a risk is significant or trivial and should ensure 
consistency by familiarising themselves with Health and Safety guidelines. 
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10.6 What does "A Suitable and Sufficient Risk Assessment mean? 
It means the Risk Assessment should: 

 Identify the hazards arising out of work i.e. that is focusing on the hazards that are 
liable to arise out of the activity. 

 Quantify the risks enabling the Manager to identify and prioritise the measures that 
need to be taken to comply with the relevant statutory provisions. 

 Identify persons, who may be affected, this may be employees, students, contractor 
staff, visitors, members of the general public etc. 

 Identify what existing control measures are in place 

 Be appropriate to the nature of the work and such that it remains valid for a reasonable 
period of time. 
 

This will provide: 

 Long term controls. 

 The necessity not to repeat assessments for relatively static operations. 

 Broad range of risks for dynamic activities in particular peripatetic (lone) workers where 
additional planning and training will be required. 
 

10.7 Control of Risks 
Having completed the Risk Assessment the measures needed to comply with the 
Legislation/Regulations must be prioritised. 
 

10.8 Preventative/Protective Measures 
Below is a list of preventative and protective measures: 

 Avoid the risk rather than reducing it wherever reasonably practical. 

 Combat risks at source. 

 Adapt work activities to the individual. 

 When designing activities take steps to minimise repetitions and therefore risk of 
errors, accidents or repetitive strain injuries. 

 Apply new technology/processes to make work activities safer. 

 Give priority to risk affecting the whole operational area first. 

 Convey findings of the assessment to all those affected ensuring they acknowledge 
the importance of any new protective/preventative measures. 

 

10.9 Requirements 
To comply with the Management of Health and Safety at Work Regulations 1999, the College 
through its Management must assess the risks to employees and any others who may be 
affected by their undertaking, for the purpose of identifying the measures needed to protect 
them. 
 
The assessment will consist essentially of an identification of the hazards present, either from 
the work or other factors, and an estimate of the extent of the risk involved. 
 

10.10 Assessment 
For a Person to successfully carry out Risk Assessments the following should be considered: 

 Adopt a common sense approach, 

 Consider your areas of responsibility, 

 Carry out a risk assessment review of your area, 

 Identify the hazards, 

 Consider who is likely to be affected by the hazard, 

 Complete a risk assessment form, 

 Seek help in areas where you have difficulty in evaluating the risk, 
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 Take into account the competence of the work force, and whether it includes groups 
especially at risk i.e. the young and inexperienced, 

 Send a copy to the Health and Safety Manager for review, endorsement or direction, 

 Action any further control measures resulting from the assessment and the review, 
remember those at work may include persons other than your employees, such as 
students, contractors and visitors. 

 Review the risk assessments regularly (at least annually), 

 Review the risk assessment following an accident, incident, near miss, or when there 
has been a change to premises or work activities which have an influence on previous 
assessments. 

 
The Hierarchy of Control  
The hierarchy of control is a standard, useful and very effective means of approaching 
control measures to ensure risks are minimised to lowest possible level. It will frequently 
be necessary to use a combination of control measures.  

 ELIMINATION – is it possible to avoid the risk altogether e.g. ensure deliveries of 
heavy items are taken to the point of need by a delivery service rather than staff 
carrying them, thus avoiding manual handling. 

 SUBSTITUTION – change the way a task is carried out e.g. replacement of a harmful 
cleaning chemical with one equally effective but environment friendly.  

 ISOLATION – the combating of risks at source by eliminating access to a dangerous 
process e.g. mechanical guarding of woodworking machinery.  

 REDUCTION – reduce the numbers of people at risk or the level of exposure to a 
process.  

 INFORMATION, INSTRUCTION, TRAINING AND SUPERVISION – including written 
instructions, procedures and safe systems of work. Ensure staff and students are 
trained and aware of what they must do, when, how they must do it and what activities 
are prohibited.  

 PERSONAL PROTECTIVE EQUIPMENT – to be used only as a last resort when all 
other measures in the hierarchy have been implemented.  

 

10.11 Records 
The Manager is to maintain and review records of all risk assessments for their area of 
responsibility. 

 Risk assessment records will be kept by individual Managers 

 Risk assessment records may be held electronically but a hard copy must be 
forwarded to the relevent Manager to be held in an area health and safety file. Copies 
of risk assessments once completed must be passed to the Health and Safety 
Manager.  

 The records must be readily available for use by Management or for examination by 
an Inspector or Safety Representative 

 Copies of all Risk Assessments will be posted in the relevant department for all staff 
and students to access. 
 

10.12 References 
 Health and Safety at Work etc. Act 1974 

 Management of Health and Safety at Work Regulations 1999 

 Personal Protective Equipment Regulations 1992 
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10.13 Risk Assessment Flow Chart 
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11.0 Control of Substances Hazardous to Health COSHH 
 
Barnfield College shall take appropriate measures to protect employees, students and other 
persons who may be exposed to substances hazardous to health, that are generated out of, 
or are used in connection with, any activity under the control of the College. 
 
The college will do all that is reasonably practicable to comply with the Control of Substances 
Hazardous to Health (COSHH) Regulations 2002 (as amended) together with any other 
regulations referred to in the COSHH Regulations.  
 
For the purpose of this Policy, a substance hazardous to health refers to any substance 
(including preparations) as defined in the COSHH Regulations. 
 

11.1 Risk Assessment 
The College undertakes to assess the risks to health from possible exposure to any hazardous 
substances.  Work which exposes employees or students to risk from substances hazardous 
to health is prohibited, unless, following a suitable and sufficient assessment of the risks 
created by the work, the risks to health are reduced to an acceptable level.  
 
The purpose of COSHH assessment is to prevent or control exposure to substances 
hazardous to health.  Assessments shall be carried out by a competent person who is familiar 
with the relevant legislation and has a detailed knowledge of the process. 
 

11.2 Control Measures  
All staff are required to establish and monitor the operation of systems to provide and maintain 
any control measure, personal protective equipment, or any facility required by the 
Regulations.   
 

11.3 Duties of Principalship, Managers and Subject Leaders  
Principalship, Managers and Subject Leaders must ensure that staff and students are familiar 
with relevant safe use, handling and storage advice and guidance, including, where 
appropriate, information, instruction and training about the risks of substances in use and the 
precautions to be taken, and that Risk Assessments and Hazard Data Sheets and all 
appropriate protective measures are in place.  
 
Each substance used on a campus must be supplied with a Manufacturers Safety Data Sheet 
(MSDS) when the substance is first purchased. This sheet acts as a formal system of approval 
for substances being introduced into the college, in that only substances which have a MSDS 
should be purchased or used.  
 
The MSDS provides all the information on a hazardous substance that the College is required 
to provide to its staff and students as well as the essential information necessary to carry out 
the formal assessments, as required under the COSHH Regulations.  
 
It is the responsibility of all staff using the substance to ensure that an assessment for each 
identified hazardous substance, within their area, is completed.   
 
The assessment must be carried out by a person who has a practical understanding of what 
occurs, or what might occur, during the process that the substance is used for as well as 
having an understanding of the COSHH Regulations and their aims.  
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11.4 Procedure for Conducting Assessment 
 Review the information obtained from the MSDS.  

 Study the operation/ process for which the substance is used.  

 Evaluate who might be affected by the process.  

 Identify the workplace exposure limit (WEL) to personnel (see HSE publication EH40 
on HSE Website)  

 Establish methods of prevention and control.  

 Identify emergency and first aid procedures that may need to be implemented.  

 Record the information on the assessment form.  
 
Each assessment must be reviewed annually or if there are any changes to the process, 
environment or use of the substance.  
 

11.5 Duties of Employees and Students  
Employees and students must follow all safe working practices, guidelines and instructions 
and use any control measures in the correct manner.  Defects discovered in any control 
measure, device or facility, or any item of personal protective equipment must be reported 
promptly to their Tutor. 
 

11.6 Basic Guidance for the Use, Handling and Storage of Hazardous 
Substances.  

 Be aware of possible hazards and the necessary precautions to be employed;   

 Store chemicals and all hazardous materials in such a way as to prevent accidental 
reactions between them;   

 Be aware of possible dangerous reactions that may occur due to thermal or radiation 
decomposition or degradation;   

 Wherever possible, use materials that are less hazardous;   

 The quantity of chemicals in a working area should be kept to a minimum consistent 
with efficient working requirements and the hazards involved;   

 Work involving toxic or volatile chemicals should always be undertaken in well 
ventilated facilities (e.g. fume cupboards, fume hoods and canopies, local exhaust 
systems) or work areas;   

 Movement of hazardous materials must comply with any local rule containers must be 
designed and secured to prevent spillage;  

 Glass bottles and containers must always be carried in approved bottle carriers;   

 All containers must be clearly, correctly and durably marked or labelled with the name 
or other identification of the contents and an indication of their hazard;   

 Spillage of chemicals or chemical materials must be dealt with immediately and 
appropriate actions taken for the appropriate safe disposal of the waste material and 
the cleansing of the area;   

 Staff and Students must know and understand the safety rules and requirements 
applicable to their work, be familiar with emergency procedures and always be alert to 
unsafe conditions;  

 Use such personal protective equipment (PPE) as may be required to ensure personal 
protection;  

 The type and use of PPE will be carefully assessed and maintained according to 
manufacturers' instructions. Where possible, the number of different types will be 
minimised to prevent mistakes with servicing or replacement;   

 Hazardous waste must be disposed of in accordance with the manufacturer/suppliers 
instructions and according to current waste disposal regulations;  

 No food or beverage may be taken into or consumed in any area where chemicals are 
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used, handled or stored; smoking is forbidden in all such areas; cosmetics must not 
be taken into or used in such areas. Chemicals used for domestic and cleaning 
purposes in kitchens and catering areas are acceptable, although great care must be 
taken in their selection and use.  

 
11.7 Reference 
 

 Management of Health and Safety at Work Regs 1999 (as amended) 

 Control of Substances Hazardous to Health 2004 (as amended) 

 COSHH Assessment Form Appendix 1 
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Appendix 1 
 

COSHH - Hazard Assessment Form 
Assessment No Campus Dep’t  

Assessors Name Assessors signature Date  

Review  

Substance Details 

Name  MSDS 
supplied 

Yes / No 

Manufacturer  Contact Tel No 
 

Substance Hazards 

 
YES 

 
NO 

 
YES 

 
NO 

 
YES 

 
NO 

TOXIC Gas Under Pressure Flammable 

 
YES 

 
NO 

 
YES 

 
NO 

 
YES 

 
NO 

Caution for less 
serious health 

hazardous like skin 
irritation 

Corrosive Dangerous to the Environment 

 
YES 

 
NO 

 
YES 

 
NO 

          
         YES 

 
          NO 

Explosive Oxidising Longer Term Health Hazard 

Operation / Process Who Is effected 

Workplace Exposure Limits (WEL’s) 

Substance Concentration WEL Recommended 
Control 

Environmental 
Monitoring 

   Yes / No 

   Yes / No 
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Level of Risk 

Prevention Control 

Eliminate  Substitute    

Enclose / 
Isolate 

 LEV  General 
Ventilation 

 

Exposure 
Reduction 

 Housekeeping  PPE  

Health 
Surveillance 

 Inform / Instruct / 
Train 

   

Emergency Procedures 

Fire  

Spillage  

Disposal  

First Aid Procedures 

Inhalation  

Ingestion  

Eye Contact  

Skin Contact  

Other  
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12.0  Electrical Testing 
 

12.1 Scope  
This policy applies to the management of all electrical installations and appliances both fixed 
and portable across the college.  
 
Regulation 4 (2) of the Electricity at Work Regulations 1989  requires that all systems be 
maintained so far as is reasonably practicable to prevent danger; this includes all items of 
electrical equipment including fixed, portable and transportable equipment. 
 

12.2  Context  
An electrical accident can at a minimum cause an unpleasant electric shock but may be fatal 
or cause a fire affecting the whole premises. A proactive maintenance system is therefore key 
to prevent incidents arising.  
 
Barnfield College has a moral responsibility to ensure the use of electricity is properly 
managed and there are legal requirements covering all work activities involving electrical 
equipment. They place duties on employers, the self-employed and employees intended to 
control risks arising from the use of electricity.  
 

12.3 Aim  
Through this policy and procedure the college aims to:  

 Protect the safety of employees, students, visitors and contractors.  

 Ensure that hazards and risks associated with portable and fixed electrical appliances 
are appropriately identified in advance and managed.  

 Ensure compliance with the Electricity at Work Act 1989.  

 Raise awareness of the dangers associated with the use of portable electrical 
equipment.  

 

12.4 Responsibilities  
 The College Principal is responsible for the implementation of this policy.   

 The Facilities Manager and Principalship are responsible to ensure it is applied across 
all areas of the college. 

 

12.5 Using Electrical Equipment 
 Care should be taken to site electrical equipment to prevent trailing cables. Where 

equipment cannot be sited closely to sockets, extra sockets should be installed. If this 
is not practical, cables should be laid beneath floors, or should follow the line of internal 
walls at low level. Where the structure of the building does not allow this, a rubber 
walkover should be used.  

 When using portable electrical equipment e.g., vacuum cleaners, hand tools, pressure 
washers; care should be taken not to trail cables across steps, stairs and exit points. 
Operators should always take care and avoid over stretching cables and always check 
lengthy cable runs for chafing, damaged insulation and exposed wires.  

 Persons should be kept clear of the areas whilst work is in progress. 

 Where cable reel extensions are used, trailing cables across pedestrian routes should 
be avoided and the cable should be fully extended to prevent over-heating. 

  Employees should not bring their own electrical equipment for use at work without 
the permission of their line manager.  Prior to use, equipment must be tested.  
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12.6 Procedure  
 Regular inspection and damage identification  

 Persons who use electrical equipment must visually inspect it on every occasion it is 
to be used prior to connection to the mains.  Check that:  

 The immediate environment is safe for the use of electricity e.g. no water lying or 
damage to fixed electrical power supply sockets.  

 The cable insulation is not damaged in any way.  

 The outer sheath of the cable is securely in a sealed plug or held in the cable grip just 
inside the cable hole in the plug.  

 The plug and the equipment outer casing is undamaged.  

 If the equipment is found to be faulty, label it and report it to the line manager and take 
it out of use immediately.  

 If there is a chance that the equipment could inadvertently be used, cut off the 
plug.  The Manager should ensure the equipment is repaired or disposed of.  

 

12.7 Definition of a Portable / Moveable Electrical Appliance 
 A portable electrical appliance is an item of electrical equipment that is not part of a 

fixed installation, but is intended to be connected to a fixed electrical supply by means 
of a flexible cable and either a plug and socket or a spur box, or similar means. It 
includes equipment that is either hand held or hand operated while connected to the 
supply, or is likely to be moved while connected to the electrical supply. 

 A portable electrical appliance is an item of portable or moveable equipment that has 
an electrical supply voltage that can potentially result in a risk of fatal electric shock to 
any person. I.e. when the voltage is greater than 50V ac or 120V dc. Therefore, battery 
operated equipment does not fall under the scope of this procedure, although 
accompanying chargers are subject to the conditions stipulated in this document. 

 Extension leads, plugs and sockets, and cord sets which supply portable and 
moveable equipment are classed as portable equipment since they operate in the 
same environment and are subject to the same use as the equipment they serve. 
Examples of portable equipment would be tools, extension leads, grinders, hand-
lamps, floor-cleaners, portable kettles. The inspection and testing of these items of 
equipment would be frequent, based on the operating environment and usage. 

 Moveable electrical equipment is an item, which although it has a power lead with a 
plug attached and is not permanently wired into an electrical circuit, it is not normally 
moved within a work area. Such items may be refrigerators, freezers, cookers, and 
microfiche readers. etc.  Although they are required to be inspected on a regular or 
planned basis, the testing is not required to be as frequent as tools that are in heavy 
use. 
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12.8 Table of Suggested Frequency of Overall Inspection and Testing 
 

AREA OF 
USE 

TYPE OF 
EQUIPMENT 

USER 
CHECKS 

CLASS 1 CLASS 2 

VISUAL 
INSPECTION 

TESTING 
VISUAL 

INSPECTION 
TESTING 

Workshops, 
Kitchens, 
Hair and 
Beauty, 
Gym, 

S 
IT 
M 
P 
H 

Weekly 
Weekly 

Before Use 
Before Use 
Before Use 

None 
None 

1 Month 
1 Month 
1 Month 

36 Months 
12 Months 
24 Months 
12 Months 
12 Months 

None 
None 

3 Months 
3 Months 
1 Months 

36 Months 
12 Months 
24 Months 
12 Months  
12 Months 

Offices, 
Classrooms 

S 
IT 
M 
P 
H 

None 
None 

Weekly 
Weekly 

Before Use 

24 Months 
24 Months 
12 Months 
12 Months 
6 Months 

48 Months 
12 Months 
24 Months 
24 Months 
12 Months 

24 Months 
24 Months 
24 Months 
24 Months 
6 Months 

None 
None 
None 
None 
None 

NB: The Frequency of Testing is liable to change dependant on the actual usage. 
 
 
S – Stationary Equipment: Equipment over 18Kg that is not provided with a carrying handle, 

e.g. refrigerator 
IT – Information Technology Such as PC’s, monitors, photocopiers and printers. 
M – Moveable Equipment 18kg or less and not fixed may have castors or a means to 

facilitate movement. 
P – Portable Equipment Less than 18Kg and is intended to be moved while in operation, 

or can easily be moved from one place to another. 
H – Hand Held Equipment Equipment that is intended to be held in the hand during normal 

use. 
 
Class 1 Equipment Equipment whereby protection against electric shock is by basic 

insulation and connection to earth in the fixed wiring system. 
Standard 3 pin plug (E.g. PC, monitor, photocopier, kettle, 
coffee maker etc.). 

Class 2 Equipment  Equipment whereby protection against electric shock is by 
insulation only. Standard 2 pin or 3 pin plug with unconnected 
earth. (E.g. battery charger, desktop calculator, electric razor 
etc.). 

 
If class of the equipment is not known it must be treated as Class 1. 
 
User checks are not recorded unless a fault is found. 
 

12.9 Fixed Circuits  
The HSE State ’Electrical installations should be tested often enough that there is little chance 
of deterioration leading to danger. Any part of an installation that has become obviously 
defective between tests should be de-energised until the fault can be fixed’. 
 
The Facilities and IT Manager will determine inspection frequency and organise the inspection 
of the fixed wiring utilising the services of a registered qualified electrician. Any concerns 
regarding fixed wiring must be reported to the Facilities and IT Manager without delay.    
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Fixed appliances which are the responsibility of curriculum areas must be tested in 
accordance with the Barnfield Portable Appliance Testing Schedule.  
 
Where required, the Facilities and IT Manager will – on request from curriculum areas – advise 
on a schedule of testing.  Any costs incurred will be required to be met by the curriculum area.  
 

12.10 References 
 The Management, of Health and Safety at Work Regulations 1999 (as amended) 
 Electricity at Work Regulations 1989 
 Provision and use of Work Equipment Regulations 1998 
 The Company Health and Safety Policy 
 The Code of Practice for in-service Inspection and Testing of Electrical Equipment 
 INDG 231 Electrical Safety and You  
 INDG 236 Maintaining Portable Electrical Equipment in Offices and other Low Risk 

Environments  
 HSG 107 Maintaining Portable and Transportable Electrical Equipment  
 INDG 247 Electrical Safety for Entertainment. 

 
 

13.0 Display Screen Equipment (DSE) and Eye Care  
 

 

13.1 Scope and Purpose 
This policy applies to all staff employed by Barnfield College including Senior Post 
Holders.   
 
This policy works in compliance with the requirements of the Health and Safety (Display 
Screen Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous 
Amendments) Regulations 2002, which requires employers to minimize the risk of Visual 
Display Unit (VDU) working.  
 
The regulations apply where an employee habitually uses display screen equipment as a 
significant part of their normal work.  
 
You are likely to be deemed a user if you use a DSE / VDU for at least 2 hours each day. In 
effect, this means the majority of staff members are considered users.  
 
To aid all DSE / VDU users or potential users a guide is available on SharePoint titled 
‘Correct sitting Posture’ along with a self-assessment form to aid in the correct posture of 
DSE Users. 
 

13.2 Responsibilities 
The responsibilities for ensuring DSE risk assessments are carried out rests with department 
managers. 
 
Department Managers are responsible for sourcing additional equipment e.g. foot rests etc. 
as established by completion of the DSE Self-Assessment. 
 
The Health and Safety Department will provided help and guidance as required.  
 
It is incumbent of the user to ensure the provided equipment is used for its intended purpose 
and report defects as necessary. 
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The individual has responsibility to: 
 

 Complete the DSE Self-Assessment Form as available on SharePoint 

 Adjust workstation components to maintain a neutral posture 

 Use accessories as recommended in training and instruction 

 Report work station and physical problems to supervisor. 
 

13.3     Provision of Eye Testing  
If you are deemed a User of DSE / VDU then you are entitled to ask the College to pay for 
an eye test to be carried out by a qualified optician.  
 
Repeat testing is also covered under this policy under recommendation of the qualified 
optician (usually every 2 years) 
 
Barnfield College has chosen Vision Express as our provider for all eye tests  
 

13.4 Requesting an Eye Test   
To request an eye test you must complete the Eye Test Referral Form (Appendix 1).  
 
The form must then be submitted to your Line Manager who will sign to confirm you are a 
regular DSE / VDU user. The completed form must then be forwarded to the HR team who 
will issue the eye test for you to use in any Vision Express store. (If there is doubt about 
whether you are considered a regular DSE / VDU user, your Line Manager should contact 
the HR team for clarification).  
 
The VDU voucher is valid from 90 days upon issue and will entitle you to: 

 

 A full eye test including Digital Retinal Photography  

 A discount of £45 on a complete pair of glasses of any prescription or 

 A pair of single vision glasses from our £39 range free of charge   
 

13.5 References 
 The Management, of Health and Safety at Work Regulations 1999 (as amended) 

 Health and Safety (Display Screen Equipment) Regulations 1992 (as amended) 

 Correct Sitting Posture information on SharePoint 
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Appendix 1 
 
 

Eye Test Referral Form (Display Screen Equipment Users)  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please send this completed form to the Human Resources Team. Upon receipt, you will 
be issued with a Vision Express Eye Test Voucher, which you will need to take to your 
appointment.  
The VDU voucher will entitle you to: 

 A full eye test including Digital Retinal Photography  

 A discount of £45 on a complete pair of glasses of any prescription or 

 A pair of single vision glasses from our £39 range free of charge   
The VDU voucher will be valid for 90 days 
 
 

 

Name: ……………………………………………………………………………………………………………. 

 

Campus / Department: ………………………………………………………………………………….. 

 

Job Title: ………………………………………………………………………………………………………… 
 

I confirm that I am a regular VDU user and require an eye test 

 

 

Employees Signature ……………………………… Date: ……………………….. 

 

 

I have identified the above member of staff as a regular VDU user and request and 

eye test in accordance with the Barnfield College Eye Care Policy  

 

Name of Referring Manager: …………………………………………………………... 

 

Managers Signature: …………………………………….   Date: ……………………. 
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14.0 Housekeeping 
 

14.1 Purpose. 
To ensure that all Staff and Students are aware of the need to maintain a clean and safe 
working environment at all times. 
 

14.2 Scope. 
This procedure is applicable to all Barnfield College sites and locations, including those on 
short-term use. 
 

14.3 Responsibility. 
It is the responsibility of the Tutors and Lecturers to ensure that areas are free from debris at 
the end of each lesson and equipment is in a fit state to use. 
 
It is the responsibility of individual student or staff member to maintain the condition of their 
work area. 
 
It is the responsibility of the cleaning staff to assist in maintaining the cleanliness of the facility 
this is controlled and monitored by the cleaning supervisor and Facilities and IT Manager. 
 
The estates team will assist in deep cleaning when necessary. 
 

14.4 Walkways. 
Within Workshop areas to segregate equipment and working practises from pedestrians, safe 
walkways have been designated by green lines on the floor. Any person not involved in the 
activity in the working environment shall use the safe walkway. In instances of needing to 
close the safe walkway a suitable diversion will be marked using barriers and direction signs. 
All staff will adhere to any diversions put in place for their safety. 
 

14.5 Housekeeping of Workshops. 
Each member of staff will maintain the cleanliness and tidiness of his or her own working area 
with particular attention to slip and trip hazards as well as the use and temporary storage of 
chemicals and sharp objects. 
 
After completion of tasks or at the end of the lesson any unwanted tools and equipment will 
be returned to the recognised storage places. 
 
Any liquid spills are cleaned away without delay and appropriate signs installed to warn of the 
potential hazards. 
 
Housekeeping tours are carried out by the Department Managers or nominated deputy with 
assistance from the Health and Safety Manager. 
 
The Cleaning staff sweep / vacuum the work areas daily, and mop the floors as required and 
remove as much water as possible. During mopping processes, suitable signs are installed to 
warn pedestrians of the potential hazard. 
 

14.6 Recycling. 
There are recycling bins and skips available for all recyclable items. 
 
All persons disposing of waste shall do so with consideration to recycling and use the relevant 
bins provided. 
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All hazardous chemicals and oils are disposed of with consideration to reusing and recycling 
by reputable waste collectors 
 

14.7 Waste Removal. 
General waste removal within the college is managed by the cleaners on a daily basis.  
 
All waste is removed from the work area and transferred to the relevant waste bin at the 
completion of each task and at the end of the day by the student / staff member.  The waste 
bins are decanted into the relevant skips at the end of the day by the cleaners to facilitate the 
final removal by the Waste Collection Company each day Monday to Friday. 
 

14.8 Cleanliness of Facilities. 
The cleaners maintain the cleanliness of all offices, rest rooms, communal areas, 
passageways, and toilets. 
 
All staff are required to assist by refraining from disposal of unwanted items and rubbish on 
the floors. 
 

14.9 References. 
 Health and Safety at Work etc. Act 1974. 

 Management of Health and Safety at Work Regulations 1999 (as amended), 

 Workplace (Health Safety and Welfare) Regulations. 1992 
 
 

15.0 Control of Asbestos 
 

15.1 Introduction 
Barnfield College has a duty within the HASAW Act 1974 and the Control of Asbestos 
Regulations 2012, to ensure that the handling, removal and disposal of asbestos in any form 
is carried out safely. 
 
This procedure is applicable to all asbestos handling activities that may take place at any 
Barnfield College sites. 
 

15.2 Definition of Asbestos 
Asbestos is a soft mineral rock that has thermal insulation and sealing properties and has 
been used in many products and equipment that require such applications. It is made of 
millions of light, indestructible fibres that have made it a valuable but very hazardous material.  
 
There are three main type of asbestos that may be found within buildings; 

 Crocidolite - ‘Blue’ 
 Amosite - ‘Brown’ 
 Chrysotile - ‘White’. 

 
There is no difference in the harm that any form of asbestos can occasion on a person should 
they inhale it and it is ingested into your lungs. 
 

15.3 Nature of risk 
The small and often invisible fibres that constitute asbestos are most harmful when they are 
breathed into the lungs during respiration. The main diseases caused by asbestos dust are:- 

 Lung damage – making breathing difficult and putting a strain on the heart. 
 Asbestosis - caused by the accumulation of dust. The disease can get worse even if 

the sufferer is no longer exposed to asbestos dust. 
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 Heart failure – due to infections from diseased lungs. 
 Mesothelioma – which is a cancer of the stomach or lung cavity. 
 Lung cancer – the most common disease affecting asbestos workers and other 

cancers affecting the respiratory tract. 
 

15.4 Acquisition of asbestos    
In compliance with the Control of Asbestos Regulations 2012 no asbestos or asbestos 
containing materials may be brought onto the College premises. This prohibition applies to 
second hand or reconditioned items or building materials.  
 

15.5 Likely locations for asbestos 
Asbestos is likely to be found either as a component of a building material, or used within 
certain types of older equipment or machines such as ovens and heaters.  
 
During the twentieth century asbestos was often used as a building material or a constituent 
for building materials, frequently utilised as a fire retardant and or insulating material. 
Examples of its use include thermal insulation for pipes and tanks, loose packing in ceiling 
voids, insulating board often used as wall partitions, corrugated roofing sheets, protective 
paper coatings, sprayed on coatings, ceiling tiles, floor tiles.  
 
Older pieces of electrical and mechanical equipment such as ovens, hotplates and fan heaters 
etc. may contain asbestos.  
  

15.6 Management of asbestos  
It is the responsibility of the Head of Technology and Facilities and Health and Safety Manager 
to identify where asbestos is likely to be within the fabric of College buildings. Records will be 
kept for a minimum of 30 years and copies passed to any new owners of property. 
 
It should be assumed that all materials contain asbestos unless there is clear evidence that 
they do not (e.g., glass, steelwork, stone). For all suspect materials a survey will be carried 
out in accordance with Guidance Document MDHS 100 (HSE) by an approved specialist 
contractor or consultant.  
 
Records of the location, type, description and condition of any asbestos containing material 
(ACM) will be recorded in the asbestos register which forms part of the Asbestos Management 
Plan for the site. 
 
The asbestos management plan will be held on site by the Health and Safety Manager in order 
that any contractors are allowed access to ensure ACMs are not disturbed during maintenance 
work. These records must be updated whenever any changes to the ACM (e.g. repair or 
removal) or re-inspection takes place.  
 
Known areas of ACM’s will be labelled to state a ‘Permit to Work is required’. 
 

15.7 Procedure if Asbestos is identified  
 If ACM is identified, its condition is good, and it is not likely to be damaged or disturbed, 

it should be left it in place, if possible labelled at its location; its details recorded on the 
Asbestos register and inspected regularly.  

 If the ACM is in poor condition or is likely to become damaged, it should, if possible, 
be labeled at its location and the material type and condition recorded in the 
register.  ACM should not be removed unnecessarily. If possible the ACM should be 
repaired or sealed (by painting or similar technique). If the ACM is unable to be to 
sealed or repaired it will be removed using controlled methods in accordance with the 
CAR 2012. 
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 Care will be taken that ACMs are not disturbed or damaged when any maintenance or 
repair to buildings or equipment is carried out by College staff or by outside contractors.  

 Advice can be sought from the Head of Technology and Facilities or Health and Safety 
Manager with regard to any issues relating to ACMs. 

 The Principal is responsible for any products, materials or equipment within all 
Barnfield College sites which is / are identified as containing ACM, excluding ACM 
used in the construction of the building. 

 Where products, materials or equipment have been identified, the Health and Safety 
Manager and Head of Technology and Facilities will ensure as necessary written 
procedures for safe operating, handling and disposal of the item containing the 
asbestos are prepared and implemented. 

 Prior to commencing any building or maintenance work, regardless of whether or not 
it includes the intended repair or removal of asbestos, the relevant Asbestos Register 
must be checked to determine if ACMs are located in or near to the area of the intended 
work. In the event of asbestos being present a Permit to Work must be issued by the 
Head of Technology and Facilities or Health and Safety Manager prior to any work 
taking place.  

 An inspection of ACM’s will take place annually and records kept of condition and / or 
deterioration. This may take the form off photographs to ensure comparisons over time 
are established. 
 

15.8 Licensed and Unlicensed work with Asbestos 
Under CAR 2012 certain types of work with asbestos need to be licensed with the HSE.  
Unlicensed Work includes the following;  

 Work in which it is certain that the airborne concentration of asbestos will be below the 
control limit. 

 Work on asbestos containing textured coatings, asbestos cement, bitumen, plastics, 
resins, or rubber which contains asbestos.   

 Minor work with asbestos containing insulating board, e.g. repairing minor damage, 
painting, and removal of a single panel, provided that the job lasts less than 1 hr. per 
person per week and the total time per job is less than 2hr. per week.  
 

Other work on ACM must be licensed by the HSE.  
 

15.9 Major works 
Where major works on or removal of ACM is required, the Head of Technology and Facilities  
or Health and Safety Manager will be responsible for ensuring all work involving asbestos 
based materials is carried out in full accordance with the current statutory regulations, using 
HSE licensed and approved specialist contractors.   
Requirements include (not an exhaustive list):-  

 Statutory notice to HSE  

 Job specific Risk Assessment  

 Job specific Method Statement  

 Prior liaison with appropriate site Principal.  

 Risk assessment of the contractors procedures and method statement by the Health 
and Safety Manager 

 Waste disposal to approved sites under controlled conditions  

 Air clearance certificates (by independent analyst)  

 Update the progress of the work on the Asbestos Register 
 

15.10 Control limits 
There is a single control limit of 0.1 fibres per cubic centimeter (f/cm3) of air, regardless of the 
type of asbestos. 
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It is not anticipated that any employees or students of Barnfield College will, in the course of 
their work, be exposed to such levels. The intention is that work which may generate such 
levels will always be carried out by licensed contractors.  
 
Those working in environments in which the control limits are likely to be exceeded will be 
given training in how to minimise exposure by the use of appropriate personal respiratory 
equipment and personal protective equipment, including overalls.  
 
Access to areas in which the levels of asbestos exceed the actions levels will be prevented by 
suitable means, to all other than HSE approved contractors. 
 

15.11 Accidental damage of ACM 
If a material, product or equipment containing or suspected to contain ACM becomes 
damaged, the person causing or finding the damage must immediately restrict access to the 
area, and inform the Head of Technology and Facilities and Health and Safety Manager. 
 

15.12 Disposal of asbestos 
The licensed specialist contractor carrying out work on asbestos materials will be responsible 
for disposing of, in the approved manner, any waste product containing asbestos.  
 
Equipment Materials or Products containing asbestos, requiring disposal, will be sealed in 
double plastic bags if possible, or be securely double wrapped in plastic and adequately 
sealed. The item will be suitably marked and then advice obtained from the Head of 
Technology and Facilities or Health and Safety Manager on safe disposal. Disposal will be by 
a Licensed Asbestos Contractor. 
 

15.13 Reference 
 Control of Asbestos Regulations 2012 
 Control of Substances Hazardous to Health Regulations 2002 (as amended) 
 Management of Health and Safety at Work Regulations 1999 (as amended) 
 Health and Safety Guidance (HSG) 264 2012: Asbestos – The Survey Guide 
 Health and Safety Guidance (HSG) 248 ‘Asbestos: The analysts’ guide for sampling, 

analysis and clearance procedures’ 
 Workplace (Health Safety and Welfare) Regulations 1992 

 
 

16.0 Control of Contractors 
 

16.1 Introduction 
All contractors engaged by the College are subject to the College’s Health and Safety Policy. 
All contractors will be issued with a copy of this policy and are required to abide by legislative 
and the College health and safety regulations/procedures whilst undertaking work at/or for the 
College. 
 
All contractors employed by the College have a duty to co-operate and co-ordinate their 
activities, to minimise any danger to themselves or any other College occupants. They should 
also ensure that any works carried out do not contravene any statutory regulations such as 
the Construction (Design and Management) Regulations 2007 and subsequent legislation 
thereof or requirements of the College policies on health and safety and safeguarding.  
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16.2 Purpose 
Barnfield College has a duty under: 

 The Health and Safety at Work etc. Act 1974, 

 The Control of Substances Hazardous to Health 2002 (as amended) 

 The Management of Health and Safety Regulations 1999 (as amended) 
 

To ensure that all work that is contracted to an external work provider is planned to ensure 
that we comply with all safety requirements. 
 

16.3 Procedure 
Whenever any work is planned, which requires an external contractor to carry out the work; 
the following procedure is to be followed to ensure that the work is planned with safety in mind. 
Whenever any contract work is planned, the department(s) requesting the work are to inform 
the Health and Safety Department of the work content in the initial planning stage of the job. 

 There is a preferred Contractors List available on SharePoint. Whenever possible 
these contractors should be used as they are aware of the necessary procedures and 
have existing accounts with the college.  

 Being on this list does not negate the need for Risk Assessments and Method 
Statements (RAMS) to be supplied before any work commences. 

 The Health and Safety Department will comment and make recommendations to 
contracting department(s) and contractors as necessary. 

 As soon as a confirmed quote for the job is accepted, the Health and Safety 
Department is to be informed so that the Contractors Risk Assessments and Method 
Statements (RAMS) can be verified. 

 If the contractors RAMS are suitable and sufficient to the Health and Safety 
Department, the work may go ahead. 

 If adjustments or amendments are required to the RAMS, these must be amended as 
necessary by the contractors and re-submitted to the requesting and Health and Safety 
Department for acceptance. 

 Contractors may submit generic assessments as long as they cover the work being 
carried out. 

 Generally the job is planned sometime ahead of the actual work being carried out, and 
as such RAMS will have to be submitted to the Health and Safety Department at least 
10 working days before works are planned to go ahead. This timeframe will enable the 
requesting and Health and Safety Manager to confirm applicability and relevance 
before the actual work commences. 

 

 During the actual time that the work is being carried out, the requesting department 
and the Health and Safety Manager are to visit the site of work on regular occasions, 
to ensure that the work is being carried in accordance with the contractors RAMS. 

 On completion of the contracted work, the requesting department is to ensure that the 
contractors have completed the work and disposed of any waste in accordance with 
the method statement. 

 

16.4 Records 
The records of the RAMS will be held by the Health and Safety Manager for all contracted 
works. 
 

16.5 References 
 The Health and Safety at Work etc. Act 1974 

 The Management of Health and Safety at Work Regulations 1999 (as amended). 

 Control of Substances Hazardous to Health 2002 (as amended) 

 Company Health and Safety Policy and Arrangements. 
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17.0 Driving and Mini Bus 
 

The College minibuses are a valuable resource, which helps to provide pupils with access to 
College Visits and Off-Campus Residential stays, as well as to numerous other extra-curricular 
activities.  
 
It is essential that all users of this resource are aware of all legal and procedural responsibilities 
pertaining to its use.  
 

17.1 Scope 
To provide clear direction relating to use of the College Minibuses. 
 
To ensure that all users of the College Minibuses are aware of their legal responsibilities.  
 
This policy applies to: 

 Any use of minibuses owned by the College,  

 Any minibus hired for teaching, and other College activities 
 

The policy applies only to minibuses, which are defined as; “vehicles with forward facing seats 
constructed or adapted to carry more than eight, but not more than sixteen passengers, in 
addition to the driver”.  
 

17.2 Eligibility to drive the College Minibuses. 
 Those permitted to drive the College Minibuses must be between 21 and 70 years of 

age with a full driving licence including category D1 or D PCV entitlement. 

 Any endorsements incurred by eligible drivers must be disclosed to the Principal, as 
these may affect eligibility to drive the vehicle.  

 The Finance Department is responsible for organising an annual reviewing of driving 
licences to ensure appropriate insurance. 

 All eligible drivers will be instructed on the legal duties of driving the minibus as well 
as the requirement to carryout pre and post use inspections. 

 Any driving offences will be the responsibility of the driver, the college will not 
reimburse or pay fines incurred   

 
NB –Driving a College Minibus is NOT the same as driving a car; it requires different 
levels of knowledge, skill and awareness. It also carries different legal responsibilities 
which trained drivers will have been made aware of.  
 

17.3 Procedure for Use of the College Minibuses  
 Overall responsibility for ensuring that the College Minibuses are properly maintained 

and licensed lies with the Principal. However, this responsibility is devolved to the 
Facilities and Technology Manager. 

 The College Minibuses should be regularly serviced according to manufacturers 
recommended practice. The Facilities and Technology Manager is responsible for 
arranging this servicing with a reputable and suitably qualified organisation.  

 Prior to ANY journey, the named driver must complete a visual check of the vehicle. 
This must be completed using a Minibus Use Check List (see Appendix A). 

 Drivers, they will be held legally responsible for driving with any defect.  

 Licensing, of the College Minibuses is the responsibility of the Principal, however, 
these responsibilities are devolved down to the Facilities and Technology Manager 
who must ensure that all Road Tax, Insurance and MOT certificates are up to date.  
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17.4 Health and Safety of Drivers and Passengers  
Drivers and accompanying staff are responsible for the safety and health of their passengers 
and should ensure that;  

 Seatbelts must be worn at all times. This is a legal requirement. 

 Mobile phones or hand held devices MUST NOT be used when operating the minibus 
including hands free. 

 Everyone should remain seated at all times.  

 Passengers are aware which entry and exit doors are to be used. (It is recommended 
that side doors be used except in emergencies).  

 Gangways and doorways are to be kept clear at all times. Bags should be kept on laps 
/ stored under seats securely or in the overhead storage compartments.  

 Where possible the bus should be parked with the side doors to the kerb. Where this 
is not possible, learners should remain seated until supervised exit can be 
implemented them from the road.  

 It is essential that all drivers of minibuses have had sufficient rest prior to undertaking 
a journey. The driver must therefore assess whether they are safe to drive before 
commencing a trip.  

 Drivers should remember that prescribed medication or over the counter medications 
may affect their ability to drive.  

 On no account should a driver be allowed to drive a Minibus if the driver has had any 
alcohol within the previous 12 hours, large consumptions would require longer to leave 
the drivers system, if in doubt do not drive.  

 Drivers MUST NOT drive for longer than 2 hours without taking a break for at least 15 
minutes. Remember tiredness kills.  

 Pupils should only be taken on a journey in the minibus accompanied by an adult 
assistant after an agreed risk assessment. 

 

17.5 Private vehicles 
 No member of staff should drive at work under any circumstances that they know may 

affect their ability to drive safely such as prescribed or non-prescribed drugs. 

 It is the duty of any member of staff who is required to drive on college business to 
inform their line manager if they are suffering from any illness or health condition which 
impairs their ability to drive or if they are required to take medication that might affect 
their judgement. 

 Smoking is not permitted in college vehicles  

 Private vehicles used on College business must have the relevant insurance cover 
and the driver be suitably qualified to drive. 

 The vehicle must have the necessary road fund licence. 

 The vehicle must be in a suitable road worthy condition 

 If the vehicle is more than three years old, employees must ensure that the vehicle 
has a valid MOT Certificate.  

 
17.6  References 

 Health and Safety at Work etc. Act 1974 

 Management of Health and Safety at Work Regulations 1999 (as amended) 

 Road Traffic Act 1988 (as amended) 

 Road Vehicles (Construction and Use) Regulations 1986 (amendment No.4, 2003) 
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Appendix A 

 
MINI BUS USE CHECK LIST 

 
Vehicle Reg. Number………………………………..…Final Mileage Reading……………… 

Date………..……Time From…………to………….Driver Name………………….……..……. 

Signature……………………………………………………………Travel to:…….………..…… 

If the vehicle is not legally compliant do not use! 
 
 

 
Please report any issues to Head of IT and Facilities by raising a Service Desk 
request. 
 
Ensure all rubbish is removed after journey  
 
This form MUST be returned to Estates Office with the keys after 
Vehicle use. 
 
 
 

Inspection of Pre 
Use 

Post 
Use 

Indicators   

Brake Lights   

Reversing Lights   

Side Lights   

Head Lights   

Rear Lights   

Stop Lights   

Horn working   

Wind Screen wipers   

Wiper Wash Bottle sufficient water   

Seat Belts in good condition   

Windows sufficiently clean   

Tyres good condition min tread depth 1.6 mm   

Brakes working including handbrake   

No fluid leaks visible   

Sufficient fuel   

Fire Extinguisher in place   

Mirrors are clean and correctly adjusted for the driver   

Exhaust does not produce excessive noise or smoke   

Please record any body work damage 
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18.0 Stress in the Workplace 
 

18.1 Purpose. 
To ensure that management and employees are aware of the policy and arrangements on 
Stress in the workplace. 
 

18.2 Scope. 
This is applicable to all members of staff including those defined as senior postholders as 
described by the instruments and articles of governance. 
 

18.3 Definition of Stress. 
“The adverse reaction people have to excessive pressure or other types of demand placed 
upon them”. This makes an important distinction between reasonable pressure and challenge, 
which can be a positive state if managed correctly, and stress, which can be detrimental to 
health. 
 

18.4 Signs of Stress. 
 Persistent or recurring moods: anger, irritability, frustration, detachment or withdrawal 

from others, worry or anxiety, depression, guilt, sadness. 

 Physical signs: aches and pains, raised heart rate, increased sweating, dizziness, 
blurred vision, skin problems, sleep disorders, exhaustion, nausea, lowered resistance 
to minor illness. 

 Behavior changes: difficulty concentrating, losses of memory, an inability to “switch 
off”, poor judgement, loss of creativity, making more mistakes, checking things 
repeatedly, eating disorders, increasing use of coffee, alcohol, drugs or tobacco. 

 

18.5 Roles and Responsibilities. 
 
18.5.1 Managers: 

 Obtain advice from HR Business Partner, HR advisor or GP. 

 Identify posts where stress has been or is a problem. See what can be done to reduce 
the risk of stress to the post holders. 

 Conduct regular and planned meetings with all staff. Provide time to discuss concerns 
and listen to what they say. 

 Take care over the allocation of work. Do your staff have the necessary skills? Are the 
timescales reasonable? 

 When your staff are absent, find out why in a sensitive and appropriate manner. 

 To monitor factors that could indicate stress- related illness or symptoms e.g. 
Absenteeism, staff turnover, poor performance, conflict between staff, etc. 

 Ensure all new staff receive a planned local induction, which fully prepares them for 
their work at the College. 

 If staff are promoted or their job changes ensure that they are given advice, support 
and any necessary training. 

 Ensure that staff are treated fairly and consistently. 
 

18.5.2 Staff Members: 

 Identify early signs of stress in colleagues and offer support. 

 Discuss own stress-related issues with Manager or Human Resources as early as 
possible to enable early support/intervention. 

 Recognise own training and development needs and responsibility for well-being within 
the job. 

 Read the advice documents available on SharePoint and take appropriate actions. 
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18.5.3 Human Resources: 

 Provide guidance to Managers on the stress management policy. 

 Advise Managers on staff awareness/training requirements needed to effectively 
address workplace stress. 

 Provide on-going support to Managers and staff in a continually changing environment, 
and encourage referral to GP. 

 Provide advice to management regarding legal considerations. 

 There are numerous help documents available on SharePoint available for self-help. 
 
18.5.4 Procedure for Risk Assessment. 
The principles of risk assessment for work-related stress do not differ from other forms of risk 
assessment. There is, however, a need to take account of individual’s perceptions of stress 
as well as objectively assessing work conditions (e.g. excessive working hours), which are 
likely to cause stress. Any assessment should therefore contain both subjective and objective 
elements. 
 
Assessment of the hazards associated with work stress should aim to identify: 

 Factors at work likely to cause stress 

 Whether these factors are currently causing the stress 

 Those staff who are at risk of experiencing work stress 

 Any existing preventative or precautionary measures 

 Action required to eliminate or reduce the risk 
 
To help with the risk assessment process there are 6 key areas that can be causes of work-
related stress. These are: 
 

 Demands Workload, work patterns and the environment 

 Control How much say the person has in the way they do their work 

 Relationships Promoting positive working and dealing with unacceptable 
behaviour 

 Change How organisational change (large or small) is managed and 
communicated 

 Role People understand their role and the organisation ensures that 
people do not have conflicting roles 

 Support Encouragement, sponsorship and resources provided by the 
organisation, line management and colleagues 

 
18.5.5 Self Help 
You can help yourself to manage and prevent the build-up of stress. Below are some ideas, 
which could help you to cope better: - 

 
At work: 

 If you are under stress, acknowledge it and try to identify the source. 

 Be more assertive and manage your time effectively – identify what’s important and 
prioritise work. 

 Create and maintain a support network of colleagues and friends: if the problem is 
work-related, discuss it with others, including your manager and/or trade union rep. 

 Seek confidential support if you feel the need. 

 Take advantage of training opportunities to extend your knowledge and skills. 

 Take a proper break from work during lunch or other mealtimes. 

 Praise and reward yourself and others – even a brief “thank you” or “well done” can 
often achieve positive results. 
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Away from Work: 

 Good Health – eat sensibly, get enough rest and avoid the harmful effects of alcohol, 
tobacco or drugs. 

 Exercise – take regular exercise such as walking, swimming, cycling etc. 

 Life style – make time for yourself. Enjoy leisure activities and interests outside work. 

 Talking – talking things through with friends and relatives can help. If problems become 
too great, arrange to see a counsellor. 

 Time to think – give yourself thinking time each day. This helps to manage time and 
priorities 

 Rest and relaxation – learn to relax. Taking short breaks throughout the day will make 
it easier to wind down at the end of the day. You could also try relaxation methods or 
meditation, both of which offer real benefits in stress reduction. 

 Relationships – respect those close to you and model the behaviour you expect to 
receive 

 

18.6 References 
 The Health and Safety at Work etc. Act 1974 

 The Management of Health and Safety at Work Regulations 1999 (as amended) 

 HSG218: Tackling Work-Related Stress 
 
 

19.0 Lone Working 
 

19.1 Purpose. 
To ensure that management, employees and contractors are aware of the policy on working 
alone (lone working) and to minimise the risk to persons working alone. 
 

19.2 Scope 
This policy guidance applies to all staff at Barnfield College including those described as senior 
post holders by the instruments and articles of governance. 
 
19.3 Introduction 
Definition of Lone Worker: - A worker whose activities involve a large percentage of their 
working time operating in situations without the benefit of interaction with other workers or 
without supervision. These may be found in a range of situations at Barnfield College, some 
examples may be: 

 Maintenance staff, 

 Opening and Locking the buildings, 

 Staff member working late to complete work, 
 
The consequences of a person sustaining a serious injury or having a medical condition that 
renders them unconscious would be increased if the person was not in the position to receive 
immediate help i.e. while working alone. Therefore special arrangements need to be in place 
to minimise the risk while working alone.   
 
Although there is no general legal prohibition on working alone, the broad duties of the Health 
and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 
1999 (as amended) still apply. These require identifying hazards of the work, assessing the 
risks involved, and putting measures in place to avoid or control the risks. 
 
Students are not permitted to work without supervision so will not become Lone Workers. 
 



49 of 54 
Date of issue:  August 2017                                                                       Date of review:  August 2018 

 

19.4 Responsibility 
It is the responsibility of the HoD’s to ensure sufficient control measures are in place when 
lone working is to take place. The Health and Safety Department will assist as required. 
 
The Principal is responsible for:  

 Ensuring that the significant hazards identified with lone working are subjected to Risk 
Assessment and that competent persons carry out these assessments.  

 Ensuring organisational arrangements including safe systems of work are developed.  

 Ensuring that all staff are provided with information, instruction and training as 
appropriate in order to minimise risk when working remote from colleagues, other 
persons or outside normal working hours.  

 
Heads of Departments are responsible for:  

 Implementing and monitoring the policy in relation to its application and ensuring 
compliance.  

 Ensuring lone working staff are identified and suitable controls are implemented  

 Ensuring that copies of the Lone Working Policy and in particular local arrangements 
and controls to eliminate/minimise risk to those classified are known.  

 

19.5 Risk Assessment 
The Management of Health and Safety at Work Regulations 1999, reg. 3 states: 
(1) Every employer shall make a suitable and sufficient assessment of: - 
The risks to the health and safety of his employees to which they are exposed whilst they are 
at work 
 

Therefore, with working alone being deemed hazardous a risk assessment with control 
measures to ensure safe working shall be carried out prior to the commencement of work. 
This should take into consideration any factors that could have an effect on the Lone Worker. 
 

19.6 Arrangements for Working Alone Safely 
Establishing safe working for lone workers is no different from organising the safety of other 
employees. Management need to know the standards, which apply to their work activities and 
then assess whether people working alone can meet the requirements. 
 
Lone workers face particular problems. Some of the issues, which need special attention 
when planning safe working arrangements, are as follows: 
 
Can one person adequately control the risks of the job? 
Lone workers should not be at more risk than other employees. This may require extra risk 
control measures. Precautions should take account of normal work and foreseeable 
emergencies, e.g. fire, equipment failure, illness and accidents.  
 
Arrangements should identify where people work alone and ask questions such as: 

 Does the workplace present a special risk to the lone worker? 

 Is there a safe access and egress for one person? Can one person safely handle 
temporary access equipment, which is necessary, such as portable ladders? 

 Can all the plant, substances and goods be safely handled by one person?  

 Is there a risk of violence? 

 Are women especially at risk if they work alone? 

 Does the process present a hazard that may result in a severe injury? 

 Is the person medically fit and suitable to work alone? 
 
Check that lone workers have no medical conditions that make them unsuitable for working 
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alone. Consider both routine work and foreseeable emergencies that may impose additional 
physical and mental burdens on the individual. 
 

19.7 Control Measures 
Once it has been decided that a person is required to work alone the risk assessment should 
be carried out and control measures identified. If the assessment identifies that there is a 
significant risk to the lone worker then there are several methods of ensuring that the 
consequences of the risk is minimised, some of these may be: 

 Supervisor / designated person periodically visiting and observing people working 
alone. 

 Regular contact between the lone worker and supervision / designated person using a 
telephone or radio. 

 Automatic warning devices, which operate if specific signals are not received 
periodically from the lone worker. 

 Other devices designated to raise the alarm in the event of an emergency and which 
are operated manually or automatically by absence of activity. 

 Operate a “buddy” system where another person is present while high-risk activities 
are being carried out. 

 Lone worker reports back to base within a designated time 
 

19.8 Procedures 
Once the control method is decided then the following procedure shall be followed: 
For methods where reliance is on contact to or by another person or the lone worker reporting 
back to base the procedure shall be: 

 If the pre-arranged contact is not made the contact person will try to make contact with 
the lone worker. 

 If no response is received, the contact person must locate the lone worker and then 
take appropriate action i.e. call emergency services. It is recommended that if the direct 
contact system is used by telephone, radio or visually the period between contacts 
should be for medium risk activities 15 – 30 minutes and no greater than one hour for 
other activities. (For high-risk activities lone working is not acceptable.) 
 

For lone workers that have the use of devices to raise the alarm or operated by the absence 
of activity the procedure shall be: 

 If able the lone worker should activate the alarm, this will then send an automatic alarm 
message to the Call Centre stating his/her location, the absence of activity type of 
alarm will also send the alarm message if movement is not detected for a set period of 
time. 

 The Call Centre will then attempt to contact the lone worker to ensure that this is not a 
false alarm. 

 If contact is not established security will then proceed to that area, locate the lone 
worker and deal appropriately with whatever situation has arisen. 

 

19.9 References 
 Health and Safety at Work etc. Act 1974. 

 Management of Health and Safety at Work Regulations 1999 (as amended). 

 The Working Time Regulations 1998. 
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20.0 Manual Handling 
 

20.1 Scope  
This policy applies to all staff including those described as senior post holders by the 
instruments and articles of governance and students within Barnfield College. Its content must 
be applied appropriately to all activities across the college requiring manual effort.  
 

20.2 Context  
Statistics demonstrate that manual handling is one of the most common causes of workplace 
related injury in the UK with more than a third of lost time accidents being caused by manual 
handling activity, some of which have adverse long term and life changing effects. This has a 
huge cost in both human suffering and financial loss to industry and the economy and in most 
cases is avoidable.  
 

20.3. Aims  
This policy is intended to reduce the risk of manual handling injuries and to provide guidance 
on the measures that should be taken to ensure safe lifting and carrying etc. at the workplace.  
 

20.4 Statutory Position  
Section 2 of the Health and Safety at Work Act 1974 places a duty on employers to provide a 
safe and healthy environment for employees and anyone affected by the activities of the 
organisation.  
 
Employers are required under Regulation 3 of the Management of Health and Safety at Work 
Regulations 1999 to conduct risk assessments of any activities which may carry a risk of 
causing ill health or injury to employees or others.  
 
The Manual Handling Operations Regulations 1992 require that: 

 Hazardous manual handling operations be avoided so far as is reasonably 
practicable;   

 Risk assessments are carried out by competent persons where such operations 
cannot be avoided and the results documented;  

 Injury is avoided so far as is reasonably practicable. 
 

20.5 Policy Detail  
 
Definition  
Manual Handling Operations’ means any activity involving transporting or supporting of a 
load (including the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand 
or by bodily force.  
 

20.6 Responsibilities  
All staff are responsible for the implementation of this policy. 
 
The Health and Safety Manager is responsible for ensuring training resources are available 
to ensure its implementation and for monitoring the implementation of the policy 
.  
All managers and supervisors are responsible for ensuring manual handling risk 
assessments take place and effective controls are enacted derived from the risk 
assessments. 
 
All employees are required to participate in manual handling training and ensure they apply 
the principles of manual handling risk assessment when conducting any activity involving 



52 of 54 
Date of issue:  August 2017                                                                       Date of review:  August 2018 

 

manual handling.  
 

20.7 Hierarchy of Risk  
The regulations require manual handling activity to be managed to so far as reasonably 
practicable to avoid the risk of injury. To this end manual handling risk assessment must 
always be undertaken with the following in mind:  

 Eliminate the risk – find a way to eliminate the activity if possible  

 Substitute the activity – can the activity be achieved another way  

 Automate the activity – can the manual handling be achieved using automatic aids 
e.g. a hoist or a tail lift  

 Use mechanical aids – provide mechanical aids to assist e.g. pump truck, sack 
barrow, ensure a vehicle is taken as close as possible to the site of use if off-loading.  

 Seek assistance – share the load, ensure manual handling is shared to avoid 
excessive strain on the individual.  

 Information, instruction and training - all employees required to undertake manual 
handling should receive manual handling training from Barnfield and must apply its 
principles. Once trained employees should be supervised to ensure training effective  

 Use of PPE – employees required to undertake heavy manual handling activity 
should have suitable personal protective equipment e.g. safety shoes / boots, gloves 
and suitable coveralls if appropriate and be trained and supervised appropriately in 
its use. 

 

20.8 Guidelines for ‘Person Handling’  
The following guidance is intended to cover:   
 
a) Routine handling of person such as assistance for people with mobility impairment, provided 
by dedicated Learner Support Assistants (LSA).   
b) Non-routine or emergency situations such as emergency evacuation and first aid.   
 
The key principle is that the lifting, moving, lowering etc. of persons (as defined in HSPO25 
paragraph 2) by hand or bodily force is eliminated where practicable. Where elimination is not 
practicable, manual handling risks will he reduced to the lowest practicable level by use of 
appropriate handling techniques, equipment and suitably trained staff. 
 
Routine person handling risks and, where possible, non-routine/emergency person handling 
risks will be risk assessed according to the College procedure.  
 
Where LSA staff are engaged in person handling, the manual handling training needs for 
new starters must be provided by persons competent in these tasks.  This training should 
include the use of specialised equipment such as person hoists in addition to the essentials 
of the safe handling of persons with and without the use of transfer boards, turntables etc. 
   
Where staff are training as first aiders, the management of injured and non-ambulant 
persons is taught within the first aid course.   
 
Staff who are identified as helpers in emergency evacuation, such as by the use of the Evac 
Chair should receive adequate instruction. Requests for training should initially be addressed 
through the Human Resources Department.  
 

20.9 Guidance 
Initial guidance to identify operations for priority action - i.e. those operations where the 
general numeric guidelines listed within the Regulations are being exceeded. These are not 
safe weight limits but general indications of where manual handling practice may be of 
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particular concern, and where there is a need for risk assessment. These diagrams give an 
indication of approximate possible acceptable lifting capacity of men and women. It is 
appreciated that different people have different abilities, do not manual handle items beyond 
your personal capability. 

 
 
20.9.1 Guidelines for Handling while Seated 
The guidelines here are 5kg for men and 3kg for women.  These figures apply only when the 
hands are close to the body and between work-surface and shoulder height.  Assess if 
outside these limits.   
 
20.9.2 Guidelines for Carrying 
The guidelines assume that the load:   

• Is not carried below knuckle height   
• Is held close against the body at all times.  
• Is carried no more than 10m without a rest.   
 

If the load is carried on the shoulders (and not lifted first) it may be safe to exceed the 
guidelines. For example, unloading sacks from a lorry.   
 
20.9.2 Reductions in Guideline Figures   
Guideline figures should be reduced for each of the following:   
 

• Stooping   
25% reduction for 20deg  
35% reduction for 45deg   
50% reduction for 90deg   

 
• Twisting   
10% reduction for 30deg 
15% reduction for 60deg 
20% reduction for 90deg 
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20.9.3 Frequency of Lifting   

 Guidelines apply to handling tasks performed less frequently than 30 per hour. 

 Guidelines are reduced by 30% for tasks performed once / twice per minute.   

 Guidelines are reduced by 50% for tasks performed five to eight times per minute.   

 Guidelines are reduced by 80% for tasks performed in excess of twelve per minute.  
 
20.9.4 Guidelines for Pushing / Pulling  
Maximum starting / stopping force 25kg men and 16kg for women.  
 
20.10 References 

 Guidance on Manual Handling Operations Regulations L23 (Rev 2016)               

 INDG143 (rev3) ‘Manual Handling at Work – A Brief Guide’     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


