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1.  STATEMENT OF SAFETY POLICY AND INTENT
1.1 The Governors of Mount St Mary's College consider that one of their primary objectives is the achievement and maintenance of a high standard of Health and Safety on College premises.

1.2 It is therefore the policy of the College and the wish of the Governors so far as is reasonably practicable, to:

1.2.1. Provide and maintain for employees and pupils a healthy and safe working environment.

1.2.2. Ensure the health, safety and welfare of pupils and employees at work, and of visitors and others who may be affected by the College's operations.

1.2.3. Require all employees who authorise and/or supervise work, to ensure the health, safety and welfare of all persons involved, either directly or indirectly.

1.2.4. Require all those employed by the College, either directly or indirectly, to observe relevant safety legislation, Codes of Practice and the College's own Safety Rules.

1.2.5. Consult with employees from time to time, either formally or informally as appropriate, on matters affecting the health and safety of employees, pupils and visitors to the College.

1.2.6. Make provision for the assessment of risk to health and safety in all Departments of the College, and in all activities and operations of the College, and to require the implementation of the precautions necessary to minimise risk.

1.2.7. Provide information and training for employees and pupils in respect of 
risks to health and safety.

1.3 The Health and Safety at Work Act 1974 requires everyone to be personally involved maintaining safety and health standards, to take care to avoid injury to themselves or others and to co-operate to enable compliance with all health and safety requirements. The Health and Safety at Work etc Act 1974 came into force on 1 April 1975.  Section 7 of the Act states:

"It shall be the duty of every employee while at work -

1.3.1. to take reasonable care for the health and safety of himself and of other persons who may be affected by his acts or omissions at work; and

1.3.2. as regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or requirement to be performed or complied with."


2. RESPONSIBILITIES
2.1 The responsibility for the implementation of the College's Safety Policy rests with the Headmaster.  However, the immediate responsibility for safety at work is delegated to the Heads of Department, Housemasters/Housemistress, (Housemaster/Housemistress is taken to include Head of Sixth and Deputy Head of Sixth), Domestic and Catering Supervisors, the Facilities Director, the Matron and the 
Commanding Officer of the College CCF (see Section 3 for Individual Responsibilities).
2.2 It is the responsibility of Heads of Department or any member of the Staff working in a supervisory capacity, to issue clear and explicit safe working instructions, and to ensure their compliance by pupils and employees as appropriate.

2.3 The College may seek outside specialist advice to assist in providing a safe working environment and the employment of safe systems of work.

2.4 The College, so far as is reasonably practicable, will ensure the provision of:

2.4.1. Adequate training and supervision of personnel to enable them to perform their duties in the operation of machines, equipment or other activities in a safe and healthy manner.

2.4.2. Equipment that has been designed, constructed and maintained to operate delivery in a safe and healthy manner.

2.4.3. Safe systems of work for the operation of new types of machines or equipment.

2.4.4. Protective safety equipment required either to conform to safety Regulations or to make the working environment more acceptable. 
     

2.4.5. First Aid facilities for the treatment of injuries or illnesses which occur at school. 


  

2.5 The College will take steps to:

2.5.1. Inform employees about materials, equipment, articles and substances which may be hazardous to their health and safety (COSHH).

  

2.5.2. Review working practices periodically to ensure that personnel benefit from modern methods and/or equipment. 

 
   

2.5.3. Arrange periodic surveys of all work places and keep appropriate records. 


  

2.6 The College will establish and maintain a set of Safety Rules.  These Rules, which are at Section 7 are mandatory and set out the general and specific precautions to be taken by all staff, employees, pupils and persons temporarily employed to work at the College.

2.7 The College will also establish and maintain a set of Works Procedures.  These Procedures, which are Section 8 are mandatory and state how certain safety functions are performed.

2.8 Any Contractor or his employees engaged by the College will be required to follow all Statutory Regulations, safe systems of work and 'Codes of Practice' applicable to their trade so as to ensure the health, safety and welfare of the College's pupils, employees and the general public.

2.9 The College Management will investigate any known breaches of health and safety rules and will take the necessary remedial steps.

2.10 Failure by employees to comply with the College's Safety Rules or Procedures will be regarded as misconduct and dealt with under the College's disciplinary procedure. Failure by pupils to comply with instructions relating to health and safety will be dealt with by the Headmaster.

3. INDIVUDAL RESPONSIBLITIES
Failure to carry out these statutory duties or failure to observe the College’s ‘Health and Safety Policy’ or ‘Safety Rules’ may constitute misconduct and lead to action 
being taken against the offending employee under the College’s disciplinary procedure.  Action may also be taken by the Health and Safety Executive.

3.1 Headmaster

The Headmaster is responsible to the Governing Body of the College for all Health and Safety matters affecting pupils, employees and visitors.  In particular he is:

3.1.1. To set up arrangements in the College and the boarding houses to cover all health and safety legal requirements and to monitor effectively the implementation of the arrangements.

3.1.2. To be available to any member of staff to discuss and seek to resolve health and safety problems not solved at a lower level or through the established arrangements.

3.1.3. To report to the Governors those instances where his executive authority does not allow the elimination or reduction to a satisfactory level of a 
hazard, but to take all necessary short term measures to avoid danger pending rectification.

3.1.4. Ensure that staff, employees and pupils comply with the safety rules and procedures.

3.1.5. Ensure that the policy, safety rules and procedures are reviewed periodically and kept up to date.

3.1.6. To ensure that a system is established for the reporting, recording and investigation of accidents, and that all reasonable steps are taken to prevent recurrences.

3.1.7. To ensure that all visitors, including maintenance contractors, are informed of any hazards on site of which they may be unaware.

3.1.8. To ensure that new employees are briefed on safety arrangements and, before they start work, receive and have the opportunity to read the College's Policy Statement.

3.1.9. To ensure the use of any necessary protective clothing and equipment, and that it is properly maintained and renewed when required.

3.1.10. To ensure that effective arrangements are in force to facilitate ready evacuation of buildings in case of fire or other emergency, and that fire fighting equipment is available and maintained.

Responsible to: The Governing Body of the College.

3.2 Facilities Director
The Facilities Director is appointed by the Governors as the Health and Safety Officer responsible to them through the Headmaster for:

3.2.1. Advising the Headmaster and through him the Governing Body of the College on their Health and Safety responsibilities for employees, pupils, visitors to the College and members of the public.

3.2.2. Providing advice and assistance to Heads of Departments (teaching and non-teaching), Housemaster/Housemistress and teaching staff on the assessment of risk within their areas of responsibility, the appropriate safety precautions to be applied, and the records to be kept.

3.2.3. Ensuring that employees and supervisors receive adequate safety training appropriate to their duties.

3.2.4. Promoting Health and Safety awareness throughout the College and monitoring compliance with the College's Safety Rules and Procedures.

3.2.5. Receiving completed Accident Report Forms and where necessary the Health and Safety Executive.

3.2.6. Ensuring that accidents or incidents are properly investigated and that, if necessary, appropriate remedial action is taken.

3.2.7. Ensuring that First Aid treatment and facilities are available for employees and pupils during the Term and for employees and visitors during the College holidays.

3.2.8. Ensuring that adequate First Aid records of treatment of pupils and employees are kept.

3.2.9. Reviewing losses of or damage to College property and initiating appropriate remedial or recovery action.

3.2.10. Reviewing the College's insurance cover periodically and ensuring that legal liabilities are appropriately covered.

3.2.11. Reporting to the Governors the need for improvements to buildings, the provision of additional facilities or the purchase of major items of equipment to meet Heath and Safety requirements.

3.2.12. Reporting to the Headmaster and Governors instances of persistent non-compliance with the College's Safety Rules and Procedures, including the failure to keep adequate records.
3.3 Head of Teaching Departments
The Heads of Teaching Departments are directly responsible to the Headmaster for the health, safety and welfare of the pupils and employees under their control.  In particular, the Heads of Departments are to:

3.3.1. Familiarise themselves with the College's Health and Safety Policy Statement.

3.3.2. Issue Departmental Safety Instructions which are complementary to the College's Safety Rules and Procedures but which cover the health and safety arrangements specific to their respective departments.

3.3.3. Identify tasks in the department for which a system of work is required and then establish and monitor such systems.

3.3.4. Ensure that personnel under their control are competent to carry out their duties and that they are aware of the associated hazards.

3.3.5. Ensure that the young and less experienced personnel are supervised by a competent person at all times, and that College and Departmental Safety Rules and Procedures are complied with.

3.3.6. Ensure that protective clothing and safety equipment is used when required.

3.3.7. Ensure that relevant safety devices are properly adjusted and maintained.

3.3.8. Arrange for the periodic inspection and maintenance by a competent person of machinery, equipment and apparatus in the department and for the keeping of appropriate records.

3.3.9. Withdraw from use any defective equipment or apparatus and either replace it or arrange for its repair.

3.3.10. Investigate promptly all accidents or incidents in the department to determine their cause and identify the necessary remedial action; all accidents which occur in their department are to be reported to the Deputy Headmaster or Facilities Director using the Accident Report Form (see also Section 4).
3.3.11. Review departmental practices periodically to improve health and safety.

3.3.12. Represent the Department at Safety meetings.

3.3.13. Report to the Headmaster any serious or persistent breaches of safety rules or procedures.

3.3.14. Heads of Department are to inform the Facilities Director, whom the Governors appoint as the Health and Safety Officer, in cases of difficulty or where additional resources are required to meet health and safety needs.

Responsible to: The Headmaster.

3.4 Head of Domestic Departments

The Heads of Facilities Directorial Sections are directly responsible to the Facilities Director for the Health, Safety and Welfare of the employees under their control and pupils under their care.  In particular the Heads of Sections are to:

3.4.1. Familiarise themselves with the College's health and safety policy.

3.4.2. Issue Section Safety Instructions which are complementary to the College's Safety Rules and Procedures but which cover activities, equipment and materials specific to their respective sections.

3.4.3. Ensure that personnel under their control are competent to carry out their duties and that they are aware of the associated hazards and risks.

3.4.4. Ensure that the young and less experienced personnel are supervised by a competent person at all times, and that College and Section Safety Rules and Procedures are complied with.

3.4.5. Ensure that, where called for, protective clothing and specified safety equipment is used.

3.4.6. Ensure that relevant safety devices are properly adjusted and maintained.

3.4.7. Arrange for the periodic inspection and maintenance by a competent person of Section machinery, equipment and apparatus, and maintain appropriate records.

3.4.8. Withdraw from use any defective equipment or apparatus and either replace it or arrange for its repair.

3.4.9. Investigate promptly all accidents or incidents occurring in the section to determine their cause and identify the necessary remedial action.

3.4.10. Review section practices periodically to improve health and safety.

3.4.11. Represent the Section at safety meetings.

3.4.12. Ensure that in the event of an accident or incident occurring in their section that the matter is reported to the Facilities Director using the Accident Report Form.

3.4.13. Report to the Facilities Director any serious or persistent breaches of safety rules or procedures.

3.4.14. Heads of Sections are to inform the Facilities Director, who is appointed by the Governors as the Health and Safety Officer, in cases of difficulty or where additional resources are required to meet health and safety needs.

Responsible to:  Facilities Director.

3.5 House Staff

House Staff consists of Housemaster/Housemistress/Head of Sixth Form/subsequent House Staff. All have specific responsibilities for the Health, Safety and Welfare of pupils boarding in their areas.  This Section details their responsibilities to meet the requirements of the Health and Safety at Work 1974 Act, but does not cover the requirements of either the Children Act 1989 or their 'in loco parentis' responsibilities which are set out elsewhere.

House Staff are responsible to the Headmaster for the Health, Safety and Welfare of pupils residing in their Houses and to the Facilities Director for the domestic, garden and caretaking staff.  Particular responsibilities of the House Staff include:

3.5.1. Being fully conversant with the College's Health and Safety Policy, and the Safety Rules and Procedures.

3.5.2. Control of pupils in their care to ensure that accommodation, equipment, facilities and materials are used with proper regard for health and safety.

3.5.3. Control of House domestic and caretaking staff to ensure that their equipment, facilities and materials are properly maintained, used only in accordance with the College's Safety Rules and Procedures, and safeguarded from unauthorised access and use.
3.5.4. Regular inspections of all dormitories, studies, changing rooms, common rooms, and toilet areas to check for damage, unserviceable items and general cleanliness.

3.5.5. Ensuring that only electrical items examined and passed as fit for use by a competent person are used in the House.

3.5.6. Reporting to the Facilities Director, as appropriate any items requiring repair.

3.5.7. Ensuring that notices showing 'Action in the Event of Fire' are displayed in every residential and common room in the House.

3.5.8. Supervising fire and evacuation practices without warning at least twice a term, to include a roll call and recording the time taken to evacuate the House.  Records of such practices are to be kept.

3.5.9. Ensuring that fire appliances are maintained in a satisfactory state and are regularly inspected; interference with fire appliances is to be regarded as gross misconduct and reported immediately to the Headmaster or the Facilities Director.

3.5.10. Attending safety meetings as required.

Responsible to:   Headmaster for Pupils
                            Facilities Director for Domestic and Maintenance Staff.

3.6 Teaching Staff

Individual members of the teaching staff, including part time and peripatetic teachers are personally responsible for the Health, Safety and Welfare of those in their charge whether in or outside College premises.  In addition to their general responsibilities outlined in Section 3, members of the teaching staff are to:

3.6.1. Be conversant with the College's Health and Safety Policy and comply with the College's Safety Rules and Procedures.

3.6.2. Comply with the requirements of their Departmental Safety Instructions.

3.6.3. Ensure that appropriate protective clothing is worn and safety equipment used where required.

3.6.4. Be conversant and comply with safety Regulations and codes of practice covering those hazardous activities in which they may be engaged either in or outside College premises.

3.6.5. Check that equipment and apparatus, including electrical equipment, to be used for tuition or demonstration in class is serviceable and fit for the purpose.

3.6.6. Report promptly, using the Defect/Maintenance/Repair Form, to the Head of Department or the Facilities Director, defects in equipment or facilities.

3.6.7. Report all accidents and incidents to the Deputy Head or Facilities Director using the Accident Report Form.

3.6.8. Report immediately to the Headmaster or Facilities Director instances of interference with fire appliances or other safety equipment.

Responsible to: Head of Department.

3.7 Transport Manager

The Transport Manager is responsible for all aspects and movements of highway driven vehicles. These duties include:
3.7.1. Organisation of school bus runs for the collection and return of day pupils including timings, routeing, and vehicle availability and driver allocation.

3.7.2. Ongoing liaison with parents regarding pick up places and timings.

3.7.3. Arrangements for regular maintenance checks and servicing schedules of the vehicle fleet.

3.7.4. Ensure that where required vehicles are prepared for the MOT test and that tests are carried out and records are maintained.

3.7.5. Ensure that all drivers are qualified for the vehicles they drive. 

3.7.6. Make periodic checks on the status of drivers’ licences.

Responsible to: Facilities Director
3.8 Contractors

These responsibilities apply to any 'Contractor' who may be employed by the College from time to time. The wording 'Contractors' includes a Contractor and his Employees, Sub-Contractors and Self-Employed Persons.  Contractors are employed by the College are to:

3.8.1. Comply with 'The Health and Safety at Work Act 1974' and any other relevant safety Regulations.

3.8.2. Comply with applicable Safety Rules and Procedures of the College.

3.8.3. Ensure the health, safety and welfare of all pupils, College employees, visitors and members of the public who may be affected by their work.

3.8.4. Ensure that their own employees are properly supervised and that their 'supervisors' are competent and able to carry out their duties in a safe and efficient manner.

3.8.5. Ensure that they and their employees receive a briefing from the Facilities Director on any special features or hazards which exist at the College.

3.8.6. Provide their employees with any necessary safety equipment and protective clothing and ensure that such equipment or clothing is used.

3.8.7. Provide a copy of their 'Safety Policy Statement' to the College, if they employ more than five persons, prior to any work commencing on College premises.

Responsible to: Facilities Director

3.9 Employees

The establishment and maintenance of the College ‘Safety Policy’ depends upon the full co-operation of all employees.  Part 3, Section 1 of the Health and Safety at Work Act 1974 places a duty on all employees to:

3.9.1. Take reasonable care of him/her self and other persons who may be affected by his/her work activities.

3.9.2. Co-operate with his/her employer to enable the employer to meet and comply with statutory duties.

In order to fulfil these duties, all employees are to:

3.9.3. Adhere to safe systems of work and comply with safety rules or instructions given by staff or supervisors to safeguard not only themselves, but other fellow workers, pupils or members of the public.

3.9.4. Use only equipment, tools or machines (including powered tools) on which they have received instruction and been passed as competent by an authorised member of staff.

3.9.5. Report to their supervisor any accident or incident which may or could have led to injury or damage, and co-operate in any investigation of such accident or incident.

3.9.6. Co-operate with Heads of Department and supervisors in the promotion of safety awareness at work.

3.9.7. Refrain from using any machine or equipment which, in the employee’s opinion, is or becomes defective and report such defect to the Head of Department or Supervisor.

3.9.8. Exercise proper care in their use of safety equipment, machines or other equipment at work.

4. HEALTH AND SAFETY REPRESENTATION AND CONSULTATION 

4.1 The Governors seek to promote among all staff and pupils, and visitors and contractors to the College, a positive and constructive approach to health, safety and welfare throughout the College.  To that end a Safety Committee responsible to the Headmaster is to keep under review the arrangements made to secure health and safety for employees, pupils and visitors to the College.

4.2 The objectives of the Safety Committee are as follows:-

4.2.1. To consider reports and information provided by Health and Safety Executive (HSE) Inspectors.

4.2.2. To consider reports on workplace inspections.

4.2.3. To study accident reports and statistics and make recommendations on corrective action.

4.2.4. To assist in the development of safety rules and safe systems of work.

4.2.5. To advise on the health and safety content of employee training.

4.2.6. To monitor communication and publicity relating to health and safety in the workplace.

4.2.7. To provide a link with the enforcing authority.

4.2.8. To consider changes required resulting from Risk Assessment Review

4.3 The Safety Committee is to be comprised as follows:



Headmaster – Ex-Officio Chairman 



Deputy Head – classrooms and the College area



Facilities Director 



Matron – medical



Head of Science/Science labs



Head of Chemistry: COSHH



Head of Art, Design and Technology/Technical and Design areas



Head of Games – sports halls, pitches and all sports activities



Warrant Officer i/c CCF – CCF and Duke of Edinburgh



Head of Boarding



Chair of Staff Committee – staff areas



Catering Officer



Housekeeper/Laundry Supervisor

4.4 The Safety Committee is to meet at least once each term to:

4.4.1. Review accidents and incidents since the previous meeting.

4.4.2. Discuss matters arising from previous term’s inspections and decide programme for next term’s inspection of premises.

4.4.3. Consider the implementation of any new safety instructions.

4.4.4. Receive reports of previous term’s fire drills and discuss matters arising.

4.4.5. Review the content of the College’s Health and Safety Policy Statement and recommend amendments.

4.4.6. Any other business.

4.5 Meetings need not be minuted but the Secretary will be required to prepare an action sheet for general circulation.

5. RESOURCES

5.1 Safety of pupils and employees is paramount.  Whilst an element of risk is present in all physical and adventurous activities, and in the normal working environment, the aim of all pupils and employees must be to reduce risk to the lowest possible level.  Thus the call for resources to meet any unforeseen major health and Safety need should be rare, unless brought about by change in curriculum, working needs or new legislation.  Nevertheless, where a need for resources is perceived it must be dealt with effectively, either through the Health and Safety Committee or, if urgent, through Heads of Department or Sections.

5.2 The allocation of resources within the College is determined by the Governors whose policies are executed by the Headmaster and Facilities Director.  Funding requirements for academic purposes are to be referred through Heads of Departments and for non academic purposes through Heads of Sections to the Facilities Director.  Where resources are required to meet Health and Safety needs, the matter is to be referred in the first instance to the Head of Department or Head of Section as appropriate.  Heads of Departments/Sections are to notify non-urgent requirements to the Facilities Director in writing.  Urgent requirements are to be referred immediately by the Head of Department/Section to the Facilities Director.

5.3 Major Requirements
Major requirements which cannot be met either from Departmental budgets or from maintenance or other reserves will be considered by the Headmaster and Facilities Director and, if supported, will be referred to the Governors for decision.

5.4 Minor Requirements
Minor requirements which can be fulfilled from within either Departmental budgets or from maintenance or other reserves may be implemented on the authority of the Head of Department/Section or the Facilities Director as appropriate.

6. ISSUE AND REVISION OF COLLEGE SAFETY POLICY
6.1 A copy of the full Policy Statement will be given to all Heads of Departments, Housemasters/Housemistress and Supervisors.  These copies are to be made available 
if required to members of staff and employees in the respective Departments, Lines, Houses and Sections.

6.2 Abridged copies containing the Safety Policy, College Management and Employee Responsibilities, Safety Rules and Safety Procedures will be given to all employees.

6.3 A copy of the full Policy Statement will be retained in the Headmaster's Secretary's Office and the Facilities Director's Office.  The latter copy will be the Master Copy and will be available for inspection by the Heath and Safety Executive Inspectorate or other Enforcement Authority at any reasonable time of day.

6.4 The Policy Statement will be reviewed and amended as necessary.  Proposals for amendment, including factual corrections, should be addressed to the Facilities Director.

7. COLLEGE RULES & PROCEDURES FOR HEALTH & SAFETY
7.1 College Safety Rules
The College expects all employees, including part-time employees and peripatetic staff, to co-operate in the fulfilment of the College Rules and Procedures listed and attached below:
7.2

General Safety Rules

7.3

Equipment Usage Safety

7.4

Hygiene

7.5

Art Rooms, Workshops, Grounds and Laundry

7.6

Office Safety

7.7

Contractors

7.8

Laboratory Safety

7.9

Gymnasium, Sports Fitness Areas and Swimming Pool 
7.10

Indoor Miniature Range
These College Safety Rules & Procedures also apply to any Contractor, sub-contractor and their employees, or any Self-Employed person engaged to carry out work on College premises (refer to full Health and Safety Manual)
In addition to complying with these Safety Rules, any Contractor, Sub-Contractor or Self-Employed Person working for the College, should also be conversant with relevant safety requirements required by legislation listed in the full Health and Safety Manual).
7.2 General Safety

In order to fulfil the duties placed upon them under the Health and Safety at Work Act 1974, employees must attend to certain tasks which are either a matter of commonsense or of good 'housekeeping' and ensure that:

7.2.1. All fire exits and doorways are kept clear of obstructions.

7.2.2. All door equipment is maintained in satisfactory working order.

7.2.3. All walkways, stairs and adjacent areas are kept clean, dry and clear of equipment and stock.

7.2.4. Goods or materials required in an area are stored in such a way that they do not constitute a danger.

7.2.5. All work areas are kept in a tidy state and clear of surplus materials.

7.2.6. Hand and powered tools are secured at the end of each day to prevent unauthorised use.

7.2.7. Fixed power tools, equipment and apparatus not required for immediate use are stored away or otherwise secured against unauthorised use and covered for protection.

7.2.8. Waste and debris is not to be allowed to accumulate in buildings or workshops but is removed to respective waste compounds at the end of each 
day.

7.2.9. Furniture and equipment is kept properly maintained.

7.2.10. Persons do not climb on any shelving; step ladders are to be used.

7.2.11. Heavy items are not stored on shelves which are above shoulder height.

7.2.12. Lighting is adequate at all times; failed lighting should be reported to the Facilities Director as appropriate.

7.3 Equipment Usage Safety

7.3.1. For equipment to function effectively and safely it must be used under the correct conditions, by competent operators, for the purposes for which it was designed and be maintained in accordance with the manufacturer's instructions. Young or inexperienced operators under instruction must be closely supervised by appropriately qualified or experienced staff.  Responsibility for the training of operators, who may be pupils or employees, rests with the Head of Department, Housemaster/Housemistress, (Housemaster/Housemistress is taken to include Head of Sixth and Deputy Head of Sixth), Teacher in Charge, Head of Section, or other Supervisor in charge of the pupil or employee concerned.  Responsibility for ensuring that equipment is maintained in a serviceable condition and that records are kept rests with the Head of Department or Head of Section 'owning' the equipment.

7.3.2. Teachers in Charge are to ensure that pupils are aware of and comply with the general Safety Rules and observe the relevant safety precautions 
applicable to the particular equipment or apparatus in use.

7.3.3. The general safety rules for equipment usage with which operators are required to comply with are as follows:

7.3.3.1. All Plant, Machinery, Equipment and Apparatus
i. Equipment is checked as being fully serviceable, undamaged and correctly situated before use.

ii. Ample space is available for the machine to be operated in a safe and proper manner.

iii. The 'operator' is competent, or is under instruction and is closely supervised by a competent member of staff.

iv. That protective equipment and/or clothing is available and must be worn by the operator where necessary.

v. That all necessary guards or safety devices are in place.

vi. Unserviceable or damaged equipment must not be used; the defects or damage must be reported to a Supervisor immediately.

7.3.3.2. Electrical Equipment
i. That all plugs and flexible leads are checked frequently to ensure that no deterioration has taken place.

ii. That damage to the lead or to the equipment is reported to the Teacher in   charge, Technician, Head of Department, Head of Section, Housemaster/Housemistress, Supervisor or Facilities Director as appropriate using the Defect/Maintenance/Repair Form.

iii. That all non-essential electrical apparatus is 'switched off' when not in use and, at the end of each day, is either un-plugged or electrically isolated.

7.3.3.3. Maintenance of Equipment
i. Only competent persons (1) are permitted to carry our routine maintenance, cleaning, adjustment or repair to any plant, machinery, equipment or apparatus belonging to the College.

ii. Unless it is necessary for the equipment to be 'live' for the purpose of checking by a qualified electrician, all electrical equipment is either isolated or 'switched off' before any cleaning or maintenance work is carried on the equipment.    

iii. Any faulty machine, equipment or apparatus must be taken out of service immediately and the fault reported to the Technician in Charge, or Facilities Director as soon as possible.

Note: A 'competent' person is 'a person who possesses sufficient technical knowledge, experience and skills to be able to carry out the specific task and prevent danger or injury arising during the course of work or as a result of the work.'  Thus 'competent' persons for the purposes of maintaining, repairing or adjusting plant, machinery or equipment will be those authorised by respective Heads of Departments or Heads of Sections, or by the Facilities Director, or appointed or employed for the purpose by the Facilities Director.  In cases of doubt, reference is to be made to the Facilities Director.

7.4 Hygiene

7.4.1. Personnel
Any person engaged in the handling or the preparation of foodstuffs must:
7.4.1.1. Maintain the highest standards of personal hygiene and pay particular attention to keeping   hands and fingernails clean; hands must always be washed after visiting the toilet.

7.4.1.2. Keep their hair covered at all times.

7.4.1.3. Keep their working clothes clean and should put them in the place provided at the end of each day.

7.4.1.4. Keep open cuts or abrasions covered, using a Hygienic blue type waterproof dressing or plaster.

7.4.1.5. Refrain from spitting.

7.4.1.6. Refrain from smoking anywhere where food is either being handled or processed.

7.4.1.7. In the interests of personal safety, wear low-heeled shoes which cover the instep; high-heeled footwear is not to be worn.

7.4.2. Infection
Any person who comes into contact with handling or preparation of any food product must report to their Supervisor if:-

7.4.2.1. They feel unwell for whatever reason; to work when feeling ill can be a hazard to others.

7.4.2.2. They become ill with any gastric complaint.

7.4.2.3. They become aware that they or any member of their immediate family are suffering from    a 'contagious disease or fever.'

7.4.3. Cleanliness of Food Preparation Areas
Any area, machine or workbench where food is either handled or processed must be kept in a clean state at all times, and must be:-

7.4.3.1. Free from absorbent matter.

7.4.3.2. Free from contaminates.

7.4.4. Equipment Safety
The following rules, additional to the General and Equipment Usage Rules, apply to those employed in the Catering Section:

7.4.4.1. No item of equipment is to be used without the person having been given instruction by the Catering Manager or Head Chef.

7.4.4.2. All items of electrical equipment are to be switched off after use and are to be switched off and un-plugged before cleaning takes place.

7.4.4.3. Meat Slicing Machine

The safety guards must be kept in position at all times, except during cleaning.  Cleaning of this machine is to be carried out only by cooks and assistant cooks who are to exercise extreme caution.

7.4.4.4. Waste Disposal Machine

The grill guard covering the top of the machines must be kept in position at all times, other than when cleaning is taking place.  Hands must never be put near the rubber covering to the opening at the bottom of the disposal basin.

7.4.4.5. Gas Equipment

The fish fryers are not to be left unattended and must always be turned off before leaving work, ie both main jets and pilot lights.  This applies to all other gas equipment with the exception of the two water boilers which should be fully fitted with water at cease work and turned off at the main jet control but the pilot light left on.

7.4.4.6. Unserviceable Equipment

Should any item of equipment become unserviceable the fact should be reported to the Catering Manager immediately.

7.5 Art Rooms, Workshops, Grounds and Laundry

The following rules are additional to the General Safety and Equipment Usage Rules and apply to persons, including pupils where appropriate, employed in the Design Centre & Woodwork Room, Workshops and Grounds Sections:
7.5.1. Equipment Safety

7.5.1.1. Abrasive Grinding Wheels


Persons using abrasive grinding wheels or any similar type of machine are to wear safety goggles.  The machine should have its own safety shields securely fitted, and its tool rest properly adjusted.

7.5.1.2. Portable Electric Tools



All tools, plugs and sockets must conform to the current 'British Standard', and should be of the 'double insulation' type; ie marked by a square within a square.

7.5.1.3. Cartridge Operated Tools


Cartridge operated tools must only be used by 'authorised persons', ie persons who have received appropriate training.

7.5.1.4. Fixed Drills


Drills fixed on stands must be guarded in an approved manner so they cannot create injury to the user or to others nearby.

7.5.1.5. Vehicles and Attachments


The tractors and other College vehicles must only be driven by licensed, trained or authorised persons.  When any power attachments are to be used, ie front loader, grass-cutting equipment, sweeper, snow plough etc, the Head Groundsman or Estates Manager as appropriate is to ensure that the driver has been trained and is competent to use the equipment.

7.5.1.6. Powered Agricultural Equipment


Only persons trained and authorised as competent by the Head Groundsman may use strimmers, chain saws or other powered tools used in Grounds Maintenance.

7.5.1.7. Protective Clothing


All Maintenance and Grounds Staff must wear suitable protective clothing and footwear relative to task.

7.5.1.8. On no account are College tools or equipment to be loaned to any person for private use, or to contractors' personnel for their use, whether or not they are working on College premises.

7.6 Office Safety

In addition to the General Safety Rules, office staff are to comply with the following:
7.6.1. Office fire exits, fire escape routes and areas where fire hoses or extinguishers are sited must be kept clear at all times.

7.6.2. New items of office equipment must be installed and checked for safe operation by a competent person.  All guards and other safety features are to be used as advised in the manufactures instructions.

7.6.3. Filing cabinet drawers must only be opened one drawer at a time.

7.6.4. Where possible, groups of filing cabinets should be fastened together.

7.6.5. Unattended open doors and drawers are a hazard and are therefore to be closed after use.

7.6.6. Care should be taken when inserting or withdrawing wire staples, or when using guillotines, scissors, knives or other sharp pieces of equipment.

7.6.7. All telephone or electrical cable leads must be kept clear of walkways, or any access or egress routes to desks, or to any work area.  If this is not practical, the cables must be covered with heavy duty rubber cable ducting.

7.6.8. All floor areas which are carpeted or covered with linoleum/vinyl should be regularly inspected to ensure no hazards are created by the wearing of the surfaces.

7.6.9. Only authorised persons are permitted to open up or unjam any fax, photocopier, computer printer of duplicator.  This operation must only be carried out with the machine switched off.

7.6.10. Whenever possible, documents and files should not be stored above 5ft 6in in height.  If this cannot be achieved, then a library type step stool is to be used to gain access.  Personnel should not stand on swivel chairs or any other piece of office furniture.
7.6.11. Documents and files are not to be stored on floors around desks.

7.6.12. Personnel are not to use a shredding machine without having received instruction on the method of use, and the hazards associated with the machine.

7.7 Contractors

In addition to the General and Equipment Usage Rules the following rules apply to Contractors and their employees working on premises:
7.7.1. Contractors, Sub-Contractors and their Employees, must comply with 'The Health and Safety at Work Etc. Act 1974' and other relevant Regulations, in addition to the College's own Safety Rules.  They must ensure the Health and Safety of all College staff, pupils and of all other persons using the area.

7.7.2. Contractors' supervisors must be competent, have received training on 'Site Safety', and be able to execute the Contract in a safe and efficient manner.  They must also ensure that they and their site personnel have received from the Estates Manager a briefing on any hazards present on site, how to work while the hazard is present and the action to be taken in an emergency.

7.7.3. Contractors who employ more than five people are to deposit with the Facilities Director a copy of their Health and Safety Policy and details of their Enforcement Authority before any Contract work commences.  They, or their Agents, will be required to attend a pre-contract meeting, to discuss the arrangements for safety with the Estates Manager.

7.7.4. Contractors plant and equipment must be in good condition, safe and well maintained, so that it will not endanger any College staff, pupils or others who use the area.  They will at the end of each day, make sure that the site is clear of materials, plant or equipment which could cause damage or injury to any College person.

7.7.5. Contractors' employees, where required by Regulations, Code of Practice or any of the College Safety Rules, are to use the proper protective equipment or safety clothing.  ie goggles, helmets, ear defenders or machine guards, etc.

7.7.6. Contractors who need to erect any hoist, tower crane or other types of lifting apparatus must ensure that it is tested and examined in accordance with any 'Regulations' applicable at time of erection.  When working above ground level, Contractors must ensure that precautions are taken to ensure that tools etc. cannot fall onto persons below.

7.7.7. Contractors must keep up to date records of all work done on site, and these should be available for inspection by the Estates Manager or Facilities Director.

7.8 Laboratory Safety

In addition to the General and Equipment Usage Rules the following rules apply to staff and pupils employed or being taught in the Science Laboratories.

7.8.1. Heads of Department.  



Heads of Science Departments are responsible to the Head of Science for the health and safety of staff and pupils working in the Science Laboratories.  Maintenance and cleaning tasks conducted in Science Laboratories under the direction of the Facilities Director or Estates Manager are subject to the approval of the respective Heads of Department.  In addition to their general responsibilities for health and safety the Heads of Departments are responsible for the maintenance of records on the following:

7.8.1.1. Substances Stored and Used
i. All substances in stock should be date-stamped with the date of purchase (or the approximate date until all present stocks are exhausted or replaced.)

ii. Hazardous substances should be clearly marked with the appropriate Hazard label.  

iii. A register should be prepared of all the substances in stock together with the quantity purchased or existing at the time of recording.

iv. The register should also indicate that the storage location of the substances, which should be appropriate with regard to Health and Safety.

v. A hazard assessment should be obtained for each hazardous substance held in stock, (such as CLEAPSS HAZCARD, VICKERS Health and Safety data file or BDH Poisonous substance chart.)

vi. A sample RISK ASSESSMENT should be prepared for each hazardous substance as it is likely to be used in the laboratory.

7.8.1.2. Radioactive Substances
Although Radioactive Substances are covered by their own special Regulations a record should be kept and storage and use should be in accordance with appropriate recommendations.

7.8.1.3. Electrical Equipment
i. All electrical equipment should be issued with a unique identification number.
ii. An electrical safety check should be carried out each term.  This should include a visual check of the integrity of the cable and the plug.  The plug should be opened where possible and screws tightened where necessary.  The fuse fitted should be appropriate to the current taken by the appliance.  There should also be an annual earth bonding and insulation test, using the Science Department's 'Philip Harris S-Range Safety Tester.'  The results of these tests should be recorded for each appliance using the identification number for reference.

iii. Faulty equipment should be repaired by a competent person or withdrawn from service and discarded safely.

7.8.1.4. Fume Cupboards
Where appropriate, tests should be carried out as to the effectiveness of fume extraction in accordance with statutory requirements.  Results should be recorded

7.8.1.5. Accident Book
An Accident Book should be kept in each department for the recording of accidents involving pupils and staff.  
7.8.2. Teaching Staff
Teaching Staff must follow the general guidance for health and safety as outlined in Section 3.  They must also follow more specific duties relating to substances hazardous to health and electrical safety.

7.8.2.1. Substances Hazardous to Health
i. Every teacher using a hazardous substance, including radioactive, toxic and microbiological, must prepare his or her own RISK ASSESSMENT with advice from his or her own head of department.  Risk Assessments are unique to each situation and have bearings on the hazard of the substance together with use, class age, class size and laboratory facilities.  If a RISK ASSESSMENT is used which has been provided by the department, then a personal copy should be made or the central copy endorsed with date and signature.

ii. The correct procedure should be adopted in the case of spillage or breakage of apparatus.

iii. Records should be kept of all accidents that have occurred, together with details of action taken.
7.8.2.2. Electrical Appliances
i. Defective appliances, cables or plugs should not be used.  They should be returned to the laboratory staff for inspection and repair.

7.8.3. Pupils 

Class teachers are to ensure that the following rules are observed by pupils in their class:

7.8.3.1. No pupil is allowed to enter a laboratory without the permission of a member of staff.

7.8.3.2. Eating and drinking are not allowed in the laboratories where chemicals are present.

7.8.3.3. Running must not take place in the laboratory.  Pupils must wait outside a laboratory for the member of staff to arrive and then to proceed into the laboratory without undue haste.

7.8.3.4. Laboratory coats and safety goggles are to be worn as directed by a member of staff.

7.8.3.5. No substances or materials are to be removed from the laboratory without the expressed permission of a member of staff.

7.8.4. Laboratory Staff
Laboratory staff must follow the general guidance for health and safety as outlined in Section 3.  They must also follow more specific instructions relating to substances hazardous to health and to electrical safety.

7.8.4.1. Substances Hazardous to Health

i. Every laboratory technician or assistant using a hazardous substance, including radioactive, toxic and microbiological, must prepare his or her own RISK ASSESSMENT with advice from his or her own head of department.  Risk assessments are unique to each situation and have bearings on the hazard of the substance together with use and laboratory facilities.

ii. The correct procedure should be adopted in the case of spillage or breakage of apparatus.

7.8.4.2. Electrical Appliances

Defective appliances, cables or plugs should not be used.  Equipment being tested should always be disconnected from the mains supply before any cover or guard is removed.

7.8.4.3. General

Records should be kept of all accidents that have occurred, together with detail of action taken.
7.8.5. Cleaning Staff
Cleaning staff must follow the general guidance for health and safety as outlined in Section 3.  They should also be aware of extra vigilance needed in a Science Laboratory where there may be substances hazardous to health.  When working in laboratories cleaning staff are to observe the following safety precautions.

7.8.5.1. Plastic or rubber safety gloves should be worn at all times.
7.8.5.2. Any chemical spillage, discovered or occurring, of a known or unknown nature, should be reported to the appropriate laboratory staff or Head of Department, who will give advice on the action to be taken.

7.8.5.3. Where spillages have already occurred and the area so marked then the cleaning staff should keep clear.

7.8.5.4. No attempt should be made to unblock a blocked sink until any liquid present has been allowed to drain away.  Great care should then be used to clear solids, being aware that broken glass may be present.

7.8.6. References
Topics in Safety (ASE 1988)

Safeguards in the College Laboratory (ASE 1988)

CLEAPSS College Science Service

Croners Manual for Heads of Science

COSHH Guidance for Colleges (HSC)

7.9 Safety in Gymnasium, Sports Fitness Areas and Swimming Pool
All staff and pupils before using equipment in gymnasium, multigym and fitness areas and swimming pool are to acquaint themselves with the PE and Games Department Health and Safety Policy.  Extracts of this policy will be displayed in fitness areas and the full Policy will be held in the Department office.

7.10 Indoor Miniature Range
For all information, refer to MoD and Tavra documentation held in Miniature Range and by CO, College CCF.
8. WORK PROCEDURE

8.1 Induction of New Employees
8.1.1. General

This Work Procedure is generic and is designed for the training of new staff due to job transfer or expansion, due to new jobs, new technology or systems, or in the event of unsatisfactory performance. It is tailored to cater for different stream of College employee, e.g. teaching, catering, administrative, ground staff etc.

8.1.2. New staff, other than junior trainees, are selected on the basis of qualification and/or experience and are of such calibre that given induction training and on the job experience they are able to quickly adapt to the change of employment and new procedures.

8.1.2.1. Induction training for all new staff shall be conducted in accordance with the Induction Training Programme. This can be modified to reflect the needs of the position or individual. This and records of training to be kept in the Employee File held by various College key position holders.

8.1.2.2. Appropriate training of all personnel shall be conducted such that individual’s performance in all tasks will be carried out with competence, to a satisfactory standard in a proper, approved and safe manner.

8.1.2.3. It could be that no immediate training is given, other than induction training and on the job experience, due to new staff having qualifications or experience which render this unnecessary. In such cases evidence of the individual’s qualifications shall be recorded or copied and kept in the employee file.

8.1.3. Following induction training a careful assessment of the new employee’s training needs shall be made by the Line Manager, and if necessary others and plans, training source and cost can be implemented.

8.1.3.1. Where new technology, systems or equipment are introduced these may create a situation whereby new tasks are created which could be filled by recruitment, job transfer or job expansion. In any event the selection of personnel to take on board such innovations shall be conducted in accordance with the appropriate previous clause.

8.1.3.2. Where routine monitoring highlights poor performance and lack of necessary skill is the root cause, the Line Manager in conjunction with others as appropriate shall formulate plans designed to eliminate unsatisfactory job performance.

8.1.3.3. Following internal training the job holder’s instructor shall complete and sign a record that instruction has been given and a satisfactory standard has been achieved. This shall be maintained in the employee file held by College key position holders and a copy given to the Line Manager.

8.1.3.4. Where training is performed externally evidence of course attendance or qualification shall be maintained in the employee file. Similarly, a record of internal training should be created and retained in the employee file.

8.2 Fire Prevention and Evacuation

8.2.1. The College has a current Fire Certificate issued under The Fire Precautions Act 1971.  The Facilities Director is responsible for compliance with all the requirements of the Fire Certificate. The fire alarm systems are controlled from within the College and Barlborough Hall School.
The Fire Precautions (Workplace) Regulations 1997

The Fire Precautions (Workplace) Regulations 1997 require workplaces, which are not already covered by specific fire safety legislation, to make appropriate provisions to maintain fire safety.

These regulations were amended on 1 December 1999 in order to confirm the concept of the employer having unconditional responsibility for the safety of employees.  As a result, most workplaces are now subject to the legal requirements of the above Regulations.  The regulations apply to workplaces where persons are employed to work.

This means that those workplaces that are subject to the requirements of a fire certificate (or application) have additional legal obligations in respect of the Workplace Regulations.  An existing Fire Certificate may form the basis of the fire risk assessment, but it is not a substitute for a fire risk assessment.

The regulations extend many of the provisions of the Management of Health and Safety at Work Regulations 1992 to include fire safety, including:

· Fire risk assessments

· Monitor and review the risk assessment and revise as appropriate

· Inform staff or their representatives of the risks

· Plan for an emergency

· Provide staff information and training

· Provision of protective and preventative measures

· Appointment of competent person to assist

· Employers who share a workplace to cooperate

· Provision of information to person other than employees working on the premises

The regulations also extend the provisions of the Safety Representatives and Safety Committee Regulations 1977 and the Health and Safety (Consultation with Employees) Regulations 1997 to include fire safety issues.
8.2.2. The College operates an Evacuation Procedure to cover action in the event of a fire which would also cover other emergencies such as a bomb alert.  Only Rhetoric House has its own fire alarm system and emergency and evacuation procedures.

8.2.2.1. The procedures allocate individual responsibility and specify escape routes, assembly points and roll call procedures. Copies of these procedures are prominently displayed in all accommodation areas.  

8.2.2.2. These procedures are to be subject to no-notice practice at least once each term under arrangements made by the Headmaster. Responsibility for publishing the procedure rests with the Headmaster.

8.2.2.3. In addition to the above, tests on emergency equipment and facilities, for which logs are to be kept, are to be conducted by the nominated responsible person as described in Section 8.3 Routine Fire System Checks.

8.2.2.4. Fire prevention, alarm and fire fighting systems are serviced and maintained by an external contractor. The frequency of fire safety checks are as described in Section 8.3 Routine Fire System Checks.

8.2.3. The College will ensure that each pupil is fully conversant with the evacuation procedure. Also, staff and employees must be fully conversant with the procedure to be followed and in particular with their duties and responsibilities in the event of a fire alarm. The College will provide whatever instruction and training is necessary to enable pupils and staff to respond promptly, confidently and correctly in an emergency.

8.2.4. The Estates Manager will ensure that contractors are provided with information about fire safety systems

8.2.5. All employees, staff and pupils are encouraged to report any defect damage or absence of any fire apparatus to the Estates Manager, who will take immediate remedial action.

8.2.6. Fire escape routes and access to fire equipment are to be kept free at all times. Deficiencies should again be reported to the Estates Manager, who will take immediate remedial action.

8.3 Routine Fire Systems Checks
8.3.1. The Facilities Director has the day to day responsibility to ensure that routine fire systems checks are carried out in strict accordance with the procedures detailed in the Fire Certificate held in his Department.

8.3.2. Routine fire systems checks have to be carried out at specific frequencies, and for each of these checks an appropriate record kept in a Fire Log maintained by the Facilities Director/Estates Manager. The frequency of checks is listed below:

	Check
	Frequency
	Responsible Person

	Alarm tests from random call points including all sounders operational.

Presence of fire extinguishers.

Smoke/Heat detector head tests.

Emergency lighting maintenance including battery checks.

Full evacuation fire drill.

Fire extinguisher/equipment full check and service.
	WEEKLY.

Each Wednesday in term time between 3.10 and 3.20pm.

Also annually for Contract servicing

MONTHLY.

EACH TERM

EACH TERM

EACH TERM

ANNUALLY
	Estates Manager
Estates Manager
Estates Manager
Estates Manager
Headmaster/Facilities Director

Facilities Director/Approved Contractor


8.3.3. In addition to the checks listed above and on a daily basis employees and staff should, within their area of responsibility or workplace, ensure fire escape routes are clear of obstructions and all fire doors operational and closed. Any deficiencies should be reported to the Estates Manager who will take immediate or appropriate action.

8.4 Accidents, Injuries and First Aid

8.4.1. First Aid
The College provides first aid cover for all its pupils, staff and employees. It has trained First Aiders, provides sufficient first aid kits and has a Resident Nurse and Infirmary (Mount St Mary).

8.4.1.1. The names of trained First Aiders and locations of first aid boxes and materials are posted on prominently placed notice board (together with a current copy of insurers liability and the HSE notice Health and Safety Law).

8.4.1.2. The Deputy Head and Facilities Director ensures that First Aiders hold a current Certificate of Competence in First Aid issued by an approved HSE approved organisation. Refresher training is required every three years and must be booked for before the expiry date.

8.4.1.3. The Deputy Head in cooperation with the Nurse is responsible to ensure that first aid boxes are kept stocked with first aid materials. The minimum recommended contents are:

· A guidance leaflet

· 20individually wrapped sterile adhesive dressings

· 2 sterile eye pads

· 4 individually wrapped triangular bandages

· 6 safety pins

· 6 medium sized individually wrapped unmedicated dressings (approx 12 x 12 cm)

· 2 large individually wrapped unmedicated dressings (approx 18 x 18 cm)

· 1 pair of disposable gloves.

First Aiders are requested to assist by requesting replenishment for shortfalls within first aid boxes within their areas of responsibility

8.4.1.4. Provision of special extra equipment to treat injury will also be maintained in areas where it is likely to be required e.g. Catering Department (burns) and the Infirmary.

8.4.2. Accidents and injuries
In the event of an accident or injury to any pupil, employee, contractor or visitor, the following procedure will be adopted.

8.4.2.1. A First Aider will be called immediately and should decide whether the nurse is required. If needed the nurse will be summoned, the decision made to either move the casualty to the Infirmary, or call out the Emergency Services. In cases of doubt, particularly if a member of the public is affected, then an ambulance should always be sent for.

8.4.2.2. The First Aider should use his or her training and experience to make the casualty comfortable prior to the arrival of the nurse or emergency services where relevant.  If possible, and if the movement of the patient is not likely to cause risk of further injury, they should be removed to the Infirmary, using a wheel chair if necessary.

8.4.2.3. For minor injuries which are clearly within the First Aider’s capability to treat, he or she should carry out the appropriate treatment.

8.4.3. Accident reporting and investigation.

For accident reporting and investigation see Section 8.5: Accident Reports and Investigations.
8.5 Accident Reports and Investigations
8.5.1. General

The College is required to comply with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985.  This Section details the reporting and recording procedures to be used in the event of injury, disease or a dangerous occurrence at the College involving pupils, employees, peripatetic staff, visitors, contractors, personnel or self-employed persons engaged to work on College premises.

8.5.2. Accident Investigation
Accidents resulting in injury requiring medical attention, or incidents with potential for serious injury, are to be investigated with the object of preventing a recurrence.  The investigation is to be conducted by a person appointed by the Headmaster who may be the Head of Department, the Facilities Director or an appointed Safety Representative.  

8.5.2.1. The site of the accident is to be left undisturbed and equipment or apparatus in use at the time which may have contributed to the accident left untouched (with the exception that electrical power may be switched off) until cleared either by the Factory Inspector or the accident investigator appointed by the Headmaster

8.5.2.2. For practical guidance to accident investigation see Section 8.6.
8.5.3. Reportable Accidents/Occurrences/Diseases
The death of, or serious injury to, a person at work (which includes pupils at College) must be reported immediately, ie by telephone, to the Health and Safety Executive (HSE).  A written report on Form 2508 must then be made to the HSE within seven days of the accident or occurrence. (This can be done electronically via the HSE Website).

8.5.3.1. Guidance on major injuries or dangerous occurrences which require an immediate report is given in Leaflet HSE 11 (rev) 1986 which is available for reference in the Facilities Director's office. 

8.5.3.2. Injuries arising from an accident at work which incapacitate a person (pupils included) for more than three days are required to be reported to the HSE on Form 2508 only.  

8.5.3.3. Minor accidents and injuries not requiring a report to the HSE are to reported to the Deputy Head (for pupils) or Facilities Director (for employees) using the Accident Report Form.  All injuries reported are to be recorded in the Accident Record Books under arrangements made by the Deputy Head (for pupils) and the Facilities Director (for employees).

8.5.3.4. The schedule of reportable diseases accompanying the Regulations include very few conditions which might arise in a school. Reporting is similar to that outlined above with the exception that HSE form F2508A is used.
8.5.4. Reporting Procedures – Pupils
All injuries to pupils, including visiting pupils from other schools, must be reported whether or not medical attention is required.  

8.5.4.1. Following an accident involving a pupil an Accident Report Form is to be completed by the Teacher in Charge, Form Master/Mistresses, Housemaster/Housemistress, Supervisor or Sister as appropriate and passed immediately to the Deputy Head.  

8.5.4.2. The Deputy Head is to ensure that the details are entered in the Accident Record Book B1 510 (pupils) kept in the Headmaster's Secretary's Office.

8.5.4.3. The Deputy Head is to complete Form 2508 and forward it to the HSE for major injuries/dangerous occurrences referred to 8.5.4.2.
8.5.5. Reporting Procedures - Employees
All injuries to employees, including peripatetic staff and self-employed persons, resulting in incapacity for work, whether or not medical attention is sought, are to be reported. 

8.5.5.1. Following an accident involving an employee an Accident Report Form is to be completed by the employee, if working alone, or by the employee's supervisor or Head of Department/Section and passed immediately to the Facilities Director.  

8.5.5.2. The Facilities Director is to ensure that the details are entered in the Accident Record Book B1 510 (Employees) kept in the Facilities Director's Office.

8.5.5.3. The Facilities Director is to complete Form 2508 and forward it to the HSE for major injuries/dangerous occurrences referred to in 8.5.5.2.
8.5.6. Reporting Procedures - Visitors

Any accident involving a visitor to the College is to be reported to the Facilities Director immediately by any employee or pupil who witnessed the accident.  The Facilities Director is to take any necessary reporting action and is to ensure that details of the accident are recorded.

8.5.7. Contractors' Personnel
Accidents involving contractors' personnel are to be reported to the Estates Manager by the Supervisor or by the injured person if working alone. 

8.5.7.1. The Estates Manager is to complete an Accident Report Form and pass it to the Facilities Director, together with the names, addresses and telephone numbers of the injured person, any witnesses and the Contractor's Representative.  

8.5.7.2. If required, the Facilities Director is to complete Form 2508 and forward it to the HSE, with a copy of the Contractor's Representative.  If the accident does not call for a report to the HSE then a copy of the Accident Report is to be sent to the Contractor's Representative.

8.5.8. Records
Accident reports, books, investigations, photographs, F2508, etc, should be retained for a minimum of three years but should ideally, be archived.

8.6 Practical Guidance for Investigation of Accidents

8.6.1. Introduction

This guidance has been prepared to assist managers / supervisors to prepare for and carry out accident investigations in order to satisfy the increasing legislative demand on the quality of our health and safety procedures. It is not exhaustive in its content nor is it set in tablets of stone. The depth and content of an investigation should be matched to the severity potential of the accident or occurrence.

8.6.2. Definitions
8.6.2.1. Accident
An accident is defined as an undesired event which results in physical harm usually resulting in contact with a source of energy above the ability of the body to withstand it.

8.6.2.2. Occurrence
An occurrence is defined as something that happens but does not result in injury but clearly could have done so.

8.6.3. The Accident Report
The accident report form has several uses all of which need the information it contains in the clearest and most accurate detail.

8.6.3.1. To answer DSS enquiries (form BI 76) with regard to payment of injuries benefit. From the information given in the accident report and the results of the investigation the Insurance Officer can decide whether or not to pay Industrial Injuries Benefit.

8.6.3.2. The enforcing authority must be notified of a death, major injury or a dangerous occurrence. This must be followed up by a report (form F2508), which must be sent to the enforcing authority within 7 days. (Clarification of the terms Dangerous Occurrence and Major Injury in book of F2508 forms).

8.6.3.3. To enable statistics to be compiled so that analysis by causes can be carried out.  This brings to light the type of accidents occurring and their location. It also enables programmes to be drawn up to help reduce the risk of injury accidents happening again.

8.6.3.4. Statistics also provide records of person injured. These can be used for future reference such as individual track records.

8.6.3.5. Information gathered after the investigation must be forwarded to the College Insurers.  This to enable them to be in possession of all the facts in case of a Common Law claim by the injured person.
8.6.4. Information the report must provide
For various purposes the report, which emerges from the investigation, must provide answers to the following questions. Only the amount of detail provided should vary in response to the different needs of the recipients.

· What was the immediate cause of the accident/injury/loss?

· What were the contributory causes?

· What is the necessary corrective action?

· What system changes are either necessary or desirable to prevent a                                            recurrence?

· What reviews are needed of policies and procedures?

It should not be the task of the investigation to allocate individual blame, although some discussion of this is almost inevitable. Reports are usually "discoverable"; this means they can be used by parties in actions for damages or criminal charges. Whether the results of the investigation are in the Accident Report Book B1 510 or specially written it should contain the following:-

· An introductory summary of events prior to the accident
· A summary of what happened
· Information gained during investigation
· Details provided by witnesses
· Information about injury or loss sustained
· Conclusions
· Recommendations
· Supporting material (photographs, clarifying diagrams etc)
· It should be signed and dated by the person or persons carrying out the                                     investigation
8.6.5. Determination of cause
8.6.5.1. Principles
When an accident has occurred, a first step to prevent recurrence is to determine cause. There are always two sides to every accident - the human element and the job. Work to five principles and draw conclusions from two questions; firstly:-

· Who?

· When?

· Where?

· How?

· Why?

8.6.5.2. From this draw conclusions from two questions:
· What did the person do or fail to do that contributed to the accident?

· What did the job or surrounding physical conditions contribute to the accident? 

Asking 'What was the cause of the accident’ is wrong; it implies there is only one cause. Determining the unsafe acts and the unsafe conditions by asking these two questions of the injured person and other persons will provide several answers all of which could be relevant and helpful.

8.6.6. The Investigation
8.6.6.1. The Purpose

The number of purposes for investigation is large; the amount of detail necessary in the report depends upon the uses to be made of it. Enforcement agencies look for evidence of blame, claims specialists look for evidence of liability, trainers look for enough material for case study. From the viewpoint of prevention, the purpose of the investigation is to establish whether a recurrence can be prevented by the introduction of safeguards, procedures, training and information or any combination of these.

8.6.6.2. The Procedure
This guidance can be used as the procedure for investigating all accidents, however serious or trivial they may appear to be. Supervisors of the workplace where the accident occurred will be involved; for less serious accidents they may well be the only people who take part in the investigation and reporting procedure. Employee representatives may also be involved as part of the investigating team.

8.6.7. The Equipment
The following are considered as essential tools in the competent investigation of accidents and damage / loss incidents.

· Accident Record Book BI 510
· Notebook
· Desk top tape recorders if considered necessary

· Camera
· Robust tape measure
· Special equipment relative to particular investigations, meters, plans, etc.
8.6.8. Procedure for the Investigation.

8.6.8.1. All accidents/incidents are to be investigated as soon as possible and the report submitted within 24 hours. However, medical treatment of an injured person should never be delayed in order to question them. It is inadvisable and undesirable to let injured persons feel that medical treatment is being delayed by an attempt to question them. The "treatment before facts" practice should be adopted. Employees will then feel the concern for their welfare which is as it should be.

8.6.8.2. Make sure it is safe to question an injured person. They may be in considerable pain, emotionally upset, or in a state of shock, and may well resent being questioned under the circumstances. Even if it is safe to question the person they may be confused or unable to recall the facts correctly. Ask the First Aider, Doctor or Paramedic present if they have any objection - ask the injured person if they feel like being questioned.

8.6.8.3. It is not always possible for a manager, supervisor or representative to drop everything to investigate the accident. If this happens senior supervisory help may well be required but the accident cannot be walked away from on the assumption that someone else is dealing with it. The less delay the better.

8.6.8.4. Where possible eyewitnesses should be kept apart during an investigation and questioned separately. Eyewitnesses are not necessarily reliable.

8.6.8.5. The investigator must differentiate between opinion and fact. Notes should be taken on influencing factors such as:- exact position, visibility, obstruction, distances and measurements, location, ambient conditions. Details should be recorded of any items involved such as order numbers descriptions weights etc.



Keep any evidence that is available, fragments or objects, etc.

8.6.9. Interviewing
8.6.9.1. When conducting an interview the investigator should:

· Put the person at ease, one way is to ask questions which can be answered easily.

· Ask what happened - DO NOT INTERRUPT - be a good listener.

· Do not ask leading questions or make assumptions. Don't try to put words into the person's mouth. Some people will tend to tell you what they think you want to know.

· Be considerate, not sarcastic - it may lead to distortions.

· Ask questions designed to bring out the facts you want to know.

· Emphasise the purpose of the investigation is primarily to prevent a recurrence. Explain to witnesses that they are not telling tales.

8.6.9.2. Information obtained during investigations is given verbally, or provided in writing. Written documentation should be gathered to provide evidence of policy or practice followed in the workplace and witnesses should be talked to as soon as possible after the accident. The injured person should also be seen promptly. Key points to note about an investigation are:-

· Events and issues should not be prejudged by the investigator, nor should total reliance should not be placed on any one sole source of evidence.

· The value of witness statements is proportional to the amount of time, which passes between the events or circumstances described and the date of the statement or written record. (Theorising by witnesses increase as memory decreases).

· The first focus of the investigation should be on when, where, to whom and the outcome of the incident.

· The second focus should be on how and why, giving the immediate cause of the injury or loss, and then the secondary or contributory causes.

· The amount of detail will depend upon:
- The severity of the outcome and,

- The use to be made of the investigation and report.

· The report should be as short as possible or as long as is necessary for the purpose.

8.6.10. Conclusion
8.6.10.1. This guidance is intended to act as an aide memoir for accident investigators. The procedures set out within it will cover the circumstances of all accident/injury. As mentioned earlier the depth of any investigation should be proportional to the event.

8.6.10.2. In house company actions have to be taken once the report and investigations are complete. The content and quality of these actions rely directly on the speed, content and quality of report and investigation.

8.7 Routine Maintenance and Defect Reports
8.7.1. General
There is the need for day to day routine maintenance within the College and School and control of this is necessary in order to maintain efficiency within an educational environment.

8.7.2. Reports
8.7.2.1. Blank Routine Maintenance and Defect Report sheets (Annex “A”) are available in the College Mailing Room and the School Administrative Officer’s office.

8.7.2.2. Individuals reporting defects and requesting maintenance actions should make an entry on the sheet giving exact details and date and print name.

8.7.2.3. The Estates Manager (College) and nominated maintenance employee (School) will check entries to the sheet on a daily basis to prioritise and carry out corrective actions as required. 
8.8 Visitors
8.8.1. General
8.8.1.1. Control of visitors ensures their health and safety in the event of an emergency when the person they are visiting can administer them. Vulnerability of College young people and the remoteness of the College require that all bona fide visitors are registers as visitors and are accompanied at all times (see also Section 8.9 Security).

8.8.1.2. All visitors are to be booked in to a visitor’s book and issued with a visitors pass immediately on arrival which they must wear at all times whilst on College premises and similarly should be booked out when they leave.


8.8.1.3. A laminated copy of VISITOR SAFETY (Annex “B” to this procedure) should be available by the Visitors Book and visitors should be encouraged to read it.
8.9 Security
8.9.1. General
8.9.1.1. Security in all College premises is the responsibility of all members of staff and pupils. The key to good security is to remain alert. The vulnerability of young people and the remoteness of the College are such that security must be paramount at all times

8.9.1.2. Strangers not wearing visitors passes (see Section 8.8 Visitors) should be challenged by a member of staff. Pupils should not approach strangers without passes but should immediately report the fact to a member of staff.

8.9.1.3. The exteriors of all occupied buildings and vehicle approaches are covered by CCTV which is video recorded.

8.9.1.4. All external doors are fitted with digital keypad locks to prevent unauthorised access and a large proportion of offices and stores are protected by burglar alarms.

8.9.1.5. Two non-teaching staff is tasked with patrolling the College out of hours, locking doors and setting alarms.

8.9.1.6. At times when all staff are located in one place (eg Chapel) a member of staff is to be detailed to patrol the College area and lock the majority of external doors

8.10 Bomb Warnings
8.10.1. Introduction
8.10.1.1. The possibility of a terrorist bombing event being planned is an unknown quantity at most times. It is therefore essential that College employees and pupils are aware of the possible threat and are vigilant at all times.

8.10.1.2. A bomb warning may be received from various sources, eg a member of the public, the Police, anonymous phone call or a member of staff/pupil. 

8.10.1.3. A number of bomb threats have proved deadly and any warning must be taken seriously, although a percentage of threats may prove to be hoax.

8.10.2. Bomb Threat Emergency Plan
8.10.2.1. The Facilities Director must maintain a Bomb Threat Emergency Plan that addresses the following issues for both College sites:

· Consultation with the Emergency Services.

· In an emergency, who makes the decision to evacuate?

· Site search plan.

· Action in case of a telephoned threat.

· Action in case of discovery of a suspect package.

· Method of communication for alerting all College personnel, contractors and visitors.

· Evacuation method.

· Evacuation route and assembly point.

· Post emergency stand down.

8.10.2.2. The Emergency Plan should be reviewed and tested at regular intervals.

8.10.2.3. In the case of a direct telephone threat, detailed information should be sought from the caller.  Copy of The Bomb Warning should be readily available at all times and should be completed there and then by the person taking the call (Annex “C”). Wherever possible the person taking the call should alert another person as the call is taking place. The use of a pre- arranged signal will allow this.

8.10.2.4. All College staff, employees and pupils should receive thorough training in the Bomb Threat Emergency Plan. Only trained and competent persons should be expected to assist in a search.

8.10.3. Identifying Explosive Devices
8.10.3.1. Explosive devices are normally of simple construction and may be carried onto College premises in a briefcase, bag or parcel or they may be sent through the post as a letter or package. Bombers have been known to transport devices in umbrellas, flasks, cigarette packets and radios.

8.10.3.2. Detonators may be initiated by simple timers or may be controlled by sophisticated radio controlled or anti handling devices.

8.10.4. Parcel Bombs
8.10.4.1. That signs that might indicate a letter or parcel bomb might include:

· The post mark, if it is foreign or unfamiliar.

· The writing is it crudely printed, lacking in literacy, foreign in style.

· The name and address of the sender (if shown) may differ from the postmark.

· Items addressed to a senior person by title only and marked PERSONAL or PRIVATE.

· Uneven weight distribution may indicate the presence of batteries.

· Grease marks on the packaging, which may indicate the presence of sweating explosive.

· Characteristic smell of almonds or marzipan.

· Abnormal fastening or excessive e sealing for the type of package.

· Damaged packages showing wires, batteries, fluid filled plastic sachets.

· Packages, which rattle, feel spring y or which tick.

· Where a normal paperback book has been used, one that feels softer near the spine.

8.10.4.2. If a suspicious package is found:

· Do not use a radio for communication.

· Do not place anything on top of it.

· Do not tamper with it or move it.

· Warn others to keep away from it.

· Secure the area.

· Inform the Facilities Director who will inform the Police.

8.10.5. The Incendiary Device
8.10.5.1. Incendiary devices can be particularly difficult to detect. The devices are generally small enough to fit into a cigarette lighter and are designed to initiate after a pre-determined period of time, allowing them to be planted to ignite during silent hours.

8.10.5.2. Devices may be planted in garments in cloakrooms, down sides of upholstered furniture, on bookshelves and in fact almost anywhere.

8.10.5.3. Do not handle a suspected incendiary device as it may kill or maim. Clear the area and inform the Facilities Director immediately

8.10.6. The Vehicle Bomb
Any vehicle is capable of carrying a large bomb without showing any easily recognisable telltale signs. Any person who becomes suspicious of any vehicle parked on College premises should immediately inform the Facilities Director who should inform Police.

9. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH) REGULATIONS 1988
9.1 It is an offence for any substance defined as 'hazardous to health' to be used at a place of work without a formal assessment having been made. The (COSHH) Regulations 1988 cover substances in the following categories:

· Substances labelled by suppliers as 'very toxic', 'toxic', 'harmful', 'corrosive' or 'irritant'.

· Substances for which a maximum exposure is specified.

· Dust of any kind if it is present in substantial concentration in air.

· Any substance not included above which creates a comparable hazard to health.

Substances assigned a maximum exposure limit include hard wood dust, vinyl chloride, trichloroethylene, man made mineral fibre and formaldehyde. Radioactive materials, lead and asbestos covered by other specific legislation and are excluded from the COSHH Regulations, as are flammable or explosive materials.

The College has completed its assessment obligations under the COSHH Regulations 1988. For convenience and ease of reference, Product Safety Sheets have been compiled which summarise the hazards, handling precautions and emergency actions in respect of each substance in use in the College. These Product Safety Sheets have been circulated to all Departments, Sections, Boarding Lines and Houses and are to be brought to the attention of all persons who either use or come into contact with the respective substances in their work or, in the case of pupils, their classes.

9.2 Before any new substance is brought into use, the respective Head of Department, Head of Section or Housemaster/Housemistress as appropriate is to:

· Obtain a copy of the manufacture's Product Data Sheet.

· Determine whether an alternative substance carrying either a lower or no level of hazard is available which would be suitable for the task envisaged.

· Ensure that a formal assessment is carried out and a Product Safety Sheet compiled and circulated to all potential users of the substance, with copies to the Bursar and the Safety Committee.

9.3 A copy of all assessment sheets is to be kept in the Bursar's office and will be available for inspection by the Enforcement Authority.

9.4 Product Safety Sheets are to be produced in a standardised format as follows:

9.4.1. Properties
Description of the substance, ie form (liquid, solid, etc), colour, smell, flammability, main ingredient, container (bottle, packet, aerosol).
9.4.2. Storage

State the correct method of safe storage.

9.4.3. Nature of Hazard


Danger of contact with:

· Eyes
· Skin
· Inhalation
· Ingestion
· Other substances (chemical reaction)

· Susceptibility to heat/cold
9.4.4. Protective Equipment


Safety equipment and clothing.

9.4.5. Emergency Action


Action in event of spillage/escape of substance.

9.4.6. Fire Risk
Flash point/flammable, fumes, method of control, restrictions on type of extinguisher etc.

9.4.7. First Aid
Action in event of:

· Eye contact
· Skin contact
· Inhalation
· Ingestion
· Other problems/advice/contact telephone numbers
9.4.8. Threshold Limit Values
If stated by manufacturer/applicable.

9.5 New Product Safety Sheets must be brought to the attention of staff before the new product is brought into use. Supervisors should also remind staff of the hazards and precautions relating to existing 'in use' products by bringing the Product Safety Sheets to their attention at regular intervals and recording the fact.

9.6 Electrical Safety
9.6.1. Registration, Use and Testing of Electrical Equipment
9.6.1.1. The Electricity at Work Regulations 1989' are applicable to Colleges and are amplified by HSE Guidance Note GS23 Electrical Safety in Colleges. Heads of Departments, Heads of Sections, Teachers in charge and Supervisors who have charge of electrical equipment are to be familiar with the requirements of these references. They are to ensure that arrangements for the introduction and use of electrical equipment comply with the statutory requirements. In particular, the following conditions are to be compiled with by Heads of Departments, Boarding Housemasters/Housemistress, Heads of Sections, Teachers in charge and Technicians and Supervisors who have control of fixed or portable electrical equipment.
9.6.2. Registration
9.6.2.1. College Equipment
All College electrical equipment is to be registered in the Department, Boarding House or Section concerned and the register is to be kept by the Head of Department, Housemaster/Housemistress or Head of Section as applicable and made available for inspection. Unique Registration numbers are to be used and marked on every item of equipment. The register entry for equipment withdrawn from use is to be ruled through and the equipment disposed of to avoid defective equipment slipping back into use.

9.6.2.2. Privately Owned Equipment
Privately owned electrical equipment is to be used on College premises only with the permission of the Head of Department, Housemaster/Housemistress, Head of Section or Supervisor. Such permission is to be only given when the equipment concerned has been passed as safe for use by a competent person and entered in a register for privately owned equipment. An identifying mark or label is to be attached to each item of privately owned equipment kept and used by boarding pupils.

9.6.3. Use
The use of electrical equipment is to be in accordance with the Rules on General and Equipment Safety (Part 3, Section 1), manufactures instructions and HSE Guidance Notes GS23 as follows:

9.6.3.1. Yearly checks on all fixed College equipment.
9.6.3.2. Termly checks on all portable College equipment.
9.6.3.3. Termly checks on all privately owned equipment belonging to pupils residing in Boarding Houses.

9.6.4. Equipment Subject to Check
Equipment subject to check is as follows:

9.6.4.1. Fixed Equipment
Fixed equipment is that equipment which is fixed by virtue of its size or weight (ie immobile), is connected directly to the electricity supply, or has its own dedicated electricity supply.

9.6.4.2. Portable Equipment
Portable equipment includes all moveable equipment connected to the College electricity supply by means of a plug, battery powered equipment which is capable of being connected to mains electricity, and all powered tools driven by re-chargeable batteries. Battery powered equipment, such as small radios etc, which cannot be run from mains electricity, are except from check.

9.6.5. Persons Authorised to Test Electrical Equipment. 

Only competent persons are to be authorised to test, adjust or repair electrical equipment. A 'competent person' is defined by HSE Guidance Note GS23 as:

'A person with sufficient technical knowledge, experience and skills to be able to carry out the specific task and prevent danger or injury arising during the course of the work, or as a result of the work.'

As the checking of equipment will range from the simplest task, such as changing a light bulb, to the most complex task, such as replacing a consumer unit, the level of competence required of the 'competent person' will vary according to the task. Thus the following rules are to apply to the testing, adjustment or repair of electrical equipment within the College:

9.6.5.1. Fixed Equipment

Tests, adjustments or repairs of fixed equipment involving access to, or interruption of mains circuits are to be carried out only be a qualified electrician engaged by the Estates Manager or Bursar.
9.6.5.2. Portable Equipment
Termly tests, adjustments or repairs to portable equipment are to be carried out only by persons authorised by the Estates Manager. The authorisation is to be in writing and is to specify the checks, adjustments or repairs which the person may carry out.

9.6.6. Checks before Use
Daily 'before use' checks on hand-held, locally made, or modified equipment may be carried out by any person authorised to use the equipment.

9.6.7. Unserviceable or Damaged Equipment
Where checks or faults in use arise, electrical equipment is to be switched off, un-plugged or isolated, and the matter reported immediately to the Head of Department, Housemaster/Housemistress, Head of Section, Teacher in Charge or Supervisor as appropriate. The equipment is not to be used until it has been tested and/or repaired by an authorised person. In case of doubt the matter is to be referred to the Estates Manager.

ANNEX A – ROUTINE MAINTENANCE AND DEFECT REPORT
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ANNEX B – VISITOR SAFETY 

INTRODUCTION
The College places great importance on the Health, Safety and Welfare of all on College premises be they employee, pupil, contractor or visitor

As a visitor you may not be acquainted with the College premises, its safety rules and procedures and we ask therefore that you read and follow the few simple rules below to ensure your safety.

FIRE SAFETY
The College has fire alarms which are tested each h Wednesday at approximately 3.00pm.

If you discover or suspect a fire you should activate the nearest Fire Alarm Call Point. Only attempt to tackle the fire with the provided equipment if there is no risk of injury to yourself.

If you hear the alarm you should leave the area as quickly and calmly as possible without wasting time collecting belongings, following the nearest marked fire escape route signs. You should then report to the Fire Assembly Point.

SAFETY ON COLLEGE PREMISES
It is a condition of your being allowed on College premises that you comply with all College signs and instructions which are in place to protect your safety. You are required to carry out your work/visit safely and with regard to the health and safety and others who may be affected by your acts or omissions.

If, during your visit, you see any practice or process you consider to be unsafe, please report it to your host.

Many thanks for your attention. 

ANNEX C – BOMB WARNING CHECKLIST
This form should be completed during any telephone bomb warning.

AIM TO GATHER AS MUCH INFORMATION AS POSSIBLE.  STAY CALM.

Date …………………. Time ……………. Call received by …………………………………...

Record the exact language of the conversation .…………………………………………………

…………………………………………………………………………………………………….

…………………………………………………………………………………………………….

Where is it? ………………………………………………………………………………………

What time will it go off? …………………………………………………………………………

What does it look like? ………………………………………………………………………......

What type of bomb is this? ………………………………………………………………………

Why are you doing this? …………………………………………………………………………

Who are you? …………………………………………………………………………………….

Voice on the phone
	Man............………….
	Woman. ……………...
	Child....……………
	Age……………......


	Speech:Drunk………..
	Rambling …………….
	Serious…………….
	Laughing…………..


Background noise
	Music ………………
	Traffic ……………...
	Children ……………
	Talk ………………...



	Typing ……………...
	Aircraft …………….
	Machinery ………….
	Other noise …………
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