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A note to all teaching staff:

Please click here using a curriculum device to find a full list of Work and Skills polices &
procedures

Please click here using an LBBD device to find a full list of LBBD policies

Borough related Policies:

Managing Health and Safety

Bodily fluids

Service-related:

Defect Reporting Log

Risk Assessment Hire of Premises

The Designated Health and Safety lead is:

Yvonne Bennett | Interim Co-Principal of the Adult College — Business Support and
Safeguarding Lead

Phone: 020 8227 3140 | 07812 291606

Email: Yvonne.bennett@lbbd.gov.uk

The Designated Health and Safety Deputy lead is:
Colette Skelton| Administration and Facilities Manager
Phone: 020 8227 3226

Email: Colette.Skelton@Ibbd.gov.uk



https://lbbd.sharepoint.com/:w:/r/sites/IntTp/HR/_layouts/15/Doc.aspx?sourcedoc=%7BA5C3C079-B22D-4089-8BEC-23152DF51E7D%7D&file=Health+and+Safety+Policy.doc&action=default&mobileredirect=true&isSPOFile=1
https://lbbd.sharepoint.com/:w:/r/sites/IntTp/HR/_layouts/15/Doc.aspx?sourcedoc=%7BFC8FBB3B-6669-402E-84D8-6BB8D080E830%7D&file=Body%20Fluids%20Guidance.doc&action=default&mobileredirect=true&DefaultItemOpen=1
https://forms.office.com/pages/responsepage.aspx?id=rBXTSvSwpk-KWAqTQYu_ANF8m-uOcWVJiEqVkEhcQaVUQlZMREYxTjNLQVBaWk5KSks3RUcxVVM0QiQlQCN0PWcu
https://lbbd.sharepoint.com/:w:/t/T0759-INT-FNC-Work-and-Skills-Information/EYBJ_CtZxP5CpUmYFOCKFKIBytQ4BJ4B1tEhPtF8thFibg
https://lbbd.sharepoint.com/:w:/t/T0759-INT-FNC-Work-and-Skills-Information/EYBJ_CtZxP5CpUmYFOCKFKIBytQ4BJ4B1tEhPtF8thFibg
mailto:Yvonne.bennett@lbbd.gov.uk
mailto:Colette.Skelton@lbbd.gov.uk
https://teams.microsoft.com/l/channel/19%3abea74eb373ca432aa8644aae9693d54b%40thread.tacv2/Policies?groupId=62af6bdd-ce49-4f44-98b3-2a19a5c42d0e&tenantId=8343c702-0c8e-4983-8358-b9a46f6efc11
https://lbbd.sharepoint.com/sites/Intranet/SitePages/Employee-policies-and-procedures.aspx

Contents

Title Page
Policy Statement 2-3
Good Housekeeping Briefing 3
Other Building Users 3
Room Lettings 4
Further information and Important Contacts 5

Page 2 of 6




Policy Statement
Rationale

The Service is committed to ensuring that all legal and moral responsibilities relating to the
health and safety of all members of staff, service users, sub-contractors, and visitors whilst on
our premises are carried out effectively.

The Service will work with building managers of other premises used by the Service to ensure
that health and safety requirements are met. Neglect of health and safety requirements is
deemed as a serious offence.

Aims

* To ensure a healthy and safe environment for all persons on any premises used by the

Service.

* To encourage active participation by staff in identifying hazards and acting positively.
* To reduce the potential for accidents and hazardous working conditions.

* To discharge our duties under current legislation.

* To reduce loss and insurance premiums.

Key Principles

The Service will appraise potential hazardous situations through risk assessment, identify
and implement improvements as appropriate.

Staff will be given health and safety awareness training to understand potential risks,
hazards and unsafe working practices.

The Service will ensure that maintenance is carried out to the proper standard.

The Service will ensure the safe use, handling, storage and transportation of substances.

Implementation

On all premises used by the Service we will ensure that:

Fire equipment is safe to use and safe access and exit from all premises is ensured
Substances hazardous to health are risk assessed by the responsible manager, and are
stored and handled correctly
Equipment and teaching aids are safe to use
Electrical equipment is inspected annually
Lighting, heating and ventilation are to the correct standard
Computers, monitors and workstations are ergonomically sound, and that staff complete
annual DSE assessment
Personal Protective Equipment is fit for the purpose and available for use
Levels of noise are assessed as part of the risk assessment procedures
Emissions from microwave ovens are safe
Safety notices are clear and prominently positioned. Notices will be translated into
alternative languages as necessary
Risk assessments are carried out to ensure that employees are not put at risk through
manual handling of loads
Faults and maintenance problems are reported systematically and prioritised for safety
purposes
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+ Staff wear their ID badges at all times
» Learners who have been issued with an ID badge wear this whilst onsite
» Daily, weekly and month building checks are undertaken

For work undertaken outside of the Service’s main premises, the Service will ensure that
health and safety practice meet the standards expected.

The Head of Service will ensure that appropriate disciplinary action is taken against any
employee who does not adhere to requirements set out by Health and Safety legislation.

The Head of Service will ensure that health and safety responsibilities are delegated
effectively.

Health and safety policy is subject to review and development to ensure that the policy remains
current, and actions are carried out.

All accidents & incidents will be recorded. The member of staff who attends the incident should
complete Part A of the Accident & Incident report form, this form should then be passed to
their line manager to complete Part B and then forwarded to AFM Request inbox where the
team will upload to the HR Portal within 24 hours of the incident.

The Head of Service will ensure that all Codes of Practice and safety information and
instructions are issued to all new staff and prominently displayed on staff notice boards.

The Head of Service will ensure that all staff complete required training timely.

Good Housekeeping Briefing

Staff to ensure they:

o Keep floors, corridors and stairs clear of goods, obstructions and trailing leads.

e Clear rubbish and wastepaper regularly.

e Dispose of glass and sharp objects carefully — wrap if possible.

o Keep paper and other combustible materials to a minimum.

e Make sure cables and leads are tucked away to avoid tripping hazards.

e Clear up split liquids straight away.

e Take broken or unsafe equipment out of use label as to why it is faulty and arrange for
repair or disposal.

If you see a potential hazard, correct it if you can do so safely. If not, post a warning notice or
prevent access to the area if it is safe to do so. Then inform the duty manager, a member of
the facilities team, the front of house team or via the defect reporting log.
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https://lbbd.sharepoint.com/sites/IntTp/HR/Pages/Accidents,-Incidents-and-Near-Misses.aspx.
https://teams.microsoft.com/l/message/19:7f80b57e7fc34e0b9674fbfbcf08a52b@thread.tacv2/1637149140567?tenantId=4ad315ac-b0f4-4fa6-8a58-0a93418bbf00&groupId=e33943ce-0073-4047-b7cf-a03af3b068c7&parentMessageId=1637149140567&teamName=COMSOL%20AFM%20and%20BSO%20INT&channelName=General&createdTime=1637149140567

Room Lettings

Work & Skills hire out building facilities to external organisations and individuals for
meetings, gatherings, and events. The facilities can be hired for one day or short and long
lets. The following process should be followed:

1) Room booking application
form to be completed by the
interested organisation or
individual.

2) AFM to process the
application, arrange a site
viewing, inform availability

and agree final cost.

3) Once booking has been
confirmed the following
need to be completed for all
lets

Forms to be completed

| || | Public Liability |— Risk —  Contract
Due Diligence Referece insurance assessment created,
check form checked certificate form approved and
recieved completed signed
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Further Information and Important Contacts
The Service Health & Safety Working Party will meet termly. A representative from any other
building users will also be invited to attend.

Detailed information regarding health and safety requirements can be found in the Corporate
Managing Health and Safety Palicy.

Advice on actions and inclusion periods for common infectious diseases is available from the
Health Protection Team, contact details below.

UKHSA North, East and North Central London HPT

3rd Floor, Nobel House

17 Smith Square

London

SWI1P 3JR

Email necl.team@phe.gov.uk

Telephone 020 3837 7084 (option 0, then option 2)

Urgent out of hours advice for health professionals only 0151 434 4319 or 020 3837 7084

Coronavirus Response Cell Telephone: 0300 303 0450 or email: LCRC@phe.gov.uk
Email for PIl phe.nenclhpt@nhs.net

Should you have any queries relating to Health & Safety issues please contact one of the
following:

* Administration and Facilities Manager - AFM_Requests@Ibbd.gov.uk
» Service Manager - Business Support - Yvonne.Bennett@Ibbd.gov.uk
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