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Safety policy statement

This policy statement demonstrates Gateshead College’s commitment, across all of its operations to
ensure the health, safety and welfare of employees, students, service users, and any others affected
by its work activities.

Gateshead College will;

e Recognise and accept its health, safety and welfare responsibilities as an employer and will
ensure, so far as is reasonably practicable, the health, safety and welfare of all its
employees, students, visitors and any other persons affected by its activities.

e Ensure that competent specialists are appointed to support effective management of, and
legal compliance in, all aspects of Health and Safety, including Fire Safety and Occupational
Health.

e Ensure employees are told about this policy and made aware of where a copy may be
obtained. They will be allowed the time to read it and given the opportunity to raise any
queries on the contents of the policy with their manager, Trade Union Safety Representative
or the college Health & Safety Manager.

e Make sure that this policy is, regularly reviewed, followed and put into practice.

Gateshead College will meet its responsibilities by paying particular attention to the risk assessment
process and by providing and maintaining suitable and sufficient:

e Plant, equipment and systems of work that are safe and without risk to health.

e Safe arrangements for the use, handling, transport and storage of articles and substances.

¢ Information, training, instruction and supervision to allow all employees to avoid hazards and
contribute positively to their own health and safety at work.

e Safe places of work and access to them.

e Healthy working environments.

o Adequate welfare facilities.

The Board of the Corporation of Gateshead College will, so far as is reasonable practicable,
safeguard the health and safety of all employees, students and visitors who may be affected by the
activities of the college.

To achieve this duty the Board will:

e Ensure employer / employee consultation on health and safety matters and consultation with
individuals before allocating particular health and safety functions;

e Ensure that sufficient information, instruction and training for employees is provided in
relation to risks to health and safety and accept its responsibility for the health and safety of
other people who may be affected by the college’s activities

e Ensure that sufficient funds and resources are made available to the Executive Team to allow
them to fulfil their responsibilities as set out in this policy;

e Recognise Trade Unions in accordance with the ‘Safety Representatives and Safety
Committees’ Regulations 1977’ and consult with employees as required under the ‘Health &
Safety (Consultation with Employees) Regulations 1996’;

In order to achieve the above the Board requires all employees to comply and assist with items as set
out in the Health and Safety Policy and related documents.

Nothing in this Health and Safety Policy will prevent any employee from stopping work
immediately in the event of an imminent and serious risk to their Health & Safety.

Signed by the Chair Person of the Board of the Corporation
Sad. SuET ™

Date...30 March 2022
Signed by the Principal/CEO

YAy
/{4’%3!«#&%
/ Date...30 March 2022
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Responsibilities

2.1 The Board of the Corporation

a)

b)

c)

d)

e)

f)

Accept their individual role in providing leadership to the college in health and
safety.

Ensure that all health and safety risks are considered when approving any
college project.

Ensure that all papers submitted for approval include health and safety
implications of the recommendations.

Ensure that the Principal takes all necessary action and implements and
manages effective procedures to satisfy all requirements set out in this policy.

Receives an annual report and acts on any issues.

Ensures all subsidiary companies of Gateshead College comply with health and
safety regulations and have adequate procedures and policies in place.

2.2 The Principal/CEO

a)

b)

c)

d)

f)

9)

h)

)

k)

Ensure, so far as is reasonably practicable, the health, safety and welfare at work
of all college employees, students and visitors and any other person who may be
affected by the college activities.

Ensure that there is an effective Policy for Health and Safety which complies with
health and safety legislation, and that it is understood at all levels.

Devise a strategy to ensure that the Health and Safety Policy and its associated
policies and procedures are implemented.

At least once a year appraise the effectiveness of the policy and ensure that any
necessary changes are made.

Appoint competent persons to assist them with health and safety measures
including the assessment of risks.

Allocate sufficient resources to ensure that regulations and college policies and
procedures can be complied with, and ensure that appropriate priority is given to
health and safety matters, including new projects, plant and equipment.

Make and give effect to such arrangements as are appropriate for the co-
operation and co-ordination of other employers who share college workplaces.

Ensure that a planned and prioritised approach to risk assessment is being
carried out in their area, and that this is included in the operating plans against
which regular reports will be made.

Review the Health and Safety Manager’s annual reports which will include
accident statistics, investigation reports, health and safety committee reports and
internal and external developments, and take action to reduce unfavourable
trends and be satisfied that corrective action is taken.

Accompany the Health and Safety Manager on inspections to satisfy him / herself
their self that they are carried out thoroughly and to demonstrate a personal
interest, in conjunction with employees or their representatives.

Attend the health and safety committee meetings.

HAS-POL-01-health and safety policy-22
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)

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

m) Ensure that Executive, Executive team, Assistant Principals, Curriculum

Operations Manager, or other college Managers and Team / Curriculum Leaders
are aware of their responsibilities for health and safety and are provided with the
necessary training, information and support in order to fulfil these responsibilities.

2.3 Executive Team

a)

b)

f)

9)

h)

)

K)

Ensure that they are fully aware of their duties under Health and Safety
Legislation with Gateshead College’s Health and Safety Policy and associated
policies and procedures.

Fully familiarise themselves with Gateshead College’s Health and Safety Policy
and its supporting policies and procedures as necessary, and ensure that they
are effectively implemented and communicated at all levels.

Ensure that the Health and Safety Policy and its associated policies are
implemented throughout their areas of responsibility.

Ensure that a planned and prioritised approach to risk assessment is being
carried out in their area, and that this is included in the operating plans against
which regular reports will be made.

Periodically appraise the effectiveness of the Health and Safety Policy and
ensure that any necessary changes are made.

Ensure that the Principal/CEO is appropriately briefed on the college’s health and
safety provision, and that they are made aware of any matters which require their
input to ensure the health and safety of employees, students or others who may
be affected.

Ensure that the health and safety manager is involved at the outset in developing
plans for new buildings, projects and capital bids.

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

Ensure that Directors, Assistant Principals, Head of Department and other
“College Managers and Team / Curriculum Leaders are aware of their
responsibilities for health and safety and are provided with the necessary training,
information and support in order to fulfil these responsibilities.

Review the Health and Safety Manager’s annual reports which will include
accident statistics, investigation reports, Health and Safety Committee reports
and internal and external developments and take action to reduce unfavourable
trends and satisfy themselves that corrective action is taken.

Positively promote health and safety whenever possible.

Carry out health and safety tours on a bi-monthly basis to support health and
safety and wellbeing. Discuss, observe and review safety matters or items with
the staff allocated at the workplace

Ensure that health and safety implications are documented against any relevant
recommendations made to the Board of Governors and these are explicit within
Board papers.

HAS-POL-01-health and safety policy-22
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2.4 Assistant Principals

a)

b)

d)

f)

9)

h)

)

k)

0)

Ensure that they are fully aware of their duties under Health and Safety
Legislation with Gateshead College’s Health and Safety Policy and associated
policies and procedures.

Enable a culture of zero tolerance to non-compliance of health and safety issues
by managing performance where necessary.

Ensure that a planned and prioritised approach to risk assessment is being
carried out in their area, and that this is included in any operating plans against
which regular reports will be made.

Ensure that Head of Departments, and other College Managers and Team /
Curriculum Leaders are aware of their responsibilities for health and safety and
the necessary training, information and resources are made available to ensure
they can fulfil their requirements.

Ensure that all employees under their control are provided with adequate
information, instruction, training and supervision in relation to health and safety
and their activity.

Review the Health and Safety Manager’'s summary reports which include
accident statistics, investigation reports, health and safety committee reports and
internal and external developments, and take action to reduce unfavourable
trends and satisfy themselves that corrective action is taken.

Ensure their managers carry out as necessary, relevant legislative assessment
within their area of responsibility.

Ensure that work areas are kept in a safe, clean, tidy and in an environmentally
friendly condition.

Ensure that health and safety is a standing item on all meeting agendas.

Ensure that health and safety is a key consideration when planning any new
ventures to diversity or expand the college business or alter existing ventures,
and that resources are made available to meet these requirements.

Ensure all accident investigations are carried out to the highest of standards and
that assistance from relevant staff and the Health and Safety Manager is
provided.

Carry out a monthly health and safety inspection with Head of Department.

Ensure all lesson plans include all health and safety considerations and any risk
associated with the lesson.

Ensure all relevant paperwork for college trips and visits is completed to the
highest of standards and adequate attention is given to its authorisation.

Chair Health and Safety forums and attends Committee meetings

HAS-POL-01-health and safety policy-22
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2.5 Director of Marketing & Communications, Estates & Health and Safety and
Corporate Administration

a)

b)

c)

d)

Chair the college Health and Safety Committee meeting

Once a quarter, review the progress of the Health and Safety Manager’s
Operating Plan and ensure that progress is maintained.

Provide the Health and Safety Manager with support and representation during
the implementation of new issues, ideas and policies.

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

Undertake an annual review of the Health and Safety Policy with the Health and
Safety Manager and make recommendations for change to the Principal/CEO.

2.6 Head of People and Organisational Development

a)

Ensure that the college People Development Framework, addresses Health and
Safety training requirements of staff as identified in the appraisal process and
through risk assessment. This policy should also include the implementation of
refresher programmes and the continued development of staff.

Manage the contract with the external occupational health provider.

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues

Ensure any non-compliance/incident relating to health and safety are
investigated fully and in accordance with procedure.

Undertake an annual review of the Health and Safety Policy with the Health and
Safety Manager and make recommendations for change to Director of Marketing
& Communications, Estates, Health & Safety and Corporate Administration

2.7 Health and Safety Manager

a)

b)

f)

9)

Develop policies and plans for the health and safety provision within the college
and work with the Head of People and Organisational Development in managing
their implementation.

Identifies and develops new policies, changes to existing policies and safe
working systems that are required.

Ensure policies and procedures are kept up to date and reflect changes in
statutory regulations and local working practices/organisation changes.

Advise management on the implementation of safe working systems.
Manage the agenda and attend health and safety committee meetings.

Attend all health and safety forum meetings to provide advice and guidance and
report actions/issues to the Health and Safety Committee.

Ensure all accident investigations are completed to the highest of standards,
provide advice/guidance and coaching where necessary.
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h)

P)

Q)

Provide reports to the Board of Governors, Principal, Deputy Principals and
Directors on health and safety across the college as required.

Provide a liaison point with trade union representatives.

Identify any legislative changes that may be imposed on the college and ensure
the college management team are fully briefed.

Positively promote health and safety at every opportunity.

Ensure LT are aware of any incident/accident which occurred within the college
remit.

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

Ensure that health and safety provisions are extended to all buildings owned or
leased by the college

Develop and maintain business continuity and take post of emergency controller
during their implementation.

i) Act as emergency controller as and when incidents occur
ii) Manage the development of emergency response plans including
business continuity

Provide general advice/guidance to anyone within Gateshead College on matters
relating to health and safety.

Manage and implement first aid and fire warden provision.

2.8 Head of Department/Business Support Managers/ Team Leaders

For their area, they will have delegated responsibility to:

a)

b)

c)

d)

Manage the day to day implementation of college Health and Safety Policies and
plans (as directed by Senior Management).

Co-ordinate, monitor and lead a prioritised risk assessment management action
plan in their area and ensure that action is taken to rectify issues raised.

Ensure compliance with Gateshead College’s Health and Safety Policy and other
relevant policies procedures (such as contractors, risk assessment etc) and
relevant legislation.

Monitor that employees are provided with comprehensive and relevant
information on :

i) The risks to their health and safety as identified by risk assessment.

ii) The preventative and protective measures to minimise risk.

iii) Procedures relating to matters of serious and imminent danger.

Identify and ensure appropriate training of employees in health and safety issues
as identified through risk assessments and the appraisal process. Ensure that

line managers and employees who are given specific health and safety roles are
provided with appropriate training.

HAS-POL-01-health and safety policy-22
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f)
9)

h)

)
k)

P)

Q)

Y

Take prompt action to correct any unsafe condition, practice or system.

Ensure that personal protective equipment is worn, maintained and kept in good
condition and used where appropriate.

Ensure that equipment is suitable for its purpose and is maintained in an efficient
state, efficient working order and good repair and is not misused.

Ensure that any unsafe equipment is adequately isolated and identified when
alerted to it.

Ensure that adequate supervision is available at all times.

Ensure a suitable and sufficient induction for the specific area of work is carried
out and recorded for all staff and students.

Carry out accident investigations with assistance from relevant members of staff
and the Health and Safety Manager, liaise with Trade Union Representatives and
make appropriate recommendations.

Carry out health and safety tours and ensure that actions are completed within
agreed timescales.

Ensure that all work areas are kept in a safe, clean, tidy and environmentally
friendly condition.

Ensure that all risk assessments, including COSHH, Manual Handling and DSE
are carried out within their areas of responsibility by a competent person and
reviewed as necessary.

Ensure that any member of staff, who is in control of a group of students,
adheres to the following :

i) Students are advised of the risks to their health and safety and if necessary
liaise with the relevant manager whenever employees, students or others are
subjected to unacceptable risks;

ii) Effective supervision is maintained when in control of students and others.

Ensure that all employees under their control are provided with adequate
information, instruction, training and supervision in relation to health and safety
and their activity.

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

Ensure that the day to day maintenance/safety checks of equipment are carried
out by competent employees and that maintenance records are kept for these
checks.

Ensure they attend Health and Safety forums and communicate all items
discussed to their staff.

Ensure all relevant paperwork for college trips and visits is completed to the
highest of standards and adequate attention is given to its authorisation.

Ensure all lesson plans include all health and safety considerations and any risk
associated with the lesson.

HAS-POL-01-health and safety policy-22
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w) Conduct safety tours of areas in their control to ensure that the Health and Safety
Policy is being implemented effectively. Occasionally these should be conducted
with the Assistant Principal.

2.9 Facilities Manager
For their area, they will have delegated responsibility to :

a) On all matters concerning health and safety ensure the Health and Safety
Manager is fully informed/consulted at the outset of any new project and
throughout the duration of the project..

b) Ensure that all equipment is serviced/tested as required under relevant
legislation.

c) Comply with the requirements of the Health and Safety, Asbestos and
Contractors’ Procedures.

d) Ensure compliance with relevant legislation for areas under their control.

e) Ensure that health and safety of all staff, students, visitors and others is
controlled in relation to contractors on the site, this will include gathering and
holding information, and monitoring their compliance with health and safety
legislation whilst work is carried out.

f) Take the lead role in ensuring that the asbestos policy is implemented and that
progress against the action plan is maintained.

g) Ensure that contractors are managed in accordance with college procedure and
relevant legislation.

h) Ensure that a planned and prioritised approach to risk assessment is being
carried out in their area, and that this is included in the operating plans against
which regular reports will be made.

i) Carry out accident investigations when necessary with assistance from relevant
members of staff and the Health and Safety Manager and liaise with trade union
representatives as appropriate.

i) Ensure that any unsafe equipment is adequately isolated and identified when
alerted to it and to ensure that all obsolete equipment is removed from the work
areas.

k) Ensure that all work areas are kept in a safe, clean, tidy and environmentally
friendly condition.

[) Ensure that all employees under their control are provided with adequate
information, instruction, training and supervision in relation to health and safety
and their activity.

m) Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

HAS-POL-01-health and safety policy-22
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2.10 Other Employees with Managerial/Supervisory Responsibilities

a)

b)

d)

f)

9)

h)

)
K)

Supervise the day to day implementation of safe systems of work and control
measures in their area.

Carry out risk assessments as directed by their manager in conjunction with staff
under their control and discuss the results with managers to identify action that
must be taken to reduce risk.

Provide staff, either directly or by using an external source, with comprehensive
and relevant information, training and instruction on:

i) the risks to their health and safety as identified by risk assessment;
ii) the preventative and protective measures to minimise risk;
iii) procedures relating to matters of serious and imminent danger.

Ensure a culture of good health and safety practice is maintained within the
team.

Ensure a culture of good health and safety practice is maintained within the
team.

Ensure personal protective equipment is maintained in good condition, monitored
and used where appropriate.

Ensure that day to day maintenance/safety checks of equipment are carried out
by competent employees and that maintenance records are kept for these
checks.

Ensure adequate supervision is available at all times, if this is not possible,
prohibit the activity and consult with the Curriculum Manager.

Ensure visitors in their section are not placed at risk and fully understand the
relevant terms of the college Health and Safety Policy.

Ensure that all obsolete equipment is safely removed from all work areas.
Ensure that all employee under their control are provided with adequate
information, instruction, training and supervision to health and safety and their

activity.

Ensure that a positive health and safety culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

2.11 Employees

a)

b)

Comply, support and co-operate with the requirements of the Health and Safety
Policy and undertake any training required to meet the colleges’ responsibilities
regarding health and safety and their individual activities.

Comply with the Gateshead College Health and Safety Policy and associated
procedures in implementing the requirements of risk assessments, all health and
safety legislation and related codes of practice.

Take reasonable care of their own health and safety and that of other persons
who may be affected by their acts or omissions.

HAS-POL-01-health and safety policy-22
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d)

f)

9)

h)

)

k)

Work in accordance with information and training provided, including the wearing
of personal protective equipment, where required.

Report any defect in plant and equipment or shortcomings in the existing safety
arrangements to their line manager.

Not undertake any task for which they have not been authorised and for which
they have not been adequately trained.

Any member of staff who is in control of a group of students must ensure, in line
with guidance on induction and the use of the learner health and safety induction
form/ e- learning package.

i) Students are advised of the risks to their health and safety and if necessary
liaise with the relevant induction manager whenever employees, students or
others are subjected to unacceptable risks;

i) Effective supervision is maintained when in control of students and others.

Report to their line manager and health and safety immediately any accident or
near miss which caused, or could have led to personal injury.

Ensure that students and visitors are escorted safely from the building in event of
evacuation.

Assist with investigations and the implementation of preventative measures in
response to accidents and dangerous occurrences.

Must alert their line manager and human resources to any medical condition
which is likely to affect their existing duties.

Ensure all lesson plans include any health and safety considerations and any
risks associated with the lesson.

Ensure that a positive health and safely culture is maintained to facilitate the
implementation and maintenance of health and safety issues.

Not to undertake any activity without ensuring a suitable and sufficient risk
assessment and associated control measures are in place.

Ensure health and safety is a key consideration when planning new ventures to
diversity or expand the college business or alter existing ventures, and that
resources are made available to meet these requirements.

2.12 Human Resources Department

a)

b)

c)
d)

e)

f)

Support the capture of health and safety training needs through ASPIRE process
or directly from managers or staff

Manage and maintain cross college health and safety training requirements and
records of training.

Co-ordinate and manage the occupational health provision within the college.

Ensure all new employees receive a copy of the Health and Safety Policy and
promote awareness with all employees.

Ensure college induction programme covers health and safety related training.

Ensure all job descriptions cover accountability for health and safety.
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2.13

2.14

2.15

g) Collate, report and analyse reasons for sickness absence or reasons for leaving
college employment and highlight any trends related to health and safety or
welfare to the relevant line manager.

h) Assist in the production of the annual health and safety report by providing data
relating to staff training.

College designated First Aiders

a) Maintain first aid provision within their locality

b) Assist casualties in hon-serious and serious incident son college grounds (and
on trips as required), in line with the health and safety approved training course
and refresher training

c) Follow college guidance as noted in the arrangements section of the policy.

Fire Wardens

Gateshead College will appoint a number of fire wardens within designated areas to

assist the Emergency Controller/Health and Safety Manager, in ensuring that all

persons safely evacuate the building upon hearing the fire alarm.

The college will provide suitable training and refresher training when necessary. All

fire wardens must make themselves familiar with the procedures set out within the

emergency response manual.

Health and Safety Committee

Gateshead College acknowledges the importance of employee patrticipation in health

and safety matters. The Health and Safety committee will meet at least 3 times per

year.

1. The Health and Safety Committee will consist of :

a) Principal/CEO

b) Director of Marketing & Communications, Estates, Health & Safety and
Corporate Administration (Chair);

c) Head of People and Organisation Development
d) Health and Safety Manager;

e) Management representatives;

f)  Union representation;

g) Employee representation;

a. Student Representation

2. The Committee will :

a) Establish and maintain high standards of health, safety and welfare in
keeping with legal requirements and with company policy.
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b) Promote co-operation amongst all staff in investigating, developing and
monitoring these measures so as to ensure the health, safety and welfare of
all employees, visitors and contractors.

c) Consider new legislation and its impact on the college.

d) Monitor cross college health and safety projects to ensure they are on target
and completed.

e) Study trends in accident and notifiable disease statistics.

f) Provide reports to management on unsafe and unhealthy conditions and
practices and recommendations for correct action.

g) Examination of safety audit reports — internal and external.

h) Consider reports and factual information provided by inspectors of enforcing
authority.

i) Receive health and safety issues identified through the health and safety

forums

The minutes of the committee meetings will be supplied to each member of the
committee and brought to the attention of all employees via posting on intranet.

2.16 Contractors

Contractors are expected to support the implementation of Gateshead College’s
Health and Safety Policy and health and safety rules for contractors, and as such
shall:

a)

b)

d)

e)

f)
9)
h)

)

Ensure that their employees observe all health and safety instructions, rules and
procedures and are fully aware of their health and safety responsibilities.

Ensure all contractors and sub-contractors are suitably qualified and competent
in the activity for which they are employed.

Provide the college with an up to date safety policy and any relevant risk
assessments relating to the activity being undertaken.

Ensure all work equipment brought on sight is maintained and in safe working
order.

Provide sufficient information, instruction and supervision to ensure their
employees are able to carry out their work safely and without risk.

Establish and enforce good house-keeping.
Ensure that all accidents and near misses are reported to the appropriate person.
Report any defective plant, equipment and structures.

Ensure their employees are issued with suitable personal protective equipment
and that it is worn at all times whilst carrying out their activity.

Ensure that the employee has received suitable instruction and training with
regard to the use of PPE and that it is maintained to a suitable standard.
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Under no circumstances should any contractor use any work equipment which is the
property of Gateshead College. See Section 3.4 of this policy for further information.

Arrangements

3.1

3.2

Accident Reporting and Investigation

The college will comply with the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 2013 and report to the HSE any accidents which cause a
fatality, major absence or over 7days injury.

All accidents to staff, students, visitors and contractors will be recorded on a college
accident form or online system.

All accidents will be reported to the Health and Safety Manager with a completed
form immediately following the accident.

Accidents include all those resulting in injury, property damage and or loss, near
miss or dangerous occurrence.

The Health and Safety Manager will co-ordinate any investigation requirements
which will include liaising with trade union representatives and arrange formal
reporting to the HSE in accordance with current legislation.

All accident reports will be monitored by the Health and Safety Manager. Monitoring
reports will be produced and sent to the Executive Team, Board of Governors and
Health and Safety Committee. This will include recommendations for further action.

For further guidance, see the Gateshead College Accident and Investigation
Procedure.

Alcohol and Drugs

Gateshead College is committed to providing a safe and healthy working
environment. This can be put at risk by the consumption of alcohol and non-
prescribed drugs to such an extent that it may affect health, performance, conduct
and relationships in the workplace.

The college accepts that employees with an addiction to alcohol and/or drugs need
support and will help them to and recognise when they have become or are
becoming dependent and to seek appropriate help.

The college does not condone illegal acts and therefore anyone found processing,
trafficking, taking or selling drugs in the workplace will be subject to disciplinary
action and the police will be informed.

The college will:

)

ii)

Alert all employees to the risks associated with alcohol and drug misuse and
to promote a positive attitude towards the responsible use of alcohol and
prescribed drugs

i) Encourage employees in seeking help at an early stage in order to improve
the chances of a successful change in behaviour

Provide a consistent and non-judgemental range of options to assist
employees with alcohol or drug related problems.
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3.3

Asbestos

Gateshead College is committed to providing a safe and healthy workplace, and this
includes dealing efficiently and properly with any asbestos materials identified in the
premises as required by ‘The Control of Asbestos at Work Regulations 2012 .

i) All employees who are likely to work on or inspect asbestos containing material
will be trained in asbestos awareness.

i) The Facilities Manager is responsible for ensuring that the asbestos registers are
maintained and inspections of known asbestos is carried out in college owned
premises.

iif) The Facilities Manager is responsible for ensuring information regarding asbestos
is related to contractors working on the premises.

iv) The Facilities Manager is responsible for controlling an emergency situation,
relating to asbestos, in liaison with the Health and Safety Manager.

v) Anyone in the college who comes into contact with anything they suspect to the
asbestos, must contact the Health and Safety Manager or Facilities Manager
immediately and take any necessary measures to cordon off the area and prevent
further access.

ON IDENTIFYING ASBESTOS CONTAINING MATERIAL ALL WORK SHOULD STOP
IMMEDIATELY AND BE REPORTED TO THE HEALTH AND SAFETY MANAGER.

For further guidance, see the Gateshead College Asbestos Procedure.

3.4

Contractors and Visitors

The College has a statutory duty to ensure so far as is reasonably practicable, that
people other than employees (including contractors and sub-contractors, visitors,
members of the public and trespassers) are not exposed to health and safety risks.

The College will therefore ensure that all contractors and visitors are given an
induction on site, to alert them to the potential hazards in their work area and the
rules and regulations in place to ensure their safety whilst on site.

Only contractors which have satisfied the Facilities Manager of their Safety
Management System and/or been included within the approved contractors list, will
be allowed to undertake any activities on site.

A contractor must provide information relating to their risk assessments before work
commences on site and ensure that their employees are trained and competent to
adequately carry out their activity.

The contractor must make themselves aware of the contractors’ safety rules and
Gateshead College’s Health and Safety Policy and other related policies.

No member of staff should invite a contractor on site without prior permission from
Facilities.

All visitors will be inducted into the college by reception staff and provided with a
visitors pass. All employees must ensure that all visitors have an in-date pass on
their person.

For further guidance, see the Gateshead College Management of Contractors
procedure and section 2.16 of this policy
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3.5

3.6

Control of Substances Hazardous to Health (COSHH)

The College acknowledges that no substance can be considered completely safe.
All reasonable steps will be taken to ensure that the exposure of employees to
substances hazardous to health is prevented, or at least controlled, to within the
published Workplace Exposure limits (WEL).

The College will aim to ensure that all substances hazardous to health are
adequately controlled using a suitable hierarchy of control measures.

Where possible, hazardous substances will be substituted by less harmful ones,
where this is not achievable further control measures will be adopted.

The College will attempt to control exposure by engineering methods (ie physical
barriers, design etc) where reasonably practicable. Where exposure cannot be
adequately controlled by engineering means, appropriate personal protective
equipment will be provided free of charge after consultation with employees or their
representatives.

All persons using a controlled substance must ensure a suitable and sufficient
COSHH assessment has been carried out and that the control measures
implemented before any activity commences.

All employees and students will be provided with comprehensive information and
instruction on the nature and likelihood of their exposure to substances hazardous to
health.

Where the COSHH assessments and related information requires health surveillance
to be carried out, the college will make suitable arrangements through the
Occupational Health Contract for the introduction of such an assessment.

Disposal of all controlled substances must meet current legislative requirements and
be controlled through the Facilities Department.

For further guidance, see the Gateshead College COSHH Procedure.

Display Screen Equipment

All reasonable steps will be taken by the college to ensure the health and safety of
employees who work with display screen equipment (DSE) as required under the
Display Screen Equipment Regulations 1992.

The college acknowledges that health and safety hazards may arise from the use of
this equipment and that principally the risks associated with the use of DSE relate to
physical (musculoskeletal) problems, visual fatigue and mental stress.

It is the intention of the college to ensure that risks are reduced to a minimum.
Where it is identified that a member of staff is a prescribed user, as identified within
the Display Screen Equipment Regulations, a suitable assessment of their
workstation will be carried out by a competent person.

Gateshead College will:

i)  Seek to give information and training to enable fuller understanding of these
issues.

i) Inform employees of their entitlement to free eye tests.
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3.7

3.8

3.9

iii) Take all reasonable steps to remedy any risks found as a result of the
assessment.

Home / Agile Working

Where regular or contracted home / agile working is permitted the college will carry

out a full assessment of the provision to ensure it meets current legislative

standards.

For further guidance, refer to homeworking procedure.

Electricity at Work

All reasonable steps will be taken to secure the health and safety of employees, who

use, operate, maintain or install electrical equipment. Gateshead College

acknowledges that work on electrical equipment can be hazardous and it is therefore

Gateshead College’s intention to reduce the risks as far as reasonable practicable.

Gateshead College will ensure that:

i. Electrical installations and equipment are installed in accordance with the
Electricity at Work Regulations and other relevant standards

ii.  Fixed installations are maintained in a safe condition

iii. Portable equipment is inspected and tested with the frequency of test as
recommended by HSE guidance

iv. Before work is carried out on electrical systems a competent person must firstly
carry out a suitable and sufficient risk assessment

v.  Safety information is exchanged with contractors and sub-contractors
vi. No live work is carried out unless necessary.
External Venues
The college acknowledges that a number of employees will be required to work
within external venues, which may vary from single rooms in a building to a multi
roomed site, which may or may not be owned by the college.
The hazards and risks that staff at these sites could be exposed to varies greatly and
the college accepts that it must take all reasonably practicable measures to reduce
these risks to an acceptable level.
3.9.1 Business Driving
On occasions college staff may be required to undertake business driving,
where their own means of transport maybe used. Gateshead College will
take the following steps to ensure that staff who use their own form of

transport to commute between places of work during working have;

a) A vehicle which is covered by a current MOT Certificate (for vehicles over
3 years old) and appropriate vehicle tax.

b) A valid driving licence

c) A vehicle which is covered by a valid motor insurance policy which
extends to business use
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3.10

3.11

Employees are not permitted to transport any student in a private vehicle
unless accompanied by another member of staff.

All employees will comply with the use of Mobile Phone Procedure and the
Business Driving Procedure.

Provision and Use of Work Equipment

The college accepts its responsibility under the Provision and Use of Work
Equipment Regulations 1998.

Heads of Department and other college Managers are required to ensure that
equipment is suitable for the purpose of which it is to be used, or provided and
maintained in an efficient state, efficient working order and good repair. Defects will
be reported to the assistant facilities manager and the equipment will be locked off,
SO as to prevent use, until adequate repairs have been carried out. The Facilities
Department, in liaison with Heads of Department must ensure that specialist
inspection contracts are maintained and the relevant certification is appropriately
filed. This will include the implementation of a testing schedule of all portable
appliances and fixed electrical systems in accordance with Electricity at Work
Regulations and certificates of thorough examination for all lifting equipment.

All college Managers must ensure:

i.  That the equipment is maintained in an efficient state, efficient working order
and good repair

ii. Staff are adequately trained in the safe operation of the equipment, through
training instruction and supervision

iii. That all control measure identified within the risk assessment are adopted and
monitored to suggest their suitability

iv. That all guards and emergency stop switches are serviceable.
Fire

IN THE EVENT OF FIRE, THE SAFETY OF LIFE WILL OVERRIDE ALL OTHER
CONSIDERATIONS.

If a fire is discovered, however small, the alarm should be raised immediately.

All employees, students and visitors should leave the building by the designated
traffic routes. Fire wardens are in place to ensure that all areas are cleared.

All employees must make themselves aware of the contents of the Emergency
Evacuation Procedure. Students are provided with emergency evacuation
procedure during induction.

Visitors to the college are provided with a safety information, including emergency
evacuation in the visitor’s lanyard.

The college will, through a preventative maintenance programme, maintain all
firefighting equipment and fire detection systems. The college will carry out suitable
and sufficient risk assessments and record its findings where there is a significant
risk identified. Suitable control measures will be introduced and implemented by the
Facilities Manager.

For further guidance, see the Gateshead College Emergency Response Manual.
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3.12

3.13

3.14

First Aid

The college will comply with the requirements of the Health and Safety (First Aid)
Regulations 1981.

The college will maintain a register of qualified designated first aiders who are able to
provide assistance to staff and students. These staff will have access to first aid
equipment and rooms they require in order to carry out their functions.

Baltic Campus
Designated first aiders can be contacted via reception and nominated numbers.

Skills Academy Automotive
Designated first aiders can be contacted via reception and nominated numbers.

Skills Academy Construction
Designated first aiders can be contacted via reception and nominated numbers.

Gateshead International Stadium
Designated first aiders can be contacted through the curriculum office.

Skills Academy for Sustainable Manufacturing and Innovation (SASMI)
Designated first aiders can be contacted via reception and nominated numbers.

External venues
Those visiting external premises are advised to make themselves familiar with the
host venue first aid protocol

For further guidance, see the Gateshead College First Aid Procedure.
Manual Handling

Gateshead College acknowledges that manual handling is one of the most common
causes of injury within the workplace. The college aims to reduce the risks from
manual handling operations through manual handling risk assessments and the
provision of training.

New and Expectant Mothers

The Management of Health and Safety at Work (Amendment) Regulations 1999,
specifically address the risks to:

i. Women of child bearing age;
ii. Her unborn or newly born child

The regulations require the college to take into account risk factors when carrying out
general risk assessments that affect the work done by women of childbearing age.
This allows us to inform employees of any work activities deemed to be unsuitable
for such persons to undertake and also the need for them to inform the employer via
a medical certificate of their pregnancy. Gateshead College acknowledges that
women and their newly born or unborn child are at increased risk from various
physical, chemical and biological hazards in the workplace.

The employee’s manager will carry out a risk assessment of the work that a woman
undertakes once she alerts her line manager to being pregnant or to having a newly
born child. This assessment will then be updated regularly.
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3.15

3.16

Occupational Health

Occupational Health aims to ensure that people can be as effective as possible in
their work and that their health is protected. Therefore, the college’s aim in
developing a healthy workforce, is to improve the health of the employees and to
ensure that people are protected from the harm to their health that certain jobs can
cause.

Gateshead College aims to:

i. Promote and maintain the physical, mental and social well-being of all
employees

ii. Improve the health of employees by appropriate and effective occupational
health interventions

iii. Help management to protect employees from physical and environmental
health hazards arising from their work, or conditions of work, and to provide
advice on the working environment.

iv. Contribute to increasing the effectiveness of the organisation, by enhancing
employee’s performance and morale, by reducing risks at work which lead to
ill health.

v. Ensure that all employees are fit for and placed in appropriate work.

vi. Provide health surveillance as required under the ‘Control of Substances
Hazardous to Health Regulations 2002’ will be carried out where appropriate.

The college has arranged through contract, the facility of occupational health. Where
it is found an employee would benefit from this facility, they must contact the Human
Resources Department so a referral appointment can be made. The college will
support any employee in the use of this facility in the strictest confidence.

The Human Resources Department may at any time request for an employee to
attend for referral to Occupational Health.

Personal Protective Equipment

The college will carry out suitable and sufficient risk assessments for significant risks
within the workplace. Following suitable consideration of the hierarchy of control
measures and where no other suitable control measures can be introduced, personal
protective equipment (PPE) will be employed.

Where PPE is the only effective means of controlling the risk of injury or ill health, the
employee must ensure that the correct PPE is worn at all times.

The college will provide suitable storage and cleaning contracts for all PPE. The
employee must ensure that their PPE is maintained and cleaned regularly. Where
defects are identified the employee must contact their line manager so as to ensure
the PPE is replaced or repaired.

The college will ensure that the PPE provided is suitable for its use, of correct size
and compatible with other PPE. The college will provide information and training to
enable a fuller understanding of these issues.

Employees engaged in a teaching role where PPE has been identified, must enforce
the use of identified PPE.
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3.17

3.18

3.19

This includes the use of suitable coveralls, safety boots in workshop areas and
activity specific PPE.

For further guidance, see the Gateshead College PPE Procedure.
Risk Assessment

The college accepts that some of its operations may, unless properly controlled,
create risks to employees, learners and others. The college will, under the
Management of Health and Safety at Work Regulations 1999 ensure that all
reasonably practicable measures are taken to reduce these risks to an acceptable
level.

The college will ensure that a suitable and sufficient assessment of the risks to the
health and safety of their employees and of others who may be affected by their
work, are carried out.

No activity internal or external should commence, without firstly ensuring a suitable
and sufficient assessment of the risks and the implementation of its control measures
exists.

The assessment will include effective planning and reviewing of the protective
measures, health surveillance, emergency procedures, information and training.

Where generic college assessments are in place employees will be made aware of
any significant risks to their health and safety. Employees must ensure they have
read, understood and implemented the assessment and control measure. Where
necessary, the risks must be communicated to the learner or other persons involved
in the activity.

For further guidance, see the Gateshead College Health and Safety risk assessment
procedure.

Employee Wellbeing

Gateshead College recognises that workplace pressures can become a health and
safety issue and acknowledges the importance of identifying and aiming to reduce
these.

Employees are encouraged to discuss any work related stressors with line managers
and/or Human Resources.

The college will take all reasonable steps to ensure that suitable wellbeing
assessments are carried out which will identify the cause of any potential areas
which may be causing unnecessary pressure together with any reasonable
adjustments and additional support. This includes the provision of trained mental
health first aiders and obtaining the Better Health award.

For further guidance, see the Gateshead College Wellbeing Policy.

Training

The college will provide an induction for all employees and learners in the health and
safety issues appropriate for them.

The health and safety training needs of employees are identified through risk
assessment, college operating plans, appraisals, probation reviews and Occupation
Health Referrals. Training needs should be added to an individual’s appraisal. If
anyone requires assistance with the selection of appropriate courses contact the
Health and Safety Manager.

HAS-POL-01-health and safety policy-22
Page 22 of 26



3.20

A range of basic health and safety courses will be made available throughout the
year. Managers are responsible for ensuring training needs are identified and
requested through CPD without delay.

Managers must ensure that no work activity commences without firstly ensuring that
employees have received and completed all necessary training.

All employees are contractually obliged to complete all mandatory health and safety
training.

Trips and Visits

Gateshead College is fully committed to ensuring the health, safety and welfare of all
learners and employees whilst engaged in activities away from the main college
campus.

Gateshead College will, so far as is reasonably practicable, protect the health, safety
and welfare of all its learners and staff by actively promoting safe activities. The
college will also manage the associated risks of the activities being undertaken,
without compromising the enjoyment and challenges that the selected activities try to
achieve.

The activity leaders are responsible for the planning and managing of the activity.
Activity leaders must have the authority of the Executive Team representative for
their area or a paid instructor/facilitator.

SUITABLE DOCUMENTATION MUST BE COMPLETED BEFORE THE TRIP CAN
GO AHEAD.

The organiser must ensure that all consent forms are completed, a suitable health
and safety check has been completed, suitable and sufficient risk assessments are
in place, a list of participants and contact details prepared, that the authorisation form
has been signed by the Head of Department and presented to the health and safety
team 7 days before the activity for final approval. Failure to follow the current
guidelines will result in the trip being cancelled.

The Health and Safety Team are responsible for maintaining all trips and visits
records.

All organisers will make themselves aware of the college emergency numbers and
what to do in the event of an accident. This information can be found in document
HAS-GDE-001-09, Organisation of Trips and Visits.

No trip or visit will take place without the relevant documentation being completed.

HAS-POL-01-health and safety policy-22
Page 23 of 26



3.21 Lone Working

The college is committed to ensuring that it's employees are able to carry out their
work at all locations and in all circumstances, with the minimum risk of encountering
violent or aggressive behaviour from learners, clients or members of the public.

The aim of the college is to provide a policy which will:

i. Help minimise the possible of employees having to face physical, mental or
verbal abuse

ii. Advise on how to cope with any situations that, despite precautions, may
arise and;

iii. Indicate the support available in such cases.

All employees have a part to play in ensuring that this policy is effective. Guidance is
produced for all employees to allow them to work in a manner that should reduce the
risk to themselves and to others.

Where an employee feels they require training with regard to any of the mentioned
policies, they should contact their team leader or manager.

Where an employee witnesses an act of violence or threat of violence they must
report it to their line manager immediately. For full details of the organisation,
responsibilities and arrangements in place, see the Health and Safety Violence
Policy, the Harassment Policy, Lone Working guidelines and the Child Protection
Policy

3.22 Working at Height
All reasonable measures will be taken to ensure the safety of employees who work
with ladders and/or step ladders. Where appropriate, every effort will be made to
minimise or eliminate the necessity to work from ladders.

Gateshead College will ensure:

a) All ladders supplied are of a sound construction and suitable for the task to
be performed

b) Adequate training will be provided for all employees using ladders at work
c) A record system of all ladders will be maintained by the local area

d) Employees must report any defects with ladders to the Facilities Technical
Officer immediately and any concerns or problems encountered while using
the ladders.

A full risk assessment of the activity must be carried out before any work
commences.

No employee or learner will use any ladder and/or step ladder, or any other form of
equipment used for working at height, without the suitable training authorisation and
certification.

See associated Working at Height Guidance Notes.
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3.23

3.24

Workplace Learning

The college recognised and accepts its duty to protect the health and safety of all
learners who undertake activities offsite in connection with the college such as
apprenticeships, work experience and residential trips.

Work Based Learning

The college undertakes all reasonably practicable steps to secure the health, safety,
and welfare of the learner whilst engaged in work based activities.

For this purpose, a procedure has been developed which sets out the requirements
for the organisation and management of work experience and work placements,
which incorporates guidance from The Department of Education and Health and
Safety Executive.

It describes the duties and responsibilities of those involved in the provision of work
placements, including the organisers and learners themselves, the step by step
process to follow and the documentation required.

The procedure requires that potential placements be satisfactorily vetted prior to the
start of the work based learning period. It is essential that no learner should be
placed until this process and the relevant documentation have been completed.
Additionally, organisers of work based learning can us the CRM Database, available
through Digital Dashboard, as a quick and easy way to verify the current status of
previously vetted placements.

For further information, see the Gateshead College Work Based Learning (Health
and Safety) Procedure.

Welfare

The college accepts it responsibilities under Workplace (Health, Safety and Welfare)
Regulations 1992. Gateshead College will ensure the provision of:

e A safe means of access and egress
e Toilets and hand basins, with soap and towels or a hand dryer
e Drinking water

e A place to store clothing (and somewhere to change if special clothing is
worn for work)

e Somewhere to rest and eat meals

e Good ventilation — a supply of fresh, clean air drawn from outside or a
ventilation system

¢ Areasonable working temperature
e Lighting suitable for the work being carried out, including emergency lighting
¢ Enough room space and suitable workstations and seating

e A clean workplace with appropriate waste containers.
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3.25 Prevent (WRAP)

The Prevent strategy, published by the Government in 2011, is part of the overall
counter-terrorism strategy, CONTEST. The aim of the Prevent strategy is to reduce
the threat to the UK from terrorism by stopping people becoming terrorists or
supporting terrorism. There is an important role for further education institutions in
helping prevent people being drawn into terrorism, which includes not just violent
extremism but also non-violent extremism, which can create an atmosphere
conducive to terrorism and can popularise views which terrorists exploit. Guidance
published for specified authorities in England and Wales on the duty in the Counter-
Terrorism and Security Act 2015 to have due regard to the need to prevent people
from being drawn into terrorism.

In complying with the duty all specified authorities, as a starting point, should
demonstrate an awareness and understanding of the risk of radicalisation in their
area, institution or body. This risk will vary greatly and can change rapidly; but no
area, institution or body is risk free. Whilst the type and scale of activity that will
address the risk will vary, all specified authorities will need to give due consideration
to it.

3.26 COVID-19 (Coronavirus) Pandemic

The Principal is the person responsible for the management of arrangements during
the pandemic. The Health and Safety manager will create and keep an updated
comprehensive overarching risk assessment, which follows the directives issued by
the Government, HSE and relevant agencies. The health and safety manager is
responsible for ensuring that specific arrangements and designated responsibilities,
for managing all safety aspects of Gateshead College operations during the pandemic,
is disseminated to all staff. This includes the COVID-19 Keeping, Staff, Students and
Visitors safe procedure. Any health and safety arrangements introduced during the
pandemic will not negate the requirement to adhere to the provisions within this Health
and Safety Policy.

3.27 Radioactive sources

The college recognises and accepts its responsibilities in relation to the lonising
Radiation Regulations 2017 and in doing so has carried out a full risk assessment,
informed the Health And Safety Executive (HSE) and Tyne and Wear Fire and
Rescue ( TWFR) and appointed a competent external radiation protection advisor (
RPA) and internal radiation protection supervisors (RPS) in accordance with
regulation 14 ( IRR17) and ACOP L121 and implemented safe working best
practises in line with CLEAPPS. The health and safety manager has responsibility
for the management of radioactive sources within the college, the RPSs have
responsibility for the implementation and completion of the safe working

practices. This includes regular inspection and monitoring, in line with the college
health and safety management system, by the health and safety team, and regular
external inspection by the RPA .
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