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Name: ________________________

Department: ___________________

EMPLOYEE CONFIRMATION OF
CONTENT OF SAFETY HANDBOOK
PART 1
Please read the notes below and then sign this form. Please return the signed form to the Domestic Bursar’s office.

We at Brasenose College have formulated a Health and Safety at Work Policy as legally required and this letter is to inform you that those sections of the Policy that affect all employees are contained in the Safety Handbook section of the policy document which is usually kept with your Head of Department.

Clearly, we will do all in our power to ensure the Health, Safety and Welfare of our employees and we look to our employees to abide by the Health and Safety standards laid down.

___________________________________________________________________________

PART 2
I have read the Braenose College Safety Handbook section and understand, accept and will comply with its contents as forming part of my contract of employment. I will keep myself aware of its contents.

Employee's Signature: _______________________

Date: __________________
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EMPLOYEE SAFETY HANDBOOK 

brasenose COLLEGE
SAFETY HANDBOOK 
INTRODUCTION
1.
There are legal requirements which impose general duties on the College, as the employer, and on you, as the employee, to ensure your Health and Safety at work and for the College to make available to you such information, instruction and supervision as is necessary to meet these requirements.

2.
To enable you to be aware of these legal requirements we have produced this 'Safety Handbook' for your information and it covers the following:


a.
Information for employees

b.
Employees individual responsibilities


c.
Safety rules


This Safety Handbook seeks to ensure that you are fully conversant with all aspects of Health and Safety which affect you whilst undertaking work activities.

	  HANDBOOK CONTENTS


GENERAL POLICY

1.
Introduction

2.
Health and Safety Policy Statement

ORGANISATIONAL FUNCTIONS AND RESPONSIBILITIES

1.
Introduction

2.
Management Structure for the implementation of the Health and Safety Policy

3.
Management Responsibilities and Monitoring

4.
Assessments 

EMPLOYEE RESPONISIBIITIES, RULES AND PROCEDURES


1.
Information for Employees


2.
Employee Individual Responsibilities


3.
Safety Rules

a) Introduction

b) Working practices

c) Hazard Signs and Notices

d) Working Conditions /Environment

e) Protective Clothing and Equipment

f) Fire precautions

g) Vehicles

h) Accidents

i) Health

j) Hygiene

k) Food Handling

l) Food Preparation and Storage

m) Alcohol & Regulated Entertainment

n) Rules covering misconduct

4. Occupational Health

5. First Aid

6. Fire Action

7. Joint consultation

8. Special Arrangements

	  GENERAL POLICY


1.
Introduction

2.
Health and Safety General Policy

	 1. INTRODUCTION


1. 
The College regards Health and Safety matters to be a priority and an integral part of all its 
activities including the maintenance of quality and standards.

2.
The Health and Safety Policy and Procedures reflect a commitment to a planned and systematic approach to policy implementation.

3.
A full review will be undertaken from time to time to ensure high standards and commitment are maintained by us. 

4.
You are required to co-operate with us so far as is necessary to enable us to fulfil any duty or requirements to be performed or complied with.

5.
You must take reasonable care for your Health and Safety of yourself and other persons who may be affected by your acts or omissions whilst at work.

6.
You also have a duty not to interfere with or misuse things that are provided within the scope of any relevant statutory provisions.

7.
Items 4, 5 and 6 above are identified within your Employee Safety Handbook as your individual responsibilities, rules and procedures and must be adhered to at all times. 

	 2. HEALTH AND SAFETY POLICY STATEMENT 


To assist in meeting our legal requirements and our general duties outlined in the Health and Safety General Policy, a Health and Safety Statement of Intent has been prepared as outlined below which identifies our approach to ensuring our effective and efficient approach to Health and Safety.

Health & Safety Policy Statement

The Governing Body regards Health and Safety matters to be a priority and an integral part of all its activities including the maintenance of quality and standards.

The Governing Body considers Health and Safety to be a management responsibility equal to that of any other function.  It is, therefore, the policy of the College to provide and maintain a working and educational environment that is, so far as is reasonably practicable, safe and without risks to health, adequate as regards welfare facilities and that ensures that persons not in the College’s employment are not exposed to risks which may arise from the College’s activities.

The Governing Body is resolved to provide and maintain equipment and systems of work which are so far as is reasonably practicable, safe and will provide such information, training and supervision as is necessary to achieve this aim.

The Governing Body will provide such resources as may be necessary to enable it and its employees to meet their Health and Safety responsibilities.

In order to implement this policy the commitment of everyone concerned is necessary and it is a condition of employment that all employees will co-operate with the College by:

a)
following instructions in the safety rules or notices displayed on College property.

b)
complying with any code of practice or guidance which may apply to their work or workplace.

c)
taking reasonable care for Health and Safety of themselves and of persons who may be affected by their acts or omissions at work.

The Governing Body stresses its commitment to Health and Safety to the extent that, where disregard of safe working practice by an employee seriously puts at risk the Health and Safety of him or herself or any other person, this will be considered as gross misconduct and may lead to disciplinary action or dismissal.

The policy will be reviewed annually and amended as circumstances and as legal requirements change.

Signed ________________________________
 Date____________________ 

Position ________________________________

	  ORGANISATIONAL FUNCTIONS   

    AND RESPONSIBILITIES


1.
Introduction

2.
Management structure for the implementation of the health and 
safety policy

3. Management responsibilities and Monitoring

4. Assessments

	 1.  INTRODUCTION


1.
The College is legally required to identify the duties and responsibilities on Health and Safety for management which have been clearly defined. 

2.
The College also has a responsibility and duty to ensure that:


a.
you are aware of and understand the Health and Safety General Policy and Statement of Intent.


b.
you are aware of and understand the Health and Safety rules relating to your work.


c.
you are adequately instructed, trained and supervised.


d.
you are made aware of the hazards and risks associated with your work activities.


e.
you are provided with safe products, substances and equipment, safe methods of work and an environment which is safe and healthy to work in.

	 2. MANAGEMENT STRUCTURE FOR THE    

    IMPLEMENTATION OF THE HEALTH AND 

    SAFETY POLICY


The Management Structure diagram outlines the chain of command in respect of Health and Safety management within the College and shows who has the responsibility for the implementation of the Health and Safety General Policy and Statement of Intent and are accountable for their areas of responsibility. 
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	 3. MANAGEMENT RESPONSIBILITIES AND MONITORING


1.
The College encourages a positive culture and maintains a high standard of Health and Safety which requires involvement and participation at all levels.

2.
Within the College certain individuals have certain responsibilities to ensure the effectiveness 
of our Health and Safety Systems and Procedures.  These individuals are identified in the 
Health and Safety Policy Document.  

	4.  ASSESSMENTS



INTRODUCTION
1.
Various aspects of Health and Safety Legislation impose a statutory duty upon The College, as an employer, to make suitable and sufficient assessments of the degree of risk associated with an employee's undertaking of tasks at the workplace.

2.
Regulations requiring assessments to be conducted are:

a.
The Workplace (Health, Safety and Welfare) Regulations - (Working environment).

b.
The Management of Health and Safety at Work Regulations - (Risk assessments).

c.
The Personal Protective Equipment Regulations.

d.
The Manual Handling Regulations.

e.
The Display Screen Equipment Regulations.

f.
The Control of Substances Hazardous to Health (COSHH) Regulations. - (Hazardous substances)

g.
The Fire Precautions Act - Fire Precautions (Workplace) Regulations.

3.
Assessments will be undertaken by a competent person ie a person having the necessary training, qualifications and relevant practical experience.

4.
A method to implement the various assessments as required by the legal provisions outlined in various regulations has been devised for:

a.
Working environment.   
b.
Risks.

c.
Personal protective equipment.

d.
manual handling. 
e.
Display screen equipment.
f.
Hazardous substances (COSHH).
g.
Fire.

5.
All the required control measures identified within each of the assessments are for the protection of employees and others whilst on the premises.

	 EMPLOYEE RESPONSIBILITIES, RULES AND 

 PROCEDURES



1.
Information for Employees


2.
Employee Individual Responsibilities


3.
Safety Rules

a. Introduction

b. Working practices

c. Hazard Signs and Notices

d. Working Conditions /Environment

e. Protective Clothing and Equipment

f. Fire precautions

g. Vehicles

h. Accidents

i. Health

j. Hygiene

k. Food Handling

l. Food Preparation and Storage

m. Alcohol & Regulated Entertainment

n. Rules covering misconduct

4.
Occupational Health

5.
First Aid

5. Fire Action

7. 
Joint consultation

8. 
Special Arrangements

	1. INFORMATION FOR EMPLOYEES


1.
The College is fulfilling the general duties and responsibilities for the provision of information to you and to your representatives on all aspects of Health and Safety at work by displaying or issuing various documentation as follows:

a.
The Health and Safety Law poster.

b.
The distribution of literature and information leaflets.

c.
The displaying of information relating to safe working procedures.

d.
making available information on the results of various assessments carried out and the safe operating procedures to be put in place.

2.
This Handbook contains information relating to individual responsibilities and safety rules.  which are of particular importance and relevance to you as an employee of the College.

	2. EMPLOYEE INDIVIDUAL RESPONSIBILITIES


1.
You have legal requirements imposed upon you along with the safety rules and procedures which we have introduced. These include the responsibility to: 
a.
Comply with all instructions and safe operating procedures given by management unless it is unsafe to do so.   

b.
Adhere to the safety rules given in this Safety Handbook.

c.
Make proper use of the health, safety and welfare facilities and equipment provided.

d.
Make full and proper use of personal protective equipment.

e.
Refrain from the wilful measures or interference with anything provided in the interests of Health and Safety and welfare.

f. 
Report any hazards to your Head of department as soon as possible.

g. 
All employees have the right of arbitration to the Senior Management in the unlikely 
event that work processes or procedures are considered to be unreasonable.

The above will be reviewed from time to time and you will be informed of any changes introduced.

2.
You must read and take note of the information in this Safety Handbook. You will be expected to sign a confirmation letter that you have read, understood, accepted and will comply with the contents and will keep yourself aware of its contents.

	 3. SAFETY RULES


A)
INTRODUCTION
1.
It should be remembered that a breach of Health and Safety legislation by you constitutes a criminal offence and action taken by an enforcing authority against you as an individual can result in heavy penalties i.e. fines and/or imprisonment.

2.
We recognise that it is not possible to prepare safety rules that will meet every possible eventuality. However, we expect you to act in a sensible manner and, in particular, to obey all the instructions given by management to maintain or improve Health and Safety.

B)
WORKING PRACTICES
1.
You must not operate any machine, plant or equipment unless you are authorised and competent to do so.

2.
You must make full and proper use of all machine guarding.

3.
You must report to management immediately any fault, damage, defect or malfunction in any machinery, plant, equipment, tools or guards.

4.
You must not make any repairs or carry out maintenance work of any description unless authorised to do so. 

5.
You must not clean any machinery, plant or equipment whilst it is in motion.

6.
You must not leave any plant, machinery or equipment in motion and unattended unless authorised to do so.

7.
If you are under the age of 18 years you must not operate any 'prescribed dangerous machinery' without specific authorisation. Training on such equipment will be given along with adequate supervision.

8.
You must use all substances, chemicals, liquids etc., in accordance with safe operating procedures and instructions.

9.
You must return all substances, chemicals, liquids etc., to their designated safe storage areas when not in use and at the end of the working shift.

10.
You must observe all pedestrian and vehicle controls throughout the premises.

C)
HAZARD/WARNING SIGNS AND NOTICES

You must comply with all hazard/warning signs and notices displayed on the College’s  premises.

D)
WORKING CONDITIONS/ENVIRONMENT
1.
You must make proper use of all equipment and facilities provided to control working conditions/environment.

2.
You must keep all work areas clear and in a clean/tidy condition.

3.
Arrangement must be made to remove all rubbish, scrap and waste materials to the waste management facilities provided.  No accumulation of rubbish is permitted.

4.
You must use the correct tools provided and the appropriate receptacles when removing any waste or materials from machines.

5.
You must clear up any spillage of substances within the work area and report any hazardous conditions that exist.  

6.
You must deposit all waste chemicals and oils at the correct disposal points and in the designated manner.

7.
You must not pollute water courses, sewers or drains with chemicals, oils or other substances.

E)
PROTECTIVE CLOTHING AND EQUIPMENT
1.
You must use all items of protective clothing/equipment provided as instructed.

2.
You must not misuse or wilfully damage any item of protective clothing/equipment provided.

3.
You must store and maintain protective clothing/equipment in the approved manner.

4.
You must report any damage, loss, fault or unsuitability of protective clothing/equipment to management.

F)
FIRE PRECAUTIONS
1.
You must conform with all emergency procedures as laid down in this Safety Handbook and displayed throughout the premises.

2.
You must not place any obstruction on a fire escape route, fire equipment or fire door.

3.
You may try to control any fire outbreaks, but only if you have received the appropriate training, and if it is safe to do so.  YOU MUST NOT COMPROMISE YOUR OWN HEALTH AND SAFETY.

G)
VEHICLES

1.
You must carry out periodic checks of your vehicles prior to use and in conjunction with the laid down checking procedure.

2.
You must not drive or operate any vehicle for which you do not hold an appropriate driving licence or permit.

3.
You must not carry unauthorised passengers or unauthorised loads.

4.
You must not use our vehicles for unauthorised purposes.

5.
You must not overload vehicles beyond their stated capacity.

6.
You must not drive or operate vehicles whilst suffering from a medical condition, illness or intoxication that may affect your driving or operating ability.

H)
ACCIDENTS
1.
You must seek medical treatment for any injury you may receive, no matter how slight it may seem to be. You must report the incident to the senior member of staff on duty and enter the details in the accident book currently in the Lodge.
2.
You must report all accidents and dangerous occurrences to the senior member of staff on duty, as soon as possible.

3.
You must notify the senior member of staff on duty of any incident in which damage is caused to either our or any third party's property.

I)
HEALTH
1.
You must report any medical condition which could affect the health and safety of yourself or others. This must be to the Head of Department, either verbally or in writing as soon as possible.   

2.
You must co-operate with the management on the implementation of the medical and occupational health provisions.

J)
HYGIENE
1.
You must look after personal hygiene at all times using the correct facilities provided.

2.
You must protect all open wounds with the appropriate dressings provided.

3.
Your general appearance and manner of dress must conform to the College’s standard.

K)
FOOD HANDLING
1.
Staff engaged in the preparation and handling of food must be particularly careful about hand washing. You must wash your hands in the basin provided: 

a.
After visiting the toilet;


b.
On commencing work at the start of the day and after breaks;


c.
After handling refuse or other soiled materials;


d.
As necessary throughout the day

2
Dirt and germs under the fingernails can contaminate food, as can a broken fingernail or a piece of nail varnish.  You must keep your fingernails short and nail varnish must not be used.

3.
You must report infections immediately.

4
All boils, septic cuts, etc. must be covered by a detectable waterproof dressing. 

5
You must not wear jewellery (except wedding rings), in the work area. False eyelashes, and other personal adornments are likewise not allowed to be worn within the serving areas.

6
You must not use heavily scented perfumes and deodorants as this will impart its smell to the foodstuffs and contaminate them.

L)
FOOD PREPARATION & STORAGE
1.
You must prepare food in the proper manner.

2.
You must follow all the prescribed rules for food preparation and food hygiene.

3.
You must ensure that all utensils are clean along with food preparation areas.

4.
You must ensure that all food is stored in the prescribed manner that correct storage temperatures are maintained.

5.
You must report any evidence of infestation/contamination by pests to Management.

M)
ALCOHOL & REGULATED ENTERTAINMENT

1.  
You are required to comply with the conditions of the Licensing Act 2003 as contained in the 
College's Premises' Licences and College Rules.

N)
RULES COVERING GROSS MISCONDUCT

1.
You will be liable to summary dismissal if you are found to have acted in any of the following ways:

a.
A gross breach of the preceding safety rules.

b.
Unauthorised removal or interference with any guard or protective device.

c.
Unauthorised operation of any item of plant, machinery or equipment.

d.
Unauthorised removal of any item of first aid equipment.

e.
Wilful damage to, misuse of, or interference with any item provided in the interests of Health and Safety at work.

f.
Unauthorised removal or defacing of any label, sign or warning device.

g.
Misuse of chemicals, flammable or hazardous substances or toxic materials.

h.
Smoking in any designated 'No Smoking' area.

i.
Smoking whilst handling flammable substances.

j.
Horseplay or practical jokes which could cause accidents.

k.
Making false statements or in any way deliberately interfering with evidence following an accident or dangerous occurrence.

l.
Misuse of compressed air, pneumatic, hydraulic or electrical equipment.

m.
Dangerously overloading any item of lifting equipment.

n.
Overloading or misuse of any vehicle.

	4. OCCUPATIONAL HEALTH


1.
The College recognises that the scope of occupational health monitoring is becoming steadily wider. This role now covers specific aspects within the working environment that may cause or contribute to disease or ill health at work.

2.
The College has a legal responsibility for ensuring the well-being of anyone who may be affected by the possibility of ill health arising from a work activity involving materials, harmful micro-organisms, substances, processes and products that are used, handled or stored.

3.
The assessments undertaken and control measures introduced when implemented and monitored will ensure the effective and adequate control of all ill health risks.

4.
Records of all aspects within these control procedures will be maintained as required at specific intervals.

5.
The College will take notice of the above requirements, and, where identified, institute monitoring procedures for the health of any employee who is exposed to health risks whilst carrying out these work activities.

6.
If you suffer from any of the following medical conditions you must inform the senior staff so that, in case of need, the appropriate action can be taken:

bronchitis


heart complaints

epilepsy


allergy to any substance e.g. penicillin, nuts

asthma



HIV, Aids, R.S.I/, Hepatitis, Weils disease

high/low blood pressure

diagnosed pregnancy*

diabetes

giddiness/fainting


· Once we are notified of a specific medical condition, we may carry out a risk assessment of that individual's task(s) and environment and a copy will be retained in the employee's personnel file.  

· In certain circumstances we may need to have details of your medical diagnosis and prognosis so that we have the benefit of expert advice from your doctors and/ or occupational hygienists.  We expect you to cooperate with this requirement should the need arise.

These are not exhaustive - any other ill health aspects noted must be reported eg diarrhoea, sickness, boils, abscesses etc.

	5. FIRST AID


1.
Our legal duty to provide first aid facilities and personnel, is a general requirement within the scope of the Health and Safety (First Aid) Regulations and Approved Code of Practice.

2.
Named people have been identified on notices displayed throughout the premises for your information.

3.
If you are unfortunate and sustain an injury during the course of your work, you must seek treatment from your first aider. Should your injury require further medical attention, the first aider will make all the arrangements.

4.
Please ensure that all details are recorded on the Accident Report Sheet for entry into the College Accident Book records.   Alternatively, someone may do this on your behalf.

UNDER NO CIRCUMSTANCES MUST ANY MEDICATION (PILLS, MIXTURES, CREAMS, SPRAYS ETC) BE CONTAINED WITHIN FIRST-AID BOXES OR KITS, OR DISPENSED BY A FIRST AIDER OR APPOINTED PERSON.

	  6. FIRE ACTION


1.
The Fire Procedure and Evacuation plan are detailed below.  

2.
You must follow these instructions when there is a fire alarm 

3.
You should make yourself familiar with all escape routes from your area of work.

4.
If you discover a fire you must activate the alarm system by breaking the nearest glass call 
point.

Brasenose College Fire Instructions

Fire Investigation

If a fire alarm sounds the alarm will not be silenced until the fire brigade or the responsible person in charge have decided it is safe to do so.

The porter is the responsible person in charge until the arrival of the fire brigade,  and his authority must be respected and his directions followed.

The duty porter will determine from the control panel the location of the fire and investigate the cause of the activation.

If there is a fire on College’s main site then only the Porter on duty may phone the fire brigade. If fire is detected in College houses/annexes the person discovering the fire should phone the fire brigade and inform the Lodge.

The College has a modern two tone alarm system. An intermittent alarm will sound to warn people that a fire detection device has been activated within College. You do not need to evacuate but must be prepared to do so if the alarm changes to continual tone. 

The continual sounding tone indicates you must evacuate your building immediately.   

Fire Action

If you discover a fire, break the nearest fire glass to sound the alarm.  Follow the evacuation procedures below.

Evacuation Procedures

Leave the building by the nearest fire escape route.

The correct escape route, exit and assembly points for every room in the College is displayed on the fire action signs in your area of work.  
You should be aware of these and any alternative escape routes for each room you use.

Do not collect personal belongings.  Do not use lifts. 
All evacuees must wait at their designated assembly point until the Fire Brigade Officer or other responsible person in charge informs them that it is safe to return to their building.   

	 7. JOINT CONSULTATION


1.
To enable the effective implementation of the Health and Safety Policy and Statement of Intent and procedures, communication and consultation will take place between us, you and, where applicable, your representatives.

2.
This is done by briefing sessions with you and managers on the following:

a.
Introduction of safe operating procedures at the work.

b.
Provision of Health and Safety information as required.

c.
The planning and organising of any Health and Safety training.

d. Information on new technology to be introduced which may have Health and Safety consequences.

3. An annual report on health and safety matters is made to the Governing Body. The Domestic Bursar’s Administrative Management Team deals with health and safety policy and operational matters normally on a weekly basis during term time.

	 8. SPECIAL ARRANGEMENTS


The College recognises that it has responsibilities to comply with legislation in respect of the following;

A.
The carrying out and documenting of such assessments, as maybe necessary to identify any hazards that exist in the workplace and to introduce such controls as maybe necessary to remove, reduce and protect personnel from the risk involved.

B.
To maintain written records of certain activities covered by specific Health and Safety legislation.

Information regarding the risk assessments and the maintenance of registers and records can be found in the records kept by the Heads of Department or in the Domestic Bursar’s Office.
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