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Introduction

The intention of this document is to raise awareness of potential hazards to health and safety and to set forward common standards that should he adhered to throughout the business of SWANSEA ITEC Ltd. this is in order to reduce potential fire, health and safety risks and compliance with these standards should lessen the potential for injury to staff, Learners and visitors.

The Managing Director is ultimately responsible for the implementation of these standards and clear lines of responsibility have been established to ensure continuity. On a day to day basis, this responsibility has been delegated to the Health and Safety Manager who is deputised by the next most senior member of staff who is in attendance.

Our Health and safety policy is in five main parts:

1. The Statement which is the commitment of the firm to ensure a safe and healthy place of work and to employ safe systems of work and is included in the Policy schedule on display in the foyer.

2.The Organisation for implementing the policy, including allocation of functions to individuals.

3 The Arrangements for carrying out the functions allocated to individuals and monitoring the effectiveness of the policy.

4 The Fire Risk Assessment which is review-ed and amended annually or in the light of experience gained during the year
5 Appendixes (as described in the Index to this policy).

SAFETY POLICY - Schedule
SWANSEA ITeC LTD. - 250 Carmarthen Road, Swansea, SA1 1HG
1. Statement
Swansea ITeC recognises and accepts its responsibility for conducting its affairs in such a way as to ensure that as far as is reasonable and practicable, all employees, learners, and the general public are not at risk. As an employer, the ITeC will make every endeavour to meet its legal obligations under the Health and Safety at Work Act, and any other relevant legislation and will ensure that its responsibilities are met, particular attention will be given to the provision of each of the following:

a. Providing and maintaining systems of work that are safe and without risk.

b. Making arrangements to ensure the use, handling, storage and transportation of articles and substances are safe.

c. Providing all relevant and necessary information, training and supervision to ensure safety.

d. Maintaining all places of work in a condition that is safe and without risk, also provide a safe access to the workplace.

e. Providing and maintaining a safe working environment.

2. Organisation and Responsibilities

The Managing Director has overall responsibility for ensuring that this policy is fulfilled. The Managing Director and Senior Staff shall have the general responsibility for compliance with the Health and Safety at Work Act within the ITeC and shall be responsible for the rectification or reporting of any appropriate safety hazard, which is brought to their attention and for defining the responsibilities of their subordinates in relation to the Health and Safety Policy. Senior staff and all other staff, at all levels, will ensure that only safe working practices are used, in order to provide maximum safety for all personnel and the general public who may be affected.(see policy for more detail)
Robin Gwynn - Managing Director has overall responsibility
Mark Evans - Director responsible for Health and Safety Management and quality checking (H&S Manager)
Helen Necrews  - Director responsible for staff and learner training and quality audit

3. Other Arrangements


3.1 Accident Reporting and Investigation

All staff will ensure that fully detailed accident reports are completed as soon as is practicable after an accident using form WAG-AF1 which is then submitted to the Managing Director who will forward to the relevant authority if appropriate. Details of accidents will also be kept by the duty receptionist, (together with details of Fire Service Inspections), which must be available for inspection at all times. (see policy document for detail)


3.2 First Aid
Those using the equipment in the first aid box are asked to inform the duty receptionist when stocks are getting low, otherwise stock is checked quarterly on audit. Protective gloves must he worn when treating wounds or sickness. All dressings and tissues must he wrapped in a plastic bag for disposal. Dispose of protective gloves in the same way once used.

3.3 Hygiene and 3.4 House keeping

All necessary equipment is provided (see policy document for detail)

3.5 Visitors on site and Contractors



When engaging contractors the ITeC Managing Director will ensure that the contractor gives an undertaking to abide by the Health and Safety at Work Act before commencing work, and any other relevant code of practice.
Casual visitors can see the policy summary displayed in the foyer (see policy document for more  detail)
3.6 Security and 3.7 Key holders

The ITeC building is occupied by both ITeC staff and tenants. Responsibilities for securing the building are given in the tenancy agreements together with instructional documentation (see policy document for detail)

3.8 Monitoring & Health and Safety Auditing



Health and Safety monitoring and monitoring of electrical equipment will be carried out by the Health and Safety manager,on a regular basis (at least once a year) according to the requirement of current legislation. Monitoring of Employer work placements will be carried out in accordance with the H&S Code of Practise (COP) (see policy document for detail)
3.9 Manual handling
The Managing director has assessed the risk under normal circumstances as low but it is the duty of all to seek assistance when handling heavy loads (see policy document for detail)
3.10 Control of substances Hazardous to health (COSHH)

The Managing director has assessed the risk under normal circumstances as low but it is the duty of all to exercise caution particularly with chemicals marked as poisonous (see policy document for detail)
3.11 Protective Clothing-Safety equipment-and warning signs



Essential protective clothing and safety equipment will be provided when required. All machinery operated by the ITeC will be adequately guarded to the legal standards, all relevant hazard warning signs will be displayed in accordance with legislation or accepted codes of practice.
3.12 Display screen equipment (DSE)
DSE is essential to the business of Swansea ITeC and the comfort and effectiveness of staff is paramount, full risk assessments are taken and documented (see form DSE1), in addition learners are trained and encouraged to assess potential risks themselves. Personnel will be informed of current legislation relating to display screen equipment and workstation, and the rights of user to have free eye tests. (see policy document for detail)
3.13 Working at height

Working at height at ITeC is likely to only occour occasionally and therefore the risk is assessed as low , however, our technicians working at client premises must adhere to HSE advice and regulation. (see policy document for detail)
3.14 Noise
The risk of excessive noise at ITeC has been assessed as low, however, on occasion there may be brief instances of obtrusive noise when technical work is undertaken (see policy document for detail)
3.15 Emergency evacuation
In the event of emergency evacuation such as a bomb scare, Senior management or other qualified personnel will command the situation. Fire evacuation is covered in section 4. (see policy document for detail)
3.16 equipment maintenance

All equipment will be tested for safe and serviceable use and replaced as necessary


3.17  Risk Assessments




All personnel will be given information on the risks associated with their duties at the ITeC, or their appropriate place of work (Employer Placement). The Managing Director will review and re-assess the risks (at least once per year) associated with the ITeC working environment to ensure that all individuals particularly those most vulnerable are adequately catered for (see form RA1)

3.18 Employer placements



ITeC will ensure that prior to any learner going into an employer work placement a full vetting process will take place (in accordance with section 9.2 of the H&S Code of practice). Frequency of monitoring of the employer placement will then take place depending on the level of Risk banding associated with that placement in according with the H&S COP.
4 Fire safety management
It is a major requirement of this policy that the ITeC assess the risk of fire and take adequate precautions against possible fire and its effects, and serious imminent danger in line with Regulatory Reform Fire Safety Order (RRFSO) 2006.To this end, The Managing Director shall ensure that:

All employees / learners and other persons normally on ITeC premises are made aware of the procedures to be followed in the event of fire, particularly the means of escape. Fire drills will be held at least once every year, or as appropriate to the degree of risk to personnel. The results of the fire drill will be used to inform the appropriate risk assessment.

Fire risk management covers the following areas:- (documented in detail within the Fire Risk Management Plan).

FIRE SAFETY MANAGEMENT- responsibility
Robin Gwynn the Managing Director is responsible for overall Fire Safety Management
FIRE RISK ASSESSMENT and EMERGENCY ACTION PLAN- responsibility
Mark Evans the Health and Safety Manager is responsible for the assessment of fire risk, the maintenance programme (see below),the production and review of the emergency action plan, and the development of Personal emergency evacuation plans (PEEP).
MAINTENANCE PROGRAMME

· MAINTENANCE OF FIRE SAFETY PROVISIONS

· FIRE ALARM

· EMERGENCY LIGHTING

· FIREFIGHTING EQUIPMENT

· ESCAPE ROUTES

· FIRE SAFETY SIGNS/NOTICES

TRAINING

Helen Necrews the Director of Training is responsible for Fire safety training of staff and learners, implementing fire drills and evaluating the need for Personal emergency evacuation plans (PEEP).
Revision of Policy 

This Policy will be formally reviewed in April each year and modified when necessary, in the light of experience of its operation. It will be supplemented in appropriate cases by further statements relating to the work at the ITeC.

Any revision or modification, and supplement will be brought to the attention of all employees / learners affected thereby.

This statement of Safety Policy supersedes all previous Safety Policies.


Robin Gwynn 

Managing Director

Date:
2nd April 2009


2. Organisation
The organisation of responsibilities within our office is described below and is reviewed annually.

2.1 Managing Director
-
overall responsibility for health and safety standards and policy decisions in our business

-
liaise with the appropriate health and safety authorities

-
draw up a health and safety policy with the Managing Director giving particular consideration to the requirements of the Health and Safety Executive (HSE)

2.2 Director with responsibility for Health and Safety 
· supervise any staff who maybe nominated for day to day health and safety responsibilities

· report defects to the Managing Director
· arrange for staff to he informed and trained

· carry out Health and Safety system development and quality checking
2.3 Director of Training

· responsible for Health and Safety training of all staff and learners
· responsible for quality checking and audit as instructed by Managing Director

· responsible for the vetting and monitoring of Employer workplacements in accordance with the Company vetting procedure 
2.4 All other Staff

· maintain familiarity with Health and safety policy and procedures 
· check that work and recreation areas are clear and safe check equipment used is safe (within ability)
· ensure safe procedures are used
· ensure that protective equipment is used (where necessary)
· report defects to the H&S Manager
3.
Arrangements within our Company
3.1
Reporting Accidents

Accidents that occur must be reported to our H&S Manager. All bumps to the head must be reported so that the injury can be assessed for checking by a medical person. If injuries have to be treated then the accident must be entered into the minor accident book. This is kept in the green bag marked FIRST AID in reception. All documented accidents will he reviewed at annual audit by the Managing Director (or sooner if warranted by the seriousness of any incident). The Managing Director is responsible for adhering to the requirements of the Reporting of Injuries. Diseases and Dangerous Occurrences Regulations (RIDDOR) and for determining policy for implementation within our business.

3.2
First Aid

Those using the equipment in the first aid box are asked to inform the H&S Manager when stocks are getting low, otherwise stock is checked annually on audit. Protective gloves must he worn when treating wounds or sickness. All dressings and tissues must he wrapped in a plastic bag for disposal. Dispose of protective gloves in the same way once used.

3.3
Hygiene

-
soap dispensers and a hand dryer is fitted in all toilet areas
-
staff are required to wash their hands after every visit to the toilet, cups or mugs are provided in the kitchen for drinks

· all areas are cleaned daily by contract 
3.4
Housekeeping

-
waste bins are provided in all office and training areas
-
flammable liquids and sprays should be stored in an appropriate room. cabinet or closed container

-
staff are required to keep their environment clean and tidy
3.5
Visitors on site

-
contractors and visitors must report to our reception on arrival

-
contractors and visitors who may be left unsupervised in any part of our building will find a copy of our “Safety summary for casual visitors” (appendix 3) prominently displayed in the foyer
-
contractors and visitors will be given the opportunity to read our full Health and safety policy upon request, the schedule is prominently displayed on the notice board in the foyer
3.6
Security

-
Alarm panels are fitted at main reception and at the entrance to the Acorn Business Centre
-
all designated keyholders have keys so the main door to the building which must be locked by the last person leaving as per instruction
-
Valuab!e equipment should should not be left unattended
-
The managing Director should be informed of any equipment being legitimately taken from the office.
-
all windows should be checked and closed and locked where appropriate last thing each day
3.7
Key Holders

All designated staff have keys to the main ITeC building, in addition designated tenants have keys but are restricted by alarm wards to communal and individual designated office areas.
3.8
Monitoring

-
all permanent staff will be made aware of our Health and safety policy during their induction.
-
a Health and Safety audit will he carried out either:

•
every year or

•
whenever the policy is reissued, (whichever is the soonest)

-
a record of the Health and safety audit will be kept as appendix I in the back of the policy document of the year to which the audit relates.

-
all staff are made aware of Health and safety issues in our day to day routines. Safety issues also form part of policies within our Quality system.

-
all staff are aware of Health and safety issues and are legally obliged to adhere to this policy

-
80% of all accidents are caused by unsafe systems of work rather than defects in premises. lhis fact should be recognised when reviewing Health and safety policy within our office.

3.9
Manual handling

The Managing Director has considered the risks from manual handling to the health and safety of employees and has determined that such risks are LOW. Where a risk may occur, such as in the movement of a heavy box or cumbersome object, it is the responsibility of the individual to seek assistance
3.10 Control of Substances Hazardous to Health (COSHH)
A small number of potentially harmfull substances are used in everyday work in our business. Examples of these are Tippex fluid and photocopier and laser printer toner. In addition, we may occasionally store domestic items that are poisonous, such as bleach and toilet cleaners and weed-killers. All these items will be clearly marked and must not he stored where they could be reached by small children. Staff  are advised not to ingest these chemicals or place them in proximity to eyes or open cuts. More information is available from the H&S Executive
3.11
Personal protective equipment (PPE)

The Managing Director is responsible for satisfying the conditions imposed on employers under the Personal Protective Equipment at Work Regulations and will provide all equipment necessary that is intended or required to be used at work by staff and which is intended to protect staff against risks in health or safety. More information is available from the H&S Executive.

3.12
Display screen equipment (DSE)

To satisfy the Health and Safety (Display Screen Equipment)  Regulations Staff and Learners will undergo  a DSE self assessment process, the results of which will be analysed by the Managing Director . The Managing Director will provide upon request any reasonable item that will help promote thecomfort and effectiveness of staff whilst they work on visual display units (VDUs) or monitors, including anti-glare screens. Staff are also encouraged to take regular breaks when working with VDUs. Good posture is important and all workstations meet minimum health and safey standards, all seats are full adjustable and there is good lighting throughout the office premises. If a member of staff gets aches or pains during he working day that may he attributable to their work station equipment or processes. They are required to notify the Administration Manager immediately or take a break from their workstation or working routine. More information is available from the H&S Executive
3.13
Working at height

The working at Height Regulations apply to our business insofar as a small number of occasionally used flies and office equipment may be stored above normal reach height. Steps are available and should be used in the proper fashion. Technical staff working at heights when installing equipment either at ITeC or at a customers premises, must adhere to the HSE advice and instruction given by the H&S manager More information is available from the H&S Executive
3.14
Noise

‘The Managing Director has assessed the risk of noise for purposes of the Noise at Work Regulations as LOW. At the time of the assessment, employees are not exposed to anything other than ambient noise levels commensurate with an office based training centre. There are brief instances of intrusive noise, such as when a vacuum cleaner is used or when technicians , but it is not felt that a particular policy is necessary to govern this. Instead, all staff must apply common sense. The Managing Director works daily on site and will continue to monitor the effects of noise on the working environment and will seek specialist advice if at any time there is a possibility that legal levels are being compromised. More information is available from the H&S Executive
3.15
Emergency evacuation
In the event for a need for emergency evacuation (such as a bomb scare). the Managing Director. H&S Manager or other qualified personnel will take command of the situation and advise of the necessary protocols. which will be determined according to the individual situation. Full fire evacuation procedures are described in section 4 Fire safety management
3.16
Equipment maintenance
All equipment will be serviced or replaced as necessary. Staff are asked to notify the Technical manager where any equipment might he thought to he defective or inefficient.

3.17  Risk Assessments
All personnel will be given information on the risks associated with their duties at the ITeC, or their appropriate place of work (Employer Placement). The Managing Director will review and re-assess the risks (at least once per year) associated with the ITeC working environment to ensure that all individuals particularly those most vulnerable are adequately catered for

3.18 Employer placements
ITeC will ensure that prior to any learner going into an employer work placement a full vetting process will take place (in accordance with section 9.2 of the H&S Code of practice). Frequency of monitoring of the employer placement will then take place depending on the level of Risk banding associated with that placement in according with the H&S code of practice.

4.
  Fire safety management (see management plan document)
It is a major requirement of this policy that the ITeC assess the risk of fire and take adequate precautions against possible fire and its effects, and serious imminent danger in line with Regulatory Reform Fire Safety Order (RRFSO) 2006.To this end, The Managing Director shall ensure that:

All employees / learners and other persons normally on ITeC premises are made aware of the procedures to be followed in the event of fire, particularly the means of escape. Fire drills will be held at least once every year, or as appropriate to the degree of risk to personnel. The results of the fire drill will be used to inform the appropriate risk assessment.

Fire risk management covers the following areas: - (documented in detail within the Fire Risk Management Plan).

FIRE SAFETY MANAGEMENT- responsibility
Robin Gwynn the Managing Director is responsible for overall Fire Safety Management
FIRE RISK ASSESSMENT and EMERGENCY ACTION PLAN- responsibility
Mark Evans the Health and Safety Manager is responsible for the assessment of fire risk, the maintenance programme (see below), the production and review of the emergency action plan, and the development of Personal emergency evacuation plans (PEEP).
MAINTENANCE PROGRAMME

· MAINTENANCE OF FIRE SAFETY PROVISIONS

· FIRE ALARM

· EMERGENCY LIGHTING

· FIREFIGHTING EQUIPMENT

· ESCAPE ROUTES

· FIRE SAFETY SIGNS/NOTICES

TRAINING

Helen Necrews the Director of Training is responsible for Fire safety training of staff and learners, implementing fire drills and evaluating the need for Personal emergency evacuation plans (PEEP).
4.1 Fire alarm system

There are smoke detectors situated in the ceiling of both the front and rear office. These are powered from the mains lights but also have a battery hack up in case of power failure. Any person discovering a fire must notify all persons in the immediate vicinity and give instructions for other people to be warned. 

4.2
Basic fire precautions
· smoking is not allowed anywhere in our training centre
· in the event of fire, the first priority must be evacuation
· only one item of electrical equipment must be used on each socket
· there are no internally locking doors to ensure that nobody will be trapped inside the building in the event of an emergency

· the main office is separated horn the lounge area by a fire-door

· chairs and other materials must not be left close to any heating or electrical appliances

· furniture is to be flame retardant
4.3
Fire evacuation action-Evacuation Procedure

The purpose of the this section is to insure that all staff, trainees and visitors of Swansea ITeC Ltd know the correct the process of evacuating the building during an emergency such as a fire.(see full Emergency evacuation procedure document for additional detail)

To enable Swansea ITeC Ltd to check/maintain this procedure:
· Staff will be updated at staff meeting/internal email

· Trainees will be told of this procedure at induction

· Fire Drills will be held twice a year

· All students, staff and visitors with disabilities who would require extra assistance in the event of an evacuation, will have a Personal Emergency Evacuation Plan (PEEP) carried out.

· The procedures are the same for all evacuations, whether a real incident, false alarm or fire drill.

FIRE ACTION:

If you discover a Fire:
Give the alarm immediately by sounding the fire alarm.

On hearing the Fire Alarm:
· Leave the building by the nearest available exit.

· Upper Floor – Exit to the front door of the building

· Lower Floor – Exit to the rear car park entrance

· Do not stop to collect personal belongings

· If possible close all doors and windows behind you, as you make your escape.

· Report to the Fire Marshall in charge of main assembly points.

· Upper Floor Personnel - Car Park Front Of ITeC Building

· Lower Floor Personnel - Car Park Rear of ITeC Building

4.4
Fire maintenance programme consists of:-
· MAINTENANCE OF FIRE SAFETY PROVISIONS

· FIRE ALARM

· EMERGENCY LIGHTING

· FIREFIGHTING EQUIPMENT

· ESCAPE ROUTES

· FIRE SAFETY SIGNS/NOTICES

4.5
Fire extinguishing appliances

Only carbon dioxide (C02) extinguishers must he used for electrical fires and these may also be used for dealing with smaller non—electrical combustible incidcnts

Our extinguishers are red and are slightly smaller than the heavier water extinguishers so should be manageable by all persons.

Extinguishers are located at all appropriate potential hazard areas which is documented on a floor plan drawing of the ITeC located next to the fire alarm control panel at the top of the reception stairwell.
All equipment is serviced regularly and certified with a sticker on the appliance.
4.6
Electrical equipment

All equipment should be checked by the user (within ability). If in doubt about item of equipment, report to the technical department
Equipment that needs to he left on is clearly labeled to this effect

Temporary extension leads for extra power sockets should be retractable and fully unwound when used

Extension leads should be laid alongside skirting and not be placed where they are likely to become an obstacle

No portable electric fires are allowed on site

No personal appliances should be brought on site.

Appendix 1: HEALTH AND SAFETY AUDIT (To be completed April each year)
Date(s) of Audit:


Conducted by:


Auditor Signature:
Audit checked by:



Date:
Comments:
	ITEM
	CHECK
	Completed
	Comments

	1
	Health and Safety development plan completed
	
	

	2
	Insurance policies current and prominently displayed
	
	

	3
	Risk assessment procedures and form RA1 fully completed including DSE1
	
	

	4
	All Policy and procedure documents reviewed and review date recorded. All advisory and warning notices current and prominently displayed
	
	

	5
	All Work place vetting quality checked and follow ups completed
	
	

	6
	Electrical equipment and fittings checked 
	
	

	7
	All environmental workplace H&S issues addressed correctly
	
	

	8
	Fire Safety Management System audit checked
	
	

	9
	First Aid box checked and Riddor correctly operated 
	
	

	10
	All staff signed confirmation and understanding of Policy and new staff trained
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 2: FIRE RISK ASSESSMENT (Management plan quality check)
Date(s) of Audit:



Conducted by:






Comments:

Audit checked by:



Date:

Comments:

Appendix 3: SAFETY SUMMARY for Casual Visitors to SWANSEA ITEC  Ltd.
This summary has been prepared for visitors who may not be familiar with our full Health and safety policy. Any visitor can read our full Health and safety policy upon request.

· Smoking is not allowed anywhere in our training centre premises 

· Accidents must be reported to management. Any bumps to the head must be reported so that the injury can be assessed fully
IN CASE OF FIRE: There are automated smoke detectors fitted at our offices and there are several fire extinguishers situated prominently throughout the building, Carbon dioxide extinguishers are used for electrical fires and water extinguishers are used for other fires. Instructions for use are on the extinguisher.

(a)
In the event of fire, the person discovering the fire must notify the duty receptionist all persons in the immediate vicinity and give instructions for other people to be warned.

(b)
In case of fire everyone should evacuate the building through either the main entrance at the front of the building or the back door via the labelled fire exit.

(c)
After evacuation, everyone must gather in the appropriate car park (Top floor front and bottom floor rear) and make themselves known to management.

Appeidix 4 — STAFF CONFIRMATION of understanding and acceptance of policy
I the undersigned confirm that I have read the Swansea ITeC Health and Safety Policy and understand its aims and commitments and also understand my responsibilities to the Health and Safety well being of the Company.
	Name
	Signature
	Date
	Comments

	Robin Gwynn
	
	
	

	Mark Evans
	
	
	

	Helen Necrews
	
	
	

	John Collins
	
	
	

	Phillip Vonk
	
	
	

	Leia Fee
	
	
	

	Stella Elphick
	
	
	

	Tim Mc Closkey
	
	
	

	Tracey Madden
	
	
	

	Jane Down
	
	
	

	Claire Griffiths
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