Health and Safety Policy
Health and Safety Policy for Chinese Centre (North of England)

The following is the Chinese Centre (North of England)'s policy on Health and Safety

General Policy

It is our general policy to do all that is reasonably practicable to ensure the health, safety and welfare of our employees, the general public, visitors and contractors. To this end we will adopt policies on all matters of health and safety that are compatible with the provisions of the Health and Safety at Work Act 1974.

 

General Duties of all Employees

 

1) It is your duty:

a) to take reasonable care of your own and others’ health and safety, who may be affected by your acts, or omissions, at work;

b) to co-operate fully with anyone who is responsible for carrying out duties regarding health and safety in order to help them carry out their tasks;

c) to not intentionally or recklessly interfere with, or misuse, anything provided for the purposes of health, safety or welfare;

d) to observe the safety rules. Failure to comply with these rules could mean you are liable under the disciplinary procedures; and

e) to be aware that it is a criminal offence to be in breach of the Health & Safety legislation and individuals may face a heavy fine or imprisonment.

2) You will be given training to ensure that all safety rules required by law and by ourselves are properly carried out and we will review all instructional programmes from time to time. 

3) You will be kept informed of new developments in Health & Safety matters which concern you. This could be through written communications or properly structured training sessions.

 

Health & Safety Rules

 

PLEASE READ THIS CAREFULLY TO MAKE SURE YOU FULLY UNDERSTAND IT.

 

Health:

You must report any medical condition that could affect your health or the health of another to one of the Directors

Safety:

1) use mechanical means of lifting where provided, in preference to manual. Before beginning any lifting manoeuvre, check that the weight is manageable, the area of lift is clear and the exit path is clear.

If the lifting manoeuvre is complex, make sure you use enough people. Where more than one person is involved, one person will take overall command:

a) avoid dangerous manual handling operations as far as you can;

b) make a careful judgement of any unavoidable and potentially dangerous manual handling operation and reduce the risk of injury from these operations, as much as possible; and

2) dispose of waste material into the appropriate containers;

3) keep all walkways and corridors clear;

4) keep all areas within the building clean, tidy and free from rubbish at all 
times; 

 

Housekeeping of the Premises

 

It is your and our responsibility:

1) to keep the establishment clean and tidy (to a high standard of 
cleanliness);

2) to store and stack all substances and materials safely; 

 

Protection from Violence And Abuse

 

Everybody is responsible for their own safety and for that of other staff members, visitors, contractors and customers.

 

You must talk to one of the Directors, and communicate any concerns, including vague feelings of unease, even if they are difficult to explain. This is particularly important if you are visiting a customer or supplier on site.

 

Accidents

You must record all injuries involving damage to persons, including customers, in the first aid book, which is kept next to the staff office door.

 

· The following details are required:

· date and time of accident;

· name of injured person;

· location of accident;

· nature of injury; and

· circumstances leading to injury.

 

Minor injuries should be treated with dressings available in the first aid box, located by the entrance of the staff office.

 

If serious:  dial 999.

 

IF VIOLENCE SEEMS IMMINENT

 

When you think violence is about to happen, decide whether to take immediate evasive action or stand your ground. If violence is in progress, make a judgement on the individual circumstances but further violence is and should be discouraged.

 

IT IS NOT AN ADMISSION OF FAILURE TO LEAVE THE SCENE, NEITHER IS IT ALWAYS GOOD PRACTICE TO REMAIN AND TRY TO COPE WITH THE SITUATION.

 

You must report to the Centre Manager any incident concerning your own safety, or that of a customer etc, or fellow member of staff.

 

We will take all reported incidents seriously and follow the laid down procedures. 

 

Approved Codes of Practice and Local Rules

We will give you copies of our safety rules as appropriate, and these will also be displayed in the centre.

 

We may publish, from time to time, codes of practice laying down rules of conduct and procedure, which you should adopt in situations that involve potential hazard to safety or health. We will give you the codes of practice as appropriate and these will also be displayed on the safety notice boards.

 

 

Reporting Of Accidents

You must report IMMEDIATELY any accident to any Directors

 

Reporting Of Injuries, Diseases And Dangerous Occurrences (RIDDOR) Regulations 1995

We accept the procedures that are necessary to meet the legal requirements of RIDDOR.

 

You should report all cases of significant injury immediately to the Manager, who will notify all other bodies as appropriate. You should complete a Personal Accident form as soon as possible. 

 

Faulty Equipment

You must report any suspicion of faulty equipment, especially electrical apparatus or plugs, sockets etc., to the Centre Manager as soon as possible.

 

UNDER NO CIRCUMSTANCES MUST ELECTRICAL EQUIPMENT BE USED IF A FAULT IS SUSPECTED.

 

Fire Hazards Due To:

 

1) cigarettes;

2) flammable liquids;

3) gases;

4) natural gas appliances; and

5) electrical appliances.

Prevention

We have a no-smoking policy.

 

You must:

 

1) switch off all gas and electrical appliances after use;

2) disconnect all unnecessary electrical plugs; 

3) close and secure all windows, where appropriate; and

4) switch off all lights, and lock the side doors and the front doors, where appropriate.

 

Action In The Event Of A Fire

Immediately sound the fire alarm in order to ensure the safety of everyone on site. If the fire is small, tackle immediately with the appropriate extinguisher. If you consider that your safety is at risk or if the fire is out of control, seal it off as far as possible by closing adjacent doors. If you have time, ring the emergency services – Dial 999 – Evacuate the building and gather at the designated meeting point. If evacuation comes first, then call 999 from the nearest available telephone once clear of the fire.

 

Designated meeting point is: across the road and opposite the centre’s main entrance.


General Health And Safety Guidelines And Accident Prevention.

 

The guidelines below are intended to provide guidance to you on general health and safety, with more detailed guidelines relating to specific subjects.

 

By following the Health & Safety Policy and these supporting guidelines, you will gain an understanding of our approach to health and safety and of the need to comply with the numerous statutory requirements in operation which affect our premises. The required health and safety standards will also be achieved.

Housekeeping:

 

1) you must keep the premises in a clean and tidy condition with stairways and passageways kept clear;

2) you must make sure that wires and leads do not trail across the floor; where this is unavoidable, it should only be for a short period and you must then keep them close to furnishings or arrange them so that they do not cause a tripping hazard;

3) when outside contractors are on the premises you must monitor their work and take all reasonable steps to ensure that they do not endanger the health and safety of staff or visitors;

4) you should clear up without delay anything spilled or dropped onto the floor, e.g. liquids, paper, flower petals, food etc.;

5) you must keep the public areas clean and tidy at all times and empty waste bins daily; and

6) you should not leave members of the public alone in the service areas normally used by the staff.

Furniture, Furnishing And Fittings:

1) you should move items as little as possible and seek assistance when required;

2) you should take broken furniture out of service immediately and report this for prompt repair or replacement;

3) you should not keep cupboard/cabinet doors open and take care concerning the operation of four-drawer filing cabinets. Some designs of these cabinets allow more than one drawer to be opened at any one time. Please ensure that only one drawer is ever opened at any one time; and

4) You must not remove fire extinguishers from their specific locations such as wall-mounted brackets, other than in emergency situations, and under no circumstances use them as door-stops.

 

Equipment:

1) you must not operate equipment until you have been trained in its use and you are aware of the safe working instructions relating to its operation;

2) you must switch off electrical equipment and machinery and unplug it from the energy supply prior to maintenance, repair or cleaning work, or in the event of a fault occurring; and

3) only if you have been specifically trained and have read the safe working instructions, should you undertake minor maintenance on appropriate equipment, such as the clearing of jams on copying machines; only appropriate maintenance engineers employed by the manufacturers, or their accredited agents, should undertake general maintenance, repairs, cleaning, or fault rectification.

 

 

Accommodation and Upkeep:

1) Premises need to be clean, tidy and in a sound and safe structural condition; 

2) signs are displayed to identify drinking from non-drinking water;

3) all parts of the building used by the staff are adequately heated and ventilated;

4) you should not prop fire doors open unless they are held open by automatic means i.e. linked to the fire alarm system.

5) Fire alarm system need to be tested monthly and the event logged.

Health & Safety Rules for Learndirect Learners:
Code of Practice and Guidelines for the Use of VDUs Word Processors and Micro Computers:

 

This Code of Practice with guidelines is produced so as to avoid personal discomfort, which can arise if terminals are improperly used. As far as possible the following general guidelines should be followed wherever a VDU terminal is sited. They apply equally to word processor screens and micro-computer monitors.

 

This Code of Practice and its guidelines apply throughout the offices.

 

Part one deals with location and the equipment itself; part two, with physiological aspects relating to the VDU operator.

 

Part One

 

1) The location of the terminal:

a) The following points are relevant to the placing of a VDU terminal in order to create a well-designed and comfortable working environment for the operator, thereby reducing elements of stress as much as possible:

b) frequent movement behind the screen should be avoided, where possible;

2) wherever possible, you should avoid sitting directly facing a

a) window; and

b) to avoid noise disruptions from other items of equipment, e.g. printers, these should ideally be sited at a comfortable distance from the noise aspect, or provided with a soundproof cover.

3) Lighting:

a) the reflection of natural light on VDU screens should be avoided by careful positioning of the VDU, or by fitting blinds, curtains or light film to windows;

b) correct artificial lighting is essential to enable you, the VDU operator, to carry out tasks effectively and comfortably. The correct quantity of light units, suitably spaced, and the fitting of tinted tubes, combined with diffusers for ceiling lights, best achieve this; and

c) if, for technical reasons, it is not possible to eliminate glare totally, then we will consider providing anti-glare shields.

4) Seating:

The chairs provided to you should be the five leg type and fully adjustable, comfortable and supportive, especially of the back, pelvis and buttocks.

5) Screen and keyboard positioning:

The screen will be adjusted for the correct angle and positioned at a distance to suit you. The keyboard should be adjustable for tilt.

6) Heating and humidity:

Adequate ventilation and reasonable humidity will be maintained in all VDU working areas, especially when heat build-up is generated by the equipment or light sources.


7) Cables:

You and we will avoid placing cables across walkways, unless they are protected by approved purpose-made covers.

8) Equipment Servicing:

Should you experience VDU equipment problems, such as flickering screens, you should refer these at once to our Technician.

9) Equipment installation:

Everyone is responsible for making sure that the standards outlined in this Code are adopted throughout the office. You should consult with the Safety Officer to discuss the adequacy of the proposed work-station design and the working environment in advance of any new VDU terminal or related equipment installation, if you have any concerns.

Part Two

 

1) Work periods and rest periods:

you are unlikely to work continuously reading a VDU screen; most important data will be input using a keyboard and you will glance occasionally at the screen to check accuracy. In this way, non-operational breaks are built into the work schedule. Other duties, interruptions and natural breaks, will all reduce actual time spent looking at the screen. Working patterns will be designed to make sure that you will not be required to give unbroken attention to a VDU screen for a period in excess of two hours.

2) Safety Guidelines:

You must be familiar with the safe use of equipment and must make sure that:

a) you adjust your seating, work-station and instrumentation to obtain 
the most comfortable personal working environment; and

b) you should avoid eating or drinking in close proximity to a work-station.

3) Operator Discomfort:

Positioning yourself properly in relation to the VDU should minimise any physical problems. However, if you experience any form of physical discomfort (such as eye strain or headaches), which you attribute to VDU operations, we would ask you to refer the matter at the earliest opportunity to our Health & Safety Officer.
Learner Pack - Health and Safety at the centre
Your tutor will explain these procedures to you in the first session.


Emergency evacuation
Your tutor will take the class register at the beginning of each session.

When you hear an alarm you should:
· leave the building with your tutor by the nearest route (the route should be on display in the area in which you are learning); and 

· not stay to collect personal items. 

When the group is assembled outside, your tutor will check the register and report to the authorised person on site that everyone has left the building.

You should stay outside until your tutor is given instructions to return to the building.

First aid
We provide first aid kits to all classes and groups. Your tutor can tell you if there is a first aider on site, and how to contact them. 

If there is no first aider on site, it is the tutor’s responsibility to dial 999 if this is appropriate.

There should be access to a phone, so the tutor can call the emergency services.

If you have an accident on site, you will need to fill in an an accident form.

Your responsibilities:
· Act in a safe way and be aware of the health and safety of yourself and other people. 

· Tell a member of staff about anything you consider dangerous or about any faults to equipment. 

· Follow the instruction of tutors, technicians and other members of staff at all times. 

· Use all tools, equipment and personal protective equipment properly. 

· Report any accident you have while in a class. 

· Follow our health and safety procedures. 

To see a copy of our health and safety policy, please read the notice board near the internet café area or phone 0191 230 3158.

We have a legal obligation under the Health and Safety at Work Act 1974, and other supporting legislation, to provide a safe and healthy working and learning environment for employees, learners and visitors. Our health and safety policy gives details of the arrangements we must make to meet this obligation.

We make sure we provide a high standard of health, safety and welfare, train staff in health and safety, and continually assess and review the health and safety of staff and learners.

 

Signed  -------------------------------------------------   Chair of Chinese Centre
 

 

Date  --------------------------------           

  

Review Date: 5th January 2008 

 
Inspected by _______________________

Sign: ______________________

Date: ______________________
LEARNER HEALTH AND SAFETY POLICY STATEMENT

Chinese Centre (North of England) is committed to providing a healthy and safe environment in which to work and learn.

The health, safety and welfare of learners is a fundamental value of the Centre. The Centre will endeavour to ensure that suitable arrangements for learner health and safety are in place and will take appropriate actions when standards are not met.

The Centre believes that all our learners are entitled to learning that takes place in a safe, healthy and supportive environment. In addition, we consider that safe learning is essential to maximise learners experience and achievement.

The 'safe learner' concept is central to our policy. We will promote risk education and awareness and the learning of health and safety as an integral part of our courses and encourage and support the raising of standards and 'best practice' approaches, working in partnership with key stakeholders the Learndirect and the Learning and Skills Council.  
If you would like a copy of the full Centre Health and Safety Policy, or would like to discuss any health and safety issue please contact: 
Emily Lam

Centre Manager

Chinese Centre (North of England)

Tel: 0191 230 3158

E-mail: emilylam@c-ict.co.uk



CHINESE CENTRE (NORTH OF ENGLAND)

HEALTH & SAFETY POLICY STATEMENT
The Board of the Chinese Centre (North of England) is committed to achieving, so far as is reasonably practicable, the best standards of health, safety and welfare for its employees, learners, visitors and others who may be affected by the activities of the Centre and to fully meet its legal obligations.

The Centre considers health and safety to be an integral part of quality and will endeavour to have in place an effective health and safety management system and demonstrate continuous improvement.

Injuries and accidents can often be avoided. The Centre is determined to reduce the number of accidents in the Centre through the implementation of safe working practices in all Centre activities.

The health, safety and welfare of learners is a fundamental value of Chinese Centre (North of England) . The Centre firmly believes that its learners are entitled to learning that takes place in a safe, healthy and supportive environment. In addition, we consider that safe learning is essential to maximise learners' experience and achievement.

There is a management structure in place to implement the Health and Safety Policy. This structure includes a competent person who will work closely with the Centre Manager, and Management Team and report at least on an annual basis to the Management Board in order to achieve implementation of this Policy.

All employees of the Centre have responsibilities for their own health and safety and should co-operate with their employers to achieve safe working practices. Centre Manager will consult staff on matters which may affect their health and safety.

This Health and Safety Policy document sets out the management of health, safety and welfare and outlines the arrangements made by the Centre to achieve the aims of the policy statement.

The Centre manager has responsibility for health and safety within the Centre. They will implement a system to ensure that the Policy, and the arrangements made within it, are carried out.

This policy forms part of employees' conditions of employment. Failure to comply may be treated as a disciplinary matter. This Policy document will be the subject of annual review and will be updated as circumstances and legislation change to ensure that the Policy remains relevant to Centre activities.

Specifically, the Centre undertakes:-

	i)
	To bring the Health & Safety Policy document to the attention of all employees;

	ii)
	To provide adequate resources to ensure that proper provision can be made for health and safety;

	iii)
	To carry out risk assessments which will be periodically reviewed;

	iv) 
	To ensure that systems of work will be implemented to minimise risk to health;

	v) 
	To ensure that arrangements for the use, handling, storage and transport of articles and substances at work involve minimal risk to health;

	vi) 
	To provide all employees with such information, instruction, training and supervision as is necessary to secure their health and safety at work, and the safety of others who may be affected by their actions;

	vii) 
	To provide, so far as is reasonably practicable, for employees , a safer place of work, with safe access and egress from it;

	viii) 
	To provide, where appropriate, health surveillance for employees;

	ix) 
	To ensure that preventative screening and where necessary, actions are carried out to reduce the risk from biological agents such as Legionella and Legionnaires Disease.

	x)
	To provide and maintain all plant, machinery and equipment to ensure that it involves minimal risk to health and safety;

	xi) 
	To provide adequate facilities and arrangements with regard to welfare for employees at work;

	xii) 
	To report (where required) accidents and cases of ill health to the HSE and the LSC and to carry out internal investigations to try to prevent them happening again;

	xiii) 
	To monitor activities to ensure that procedures in place are being implemented and agreed standards are maintained;

	xiv) 
	To maintain adequate control of employees from organisations contracted to work on Centre premises on behalf of the Centre.

	xv) 
	To develop the 'safe learner' concept and embed it in the curriculum and Centre systems. Promoting risk education and awareness and the learning of health and safety as an integral part of learning.

	xvi) 
	To encourage and support the raising of standards and 'best practice' approaches, and to work in partnership with key stakeholders.

	xvii)
	To review the Health and Safety Policy at least annually and update it as and when necessary. Communication of any such changes will be made to all employees.


Signed: ________________________________  Chair of Chinese Centre

Date: ___________________________________











Inspected by _______________________

Sign: ______________________

Date: ______________________
Contact us:

For more information, please contact:

Emily Lam
Chinese Centre (North of England)

Waterloo Street

Newcastle upon Tyne

NE1 4DE

Tel:     
 
0191-230 3158
Email: 

emilylam@c-ict.co.uk           

Website:

www.c-ict.co.uk
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