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HEALTH & SAFETY POLICY 

 

THIS POLICY IS A GENERAL STATEMENT OF SAFETY 

IT SHOULD BE READ IN CONJUNCTION WITH THE APPENDICES AND THE 
CODES OF SAFE WORKING PRACTICE THAT ARE ISSUED BY THE VARIOUS 

AREAS OF THE COLLEGE 

All those responsible for learner induction, for example Heads of Departments, 
Heads of Schools, Programme Team Leaders and tutors, please bring the following 
points to the attention of learners(as found under the Arrangements section): 

3.1 ACCIDENT AND INCIDENT REPORTING 
3.18. FIRE 
3.19. FIRST AID 

 

USEFUL TELEPHONE NUMBERS 

College (General Enquiries) 01772 225000 

Emergency contact from a College telephone 5005 

Emergency contact from outside College +44 (0) 1772 225005 

Management intervention number 5999 

NHS helpline 111 

Health and Safety Executive 0300 003 1647  

College Duty Manager 5005/5999 

College Health & Safety Officer 01772 225083 
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INTRODUCTION 
 
This policy is in 3 sections: 
Section 1 General Health and Safety Policy Statement 
 
This section makes a general declaration based on obligations under the Health and 
Safety at Work etc Act 1974. 
 
This statement demonstrates the commitment of Preston College Corporation 
(hereafter called Preston College or ‘College’) to achieving the highest possible 
standards of health and safety protection for staff, learners and visitors.  
 
Section 2 Organisational Responsibilities and Safety Rules 
 
This section details the organisational responsibilities for implementing the policy. An 
indication is given to where day to day and overall operational responsibility rests for 
each aspect of the policy, i.e. what managers and employees are responsible for. 
The safety rules are for the attention of all employees. These rules are prepared in 
accordance with legal requirements and acknowledged safe working practices and 
must be followed by all members of Preston College staff. 
 
Section 3 Arrangements for Health & Safety  
 
This section is a collection of various arrangements and safe working procedures for 
ensuring health and safety across Preston College. Where applicable a more detailed 
policy can be found for each topic on the College intranet system.  
 
Preston College is committed to providing a safe and healthy working environment for 
all its employees and regards health and safety as a matter of the utmost importance. 
An effective policy enhances business performance, reduces injuries and ill health, 
protects the environment and reduces unnecessary losses and liability. 
We believe that a successful organisation must be, by definition, a safe organisation. 
Since we are committed to excellence it follows that minimising risk to employees, 
learners and visitors is inseparable from all other company objectives. Good safety is 
good business. 
 
Under the Health and Safety at Work etc. Act 1974, it is a legal requirement that 
Preston College should provide a safe working environment and ensure that all safe 
working practices are followed.  
 
Section 2(3) of the Health & Safety at Work Act, requires the College, as an employer, 
"to prepare and, as often as may be appropriate, revise a written statement of this 
general policy with respect to the health and safety at work of its employees and the 
organisation and arrangements for the time being in force for carrying out that policy 
and to bring the statement and any revision of it to the notice of all employees".     
                                               
As the employer, the Corporation Board carries ultimate responsibility for Health and 
Safety. 
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IN THE CASE OF PRESTON COLLEGE, THE PRINCIPAL IS CHARGED WITH THE 
DETAILED HEALTH AND SAFETY ARRANGEMENTS. 
 
This 2021/22 revision of the Preston College Health and Safety Policy, outlines the 
steps that will be taken to ensure compliance with the Health and Safety at Work Act 
1974, the Management of Health and Safety at Work Regulations 1999 and all other 
applicable health and safety legislation. The main requirement is for the College to 
ensure so far as is reasonably practicable that the staff, learners and visitors are not 
exposed to risks affecting their health and safety. 
 
This document is applicable to all members of staff, who should familiarise themselves 
with its contents and continually practise safe and healthy working methods. They 
should ensure that their colleagues and learners do the same. 
 
The policy is regularly monitored to ensure that the objectives are achieved.  It is 
reviewed and, if necessary, revised in the light of legislative or organisational changes. 
Any comments or suggestions regarding the content of the policy are welcome, and 
should be sent, in writing, to the College Health & Safety Officer. 
 
This policy, relevant procedures, documentation, guidance and forms/checklists are 
available on the College computer network. 
 
Data Protection information 
 
In implementing this policy and associated procedures, the College will ensure that 
any personal data relating to the application of this policy will be obtained, processed 
and destroyed in line with the principles outlined in the General Data Protection 
Regulations and supplementary enacting Data Protection Legislation. The College is 
committed to being transparent about how it collects and processes the personal data 
of its learners, employees, visitors and other stakeholders to meet its data protection 
obligations. The College will ensure all processing is lawful, fair and transparent and 
individuals are informed of the legal basis for processing their data. Further information 
relating to the College’s compliance of the General Data Protection Regulations can 
be found in the College’s Data Protection Policy.  
 
 
Lisa Keegan 
Health & Safety Officer 
May 2021 
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PART 2 – HEALTH & SAFETY POLICY 2021/22 
 
ORGANISATION FOR HEALTH AND SAFETY 

 

Every employee must co-operate with the College to ensure that it complies with the 
statutory duties requested of it.  The successful implementation of this policy requires 
total commitment from all members of staff.  Each individual has an obligation, both 
legally and morally, to take reasonable care for his or her own health and safety, and 
for the safety of other people who may be affected by his or her actions or omissions.  
Appendix IX identifies the names of the persons occupying significant Health and 
Safety roles in the College as described below. 
 
2.1   Preston College Corporation Board 

 

Preston College Corporation Board has overall responsibility for ensuring satisfactory 
standards of health and safety in the College and providing efficient management. 
 
2.2 All Employees 

 

All employees must: 
 

 Take reasonable care for the health and safety of themselves and other 
persons who may be affected by the way in which they carry out their work. 

 Co-operate with supervisory or senior staff to enable them to carry out their 
statutory duty.  

 Report to their supervisor or member of senior staff any situation, working 
practice or procedure that they know is potentially hazardous or which has 
been reported to them as such. 

 Report accidents or dangerous occurrences via the Accident/Incident 
Reporting system to the appropriate senior member of staff.  

 Use, and NOT misuse anything that has been provided for health and safety 
reasons.  

 Work in accordance with information and training provided. 

 NOT undertake any task unless authorisation has been given. 

 NOT undertake any task unless they have adequate experience, have been 
trained or are working under supervision. 
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2.3 Principal  

 

The Principal, as the person prescribed, has the duty to ensure effective management 
of the health and safety of all employees, learners and visitors using the College 
premises.  She may however, delegate the authority for carrying out the policy to 
senior managers of the College who are the recognised Safety Managers for their 
areas. 

 

2.4 Duty Principal/ Duty manager 

 

A member of College Management Team will be nominated to act as Duty manager 
at times shown on the Duty Manager rota, produced by the Principalship. At all other 
times, the Principal or her appointed deputy, will be available. The emergency contact 
numbers, 01772 225005/225999, diverts to the Duty Managers Mobile telephone 
whenever the College Reception is not staffed. 
 
2.5 Area Safety Managers (See Appendix IX for details) 

 

Heads of Departments, Heads of Schools and certain Curriculum Leaders are 
designated as the Area Safety Managers for their respective areas.  They have the 
duty to ensure the health and safety of all staff, learners and visitors within their areas 
of responsibility.  This responsibility extends to ensuring that suitable and sufficient 
risk assessments are undertaken on all work places and work activities prior to any 
activity commencing.  Information relating to risk assessment is covered in section 
3.41 and Appendix VII of this policy.  Adequate health and safety information, 
instruction and training must be provided by the Safety Manager (especially as part of 
the staff or learner induction process).  Safety Managers ensure that adequate liaison 
occurs between each other. This communication route exists to provide adequate 
cover for specific health and safety provision, and that there are no "loop-holes" in the 
overall arrangements for health and safety. Clearly, such liaison must communicate 
any course requirements - both the expectations of clients and the course deliverers - 
in a two-way process. See also 2.15, Local Area Safety Management. 
 
2.6 Executive Director Resources 

 

The Executive Director Resources is accountable for the internal and external fabric 
of College buildings, supported by the members of the Buildings and Facilities team. 
This includes the equipment, plant, systems contained within the buildings, and all 
necessary facilities to provide a safe working environment. The Executive Director 
along with the team is to ensure monitoring and testing, where appropriate, of all such 
facilities and equipment whether stationary or portable. The Executive Director is also 
accountable for the standards of accommodation of any buildings not belonging to, but 
used by the College, and all capital building developments that the College may 
undertake. 
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2.7 Teaching Staff 

 

Staff who are timetabled to be in charge of groups of learners are responsible for 
ensuring the safety of the learners under their supervision.  See section 3.45: 
Supervision of Learners.  
 
2.8 Health & Safety Officer 

 

The functions of the Health & Safety Officer include (the): 
 

 Development of procedures for implementing and monitoring College policy 
on Health and Safety matters; 

 Reporting to the College Safety Committee and executing policies on health 
and safety matters; 

 Development and implementation of procedures, with others, to ensure safe 
working practices across the College; 

 Providing health and safety information and detail to members of College; 

 Development and implementation of procedures for emergencies, accidents 
and evacuation policies; 

 Planning of staff training and updating programmes in health and safety 
across the College, in association with the Organisational Development 
Team; 

 Reviewing and monitoring College health and safety policies and practices; 

 Establishment and maintenance of health and safety information across the 
College; 

 Liaison with the College Human Resources Department; 

 Investigation of accidents and incidents as necessary and maintaining 
records and fulfilling the College's statutory obligation under The Reporting 
of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). 
 

2.9 Occupational Health and Welfare  

 

The College provides access, where required, to an Occupational Health and Welfare 
service, accessible via a referral process operated by the Human Resources 
Department. The primary role being the prevention of ill health at work.  This involves:  
 

 Preventing or reducing the likelihood of work related ill-health. 

 Detecting work-related ill health at an early stage in order to intervene. 

 Avoidance of work related aggravation of ill health in general. 
 
A dedicated staff Counselling Service is available to all College staff and their 
immediate family. Details of this service are available across college on noticeboards 
in staff areas and also can be obtained via the Human Resources team. 
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2.10 Estates Team 

 

The Estates Team are responsible to the Facilities/Estates Manager for managing and 
implementing statutory and non-statutory maintenance and testing procedures. The 
Estates Team utilise a system of statutory testing, maintenance and logging of 
equipment with minimum interruption to the on-going curriculum requirements. 
 
2.11 Radiation Protection Supervisor  

 

The Radiation Protection Supervisor (usually the manager for the work area) is 
responsible to the Safety Manager for ensuring that work with unsealed sources is 
carried out in accordance with any Code of Safe Working Practice for Ionising 
Radiation and associated Regulations.  
 
2.12 Control of Substances Hazardous to Health (COSHH) Co-ordinator 

 

The COSHH Co-ordinator for each area is responsible for setting-up a system for the 
recording of assessments and advises on all aspects of compliance with the 
regulations.  Additionally he/she keeps details of records held by individual areas as 
required by the regulations. In the event of an accident involving substances 
hazardous to health that requires medical treatment or is otherwise serious he/she will 
be involved in any subsequent safety review.  
 
2.13 Area Representative of Employee Safety  

 

The elected Area Representatives of Employee Safety act as a two way channel 
between employees and management in local health and safety committees, the 
College Health and Safety Committee meetings or for more urgent action to the Health 
& Safety Officer. See also Sections 2.14 to 2.16 below. 
 
To comply with the Health & Safety (Consultation with Employees) Regulations 1996, 
the College management will consult with elected representatives of employee safety, 
whose function is to: 
 

1. Make representations to College management on potential hazards and 
dangerous occurrences that affect or could affect the workforce.  

2. Make representations to the College management on general matters 
affecting the Health and Safety at work. 

3. Represent the employees in any consultation with Health and Safety 
Executive 

 
2.14 The College Safety Committee 

 

Constitution and terms of reference can be found in Appendix X 
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2.15 Local Area Safety Management 

 

Local Safety discussions, which may be part of regular team meetings/update 
sessions, are formed to ensure that each area of the College fulfils statutory duties 
relating to the management of health and safety at work.  The team will conduct 
meetings as required for their area. Its functions and responsibilities are to: 
 

 monitor and review existing codes of practice; consider the need for new 
safety measures in the light of legislation, current developments and College 
policy; 

 assist the area Safety Manager in: 
 
a) the dissemination of information and safety instructions; 
b) identifying training needs in relation to health and safety and liaise with 

the Health & Safety Officer;  
c) carrying out regular audits of practice and performance and in the 

assessment of the findings. 
 

 promote the teaching of health and safety within the department and the 
integration of safe working practices into the curriculum; 

 receive reports and complaints from members of staff via the Area 
Representative of employee safety and the recognised Union Safety 
Representative; 

 review reports of accidents/incidents involving staff or learners and to 
monitor trends; 

 provide reports based on the Local Safety Committee minutes which are 
presented to the College Safety Committee. 

 
2.16 Safety Representatives  

 

Under the Safety Representatives and Safety Committees Regulations 1977, the 
recognised Professional Bodies and Trade Union organisations may appoint Safety 
Representatives to represent their members on health and safety.  A current list of 
Safety Representatives can be requested from the Health & Safety Officer.  The 
functions of the Safety Representatives include the: 
 

 investigation of accidents and hazards; 

 investigation of complaints by members; 

 discussion of health and safety matters with management as part of the 
joint consultation process; 
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PART 3 – HEALTH & SAFETY POLICY 2021/22 

 

ARRANGEMENTS FOR HEALTH AND SAFETY 

 

3.1 Accident and Incident Reporting 

 

This policy outlines the procedures that are to be adopted when any member of staff, a 
learner, or a member of the public experiences an accident, incident or dangerous 
occurrence on the College premises.   
 
An accident is:  an unplanned event that may cause injury to persons, damage to property 
or a combination of both.  Examples include: a fall resulting in a fracture, incorrect operation 
of machinery leading to failure. 
 
Suitable information and training will be given to personnel regarding accident reporting.  
The person responsible for co-ordinating all accident/incident reporting is the Health & 
Safety Officer. 
 
Accident/Incident Forms:  It is important that not just accidents but all incidents including 
near misses are reported. Forms are available from all College Receptions, first aiders and 
via ERIC (Resources – Buildings & Facilities – Health and Safety – Accident Reporting – 
Accident/Incident Reporting Form).  Further supplies can be obtained from the Health & 
Safety Officer.  By analysing the returns common trends or obvious problems can be 
rectified. The procedure for reporting is outlined in Appendix I. 
 

 Where a first aider is needed/called: 
 

Where you require a first aider to attend to a casualty/patient, please dial the emergency 
number 5005 and state where the casualty is located and any details about the accident 
where this is possible.     The first aid form is completed by the first aider in attendance and 
handed in to the Health & Safety Officer and an investigation carried out where necessary.   
A manager may be requested to assist with the investigation.     Please note that College 
first aiders, under the First Aid at Work Regulations are not permitted to carry or dispense 
painkillers/medication.     The Health & Safety Officer is to investigate and report to the 
Health and Safety Executive where necessary.  
 

 Where a first aider is not needed/does not attend 
 

It is the responsibility of the affected person (staff member) to ensure that the Accident 
Report Form is completed and sent to the Health & Safety Officer as soon as possible.  In 
the event that the affected person is unable to complete the Report Form, he/she may 
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explain the circumstances of any incident to their Tutor or Line Supervisor/ Manager as 
appropriate, who must complete this form on their behalf. 
 
The reason for the collection of this data (even where a person may feel the injury does not 
warrant first aid treatment) is so that an investigation can be carried out to prevent 
recurrence and to allow necessary incidents to be reported under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations (RIDDOR). 
 

 Incident, for example, theft, motor damage, vandalism, violence etc 
 

These incidents must be reported on the Incident Report Form.  All forms are to be handed 
in to the Health & Safety Officer who will investigate and involve the relevant personnel. 
 
Legislation requires that all motor vehicle damage/accidents involving college vehicles must 
be investigated by our insurance company within 15 days hence immediate reporting is 
crucial.  
 

 Near miss  
 

All near misses/dangerous occurrences can be reported by any means. A near miss can be 
described as an accident which almost happened, or an unplanned event which does not 
cause injury or damage but could do so. 
 
Preston College needs information about near misses to make sure that the appropriate 
action is taken to reduce injury and ill health and to promote the care and well being of all 
its employees, learners, visitors, contractors and members of the public. 
 
All forms can be found on the College Intranet system.  
 
3.2  Action in the Event of an Emergency (General Instruction) 
 
Owing to the wide variety of activities that are undertaken within the College and the complex 
layout of the buildings, it is not possible to compose a single set of valid and detailed 
instructions to cover all situations that may arise. 
 
For this reason each area may have its own emergency instructions and these should be 
contained within the Area Code of Safe Working Practice. 
 
However there are certain points that apply to all emergency situations. 
 
In the event of an Emergency during times when Reception is staffed, dial 5005 from a 
college telephone.  Inform the Receptionist, giving an indication of the nature of emergency, 
including the exact location of the incident. The Receptionist will summon the appropriate 
Emergency Response, Emergency Services or first aider. 
 
During times when Reception is not staffed dial 9-999 on any College telephone and inform 
the operator of the emergency services required, i.e. fire, police or ambulance.  Ensure the 
exact location of the incident is specified, i.e. Campus, building, room number, nearest 
entrance, etc. 
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3.3  Animals 

 

No animal of any kind is allowed on College premises other than those specifically 
authorised for educational purposes, and guide/support animals. 
 
3.4  Catering and Vending 

 

The College will ensure that employees, learners and visitors have reasonable access to 
hot and cold food and drinks during normal hours, through the provision of snack and drinks 
vending machines and/or a staffed refectory. The person responsible for the implementation 
of this policy is the Facilities Manager. 
 
3.5 Children (who are not learners) 

 

College buildings are not designed for young children and there are many hazards contained 
within.  If staff or learners bring children with them on the College premises, they are 
responsible for supervising them during their time on site and ensuring that they remain safe 
and do not endanger themselves or others.  Children must not be allowed in practical areas 
unless undertaking an organised College activity.  
 
3.6 Codes of Safe Working Practice 

 

Each area of the College has Health and Safety requirements that are particular for that 
area. This is due to the fact that hazards differ from area to area.  Consequently, each area 
should have, if deemed necessary, produced its own unique "Code of Safe Working 
Practice".  The instructions contained in the Codes should include references to any 
statutory or non statutory regulations and should be used to supplement the instructions and 
information contained in this document. 
 
3.7 Contractors 

 

As site occupiers, the College will plan, co-ordinate, control and monitor the activities of 
contracted companies to effectively minimise the risks presented to employees, other 
persons on site and members of the public. Contractors must report to the Estates office on 
arrival, where they will be issued with an Authorised Contractor badge.   
Further information is contained in Appendix IV: Contractors. 
 
3.8 Disabled Persons 

 

The College aims to provide full and fair opportunity for employment for all applicants and 
to ensure, through training and practical assistance where required, their continued 
employment and promotion.  Employees who become disabled will be accorded every 
reasonable opportunity for maintaining their position or for retraining if appropriate. 
 
The College’s health and safety policy has been prepared to ensure a safe and healthy 
environment for all persons (employees, learners, visitors and members of the public).  It 
recognises that those persons who require extra equipment, facility or assistance, both 
routinely and in an emergency, will have such needs met were reasonably practicable. 
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Any person who may require assistance in an emergency evacuation should, in co-operation 
with the College line management, have a personal emergency evacuation plan (PEEP): 
see Appendix XI.  
 
3.9 Display Screen Equipment (DSE)  

 

The College will ensure that any risks associated with the use of this equipment are reduced 
to a minimum. Further clarification can be obtained from a line manager, supervisor, or the 
College Health & Safety Officer. 
 
All persons using computers need to be aware of the safe use of a computer workstation.  
This requirement forms good working practice as well as being a legal duty. 
Specific DSE learning packages have been installed on the College Staff Training and 
Induction site to provide basic training and to assess computer users in the health and safety 
requirements of display screen equipment (the first being DSE training and the second being 
the DSE risk assessment).   
 
The packages contain simple well-presented messages in the form of a self learning and 
assessment package that takes about 30 minutes to complete.  All staff who are computer 
users are required to complete the course and the self-assessment, which considers the 
risks associated with their workstation, as part of the annual package of mandatory training.   
The results of the assessment should be recorded and shared with the College Health & 
Safety Officer to evaluate as necessary. Where required, the line manager must work with 
the staff member to address any concerns and provide any necessary information. This can 
be completed with the assistance of the Health & Safety Officer.  
 
A DSE ‘user’ is defined as an employee who habitually uses display screen equipment as a 
significant part of his/her normal work  
 
The Health and Safety (Display Screen Equipment) Regulations 1992 require employers to 
provide employees who are identified as "users" with an "appropriate eye and eye sight test" 
on request. An eye and eye sight test for users of DSE can be arranged via the College 
Health & Safety Officer for staff who meet the defined criteria and are classed as a ‘user’.  
An employee who wishes to have an eye test must have carried out a recent DSE risk 
assessment and asked their line manager to forward confirmation of their ‘user’ status.   
Upon approval a voucher will be issued for use at a nominated optician (currently 
Specsavers).  The College is responsible for the provision of basic glasses, providing that 
the optician confirms they are needed solely for display screen work (subject to a fixed cost).  
  
3.10 Disposal of Unwanted Substances 

 

The College Facilities Team is responsible for the safe disposal of any unwanted chemicals 
or other hazardous materials in accordance with the Hazardous Waste Regulations.  
Arrangements regarding this facility can be obtained from the Team. 
 
3.11 Drugs or Alcohol 
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Non-prescribed drugs or alcohol are not to be brought on to College premises. Prescribed 
medication may be permitted subject to the Colleges Drug and Alcohol policies.  Separate 
policies exist for learners and staff. 
 
3.12 Duty Principal/Duty manager 

 

The duty manager, who is appointed on a rota basis, is based at the Fulwood Campus and 
is available to deal with day-to-day issues that may require authority.  
 
During the daytime this role is fulfilled by the Principalship, and during the evenings by the 
on call Duty Manager. Details of the Duty Manager duties are available in a folder at main 
reception.  
 
The College has an internal Management emergency number (5999) which should be used 
to call for Management intervention at any time. 
 
The role of the Duty Manager exists exclusively to deal with those occasional “emergencies” 
(caused by, for example, extreme weather conditions, major power cuts etc.) which would 
otherwise be dealt with by the Principalship. The principal is not expected to be involved in 
routine matters. There are existing “call out” arrangements operated by the Estates staff of 
the college which may not directly affect the Duty Manager. Similarly, the duty manager 
does not represent an additional First Aid facility.  
 
Any issues that require an executive decision to be made should be referred to the Principal. 
The College emergency contact number diverts to the Principal’s mobile phone whenever 
the Reception is not staffed. 
 
The College’s emergency phone number is:  (01772) 225005. 
 
Where staff are sufficiently concerned by any non-routine occurrence, the Principal should 
be contacted on the above College emergency telephone number. 
 
Note: The Principal may not be actually present on site. However, once contacted, the 
Principal will be in a position to deal with matters, either in person or via the telephone. 
 
3.13 Electrical Equipment and Services 

 

Safety Managers must ensure that arrangements are made for new mains electrical 
equipment to be registered with the person responsible for the Electrical Logs.  This 
registration will prompt an electrical inspection and testing of the equipment. All electrical 
apparatus and equipment is checked periodically for safety by a competent person. Liaison 
with the Facilities team will ensure that the all areas of the College comply with this 
requirement.  
 
Electrical distribution throughout the College conforms to the current Institute of Electrical 
Engineers Wiring Regulations (BS7671).  All requests for modifications must be made to the 
Estates Team who are solely responsible for any such modifications. 
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3.14 Equipment 

 

Items of equipment which may contain inherently dangerous parts or be recognised as 
having particular hazards but are not owned by the College are only allowed onto College 
premises if it can be shown, to the satisfaction of the Health & Safety Officer or a member 
of the Estates Team, that they are maintained and can be operated in a safe working 
condition.         
 
Additional note:   Aviva Insurance are the chosen insurance provider for Preston College 
and as such may request certain pieces of equipment are not permitted onto site or they 
may require a more comprehensive level of cover to protect against use/misuse/damage 
etc. Please forward any enquiries to the Executive Director of Resources. This additional 
requirement extends to College owned equipment, equipment not owned by the College, 
leased equipment (which should have its own cover from the lender but the College may 
also need to cover) and any equipment brought in where a hire facility is offered.  
 
3.15 Equipment Operating Overnight 

 

A large number of appliances and items of plant operate continuously, the locations of which 
are managed by the Estates Team.  Occasionally, however, it is necessary to have plant or 
equipment operating temporarily overnight or at weekends.  In these cases, it is essential 
that the member of staff responsible for operation of the plant or equipment informs the 
Estates Team of the location and likely duration of operation of the equipment, and in 
addition leaves clear written instructions on or adjacent to it.  This should detail the 
procedure to be followed in the event of an emergency or an interruption of any of the 
services.  Members of staff with Learners who may need to leave equipment operating 
overnight should ensure that this instruction is clearly provided to them.  
 
3.16 Evening Classes  

 

There are occasions when staff members and learners may be in attendance during the 
evening and/or at weekends (primarily for teaching) and may require the use of plant, 
equipment or materials provided by the College in particular areas.  It is possible in these 
circumstances that the learners will not be entirely familiar with their use.  It is particularly 
important, therefore, that teaching staff in charge of such courses ensure that sufficient 
information, instruction, supervision and training are given, over and above that necessary 
for normal day-to-day classes, and that procedure is followed in the event of any emergency. 
 
3.17 Finance 

 

The College will provide adequate resources to meet the needs of health and safety 
requirements.  Where the funding is related to departmental needs the allocation will be 
inbuilt within the departmental budget.  Funding for items such as first aid equipment will be 
managed centrally. 
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3.18 Fire 

 

Fire Action notices are available in all buildings and Fire Actions are covered as part of 
inductions for both staff and learners 
 
Any person discovering a fire should: 
 

 Operate the nearest alarm 

 Dial the appropriate emergency number (5005 or 9-999) to call for assistance and 
speak to an operator.  Be precise when giving the location of the fire 

 Shout for assistance; if trained in the use of and if it is safe to do so put out the fire 
ensuring use of the correct fire extinguisher 

 Leave the building quickly and calmly and do not stop to collect personal 
belongings.  Where possible, close doors and windows behind you as you leave.  

 Report to the designated Assembly Points as displayed at final escape routes. 
 
Any person hearing the fire alarm should: 
 

 Leave the building quickly and calmly and do not stop to collect personal 
belongings 

 Where possible close windows and doors 

 Not use lifts 
 

Any person with mobility restrictions or unable to use the stairs should go to, but not obstruct, 
the stairway in the event of an emergency and await rescue.  The fire marshal for the area 
should be made aware of this arrangement. Evacuation chairs are available in all College 
buildings. 
 
Assemble at the Assembly Point making a note of anyone missing and inform the building 
Fire Officer.  Persons should not leave the Assembly Point until told to do so 
Do not re-enter the building until told to do so by either the Fire Officer or the person with 
authority (member of the fire service).  
 
In attempting to put out a fire it is essential to use the correct extinguisher.  Use of the wrong 
type of extinguisher can increase the hazard and increase the danger to the operator.  Each 
fire extinguisher has a label on or near to it, indicating the type of fire that it can safely 
extinguish.  All corridors and staircases are to be kept clear of anything which is likely to 
cause fire or accident, or impede progress in the event of an emergency evacuation. 
 
Ideally all material should be removed from the corridors, especially in ‘dead end’ areas.  If 
any furniture, e.g. a filing cabinet or cupboard, is on a corridor, even on a temporary basis, 
it must be kept locked. 
 
All vision panels in doors must be kept clear so that in the event of an emergency the 
occupancy of the room can be determined.  
 
Fire Marshals have been appointed to cover floors of various buildings.  Staff and learners 
must act on instructions from them. 
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Areas are protected by automatic fire detection.  Before undertaking any work involving heat, 
dust, flame or sparks, a Permit to Work authorisation must be obtained from a member of 
the Estates Team. 
 
All employees must undertake mandatory fire training on a regular basis. A computer based 
fire training package is available to all College employees as part of the College Staff 
Training and Induction site to provide basic training. This must be completed on a minimum 
annual basis.  
 

3.19 First Aid 

 

Preston College operates a rota system for the availability of first aid cover.  If any incident 
requires a first aider, reception should be contacted on 5005, giving as many details as 
possible.  
 
The first aider on duty is equipped with a first aid bag and additional first aid boxes may be 
positioned throughout the College.  Supplies of first aid equipment may be requisitioned 
from the Health & Safety Officer by the College First Aiders only.  If a first aid room is required 
at the Fulwood Campus, it should be possible to find a quiet room for casualties in the vicinity 
of the call out where casualties can rest and be comforted if necessary. 
 
The Health & Safety Officer must be informed immediately in the event of a staff member or 
a learner being taken to hospital. This is to fulfil the statutory duty to report under the 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). 
Further advice regarding the reporting on accidents may be obtained from the Health & 
Safety Officer. 
 
In the event of the spillage of blood or other body fluids the person responsible for cleaning 
the area should use the appropriate "spil-pak" that contains protective clothing, cleaning 
materials and a disposal bag. This person responsible is generally the first aider. However, 
for other cleaning operations a member of the cleaning staff may be involved.  There is a 
locked storage bin fixed to the wall in the Yard between Earnshaw and Hirst which is to be 
used for the storage of clinical waste sacks (only) that are awaiting collection.  The key is 
kept with Estates.  Access is confined to authorised persons including first aiders and the 
person who collects the clinical waste sacks.  See Appendix II for guidance regarding Blood 
Borne Infection in the workplace and Appendix I for guidance on transportation to hospital. 
 
3.20 Flammable Materials 

 

Compliance with the statutory requirements relating to petroleum products, flammable 
liquids and gases, and liquefied petroleum gases are the responsibility of the Health & Safety 
Officer who should always be contacted for advice when the introduction of any of the above 
into an area is being contemplated. 
 
3.21 Handling and Transportation of Cash 

 

The handling and transportation of cash should be carried out in accordance with the 
principles set out in the Financial Regulations. Guidance on specific procedures to be 
followed in individual circumstances will be given by the Finance Department. 
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3.22 Health Screening 

 

The College provides a health screening service where required for employees.  Details can 
be obtained from the College Human Resources Department. 
 
3.23 Housekeeping 

 

A tidy workplace is a safe workplace and as such all working areas must be kept clean and 
tidy to minimise the risk of fire and tripping/slipping accidents.  Drinks and foodstuffs etc 
should ideally be consumed in the dining areas and should not be carried across the College 
campus unless in a covered container. 
 
Except when special arrangements are made, an individual creating any hazard must 
restore the situation when the work has been completed or at the end of the activity, 
whichever is sooner.  Excess materials that are toxic or a fire hazard must be returned to a 
storage area as soon as possible.  Under no circumstances should flammable materials be 
stored in unauthorised areas particularly under stairs. 
 
3.24 Induction of New Employees 

 

The requirement for Health and Safety training to new employees is highlighted in general 
induction training which includes an overview of the management of health & safety within 
College. It is essential that all staff are aware of the safety culture of the College, operate 
safe systems of working and follow College procedures. Information regarding health and 
safety will be provided to all employees, including full and part-time, temporary and casual 
staff to enable them to work safely. It is the duty of all Safety Managers to ensure that this 
training is provided to a suitable level and within an acceptable timescale. 
 
3.25 Insurance 

 

The College insures all employees, learners and members of the general public against all 
its legal liabilities. Any College equipment that is taken off-site should be identified and the 
individual’s manager should be informed before the event. 
 
The College does not have any insurance to cover the use of staff vehicles that are not 
owned by the College.  Anyone who uses their own vehicle for College business, including 
travel to and between off site locations, must arrange for their own insurance to cover this 
type of use. 
 
3.26 Lasers 

 

All persons involved in the use, service and maintenance of lasers, laser systems and laser 
pens must be aware of the associated hazards, and reduce any potential risks to the lowest 
possible level. 
 
3.27 Learners Attending Residential Events 
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The planning and organisation of residential events and courses will involve the following 
considerations: 
 

 That liaison is established with the managers of the residential premises and they 
are aware that they are responsible for the health and safety of all persons on their 
premises. 

 Where practicable the organiser is to visit the site and make a detailed risk 
assessment. 

 Details of the course planning forms to be forwarded to the Health & Safety Officer 
within the designated timescales. 

 A code of conduct agreement is to be read and understood by learners. 

 Information and details of the course to be forwarded to parents/legal guardians of 
learners concerned. 

 
A checklist to assist organisers of ‘out of College’ activities can be obtained from the College 
intranet (see 3.35). 
 
3.28 Learners on Work Experience/Placement (non-residential) 

 

All reasonable steps will be taken by the College to secure the health and safety of learners 
on work experience/placement. The degree of supervision will depend upon the type and 
age of learner and the hazards of the work location. The Health & Safety Officer will provide 
guidance regarding the legal obligations and safety of learners.  
 
3.29 Lifting and Handling 

 

In consultation with employees or their representatives, an assessment of manual handling 
activities will be carried out by competent persons. The College will work to eliminate manual 
handling risks wherever possible, risks will be reduced to the lowest level reasonably 
practicable where they cannot be eliminated. Training is available for staff as required. 
 
3.30 Lone Working 

 

Working alone is not illegal but can bring additional risks to a work activity. Further guidance 
is contained within Appendix V.  Apart from staff being sure that they are capable of doing 
the job on their own, the three most important things to be certain of are that: 
 

 the lone worker has full knowledge of the hazards and risks to which he or she is 
being exposed 

 the lone worker knows what to do if something goes wrong 

 someone else knows the whereabouts of a lone worker and what he or she is 
doing. 

 
3.31 Machinery and Equipment 
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The College takes all reasonable steps to ensure the safety of all persons who are working 
on or near machinery. Should members of staff have any problems relating to machine 
safety they should immediately inform a responsible person (usually a line manager) so that 
steps can be taken to remedy the situation promptly. 
 
All persons who use work equipment will have available adequate health and safety 
information and, where appropriate, written instructions relating to the use of the equipment. 
 
3.32 Mobile Phones 

 

The following points of advice and guidance may help the mobile phone user (when driving): 
 

 When making or receiving calls from a vehicle use hands-free equipment if 
available.  Calls must only be taken/made when the vehicle is stationary and the 
engine stopped.  

 Only use the mobile phone when it is absolutely necessary to do so and do not 
use for longer than is strictly necessary. 

 When calling another mobile phone user, always ask whether it is safe to speak. 

 Before switching a phone on, consider whether being in touch is so essential that 
you need to compromise your safety and that of others. 

 Never look up numbers or attempt to take notes while driving even if using a hands-
free phone. 

 Encourage colleagues to consider your safety first and to place non-urgent calls to 
an answering service or to take messages on your behalf rather than giving your 
number to a third party. 
 

3.33 Noise Control 

 

Whilst the College will take all reasonable steps necessary to reduce the harmful effects of 
noise at work, the successful implementation of the policy requires co-operation and 
feedback from all members of staff. 
 
3.34 Obstructions 

 

All corridors, stairwells and other walkways will be kept clear of obstructions. Temporary 
obstructions are to be notified to a member of the Estates team who will arrange for suitable 
barriers and illumination during periods of darkness if considered necessary. 
 
3.35 Out of College Activities 

 

When learners are taken off-site for extra curricula activities, the visit must be approved by 
the member of staff’s line manager.   The Out of College Checklist form (found on the 
College intranet) must be completed and forwarded to the Executive Director of Resources 
for health and safety and insurance purposes.  
 
To gain approval for any out of college activity, the activity leader is to forward the checklist 
via his/her line manger to the Executive Director of Resources at least two weeks prior to a 
local or national event taking place, four weeks prior to an overnight trip or eight weeks prior 
to an International trip.  
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Guidance notes and a separate checklist are available online via ERIC. The purpose is to 
assist any member of College staff to fulfil their health & safety duties whilst working out of 
College and on College business.  
 
3.36 Outdoor and Peripatetic Workers 

 

Where employees are required to work outdoors or at locations away from their normal base, 
the College will ensure that, so far as reasonably practicable, all steps are taken to ensure 
their safety and health. 
 
It is the duty of the employee to carry out the activities in the way which the risk assessment 
has shown to be best, to control the risk and to comply with any safe systems of work and 
standard operating procedures.  Where there is any doubt about the employee’s ability to 
work to these agreed methods, owing to the nature of the particular location of the activity, 
work should not commence until the situation has been reported to, and reviewed by the 
Safety Manager, and a specific system of work has been prepared. See also ‘3.30 Lone 
Working’ 
 
3.37 Permits to Work 

 

As part of the duties under the Health and Safety at Work Act 1974 the College has permits 
to work for the following work activities: 
 

 Hot work: this includes on site welding, cutting and grinding, hot tar work and paint 
stripping. 

 Entry or working in confined spaces 

 Major electrical work 

 Working at height: Including roof work or other work at a height where a fall may 
occur (including working excavations) 

 
The College will introduce new or modify existing permits as necessary following any review. 
The permit to work system applies to all work carried out on College sites, and to all 
employees, visitors or contractors. The person responsible for implementing the policy is the 
Facilities Manager. 
 
The College will, in consultation with employees and their representatives: 
 

1. Plan the work to be carried out and consider the potential risks; 
2. Ensure that chosen contractors provide method statements for the tasks; 
3. Determine the need for a permit to be issued; 
4. Determine the equipment needs and make available the equipment; 
5. Review permit operations periodically and modify as necessary. 

 
3.38 Pregnancy 

 

 All female staff are to be informed of this policy on recruitment. See Appendix VI 
for procedure and guidance. 
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 If an employee of the College is either pregnant or a ‘new’ mother (that is a woman 
who has given birth within the last six months or who is breast feeding) she is, by 
law, required to advise her manager in writing. This enables the College to take 
steps to eliminate or reduce any risks.  

 This policy applies to all staff who have advised their manager, in writing, that they 
are pregnant or a ‘new’ mother. 

 On receipt of a formal notification of pregnancy, recent birth or breast-feeding, the 
line manager will review the risk assessments relevant to that person’s work. 

 For any risks to which the pregnant or new mother is potentially exposed, and 
which represents an additional risk because of the pregnancy, recent birth or 
breast-feeding, efforts will be made to reduce the risks. Particular note will be made 
of any representations made by the woman’s medical advisors. 

 Following action to reduce the risks, the risk levels will be reassessed. If they 
remain significant, the pregnant or new mother will be reassigned to other work for 
which the risks have been assessed as not significant. 

 If it is not possible to reassign the worker to low risk work, she will be placed on 
paid leave until either she ceases to be a pregnant or new mother, or suitable 
alternative work may be found. 
 

3.39 Procedure in the Event of a Lift Failure  

 

In the event of a lift failure, dial 5005 and explain the circumstances to the Receptionist, who 
will contact a member of the Estates team. If you are trapped in a lift, sound the alarm.  A 
telephone link may be available within the lift.  Do not use a lift if you are on your own out of 
College hours.  Anyone who hears the alarm should dial 5005 and inform the Receptionist 
of the problem. 
 
3.40 Protective Clothing & Equipment  

 

Staff and Learners are required to wear appropriate clothing for the areas in which they work 
and where identified as a requirement by risk assessment, to ensure that appropriate 
protective clothing is used. It should be noted that protective clothing should only be used 
when all other attempts to remove or reduce the hazards and risks have proved 
unsatisfactory. 
 
It is the responsibility of Safety Managers to ensure that staff are provided with, and wear, 
protective clothing where it is necessary, and for staff to ensure that learners provide or have 
access to and wear protective clothing as appropriate. 
 
Because of potential allergies to latex, protective equipment (e.g. gloves) made from or 
containing latex will not be used in College. Alternative products should be sourced and 
used. 
 
3.41 Purchasing Policy 
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All items including equipment purchased by the College will comply with the relevant 
statutory and non-statutory health and safety requirements.  Where particular risks are 
involved, a competent person will make a full assessment before the items are obtained, 
and before they are used.  Material Safety Data Sheets relating to substances are to be 
obtained from the suppliers in order to assist in the assessment and to determine whether 
a special code of working practice is required. 
 
3.42 Risk Assessment 

 

In addition to the assessment of specific hazards, Regulation 3 of the Management of Health 
and Safety at Work Regulations 1999 (MHSWR) requires that a formal risk assessment is 
carried out to determine the risks associated with general working locations and activities.  
The Safety Manager will undertake the duty of ensuring that risk assessments are 
completed, acted upon and reviewed as necessary.  Further information is contained in 
Appendix VII and on the College computer network.  
 
3.43 Roadways and Parking Areas 

 

Roadways, footpaths and parking areas will be kept free from obstructions and holes as far 
as reasonably practicable. Where temporary obstruction is unavoidable, a substantial barrier 
at least 1.2 metres high must be provided to enable the hazard to be seen from inside a car.  
Barriers and speed humps will be visible when the College is in operation at night.  Drivers 
must comply with the Parking Regulations of the College, particularly the requirement to 
keep access clear for Emergency Services and goods vehicles.  The maximum speed on all 
College premises is 10mph.  See Appendix III Car Park Regulations. 
 
3.44 Smoking 

 

Smoking, of any form (including the use of electronic cigarettes) is not permitted in any area 
of the College, except for the smoking shelters. Temporary designated areas may only be 
approved by the Principal.  
 
3.45 Supervision of Learners 

 

During formal and informal classes, the health and safety of learners is the responsibility of 
the member of the teaching staff and other designated persons authorised to be in charge.  
The amount and nature of the supervision required to discharge this responsibility will 
depend upon the degree of potential hazard involved in the work and on the maturity and 
experience of the learners. 
 
The teacher or tutor must make the assessment to decide upon the level of supervision 
required, and the duty of care in relation to safeguarding and promoting the welfare of the 
learner. Learners must: 
 

 know and comply with the correct procedures for emergency evacuations, first aid 
and the reporting of accidents and incidents. 

 be provided with the necessary safety instruction and information, supervision and 
training. 
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 know and comply with the correct procedures for the use and storage of potentially 
hazardous materials, substances or plant, etc.  

 use the appropriate protective equipment, clothing and materials. 

 use machinery, plant or equipment only with the correct safety precautions in 
operation. 

 
It would be appropriate for learners to receive much of this information at the beginning of 
each term.  Technicians and non designated persons may be required to be involved in any 
emergency procedures, but will not be expected to supervise groups for prolonged periods 
in the absence of the teacher. 
 
Where a learner is undertaking a project, or similar work, it is the responsibility of the 
member of staff who has assigned the project to inform the learner at the start of any 
potential hazards that might arise during the work (other than those which the learner should 
reasonably be expected to anticipate) and of the protective equipment/clothing, safe 
systems of work, etc. required, and to ensure that any member of staff supervising a group 
of project learners is similarly informed. Learners must be informed about the key risks to 
their safety and how to control the associated hazards.  
 
On some occasions the supervisor may leave a group of learners, or a single learner working 
on a project, unsupervised directly by him/herself if, in the considered opinion of that member 
of staff, it is appropriate to do so in view of the work being carried out and the type of learners 
who are doing it.  However the supervisor may only leave the learner(s) where it is essential 
so to do, and the duty of care still rests with the supervisor. 
 
Where learners are present in situations other than those under the control of a supervisor, 
e.g. Learning Zones, Food Court areas etc., the responsibility for their health and safety lies 
with the person in charge of that area or activity. 
 
There are some areas in the College that are not used by learners and to which they are not 
allowed entry.  These are restricted areas and are kept locked when not in use: keys are 
available only to authorised staff. Such areas include sub-stations, battery rooms, plant 
room, chemical stores, cleaner's store, and boiler rooms. 
 
There are a number of areas within the College that are not used by learners unless 
accompanied by a member of staff.  They are supervised areas and may be marked as 
such.  Supervised areas are kept locked when not in use and keys are available only to 
authorised staff.  Such areas include laboratories, workshops, prep rooms, machine rooms, 
etc. 
 
Departments will produce "local" rules regarding safety supervision in any Codes of Safe 
Working Practice that are produced.  These rules may be tailored to suit particular situations, 
provided the overall requirements of the proceeding paragraphs of this section are 
maintained. 
 
3.46 Suspect Packages 
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Any parcel, package or other such article that appears to have been inadvertently left in a 
building should be treated as a suspect package.  The person discovering a suspect parcel 
or package should immediately make local enquiries as to the owner - no attempt should be 
made to touch or remove the package.  If after enquiries it is still considered to be a suspect 
package, Reception should be contacted on the emergency number 5005.  They will 
immediately contact the Principal or Duty Manager who will decide what further action is 
required.  See Appendix VIII regarding bomb threats and suspect packages. 
 
3.47 Usage of a Specialist Area (General Instruction) 

 

Any person using a specialist area, e.g., Laboratory, Workshop, Computer Room, etc., for 
teaching subjects that do not require the facilities of the specialist area, should liaise with 
the Head of School prior to the area being used to ensure that no significant hazards remain. 
 
3.48 Vehicles of the College 

 

College vehicles are controlled by, and operated through the Facilities Team.  Any member 
of staff using a College vehicle, or a vehicle hired by the College is required to provide 
certain log details and complete specific safety checks before the vehicle is used. These 
requirements, which vary with the type of vehicle, are contained within a document available 
via the Facilities team. 
 
3.49 Visitors and members of the public 

 

The College recognises its responsibility for the health and safety of all persons who visit 
the premises and provides insurance in the form of public liability insurance cover.  It is 
essential that all visitors report to the relevant reception area on arrival for safety and security 
reasons.  Visitors will be issued with a visitor's pass which must be worn at all times whilst 
on site. Visitors will also be required to observe the health and safety requirements of the 
College.  
 
The campus at Fulwood is an open site and it is common practice for members of the public 
to make use of our facilities. This use would include, but is not restricted to, gym 
membership, advice centre visits, attendance at hair or beauty salons, attendance at 
organised third party events etc. Each area has systems in place to control risks to visitors, 
such as membership cards for the gym, visitor passes for main college, appointment 
schedules for hair and beauty salons. 
 
The College is committed to ensuring the safety of these visitors/members of the public and 
as such, the same levels of health and safety control, as identified in this policy, are applied 
to these categories of campus users.   
 
3.50 Washroom and Toilet Facilities 

 

The College recognises the need to provide a safe working environment and that this 
includes the provision of sufficient washing and sanitary conveniences, this includes 
adapted facilities in appropriate places across college. 
 
The person responsible for the implementation of this policy is the Facilities Manager. 
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3.51 Waste Disposal 

 

This College is committed to ensuring the health, safety and welfare of its employees and 
of others who may be affected by the waste materials which result from our work.  The policy 
is to arrange for the disposal of all waste products regularly, safely and in accordance with 
statutory requirements, notably the Hazardous Waste (England & Wales) Regulations 2005. 
The person responsible for the implementation of this policy is the Facilities Manager. 
 
3.52 Working at Heights 

 

Any work carried out above floor or ground level is potentially dangerous and is subject to 
the Working at Height Regulations 2005.  If work at height is unavoidable, the correct access 
equipment should be used. The use of tables or chairs, etc. is not acceptable.  Where 
ladders or stepladders are used, a visual inspection should be carried out before use to 
ensure the safety of the equipment, which should then only be placed on a firm, level non-
slippery surface.  If this latter requirement cannot be complied with, the ladder should be 
secured wherever possible during use.  Ladders and step ladders of the College are 
registered and inspected on a regular basis. 
 
3.53 Working Time 

 

The College complies with the requirements of the Working Time Regulations 1998, and 
any subsequent amendments.  Further information regarding this can be obtained from the 
Human Resources Department. 
 
3.54 Young Persons 

 

All work undertaken within the College is subject to risk assessment and suitable 
preventative and protective measures are to be put in place.  As young persons (under 18 
years of age) are acknowledged as being at particular risk, an additional and specific effort 
may be required to ensure that their work is subject to adequate risk assessment. 
 
Where work has already been subject to a formal risk assessment for adult employees, it is 
sufficient to review the risk assessment taking care to ensure that the specific vulnerability 
of young persons is taken into account. 
 
Where children (under the age of 16 years) work within the organisation, typically for work 
experience, their activities shall be agreed in advance of commencement and subject to a 
risk assessment and/or review of the existing risk assessments.  A summary statement of 
the work, any risks and appropriate precautions shall be completed and made available to 
parents, guardians, schools etc. as appropriate. 
 
Records shall be kept of induction training, skills training, risk assessments and the detailed 
arrangements for supervision. 
 
The College Safeguarding Policy is regularly reviewed to comply with legislation. The policy 
can be found on the College network. 
 
3.55 Pandemics 
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Preston College will maintain an adaptable approach to current guidance and will put 
measures in place to manage the risks.  
 
Safety guidance and a College wide risk assessment will detail specific arrangements and 
designated responsibilities for managing all aspects of the Colleges operations. 
 
College wide risk assessments will be regularly reviewed and available on the College 
website.  
 
3.56 Safeguarding and Prevent 
 
Preston College recognises its statutory and moral duty to promote and secure the welfare 
of its learners and staff, adopting a risk based approach to safeguarding, which assures the 
highest possible level of safety for learners and the most positive impact on learning. This 
includes our obligation under the Prevent Duty (September 2015) to have due regard to the 
need to prevent people from being drawn into terrorism. This policy applies to all learners, 
staff, governors, volunteers, contractors and visitors. 
 

The Safeguarding and Prevent Policy can be found on the College Website. 
 
3.57 Remote Working 
 
Preston College recognises that remote working can often be beneficial and practical for 
both staff members and the College, whilst providing flexibility. There is a procedure in place 
that will set out the College’s approach to occasional remote working and how to request a 
period of remote working. Requests for remote working will be considered in conjunction 
with any necessary Health & Safety and/or IT requirements. Remote working requests can 
be made via Heads of School/Department. 
 
3.58 Mental Health  
 
Preston College recognises its duty of care and will take all reasonable steps to support our 
Employees health, safety and wellbeing. This will include ensuring working environments 
are safe, protecting staff from discrimination and carrying out risk assessments. We will 
continue to offer an environment where staff are able to talk openly and freely about mental 
health. 
 
DATA PROTECTION STATEMENT  
 
In implementing this policy and associated procedures, the College will ensure that any 
personal data relating to the application of this policy will be obtained, processed and 
destroyed in line with the principles outlined in the General Data Protection Regulations and 
supplementary enacting Data Protection Legislation. The College is committed to being 
transparent about how it collects and processes the personal data of its learners, 
employees, visitors and other stakeholders to meet its data protection obligations. The 
College will ensure all processing is lawful, fair and transparent and individuals are informed 
of the legal basis for processing their data. Further information relating to the College’s 
compliance of the General Data Protection Regulations can be found in the College’s Data 
Protection Policy.  
 

30


	Part 1 HEALTH AND SAFETY POLICY 2021 2022 CONTENTS AND INTRODUCTION signed
	Part 2 ORGANISATION FOR HEALTH AND SAFETY
	Part 3 ARRANGEMENTS FOR HEALTH AND SAFETY



