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Presenter
Presentation Notes
This version is deigned for presentation to students but there is a staff version of this induction

This presentation is in addition and intended to follow on from the general student induction in which there will have been a brief mention of Health and Safety.

Detailed Health and Safety issues pertinent to specific areas will be handled by tutors.






Element 1. INDUCTION — Staying
Safe at Bolton College

Health and Safety at Bolton
College Is important to YOU as

well as us.

Safe Learning will:

* Prevent pain and suffering to
Individuals and their families

* Provide for the long term financial
security of the individual and
the College

 Promote good morale
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Presentation Notes
Preventing pain and suffering may be obvious to us, but not necessarily to the learner in a world of dare and ………………………..
Emphasise that a claim may provide short term financial gain, this is not a reward and could pre-empt a life of financial difficulty.
Long term security of the college depends on funding which is secured by meeting continued health and safety standards
Healthy people are happier people


1T'S YOUR RE
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Presentation Notes
Rules are in the student hand book

When students are enrolled they sign to say that they accept the need for rules and standards of behaviour.

To maintain a safe environment we rely on everyone’s co-operation and  vigilance.

The Health and Safety Officers (all 2 of them) cannot be everywhere!



Element 2. ACCIDENTS & INCIDENTS

Accidents CAN happen!

What is an < an unplanned event with a
accident ? negative outcome, Iin safety
terms this results in an injury

e all accidents must be reported
to your tutor

e certain types of accidents are
more common than others — /-
what are they ? Ak
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It may  be that a plaster is all that is needed - get this from staff who will use local first aid boxes

Areas such as Hair and Beauty Salons, Workshops, areas where machinery is used and catering are examples where risks are higher and there will be local first aid provision.

Accident forms act as an incident record so should always be completed, a new ‘BLUE’ Accident Report Form ‘HS 012’ will be available for the start of academic year 2005/06. This form has been sanctioned by the department of work and pensions in place of a formal accident book.


Accidents can shatter lives




Near Miss Incidents
DO happen!

What is a < the circumstances of a near

near miss miss are exactly the same as an

Incident ? accident, however by luck,
Injury Is avoided

e all near miss incidents must
be reported so that action Is
taken to prevent accidents
happening




Other Incidents !

e Also - all incidents involving personal
threat, damage to or theft of property
etc. should be reported

e A staff member or a member of the
security team will complete the online
security incident form to record the
details of these events
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Presentation Notes

Most thefts are from unattended bags and offices - emphasise that things should not be left unattended and insecure even for a short times.

Reporting thefts allows us to follow up, identify and quantify trends.

However - we like to be proactive rather than reactive!




FIRST AID

e If injured inform your tutor or a
member of staff and get
FIRST AID treatment

e Be aware of the First Aid notice
in your learning area and contact
telephone numbers. First Aid
assistance can also be requested
by calling: O - Call Centre or
2045 - Reception Main Building
2404 - Construction
2531 - Attendance Officer — STEM

e Direct to Duty First Aider Mobile 07970 846757

e The injured person should not complete the
accident form themselves. The First Aider, your
tutor or a member of staff must complete the
accident form to record information you provide.




Element 3. HYGIENE
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TNEEFHIONS could lead to you missing
College or even serlous |Ilness

Catch it [.]

Bin it

Q
Kill it r’m
\.-/




Recap Elements 1,2, and 3
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Why is health and safety important to you and the college?

Prevents pain and suffering, provides long term financial security
and promotes good morale

What is an accident?
An unplanned event with a negative outcome

Why is it important to report a near miss incident?
To prevent repeat occurrences and potential accidents

What type of accidents are most common?
Slips, trips & falls — (Falls from height most common cause of death)

Who do you contact if you have an accident?
Your tutor, technician or a first aider

Where would you find details for contacting a First Aider?
On the first aid notice in your learning area/department

What is the personal hygiene campaign to control the spread of
Infections and germs? and how long can bacteria or virus live on
hard surfaces?

Catch it, Bin it, Kill it campaign and up to 24 hrs




Element4 FIRE SAFETY
Main Block - Building ‘A’

Third Floor Plan

DEAME ROAD
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Presentation Notes
Emphasise that getting out  is the most important thing.

Raise the Alarm by operating the nearest break glass.

Shouting ‘FIRE’ can be an acceptable way of raising the alarm.
Only take valuables with you and shut doors and windows if not immediately threatened - if in doubt get out.
extinguishers are primarily for ensuring that any fire in the way of escape can be put out if there is no alternative exit (there usually will be) in general leave putting out of a fire to the experts.

A standard water filled extinguisher will only deal with something like a wastepaper bin fire. 

It may be worth mentioning malicious discharge of extinguishers - there are obvious moral implications – also a £5000 fine can be levied under the Health and Safety at Work Act for the intentional misuse of any equipment provided for and in the interest of Health and Safety.


FIRE SAFETY cont'd

Construction Block — Building ‘B’

First Floor Plan
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Presentation Notes
Emphasise that getting out  is the most important thing.

Raise the Alarm by operating the nearest break glass.

Shouting ‘FIRE’ can be an acceptable way of raising the alarm.
Only take valuables with you and shut doors and windows if not immediately threatened - if in doubt get out.
extinguishers are primarily for ensuring that any fire in the way of escape can be put out if there is no alternative exit (there usually will be) in general leave putting out of a fire to the experts.

A standard water filled extinguisher will only deal with something like a wastepaper bin fire. 

It may be worth mentioning malicious discharge of extinguishers - there are obvious moral implications – also a £5000 fine can be levied under the Health and Safety at Work Act for the intentional misuse of any equipment provided for and in the interest of Health and Safety.


D # "
-

FIRE SAFETY cont'd =

STEM

(Science Technology Engineering and
Mathematics) Centre - Building ‘C’

2017-2018
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Presentation Notes
Emphasise that getting out  is the most important thing.

Raise the Alarm by operating the nearest break glass.

Shouting ‘FIRE’ can be an acceptable way of raising the alarm.
Only take valuables with you and shut doors and windows if not immediately threatened - if in doubt get out.
extinguishers are primarily for ensuring that any fire in the way of escape can be put out if there is no alternative exit (there usually will be) in general leave putting out of a fire to the experts.

A standard water filled extinguisher will only deal with something like a wastepaper bin fire. 

It may be worth mentioning malicious discharge of extinguishers - there are obvious moral implications – also a £5000 fine can be levied under the Health and Safety at Work Act for the intentional misuse of any equipment provided for and in the interest of Health and Safety.


FIRE SAFETY Cont'd

What to do if you discover a fire

Sound the alarm by operating
the nearest ‘Break Glass’

If you can’t find one let people
know by any other means !

Get yourself and anyone with
you out of the building

Don’t try and fight the fire, use
an extinguisher only when fire
prevents you getting out of the
building
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Presentation Notes
Emphasise that getting out  is the most important thing.

Raise the Alarm by operating the nearest break glass.

Shouting ‘FIRE’ can be an acceptable way of raising the alarm.
Only take valuables with you and shut doors and windows if not immediately threatened - if in doubt get out.
extinguishers are primarily for ensuring that any fire in the way of escape can be put out if there is no alternative exit (there usually will be) in general leave putting out of a fire to the experts.

A standard water filled extinguisher will only deal with something like a wastepaper bin fire. 

It may be worth mentioning malicious discharge of extinguishers - there are obvious moral implications – also a £5000 fine can be levied under the Health and Safety at Work Act for the intentional misuse of any equipment provided for and in the interest of Health and Safety.


What to do If you hear the
Fire Alarm

e The Fire Alarm warns of a fire
or other emergency in College

e DONT PANIC!
e Leave by the nearest exit
DO NOT USE THE LIFTS !

! LE/ ~ = Go to your designated
[ assembly point

= .l < Do not re-enter the building in
e Ml ==  any circumstances until.....
i the “all clear” is given
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The main site fire alarm is zoned, however regardless where the activation takes place, sounders will operate in all areas of the building, so all Students, Staff and Visitors will evacuate.

Be aware at all times the location of the appropriate assembly point designated for the room or area that you are working in.

It may  be that you can leave by the normal entrance (the way you came in) without risk, however, always make your way to the designated assembly point using the appropriate route, this is to avoid congestion and ensures a smooth flow of people to a place of safety external to the building. 

Your assembly area is defined on the map posted in all rooms near the evacuation instructions.

There will be evacuation practices, treat these seriously.


.F’ Other Emergency
\) Arrangements

Additionally e.g. in toilets, some
smoke detectors have an :
additional central flashing beacon
which flashes to alert those with

a hearing impairment

e \Wheelchair users or those with a
disability, who are on upper floors,
should be escorted to a
pre-identified refuge point on an
Internal staircase and wait in
readiness to be evacuated .
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The flashing lights are to assist those with hearing problems - however students should alert any fellow student in the area who has hearing difficulties

Wheelchair users must not be manhandled down stairs - this is left to the fire brigade who are notified when they come to site

Refuge areas are on all floors at the main stair landings.

Where wheelchair users have to use upper floors in buildings on other sites special arrangements may have to be made

LIFTS MUST NOT BE USED IN THE EVENT OF FIRE because of the risk of power failure, if you are in the lift when the alarm sounds, stop the lift at the nearest floor and make your way to the outside of the building via the stairs


The triangle of fire

OXYGEN
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For combustion to continue all three elements must be maintained. To extinguish a fire removal of any single element will terminate combustion.

This is how an extinguisher puts a fire out – by eliminating one or more elements.


=
Fire extinguishers

e Extinguishers sincel997 are all
and need an EU sign to mark location

e Know each fire extinguisher — Label colour code,
Contents, Type of fire, How the contents extinguish
the fire, Disadvantages and/or dangers in use
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Explain: 
 
Label Colour Code
Contents
Type of Fire
How the Contents Work to Extinguish the Fire
Disadvantages and/or Dangers
 
 
                                   
                                 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



What you should know about
Fire Extinguishers

Label Colour
Code

Contents

WATER

FOAM

POWDER

Co?2

CARBON DIOXIDE

Type
of Fire

WOOD, PAPER,
CARDBOARD

FLAMMABLE
LIQUIDS

ANY TYPE OF
FIRE

ELECTRICAL FIRES
AND FIRES IN
ENCLOSED
EQUIPMENT

How does the | Disadvantages

contents
extinguish the
fire

REMOVES THE
HEAT

LAYER OF FOAM
SMOTHERS AND
REMOVES
OXYGEN

LIMITS THE
AMOUNT OF
OXYGEN IN AREA
OF COMBUSTION

DISPLACES THE
AIR AND
SMOTHERS

or dangers

DANGEROUS ON
LIVE ELECTRICAL
FIRES AND
FLAMMABLE
LIQUIDS

DANGEROUS ON
LIVE ELECTRICAL
FIRES

VERY MESSY

CAN CLOG AT
BASE

NOT EFFECTIVE IN
OPEN SPACES,
HIGH PRESSURE,
VERY COLD,
CAN ASPHYXIATE
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Affirm understanding by working through the table.


Do not Interfere with
Fire Safety Equipment

It iIs a criminal offence to tamper with any device
provided for health and safety purposes

College Fire Extinguishers, have colour coded
seals In place to? e -

e show the extinguisher has
not been tampered with
and that it is full and
ready for use ....... and

e identifies the current year
of inspection — for
at Deane
Road and following
servicing at all other sites




Fire Prevention and Protection

e Always keep sources of ignition separate from
combustible materials and flammable
substances

« Always extinguish any naked flame and isolate
the source immediately following completion
of any work

e Self closing fire doors are
INn place to protect fire exit
routes from smoke in the
event of fire and
ultimately save lives.

e Do not obstruct or interfere
with the self closing
mechanisms
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Emphasise: 
* the main rule of fire prevention - to keep sources of ignition and flammable elements separate.

* the risks in areas were naked flames are encountered as part of the course. 

* the health risks associated with smoking before highlighting the college policy and identifying the�   location of the smoking shelter or controlled areas. 


As part of the Health and Safety Policy and procedures, the College has a
Lockdown Policy and Procedures. The Lockdown Policy and Procedures may
apply to all College sites.

Lockdown procedures are seen as a sensible and proportionate response to
any external or internal incident which has the potential to pose a serious
threat to the safety of learners, staff and visitors in the College.

Lockdown procedures may be activated in response to any number of
situations, but some of the more typical might be:

A reported incident / civil disturbance in the local community with the
potential to pose a risk to staff and learners at College.

An intruder on the College site with the potential to pose a significant risk
(use of weapons) or a terror related attack.

A warning received of a local risk e.g. air pollution or gas cloud.
A major fire in the vicinity of the College.

24




EMERGENS

Staff will be notified that lo
take place and they will
safeguarded.

The basic message from the |
staff and students should:

Run, Hide and Tell.

¢ 1 to a place of safety rat
classroom or office in Colleg
will be locked down too. No
told to do so. If there is now

2017-2018




. It’s better to hide than confront. Turn mobile phones to silent
and turn off vibrate and turn all lights, computer screens and
equipment off. Classrooms and offices will be barricaded if possible
and all those inside should hide under desks and away from doors
and windows wherever possible. Stay hidden until you are told it is
safe to move.

If you are in College when the Lockdown procedures are
enforced, College staff will tell the emergency services on 999. If you
are outside the premises — contact emergency services but only when
you are sure it is completely safe to do so.

26
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Recap Element 4

What do you do if you discover a fire?
Operate the nearest break glass call point to raise the alarm

If you hear the alarm sound - What do you do?
Evacuate to your designated fire assembly point (Q — Which is)

What is the triangle of fire?

All three elements (Oxygen, Heat, Fuel) that are required to maintain combustion —
remove any one element and the fire will extinguish

How many different types of fire extinguisher do we have at the College? —
which extinguisher is RED with a BLACK label — and what type of fire is it used
on?

4 - Co2 (Carbon dioxide) - used on electrical fires

What is the function of the extinguisher coloured seal tag This seal, when intact
shows that the extinguisher has not been tampered with, is full and ready for use, it
also identifies the current year of inspection

What is the procedure for Lockdown
RUN-HIDE-TELL




Element 5. SAFETY POSTERS & SIGNS

e Know the location of 89 Hecalth and Safety Law
the Health and Safety &8 What you need to know
Law - What you need
to know - posters

\\ hat empl rer: What you If there’s a
must do for must do problem

N

Protective
sotwear must | Nl
be worn |
No
B | unauthorised

the train

persons

allowed Danger
beyond this of death

el High voltage - ®

HSE




Sign Categories

e European Regulations standardise the design of
signs to reduce the risk of misunderstanding !

e Understand the main categories

_ Hazard
Safe Fire Mandatory Warning and

Condition Fighting Requirement Prohibition Identification

LR OMIA

e Know what signs apply to you and your course
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Presentation Notes
Explain the main categories and give examples of signs in your specialised areas of work.


Element 6. IT’S - '@‘
ELECTRIFYING | |

e Electricity is responsible for more fires at work
than anything other than ARSON

e Electricity KILLS, causes shock and other
severe injuries

e \We can all check for obvious problems and
report them, including: damage to casings,
signs of overheating, frayed or exposed inner
cables, and strange odours.

e Personal electrical items ! Do not use items
from home unless authorisation has been given
and they have been tested and approved.
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Emphasise the condition of equipment and the physical elements that may identify electrical faults:

Damaged Cables
Exposed Inner Cables at Plugs
Damaged Casings
Scorched or Burnt Fixtures Showing Signs of Overheating
Smell of Overheated Components
Intermittent Operation 


PAT

Portable

/\ppﬁance

Testing
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Explain the importance of electrical maintenance, fault reporting and the PAT inspection process.


Element 7. DANGEROUS
SUBSTANCES

We all come in contact with everyday
substances!

n the © |
cdures for safe handling,



C.0.S5.H.H.

Control of

S ubstances
H azardous to

H ealth (Regulations)
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Explain the meaning of each CoSHH label symbol and give examples of the Hazards.

If applicable, give examples specific to your area of work.


. HARMFUL

C.0.S5.H.H.

New universal and
Internationally harmonised
hazardous substances labels
have started to replace the
current/outgoing orange and
black labels.

By 2015, manufacturers will
only be able to use the new
white, red and black label
signs on hazardous substance
products.

v & G X2

. IRRITANT
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Explain the meaning of each CoSHH label symbol and give examples of the Hazards.

If applicable, give examples specific to your area of work.


Element8. RISK
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Presentation Notes
Emphasise  SEVERITY and LIKELIHOOD and how risk assessment will be carried out in your area of work



Controlling Risk

a RISK ASSESSMENT is carried out to evaluate =
the hazards and risk when carrying out a task or :
activity - therefore consider the following:

the HAZARD — something with the potential to
cause harm, in other words the SEVERITY of
the consequences .........

and the RISK — the chances that a specific hazard
will cause harm, in other words the LIKELIHOOD

a CONTROL MEASURE - is a device, procedure,
piece of equipment or PPE (Personal Protective
Equipment) etc. that will reduce the likelihood that
the hazard will cause harm and therefore reduce the
overall level of risk e.g.



Controlling Risk cont’d

e For the course you are taking, ensure you
follow all safety procedures and instructions.

e EN:
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Controlling Risk cont'd

= Ensure that you do not operate your laptop or view
your lap top screen when moving around College.

[

'“rufmu

T
L

i
-

Whilst using a laptop on a

Obscured vision could result _ )
iNn contacc With olistacles ctalra ay, (Dbf;Cl:II el vi 1Gn
aria/sr olher persons causing mispleced footing ov ccllision
injury. car cavse falls which are
like.y t0 result in serious or
permanent injury and could
even be fatal. -



Controlling Risk cont'd

Access to, or Work at height

Never carry out any undertakings at height!

part of your

equipmen

A. A place .~ 4 o . [soncould

be inured™ 2 ~diitis at or
below aroi | % S @GP | aperson
coildfallc LA '

over balus i Lyt
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Recap Elements 5, 6, 7 & 8

Which safety sign has a blue circle with white symbols?
Mandatory instruction (explains what you must do)

The letters ‘PAT’ stand for what?

Portable Appliance Testing (carried out on all portable appliances in
use at the college)

The letters ‘CoSHH’ stand for what?

Control of Substances Hazardous to Health

When Risk is assessed, what 2 factors are considered?

Severity of the hazard and Likelihood (chances of it happening and
the hazard will cause harm)

What is put in place to reduce risk?

A control measure (this could be a machine guard, an extractor, an
instruction or an item of personal protective equipment etc.)

Q When can you access a place at height or work at height

A

NEVER — unless it is a specific part of your learning activity




Element 9 SUPERVISION &
COMPLIANCE

e Know your tutors and who else will
provide supervision on your course

e Know the location of restricted areas that
vou mTy not enter and equipment you
YW et q'l' use

ber — you have a respon3|b|I|ty

2017-2018



Getting Around College

e \WWhen using stairways -
when ever possible, keep to
the LEFT take your time and
consider others.

e \When using the main
entrance revolving door -
consider other users who are
about to enter or leave the
door compartments.

e Do Not spin the door -
the safety of others is
dependant on your actions
or omissions!

2017-2018




Use College Walkways

e When walking between
buildings A, B & C, use the
walkway provided. Observe
the signs and stay off the
car parking/delivery areas.

e Understand the walkway
bollards are in place to
protect pedestrians and
children in pushchairs from
vehicular movement.

e Please Keep off the Car Park
unless you are accessing a |
vehicle and have a valid
reason for this!

2017-2018




Use College Walkways

e When walking between
buildings A, B & C, be
aware of reversing vehicles, 8
deliveries and passenger i
pick up! il

e Use the pedestrian crossing
and be aware of approaching
vehicles!

e For the year 2014/15 be
extra vigilant whilst the use
of the new STEM (Science
Technology Engineering &
Maths) building commences!

2017-2018




SMOKE FREE COLLEGE

INn compliance with
policy and recent
legislation Bolton
College premises
are smoke free

This means that you
MUST NOT SMOKE
within the property
perimeter boundaries
of any College site or
building

cuss

ANY ENTRANCE
THIS INCLUDES and approaches including landscaped
areas, courtyards, pathways and

steps within the perimeter of the site

2017-2018



SMOKE FREE COLLEGE cont’'d

Please use the
smoking shelters
provided on:

Stanley Street

and

Wellington Street

Remember — Please do not smoke at College entrances and

approaches including landscaped areas, courtyards, pathways
and steps within the perimeter of the site

2017-2018



SMOKE FREE COLLEGE cont’d

The same applies to
all e-cigarettes and
vapour inhaling
alternative devices

These must not be
used inside any College
building or within any
perimeter boundary

They can however
be used in smoking
shelters provided

Remember — Please do not smoke at College entrances and

approaches including landscaped areas, courtyards, pathways
and steps within the perimeter of the site

2017-2018



Housekeeping & Consideration for Others

Food and Drink — please use the facilities provided for their
consumption, clean up after yourself, use waste bins provided
and report all spillages.

Litter — please discard all you litter appropriately using the bins
provided throughout the College.

Contaminated clothing and work boots — to avoid contamination
and/or damage to the fabric of the premises, please remove any dirty
garments and boots etc. before leaving workshops. You are not

permitted to enter any other area wearing soiled clothing or footwear

Sitting on corridors and stairways — please do not obstruct
other College user’s movements by sitting on floors and
stairways etc. the building is used by a range of learners and
staff who find this a particular hazard

Horseplay and Football — please refrain from disruptive
behaviour and actions that may result in injury to yourself or

others, do not bring footballs into College or play football in the
vicinity of the College or our residential or business neighbours

Spitting — this action is totally unacceptable it is unhygienic, can
spread infection and cause slips and falls

Conduct yourself accordingly - before and after learning
activities and at break times
2017-2018



HEALTH and SAFETY LAW
I CRIMINAL OFFENCE !

e No person shall intentionally or recklessly
Interfere with or misuse anything provided
INn the interests of health, safety or welfare

e The HSC (Health and Safety Commission) -
states breaches of this kind can result
In fines of up to £5,000 In court

e \Where we have evidence we will
prosecute

2017-2018
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Explain that we take this seriously! 


It’s all common sense really!

But sense isn’t always

common!

help us to maintain our high
standards of safety

while enjoying and benefitting from
your time at
Bolton College

222222222
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If any issues come up in discussion about which you need advice then tell students you will find out from Health and Safety Staff


Element 10
and Finally ..........

e During your period of induction
as a new Full Time student,
you are reqguired to complete
the Safe Learner —

Health & Safety Level 1 Unit

Full time students

e Following completion of yol
Health and Safety inductior:
and satisfactory completion
of the Full Time Unit you g
required to sign the
Safe Learner Register

2017-2018



e Induction for all new
students will include a
presentation and reference
to the Safe Learner - Health
and Safety check list

e Following completion of your
Health and Safety induction
and reference to the above
check sheet- Part Time
students are required to sign
the

2017-2018
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Recap Element 9 & 10

Who will provide supervision for you at Bolton College?
Your Tutor, Department Technician or Support Worker

If you were to intentionally misuse, damage or interfere
with any equipment provided for Health & Safety reasons —
it will be regarded as a ?

Criminal Offence, where there is evidence the College will
prosecute, seek compensation and/or exclude students

The College is Smoke Free - What does this mean?
You must not smoke within the perimeter of any College site

When can you access the College car parking area?

You should not access this area unless you are being collected by a
third party vehicle and have a valid reason for this.

Following this Safe Learner Induction you are now required
to complete?

The Full Time Safe Learner Unit and Register or if you are a part
time learner, the Part Time Register

2017-2018



Thank you f



Presenter
Presentation Notes
The end - breathe a sigh of relief!
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