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Health and Safety Procedure
1. Purpose of the Procedure

The purpose of this procedure is to ensure the Health and Safety of all students and staff of the College. This procedure describes how physical premises/facilities are accessible and maintained in such a fashion as to ensure the health and safety of staff and learners.
2. Scope/to whom it applies

This procedure applies to all college staff, students and Health & Safety Advisor, Principal, Deputy Principals, Course C-Ordinators, Subject Teachers, Auxillary Staff (Maintenance)
3. Procedure Details
2.1
Fire:

Fire alarm is prolonged sounding of a Siren
Staff should become familiar with the fire escape routes in the areas of the building
Fire drills can occur during the year

In the event of a fire please follow these guidelines:
· If in class:


Refer to the instructions on your classroom door.

· If not in class but on the premises:
Without putting yourself at risk assist in the evacuation of the building.

2.2
Evacuation Procedures:

Evacuation Procedures in the event of a fire to be observed by all members of staff.

· Open the nearest available exit in your zone and in an authorative voice direct the public to the exit by calling, This way out please
· Make sure all areas in your zone e.g. toilets are searched for stragglers. If safe to do so close all windows and doors 
· Once evacuated no person should be allowed back into the building under any circumstances.

· Report to Health & Safety Officer at assembly point and advise him of the situation.

2.3
Accidents: 

In the event of an accident or injury to a student please follow these guidelines:
For serious injury:

· Apply first aid
· Call for an ambulance / or arrange for the injured person to go to the south infirmary.

· Notify the office.

· Report accident to Health & Safety Officer
For superficial injury:

· Apply first aid.

· Report accident to Health & Safety Officer
For those rooms without a first aid kit find essentials in the general office or canteen.

4. Monitoring Process

This procedure is monitored on an on-going basis by the Health & Safety Advisor who produces and annual report for Senior Management.

5. Associated Documents

