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General Health and Safety Information 
Health and safety is the responsibility of everyone, including you!  
It is your responsibility to listen to all health and safety information and follow the 
policies whilst at college. If you see or hear anything that you think may be a 
health and safety concern, please tell a member of staff or report it to the main reception 
immediately.  

You must ensure your ID card and lanyard are visible and worn at all times when on the college 
site. If you forget or lose your lanyard you must report to the main reception immediately.  

The content of the health and safety noticeboards around the college are updated on a monthly 
basis and will provide you with relevant and useful information. Ask your tutor where your 
closest noticeboard is. 

 
First Aid 
There will be designated first aiders for your site / curriculum area, please ask your tutor to 
identify who these are.  
If you are in an unfamiliar location in the college, please ask the main reception / any member of 
staff you see for first aid assistance (this is anyone wearing a blue staff lanyard).  
Unlike schools, college have first aiders on site who deal with emergencies, there is no college 
nurse on site.  
Below are some common incidents that you should be aware of if a first aider is needed at the 
scene or not. 

What First Aid IS For What First Aid IS NOT For 
Cuts/grazes whilst on site Feeling sick or unwell 
Burns Cramp, stomach or period pains 
Serious bleeding Vomiting 
Choking  Headaches 
Unconsciousness Issues with tattoos or piercings  
Eye injury Abscesses 
Shock Hangovers  
Anaphylaxis Blisters  

Please note this also means that we cannot give out any medication e.g., paracetamol, and will not store 
any medication on site unless per agreed through an exceptional needs panel, it will be your own 
responsibility to keep your medication secure.  

 
Accident Reporting / Near Miss Reporting 
You must report any accident that happens on a college site to a member of 
staff as soon as possible. Even if an accident occurs where first aid assistance 
is not required, you must still report this to a member of staff so the incident 
can be investigated to prevent any further possible harm.  
Near miss: an event not causing harm but has the potential to cause injury or 
ill health. 
All near misses must be reported to a member of staff, or by completing the 
form from the QR code on the near miss posters displayed around college.  
 



Medi-Cards 
If you have a medical condition whereby you can become unconscious before warning anybody, or if your 
condition requires special/immediate treatment, you will require a medi-card whilst at college. 

This will mean your ID card will have a medi-card symbol on (as seen below) which is one of the first things 
a first aider will check for at an incident. A laminated card will then be kept behind your ID badge including 
details of your medical condition, related medication, signs and symptoms and what course of action to 
take/NOK details. This is to ensure the first aider can take the correct action sooner.  

 

 

 

 

 

 

If you have a medical condition, please speak with your tutor who will complete a risk assessment with you 
which will determine if you require a medi-card. Your tutor will create this with you and then the health and 
safety team will meet with you to distribute your card and answer any further questions. 

 

Emergency Inhaler (for asthma)  
The college’s emergency inhaler can only be used by persons who the college have written 
parental consent (if under 18), and who have both been diagnosed with asthma and prescribed 
an inhaler.  

The emergency inhaler is stored by college to be used in emergencies only (e.g. during an asthma 
attack where your inhaler breaks), you must still bring in your own inhaler to college and will be expected 
to make your own arrangements if you have forgotten your inhaler.  

If you are interested, please speak with your tutor who will pass over the relevant forms to complete.  

Please note, if you do not complete the ‘asthma card’ that your tutor can provide you with, and return to 
college, you will not have access to use the college’s emergency inhaler.  

 
Fire Evacuation 
In the event of the fire alarm sounding you must immediately exit the building via the closest fire 
exit.  
Make yourself familiar with your nearest fire exit route to the nearest evacuation point. The fire 
evacuation route is displayed in each area around the college. If in doubt, follow the closest fire 
evacuation signs that will take you the closest route out of the building.  
 
When you are in your closest assembly point you must follow all 
instructions given to you by the fire wardens (staff in orange hi-vis 
vests). Only return to the building when a fire warden has said it is safe to do so.  
When at the assembly point, smoking and vaping is prohibited.  
The lifts will not be in use during a fire alarm. If you cannot evacuate via the stairs please speak 
with your tutor so arrangements can be put in place.   
 



 
Lockdown Procedures  
In the event of a situation where the college needs to lockdown, you will be alerted by the smart 
alarm system (visual and audio on computer screens / TV screens).  
See below for an example of what this would look like: 
 
It may ask you to go into a: 
 
PRECAUTIONARY LOCKDOWN: 
all external doors will be closed, 
and you must stay in the building  
 
FULL LOCKDOWN: Hide in a safe 
space, lock/barricade the door. 
DO NOT leave the room unless 
instructed to do so by the police / 
the college’s QR code system. 
 
 
 
During a full lockdown one person in the room should take the lockdown poster from the back of 
the door, scan the QR code and follow further instructions. 

 
 
 
 
It will ask you to report the following questions: 
- Your name (first name is sufficient); 
- How many people in the room including yourself; 
- Tick box to indicate if there are any injuries 
- Tick box to indicate if there are any persons with 
mobility issues.  
 
You will then be able to send any relevant 
information regarding your room to the command 
centre (e.g. sighting of the hostile) and receive any 
important updates.  
 
 
 
 
 
 
 
 
 



Dry and Red Eyes 
From long hours staring at a 

computer screen 

Red Forearms and Upper Legs 
Due to regular contact with laptop 

heat 

Varicose Veins 
From poor blood flow caused by 

sitting for long periods 

DSE – Display Screen Equipment  
Incorrect use of display screen equipment can affect your health. This includes the use of using your mobile 
phone, iPad/tablets, computer/laptop. 

Researchers have developed the life-sized representation below of how humans could be if we 
continue to have poor posture and do not follow the correct advice and guidance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
What advice and guidance when using display screen equipment should be followed? 

• Take regular breaks from the screen. Short frequent breaks are better than occasional longer 
breaks, if possible, take a 5-minute break every 1 hour when intensely using DSE.  

• Ensure your eye test is up to date. 
• Maintain good posture when sat at your computer. 
• Place your keyboard in front of you and centralise it with the screen. Allow for comfortable space 

between the keyboard and the edge of the desk to allow your wrists to rest when not typing. 
• Make sure there is enough space in front of the keyboard, when you are typing your forearms 

should be horizontal with your elbows loosely at your side. Your wrists should be straight, and 
your fingertips comfortably curved. 

• Position your mouse next you your keyboard with your forearm horizontal and your wrist straight. 
Move the mouse with your shoulder and elbow.  

• Centre the screen in front of you. Your eyes and screen should be an arm’s length apart 
• Move your screen up and down to find the right position. You should be able to view your screen 

without turning or tilting your head up or down.  
• Your eyes should be level with the top of the screen. 

Eczema 
Caused by stress 

A Permanently Bent Back 
Caused by sitting for hours 

in a poor position 

A Rotund Stomach 
Caused by sedentary working 

Swollen Wrists and 
Ankles 

From repetitive 
movement 


