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Health and Safety Policy Statement of Intent 

 
The Place is committed to working in a way that protects the health, safety and welfare of 
employees, students and all those who may be affected by our activities. 
 
We will give equal regard to the environment, health and safety, operations, quality and cost. We 
will comply with legislation as a minimum, and strive to improve performance on a continual basis. 
We will measure performance improvement annually against our health and safety objectives.  
 
We will promote equally the duties of management and employees.  All employees and others 
working on our premises, have a duty to co-operate with our principals and managers, to maintain 
health and safety provisions, to take care of their own health and safety and that of others, and to 
report any concerns they may have or unsafe conditions they find.  We are committed to: 
 

• Providing a healthy and safe working environment; 
• Considering mental health and wellbeing as equal to physical safety hazards; 
• Identifying hazards and assessing risks; 
• Providing safe systems of work; 
• Providing information, training and instruction; 
• Consulting with our staff and stakeholders; 
• Providing competent supervision; 
• Providing personal protective equipment where necessary; 
• Providing advice and monitoring; 
• Providing adequate welfare and accommodation facilities; and 
• Working with competent contractors and other third parties. 
• To provide a safe environment for students and customers.  

 
The Place, as the employer, is legally responsible for compliance with all relevant health and 
safety law and regulations.  Our Senior  management team are responsible for the day to day co-
ordination of our health and safety arrangements. 
 
We will implement a health and safety management system based on HSE guidance good practice 
principles; Plan-Do-Check-Act.  Our approach to health and safety will be proportionate to the risk 
and embrace our guiding principles, which include: 
 

• A sensible and proportionate approach to risk management enhances our students’ 
preparation for the future. 

• All incidents and near-misses must be reported and investigated to prevent repeat 
occurrences. 

• We will seek to continually improve our approach to health and safety management through 
employee engagement. 

• We will engage our contractors and suppliers in ways to improve how we manage health 
and safety. 

• Health, wellbeing and safeguarding will be an essential part of our risk management 
programme.  
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This policy requires commitment from all parties; directors, managers, employees, students and 
third parties (where applicable) to ensure its successful implementation. 
 
This policy will be reviewed on an annual basis or before if there are any significant organisational 
changes or incidents. 
 
Throughout 2020 and looking into 2021 the greater part of our focus on Health and Safety has 
been and continues to be  to ensure the safety of the workforce during the Covid-19 pandemic. 
To reflect this an Appendix has been added at the end of this document summarising the 
measures taken by The Place during the Covid-19 pandemic. 
 

Version Control 

 

Version / issue 
date 

Nature of change Person who made change 

V1 First draft of the policy for 
comment 

Peter Sinnott (Vita Safety) 

V1.1, March 2020 First draft to be reviewed 
by board 

Marco Cifre 

V2 , March 2021 Annual Review Marco Cifre 

   

   

 
 

Scope of the management system 

The Place consists of the London Contemporary Dance School, The Robin Howard Dance 
Theatre along with Creative Learning, Classes and Courses, Centre of Advanced Training 
Recreational, Artist Development and the Producing and Touring programme. It is supported by 
Viisitor Services, administration, finance, communications and development teams. A range 
of classes, courses and participatory opportunities for adults and young people are provided 
including professional development programmes for artists. The Place’s building incorporates 11 
dance studios together with a 288 seated theatre, café area, library, a toning room and laundry. 
 
The Place recognises its health and safety obligations for the safety and health of its employees, 
students and visitors.
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1 Health and Safety Organisation Chart 
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2 Responsibility 

 
The Place recognises that all employees have a part to play in the successful management of health 
and safety on site. A broad outline of responsibilities is listed below. 
 
2.1 The Board of Governors  
The Board of Governors represent the employer’s responsibilities for the management of health and 
safety across the organisation’s operations.  The Board of Governors shall ensure that: 
 

• Board reports include monitoring and management review of health and safety compliance 
and performance. 

• Lead on health and safety and consider health, safety and wellbeing in any business change 
decisions which may impact health and safety risk management. 

• Competent health and safety advice is provided, at all management levels. 

• All employees are trained and competent in their health and safety responsibilities. 

• Employees and management are consulted on health and safety matters and that any 
concerns can be escalated to the top management team and if necessary the board. 

• Ensure that systems are in place to assess the risks to the organisation and that sensible 
control measures are established and maintained. 

• Sufficient monitoring programmes are in place, including inspections and audits and that any 
significant findings are communicated back to the Board of Governors.  

• Targets are set and monitored at board level to improve health and safety performance. 
 
 
2.2 Chief Executive Officer 
The responsibilities include: 
 

• The health and safety policy is implemented, monitored, developed, communicated 
effectively, reviewed and amended as required; 

• A health and safety plan of continuous improvement is created and the directorship monitor 
progress against agreed targets. 

• Suitable and sufficient funds, people, materials and equipment are provided to meet all 
health and safety requirements. 

• Senior management designated with health and safety responsibilities are provided with 
support to enable health and safety objectives to be met. 

• A positive health and safety culture is promoted and that senior management develop a pro- 
active safety culture which will permeate into all activities undertaken and reach all 
personnel. 

• A system of communication and consultation with employees is established. 

• Effective training programmes have been put in to place. 

• An annual report on the safety performance is presented to the Board. 
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2.3 Directors 
The responsibilities include: 
 

• Actively lead the implementation of the health and safety policy; 

• Supervise their staff to ensure that health and safety measures are implemented and 
monitored. 

• Safe systems of work are developed and implemented. 

• Communicate and consult with staff on health and safety issues. 

• Encourage staff to report hazards and raise health and safety concerns. 

• Safety training for staff is identified, undertaken and recorded to ensure staff are competent 
to carry out their work in a safe manner. 

• Issues raised by anyone concerning safety are thoroughly investigated and, when 
necessary, further effective controls implemented. 

• Personal protective equipment is provided and worn by staff and students where required, 
and that staff and students are instructed in its use. 

• Any safety issues that cannot be dealt with are referred to the Staff and Operations Group 
for action. 

• All relevant safety documents are maintained and made available to all employees. 

• Adequate resources are allocated to implement the safety policy and meet all safety 
requirements. 

• Health and safety rules are followed by staff and students. 
 
 
 
2.4 Staff and Operations Group 
The responsibilities include: 
 

• Adequate resources are allocated to implement the health and safety policy and meet all its  
requirements. 

• The health and safety plan of continuous improvement is progressed and scheduled actions 
are completed on time and validated. 

• Any safety issues that cannot be dealt with are referred to Directors for action. 

• Ensure that the Directors, Chief Executive and Board of Governors are made aware of all 
factors affecting health and safety in the organisation. 

• Accidents, ill health and 'near miss' incidents at work are investigated, recorded and 
reported. 

• Communicate and consult with employees on health and safety issues. 

• Encourage employees to report hazards and raise health and safety concerns. 

• Safety training for employees is identified, undertaken and recorded to ensure employees 
are competent to carry out their work in a safe manner. 

• Issues concerning safety raised by anyone are thoroughly investigated and, when 
necessary, further effective controls implemented and communicated to employees. 

• Welfare facilities are provided and maintained in a satisfactory state. 

• Premises, plant and work equipment are maintained in a safe condition. 

• Any safety issues that cannot be dealt with are referred to Directors for action. 

• Health and Safety rules are followed by all. 
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2.5 Health and Safety Officer 
The responsibilities include: 
 

• The health and safety policy is implemented, monitored, developed, communicated 
effectively, reviewed and amended as required; 

• Safe systems of work are developed and implemented. 

• Risk assessments are completed, recorded and regularly reviewed covering all processes 
and activities and where a risk to health and safety exists the significant findings of these 
assessments are brought to the attention of employees who may be affected. 

• Accidents, ill health and 'near miss' incidents at work are investigated, recorded and 
reported. 

• Issues concerning safety raised by anyone are thoroughly investigated and, when 
necessary, further effective controls implemented and communicated. 
 

 
2.6 Facilities Manager 
The responsibilities include: 
 

• Buildings and plant are maintained in accordance with the health and safety policy; 

• Records of servicing and maintenance are retained and kept up to date. 

• Contractors engaged are reputable, can demonstrate a good health and safety record and 
are made aware of relevant local health and safety rules and procedures. 

• Safe systems of work are developed and implemented. 

• Risk assessments are completed, recorded and regularly reviewed. 

• Communicate with staff on health and safety issues relating to building maintenance and the 
work of contractors. 

• Encourage staff to report hazards and raise health and safety concerns. 

• Statutory examinations are planned, completed and recorded. 

• Any safety issues that cannot be dealt with are referred to the Health and Safety Officer and 
the Staff and Operations Group for action. 

• Welfare facilities provided are maintained in a satisfactory state. 

• Agreed safety standards are maintained particularly those relating to housekeeping. 
 

 
2.7 Heads of Department 
The responsibilities include: 
 

• Actively lead the implementation of the health and safety policy; 

• Supervise their staff to ensure that they work safely. 

• Safe systems of work are developed and implemented. 

• Risk assessments are completed, recorded and regularly reviewed. 

• Accidents, ill health and 'near miss’ incidents at work are recorded, investigated and 
reported to the Health and Safety Officer and the Staff and Operations Group 

• Encourage staff to report hazards and raise health and safety concerns. 

• Equipment is maintained in a safe condition. 

• Hazardous substances are stored, transported, handled and used in a safe manner 
according to manufacturers' instructions and established rules and procedures. 

• Agreed safety standards are maintained, particularly those relating to housekeeping. 
• Statutory examinations are planned, completed and recorded. 
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2.8 Employees – General Health and Safety Rules 
 

 
The protection of health and safety and compliance with any policies and practices relating to health 
and safety is a condition of employment for all employees at The Place.  Non-conformance with 
health and safety rules, safe operating procedures and / or instructions may lead to disciplinary action 
being taken.  Carrying out unsafe working practices or condoning unsafe practices that have the 
potential to seriously injure another employee, student, visitor, contractor or customer may be 
considered as gross misconduct and could lead to immediate dismissal. 
 
All employees must ensure that they: 
 

• Follow safe working procedures, instructions and site rules. 

• Report any unsafe condition or unsafe working practice that may lead to harm or property 
damage. 

• Use all materials and equipment correctly that are put in place to reduce risk, such as personal 
protective equipment (hi-vis and safety footwear), vehicles and work equipment. 

• Report all incidents, injuries and dangerous occurrences immediately to a manager.  Ensuring 
that injuries are recorded in writing in the accident book. 

• Do not smoke on any company site or vehicle or premises including immediately outside any 
company site or premises. 

• Do not attend work under the influence of alcohol or drugs.   

• Inform their manager if they are prescribed any drugs which may impact their performance or 
the health and safety of their colleagues.  

• Co-operate with the employer on health and safety matters. 

• Do not interfere with safety controls e.g. remove guards etc., stand on chairs instead of using 
suitable steps etc. 

• Obey all site warning signs and keep to designated safe walking routes, as applicable; and 

• Attend training and inductions related to health and safety. 
 
2.9 Contractors and Suppliers – Health and Safety Rules 

 
All contractors and visitors are to report to the reception upon arrival.  No visitor or contractor is to 
enter any site area unless they have confirmed who will be their host or site contact for the visit or 
work and have access approved. 
 
The following rules apply to all suppliers and contractors: 
 

• All visitors will sign in and sign out at our sites and places of work. 

• All contractors undertaking physical works on site shall have a risk assessment and safety 
method statement for the work.  This will be available for inspection by the manager 
responsible for the work. 

• Only approved contractors are to undertake physical works at The Place sites or premises. 

• No visitor or contractor is to attend site under the influence of alcohol or drugs. 

• Smoking on any company site or premises, including immediately outside any company site 
or premises, is strictly forbidden. 

• All visitors and contractors must abide by the traffic management system (including the speed 
limits). 

• Contractors, unless told otherwise, shall be escorted whilst on The Place premises as far as 
is reasonably practicable and indeed until such time as such contractor has read and agreed 
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to all applicable health and safety rules for that site / premises. 

• Any incident, injury, dangerous occurrence or property damage whilst on The Place property 
must be reported immediately to the management representative.  Any injury, regardless of 
severity, must be recorded in the accident book;  

• No chemicals or hazardous substances shall be brought onto The Place premises without 
approval and the appropriate risk assessment; 

• No storage of any goods or materials except as agreed with a The Place representative; and 

• Any contractor undertaking high hazard potential work must have a signed and dated permit 
to work, which will be in the site live permit file located  at Reception with a copy which must 
be in the possession of the contracto for any work including: 

o Hot work – work involving open flames, heating components, welding, grinding and the 
application of heat. 

o Work at height – this does not include short duration work on step ladders.  
o Work on or near potential live conductors / electrical systems. 
o Work in confined spaces. 
o Work on or near buried services, including any excavation. 
o Work on lifting equipment (as defined in the Lifting Operations and Lifting Equipment 

Regulations) and any work involving the use of lifting equipment, such as cranes, 
scissor lifts, mobile elevating work platforms (cherry pickers), fork lift trucks and 
powered access equipment. 

 
Where physical, structural and any building work or refurbishment is to take place, the Facilities 
Manager, health and safety officer  and the Staff and Operations Group must be consulted and have 
reviewed any plans for work.  
 
 
 
 
2.10 Competent Health and Safety Advice  

 
The Place appointed Vita Safety Ltd to act as its health and safety consultant as per the requirement 
of Reg.7 of the Management of Health and Safety at Work Regulations 1999 (a duty for companies 
to appoint one or more competent persons to assist with compliance). Upon completing a report and 
updating the health and safety policy, the Theatre Technical Manager took the role of Health and 
Safety Officer to coordinate the implementation of the Health and Safety Policy and create and 
monitor new procedures and risk assessments. The Place will contact Vita Safety for specialist 
advice as it is needed. 
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3 Risk Assessment 

 
Under the Management of Health and Safety at Work Regulations 1999 (et al) The Place has a duty 
to: 
 

• Undertake an assessment of the health and safety risks to which employees and any third 
parties might be exposed; 

• Minimise the identified risks; 
• Provide health surveillance where appropriate to the risk; 
• Appoint competent persons; 
• Establish procedures to deal with serious danger; 
• Provide information regarding risks and preventative measures to all employees; 
• Co-operate with other employers whilst sharing a workplace; 
• Establish procedures to protect visitors and sub-contractors; and 
• Provide appropriate health and safety training, information and instruction to employees. 

 
Employees have a duty to comply with any system of work devised by The Place specifically to 
minimise health and safety risks. 
 
3.1 Risk Assessment Procedure 

 
• The Place will ensure that all persons charged with carrying out risk assessments are 

competent to do so; 
• The format for all risk assessments is RA_The Place 2021Template.docx Located in the 

Master Health and Safety Folder/Risk Assessments. 
• The Place will involve specialist assistance where necessary; 
• The leadership team will identify and list all the significant hazards associated with the site 

and with company activities and hold them on the risk register/risk profile. A suitable and 
sufficient assessment will be made in regard to the site and all activities. Risk assessments 
will be documented and stored in a suitable format; 

• The leadership team (with specialist assistance where necessary) will carry out risk 
assessments of work equipment (i.e. machinery/PUWER assessments); 

• All high-risk activities and non-routine work will be assessed before work commences.  An 
additional method statement may be appropriate; and 

• All employees will assist in the risk assessment procedure when required to do so. 
 
3.2 Findings of Risk Assessments 

 
Completed risk assessments will be reviewed by the H&S Officer. Any actions required to eliminate 
/ control risk may be approved by the Staff and Operations Group. 
 
3.3 Implementing Controls 

 
All employees will be responsible for implementing any further necessary controls agreed by the H&S 
Officer and Staff and Operations Group. 
 

https://lcdsac.sharepoint.com/:w:/r/Central/leadership/COO%20Archive%20Dec%202017/Health%20%26%20Safety/Risk%20assessments/RA_The%20Place%202021%20Template.docx?d=w63525686787b4c22af48c3219e9b2d4c&csf=1&web=1&e=pLQcig
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3.4 Review of Risk Assessments 
 

Risk assessments will be reviewed every 12 months or when the work activity changes, whichever 
is sooner. Where necessary, risk assessments will also be reviewed following any accidents or 
incidents. 
 
3.5 Recording of Assessments (Copies) 

 
Original copies of documented assessments will be stored in the The Place master health and safety 
folder on Sharepoint, backup copies stored in a hard drive kept by the Health and Safety Officer.  
Other copies will be circulated to all applicable persons and used for training purposes. 
 
The Place will develop a programme to produce and communicate safe systems of work guidance 
for managers and employees.  These will highlight the significant risks from the risk assessment and 
the actions necessary to control those risks.  
 
3.6 Assessing and managing risks specific to student visits, touring, external trips and 

special events 
 

The Place is to ensure that the safety of students, employees and others is managed to minimise 

risk as far as practicable and in developing its procedures is guided by the guidance and 

procedures issued by the local authority. 

 
To achieve its objective to ensure safety The Place will ensure that: 
 

• All visits are approved by the relevant Director or Head of Department. 

• All visits are planned; 

• Venue and company information is exchanged. Including touring pack and risk 

assessments. 

• All visits are conducted in line with the risk assessment for visits; 

• All employees are briefed prior to each visit; 

• Emergency arrangements are established for all visits; 

• The ratio of adults to students is appropriate (where applicable); 

• Adequate insurance is in place; 

• Adequate child protection measures are in place (where applicable); 

• Parents have signed consent forms on enrolment and are notified of all visits (where 

applicable); 

• Arrangements are made for students with medical or special needs; 

• Adequate first aid is available; 

• Contingency plans are made; 

• Safety during visits is monitored and reviewed; 
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3.6.1 Visit Procedure 

 
The following steps outline the procedure to be followed for all visits: 

 
1. Initial approval by the relevant Director or Head of Department for each visit planned. 

2. Sign in and out policy 

3. Visitors to be accompanied by a member of staff. 

4. If applicable a letter to parent/guardian to inform them of visit details 

5. If applicable, brief staff, students, parent supervisors, volunteers. 

6. Visit. Implement and monitor safety standards in line with risk assessment. 

7. Review visit. 

 

3.6.2 Visiting/Working Abroad Guidance 

 
When working/visiting abroad staff/students may experience unfamiliar locations where they may 
encounter situations that present increased risk and threats to their health, safety and security.  
Threats such as terrorism, natural disasters, infectious diseases, crime and political instability 
increase the risk to the business traveller and therefore the potential liability of the employer. The 
key to providing adequate duty of care is to demonstrate that steps have been taken to identify and 
assess all foreseeable risks and negate these through a comprehensive risk management strategy. 
 

3.6.3 Understanding the duty of care responsibilities 

One important requirement is to undertake an assessment of the foreseeable risks associated with 
a particular location, and to ensure this assessment is credible and documented. The Place are 
required to provide staff/students instruction about the environment they are going to and inform 
them of their responsibilities when travelling/visiting locations. It is essential that all foreseeable 
risks are assessed, communicated to the traveller and incorporated into the risk management 
strategy.  
 

3.6.4 British Foreign and Commonwealth (FCO) Travel Advice 

The FCO website carries up-to-date travel advice for over 200 countries. It should be used as the 
basis for informing all those travelling of the risks that they might face.  
 

3.6.5 General Guidance for Travellers Preparation for Overseas 

 
Considerations for the Traveller: 
 

• Medical Preparation – injections, drugs, equipment, malaria prevention, sexual activity, coping 
with existing medical conditions.  

• Insurance – make sure your health, baggage etc are properly covered, including any special 
equipment or high risk activities etc. Remember to check out car insurance details if 
applicable.  

• Driving Licence/International Licence – required for driving in many countries. Check with the 
DVLC or motoring organisation (e.g. AA)  
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• Passports etc – make sure in advance that you have any documentation, visas, certificates 
etc. For long distance destinations you may have to ensure your passport is valid for at least 
another 6 months.  

• Is the destination safe? – If in doubt check with the Foreign & Commonwealth Office website.  

• Climate? – Temperature during the day and night? 

• Travel arrangements – use a reliable travel agent if you can – if possible, one who specialises 
in the area you are proposing to visit.  

 

3.6.6 Insurance 

Insurance should be obtained for the area you intend to travel, if the country you are intending to 
work in is classified identified on the FCO website as a high risk or precautionary country the 
insurance providers may want to see copies of risk assessments prior to providing cover. 
 

• It is essential to know what your policy covers and check that it includes comprehensive 
medical and repatriation cover 

• Make sure it provides cover for the duration of your trip 

• Be sure to let the insurance company know if you have any pre-existing medical conditions 

• Take the policy number and emergency contact telephone number for the insurers with you 
 

3.6.7 Visas 

Visas will need to be obtained to work in most countries, depending on the country being visited and 
the duration of travel. The Place employees will contact their manager for further details. Details of 
Visa requirements can be obtained from the local embassy. 
 

3.6.8 Flying  

• Wear loose clothing in layers. The body swells at reduced cabin pressure and layers also 
allow you to adjust your temperature.  

• Take light meals and drink plenty of water and fruit juice  

• Avoid alcohol, which increases the dehydration effects of flying.  

• Change your position and walk up and down whenever you can, particularly on a long flight.  

• If you have a history of circulatory problems consult your doctor before setting out in case drug 
therapy may be advisable.  

 

3.6.9 Fire Safety 

• Many overseas properties do not meet UK standards in terms of fire protection, means of 
escape and fire-fighting capability.  

• Always check out the fire precautions in any building you visit, particularly the means of 
escape.  

 

3.6.10 Animals  

• Animal hygiene may not be as good as in this country. Never feed, play with or approach 
animals (domestic or wild) unless you are certain there is no risk.  

• Always seek medical advice if you are bitten or scratched.  

• Get advice about the local wild-life and appropriate precaution to take to avoid trouble and 
how to get medical treatment if necessary.  
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3.6.11 Effects of the Sun  

• Always use a high-factor sun-block and good quality sun-glasses. A wide-brimmed hat is also 
sensible if you are working all day in the sun.  

• Drink plenty of water, even if you are not thirsty. Avoid alcohol, especially when it is very hot.  
 

3.6.12 Electrical Appliances  

• Ensure any equipment is appropriate to the local voltage – it may not be!  

• Look critically at plugs, wiring and installations – if in doubt avoid use or request repairs.  
 

3.6.13 Personal Safety  

• Leave your valuables at home! Use hotel safes for those you cannot leave.  

• Where possible use traveller’s cheques which can be replaced, rather than cash. Body-belts 
are safer than pockets.  

• Seek local advice and avoid visiting known dangerous areas after dark.  

• Local police may not be helpful!  
 

3.6.14 Upset Stomachs  

• Always assume local water is unsafe to drink and clean teeth, unless you receive sound advice 
to the contrary.  

• Only drink bottled water (from a bottle with a sealed top).  

• Avoid ice unless made from bottled water.  

• Make sure food is piping hot or properly chilled. Beware of buffets, which may have been left 
for hours in the sun.  

• Avoid salads and fruit which you do not peel yourself  
 

3.6.15 Driving Abroad  

• Check hire cars for obvious defects before you leave the collection point and ensure you know 
how the basic controls function.  

• Ensure you know the local Highway Code – especially relating to speed restrictions.  

• Drinking and driving is usually considered a serious offence. Don’t risk it!  

• Use seat-belts as you would at home, even if they are not mandatory.  

• Wear a helmet and substantial clothing if motorcycling or using a moped even if it is not 
mandatory. Note also that cycle-helmets are mandatory for pedal cyclists in some countries. 
Make sure your travel insurance covers you for such activities.  

• Try not to plan a long drive on your first day, especially if you are likely to be jet-lagged.  

• Many European countries now require drivers who break-down on a highway to wear a hi-
visibility jacket if out of the car.  

 

3.6.16 When you return Home  

• If you have health problems, don’t forget to tell your GP where you have been.  

• Review the trip – pass on any lessons to be learnt or experiences which would be useful for 
others at The Place. 
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4 Monitoring of Health and Safety Performance 

 
The health and safety performance of The Place will be monitored using a combination of reactive 
and proactive systems. 
 
Proactive systems – ‘before the event,’ includes analysing and acting upon data from: 
 

• Policy and management system health and safety audits. 

• Property risk management audits. 

• Workplace inspections. 
 
Reactive systems – ‘after the event,’ includes analysing and acting upon data from: 
 

• Accident injuries; 

• First aid accident injuries; 

• Specified injuries (RIDDOR); 

• Dangerous occurrences (RIDDOR); 

• Diseases (RIDDOR); 

• Near-miss incidents; 

• Lost time accidents; and 

• Sickness absences. 
 
Managers will be responsible for ensuring that all accidents are reported and thoroughly investigated. 
 
Managers will be responsible for ensuring that all work-related causes of sickness absence are 
thoroughly investigated. 
 
The management team will be responsible for ensuring that any necessary inspections and audits 
are carried out at regular intervals, including: 
 

Inspection / Audit   By Interval 

Policy/management system 
health and safety audit.  

Health and Safety Officer. Annual 

Workplace Inspections  Internal (Managers / 
Facilities Manager) 
 

Periodically ( no less than 3 
months) using the relevant 
department checklist. 

Property risk management 
audits 
 

External  Annual 

Daily site safety check 
  

Managers  Daily prior use (visual) 
 

Equipment / Vehicle 
Inspections  

Operators  
 

Daily prior use (visual) and as 
statutory requirements 
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4.1 Health and Safety Performance information 
 

Information from any monitoring exercise will be filed in the The Place health and safety folder.  The 
health and safety co-ordinator will also be consulted and, where applicable, the information will be 
circulated or attached to company notice boards. 
 
As a minimum, a health and safety performance report will be prepared, including: 
 

• The results and any outstanding actions from risk assessments and audits. 

• Progress against the health and safety training programme. 

• Sharing of good practice and active recognition of continual improvement. 

• Planned health and safety activities.  
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5 Health and Safety Training (and information, instruction and supervision)  

 
The Place recognises the legal duty to provide information to employees concerning hazards, risks 
and safe systems of work. The Place also recognises the duty to provide suitable training in the skills 
necessary to carry out any task. Suitable training will be provided using a number of methods 
including; 
 

• Induction / orientation when joining The Place. 
• Briefing where an employee is undertaking work at a third party’s site. 
• Health and safety signs and notices. 
• Copies of risk assessments / safe working procedures. 
• Copies of policy / guidance. 
• Copies of current best practice guidance and information. 
• Provision of adequate supervision. 

 
A training needs analysis and competency matrix will be held to track any health and safety training 
and refreshers.  
 
5.1 Induction Training 

 
All new starters and temporary workers will be provided with health and safety induction training by 
their manager, using an approved induction training checklist as a starting point and providing any 
other necessary information as applicable. 
 
5.2 Job Specific Training  

 
Job specific or task skills training will be provided when required. The training must be documented 
and suitable records kept.  
 
 
5.3 Special Training 

 
There are several jobs that require special training, including: 

• Fire Marshal; 

• First Aid at Work (3 day course);and 

• Mental Health First Aid 

• Evac Chair Training. 

• Manual handling training. 
 
Special training requirements will be identified by managers. Training will be organised by the 
managers and records kept and updated as below. 
 
5.4 Training Records 

 
All training will be recorded and kept with personnel records. The HR Manager will be responsible 
for keeping records up-to-date, for safekeeping and determining when refresher training is required. 
All training records and inductions will be logged and recorded in the Master Health and Safety 
Folder/Training Records. 
 
 



 
 

HEATH AND SAFETY POLICY  V2 MAR 2021  Page 19 of 55  

5.5 Training Requirements 
 

Managers will identify training requirements supported by the health and safety co-ordinator and the 
HR department, and make adequate arrangements to ensure training is suitable and sufficient and 
provided in good time. 
 
 
5.6 Supervision 

 
Managers will ensure that adequate supervision is provided in all circumstances, with special 
attention being applied where risk assessments reveal activities to be particularly hazardous. 
 
For all activities including student accommodation and student supervision, including day trips and 
visits, a specific risk assessment will be produced, accompanied by safe systems of work and 
guidance.  All staff involved in the activities and locations will have signed to confirm their 
understanding of the safe system of work and that they agree to follow it.  
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6 Fire Arrangements and Risk Assessments 

 
The Place will make all necessary arrangements to ensure that all employees, students and others 
are aware of the fire prevention measures on each site, including the evacuation procedure. 
 
6.1 Fire Risk Assessment 

 
The Facilities manager, Visitor Services manager and the Health and safety officer will ensure that a 
suitable and sufficient fire risk assessment is undertaken.  The health and safety co-ordinator will co-
ordinate the fire risk assessment with the co-operation and assistance of all staff.  The fire risk 
assessment will be documented, filed and updated by the health and safety co-ordinator.  The health 
and safety co-ordinator will ensure that appropriate numbers of fire marshals are appointed, taking 
into account potential absence.  
 
6.2 Control Measures 

 
The health and safety co-ordinator will ensure that control measures identified in the fire risk 
assessment are implemented. 
 
6.3 Escape Routes 

 
The fire marshals will check the escape routes on a daily basis to ensure that the routes are clear 
and uncluttered and that in an emergency a safe exit can be made. 
 
6.4 Fire Extinguishers 

 
The Facilities Manager will ensure that there is adequate fire fighting apparatus on site / for activities 
with regard to the findings of any fire risk assessment.  The fire extinguishers will be inspected and 
serviced on an annual basis.  Visual inspections of fire extinguishers will be made on a monthly basis 
by the the maintenance team; and any defects reported to the Facilities Manager.  Any defects will 
be rectified immediately.  Where extinguishers are released, The Facilities Manager must be 
informed so that the extinguishers can be re-charged or repaired immediately. 
 
6.5 Fire Alarm Systems / Automatic Fire Detection Systems 

 
Fire alarms will be tested on a weekly basis by the Facilities Manager.  
 
6.6 Emergency Evacuation (Fire Drill) 

 
The Directors will organise an unscheduled emergency evacuation twice every calendar year. These 
drills and findings will be recorded centrally in the Master Health and Safety Folder/Evacuation and 
Drills. 
 
Please refer to The Place fire evacuation procedures for full details of how to deal with a fire at any 
of its sites. 
 
A fire and emergency plan will be requested and briefed to all staff and students for any classes at 
other schools, colleges or university premises. The relevant department manager will ensure that all 
fire safety arrangements have been received and communicated.  
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6.7 Visitors / Contractors Register 
 

All employees are responsible for ensuring that visitors and contractors sign in before entering and 
sign out before leaving The Place.  These registers will be removed by the fire marshal or the most 
senior person on site in the event of an emergency, if safe to do so, and used to determine that all 
visitors and contractors have safely left the building.  
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7 Maintenance of Equipment 

 
The Place will maintain essential services in good working order to provide for the health and safety 
of building occupants and, in some cases, the general public.  The frequency of maintenance, 
inspection and testing may depend on the manufacturer’s recommendations and the age and 
condition of the equipment. The Place must therefore introduce controls to ensure that the risks 
associated with the use of work equipment are minimised, this includes all equipment used in the 
theatre, equipment used in the support of productions, equipment used in the toning room, studios 
and performance areas, laundry room and costume design/textiles and in the maintenance of the 
premises. 
 
The Facilities Manager alongside the Department managers who use special equipment, will list all 
applicable equipment, the frequency of inspection and testing and maintenance providers in a 
suitable format.  A service and maintenance diary will be kept in a shared format on the 
intranet/shared drives.  
 

Equipment Frequency 
of 
maintenanc
e/ servicing 

Frequency of Inspection Maintenance 
Provider 

Emergency Lighting Annual Annual Claremore 

Fire Extinguishers Annual Annual Secure Right 

Fire Alarm Service Every 
Quarter 

Weekly (call points) Debco 

Portable Appliances 
(PAT) 

2 Years 
Office 
1 Year Tools 

Daily (visual pre use) HT PAT Testing Ltd 

Fixed Electrical Test N/A 
 
 

20% every year. Complete in 5 
Years 

Claremore 

Fixed Electrical Test 
(Theatre) 

N/A 20% every year. Complete in 5 
Years 

Stage Electrics 

Gas Inspection N/A Annually Claremore 
 

Lift inspections Monthly 6 monthly Zurich 
 

Fix Rig and Hoists 
Inspection (Theatre) 

 Annual CSE Engineering 
 

Loose rigging and 
backstage lift (Theatre) 
 

6 monthly 6 monthly CSE Engineering 
 

 
The Place will introduce other measures, where necessary, including Preventative Maintenance 
Systems (PMS) and regular checks (i.e. 4 hourly, daily, weekly, monthly, annually etc.) to augment 
inspections. 
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8 Lifting Operations and Lifting Equipment (LOLER) 

 
8.1 Purpose 

 
To ensure that all lifting equipment is used and maintained correctly on The Place properties. 
 

• To ensure lifting equipment is in a good and safe condition. 

• To prevent injuries to employees, visitors or contractors as a result of using lifting equipment. 

• To ensure only appropriate and safe lifting equipment is present on the premises. 
 

8.2 Scope 
 

This includes cranes, equipment used in the theatre and passenger lifts. 
 
8.3 Definitions 
 

Lifting Operations  
 

Operations concerned with lifting or lowering a load. 

Lifting Equipment Work equipment for lifting or lowering loads such as 
cranes, crabs, winches, teagles, pulleys, blocks, gin 
wheels, transporter or runway. 

Accessory for Lifting 
 

Work equipment used for attaching loads to equipment 
for lifting such as chain slings, rope slings, rings, 
hooks, shackles and swivels. 

Personnel  
 
 

• Driver 

• Banksman – controls operation 

• Slingers – connects load to lifting machine 

• All must be competent 

Safe Working Load 
(SWL) 

A value or set of values based on the strength and/or 
stability of the equipment when lifting. 
Other phrases used to mean SWL such as ‘rated-
capacity’ or ‘working load limit’. 

Work Equipment Any machinery, appliance, apparatus, tool or 
installation for use at work (whether exclusively or not). 

 
8.4 Guidance 

 
All lifting equipment and accessory equipment is capable of being used for its purpose safely.  All 
equipment must be permanently marked with the SWL, which must be clearly readable and 
understood. 
 
Lifting equipment designed to lift and carry persons must be clearly marked with the SWL and the 
maximum amount of persons the equipment can carry. 
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8.5 Selection of Equipment 
 

When selecting lifting equipment a risk assessment must be made and the following should be taken 
into consideration: 
 

• Its initial integrity; 

• The place where it will be used; 

• The purpose for which it will be used; 

• How often the lifting equipment will be used; 

• The nature and characteristics of the load that the lifting equipment will lift; 

• Any limitations on use specified by the manufacturer or supplier; and 

• Environmental factors such as high winds, stable grounding, etc. 
 
Depending on the complexity of the lift, an external lifting company may be required.  In this case the 
contract company must supply a method statement, risk assessments and certification for lifting 
equipment and associated persons. 
 
8.6 Inspections  

 
A register of ALL lifting equipment and accessories will be kept and maintained by the Health and 
Safety officer, this will be subject to regular inspection to ensure it is being used in line with this 
guidance and legislative standards. This will be recorded on LOLER/LOLER Recors folder in the 
Heath and Safety Folder. 
 
8.7 Insurance Inspections 

 
A thorough examination by a competent person will be carried on lifting equipment. 
 

Use & Type of Equipment  
 

Time Period 

Lifting Equipment used for lifting persons 6 Monthly or as per inspection schedule 

Lifting Accessories 6 Monthly or as per inspection schedule 

Other Lifting Equipment Annually or as per inspection schedule 

 
All new lifting equipment shall be purchased with a certificate or else be tested prior to use. 
 
8.8 Training  

 
All employees involved in the use of lifting equipment (slings, shackles, etc.) shall attend an 
appropriate training course in the safe use of the equipment.  No lifting equipment may be used 
without a successfully completed training course having been undertaken. 
 
Employees who operate lifting equipment will be trained to use that specific type of equipment.  
Copies of any licenses will be kept on site and in the employees training records. 
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9 Pressure Systems 

 
Examples of pressure systems and equipment covered by the legislation include: 

• Boilers and steam heating systems; 

• Pressurised process plant and piping; 

• Air receivers (fixed and portable); 

• Pressure cookers, autoclaves and retorts; 

• Heat exchangers and refrigeration plant having a maximum operating power exceeding 
25kW; 

• Valves, steam traps and filters; 

• Pipe work and hoses; and 

• Pressure gauges and level indicators. 

 
9.1  Pressure system failures 

 
The principal causes of pressure system failures include poor equipment and / or system design, 
poor maintenance of equipment, an unsafe system of work, operator error, poor training / 
supervision, poor installation and inadequate repairs or modifications. 
 
The resulting dangers from a pressure system failure can be catastrophic causing: 

• Impact from the blast of an explosion or release of compressed liquid or gas; 

• Impact from parts of equipment that fail or any flying debris; 

• Contact with the released liquid or gas, such as steam; and 

• Fire resulting from the escape of flammable liquids or gases. 

 
The level of risk from the failure of pressure systems and equipment depends on a number of 
factors including: 

• The pressure in the system i.e. the lower the pressure the lower the risk; 

• The type of liquid or gas and its properties; 

• The suitability of the equipment and pipe-work that contains it; 

• The age and condition of the equipment; 

• The complexity and control of its operation; and 

• The skills and knowledge of the people who design, manufacture, install, maintain, test and 
operate the pressure equipment and systems. 

 
9.2 Reducing the risk of failure 

 
The Place will apply the following controls if required for the installation and use or pressure 
vessels: 
 

• When installing new equipment, ensuring that it is suitable for its intended purpose and that 
it is installed correctly; 

• The pressure system will be designed and manufactured from suitable materials.  Ensuring 
that the vessel, pipes and valves have been made of suitable materials for the liquids or 
gases they will contain; 
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• Ensuring the system can be operated safely e.g. without having to climb or struggle through 
gaps in pipe-work or structures; and 

• Assessing the risk if repairing or modifying a pressure system.  Following a major repair and 
/ or modification the whole system will be re-examined before allowing the system to be 
used again. 

Understand the operating conditions: 

• Know what liquid or gas is being contained, stored or processed (e.g. is it toxic / 
flammable?); 

• Know the process conditions, such as the pressures and temperatures; 
• Know the safe operating limits of the system and any equipment directly linked to it or 

affected by it; 
• Ensure there is a set of operating instructions for all the equipment and for the control of the 

whole system including emergencies; and 

• Ensure that the appropriate workers have access to these instructions, and are properly 
trained in the operation and use of the equipment or system. 

 
Fit suitable protective devices and ensure they function properly: 

 

• Ensure suitable protective devices are fitted to the vessels, or pipe-work (e.g. safety valves 
and any electronic devices which cause shutdown when the pressure, temperature or liquid 
or gas level exceed permissible limits); 

• Ensure that any manual shut off valves are easily accessible; 

• Ensure the protective devices have been adjusted to the correct settings; 

• If warning devices are fitted, ensure they are noticeable, either by sight or sound; 
• Ensure protective devices are kept in good working order at all times; 
• Ensure that, where fitted, protective devices such as safety valves and bursting discs 

discharge to a safe place; and 
• Ensure that, once set, protective devices cannot be altered except by an authorised person. 
 

9.3 Carry out suitable maintenance: 
 

• All pressure equipment and systems should be properly maintained.  There should be a 
maintenance programme for the system as a whole.  It should take into account the system 
and equipment age, its uses and the environment; 

• Look for signs of problems with the system, e.g. if a safety valve repeatedly discharges, this 
could be an indication that either the system is over-pressurising or the safety valve is not 
working correctly; 

• Look for signs of wear and corrosion; 
• Systems should be depressurised before maintenance work is carried out; 
• Ensure there is a safe system of work, so that maintenance work is carried out properly and 

under suitable supervision; and 
• Make provision for appropriate training. 

 
Everybody operating, installing, maintaining, repairing, inspecting and testing pressure equipment 
should have the necessary skills and knowledge to carry out their job safely - so suitable training 
needs to be provided.  This includes all new workers, who should have initial training and be 
supervised closely.  Additional training or retraining may be required if: 
 

• The job changes; 

• The equipment or operation changes; and 

• Skills have not been used for a while. 
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9.4 Have the equipment examined: 
 
It is a legal requirement to have a written scheme of examination for most pressure systems.  
Generally, only very small systems are exempted (details of exempted systems are listed in the 
Regulations): 
 

• The written scheme should be drawn up (or certified as suitable) by a competent person.  It is 
the duty of the user of an installed system and the owner of a mobile system to ensure that 
the scheme has been drawn up.  A pressure system must not be operated (or hired out) until 
a written scheme of examination has been produced and the system has been examined; 

• The written scheme of examination must cover all protective devices.  It must also include 
every pressure vessel and those parts of pipelines and pipe-work which, if they fail, may give 
rise to danger; 

• The written scheme must specify the nature and frequency of examinations, and include any 
special measures that may be needed to prepare a system for a safe examination;  

• The pressure system must be examined in accordance with the written scheme by a 
competent person; and 

• For fired (heated) pressure systems, such as steam boilers, the written scheme should include 
an examination of the system when it is cold and stripped down and when it is running under 
normal conditions. 
 

An examination undertaken in accordance with a written scheme of examination is like an MOT for 
your car.  It is a statutory examination that is designed to ensure that pressure systems are 
‘roadworthy’.  It is not a substitute for regular and routine maintenance. 
 
9.5 Gas Cylinders 

 
The legal term that covers gas cylinders is “pressure receptacle”.  This is a generic term covering a 
number of types of pressure receptacles: tube, pressure drum, cryogenic receptacle, bundle of 
cylinders as well as cylinders themselves, plus the valve(s) fitted directly to the receptacle. 
 
9.6 Uses of Gas Cylinders 

 
Gas cylinders are a convenient way to transport and store gases under pressure. These gases are 
used for many different purposes including: 

• Chemical processes 

• Soldering, welding and flame cutting 

• Breathing (e.g. diving, emergency 
rescue) 

• Medical and laboratory uses 

• Dispensing beverages 

• Fuel for vehicles (e.g. fork-lift 
trucks) 

• Extinguishing fires 

• Heating and cooking 

• Water treatment. 

 

 

The main hazards are: 

• Impact from the blast of a gas cylinder explosion or rapid release of compressed gas; 

• Impact from parts of gas cylinders or valves that fail, or any flying debris; 

• Contact with the released gas or fluid (such as chlorine); 

• Fire resulting from the escape of flammable gases or fluids (such as LPG); 

• Impact from falling cylinders; and 
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• Manual handling injuries. 

 
The main causes of accidents are: 

• Inadequate training and supervision; 

• Poor installation; 

• Poor examination and maintenance; 

• Faulty equipment and / or design (e.g. badly fitted valves and regulators); 

• Poor handling / storage; 

• Inadequately ventilated working conditions; 

• Incorrect filling procedures; and 

• Hidden damage. 

 
9.7 How to reduce the risk 

 
All gas cylinders must be designed and manufactured to the standards and specifications of the 
relevant legislation.  They must be initially inspected before they are put into service to ensure they 
conform to the approved standard, and be periodically examined at appropriate intervals to ensure 
that they remain safe while in service.  To reduce the risks of failure the following precautions need 
to be known or acted on: 
 
9.8 Training 

 
Anyone who examines, refurbishes, fills or uses a gas cylinder should be suitably trained and have 
the necessary skills to carry out their job safely.  They should understand the risks associated with 
the gas cylinder and its contents.  In particular: 

• New employees should receive training and be supervised closely; 

• Users should be able to carry out an external visual inspection of the gas cylinder, and any 
attachments (e.g. valves, flashback arresters, and regulators), to determine whether they 
are damaged.  Visible indicators may include dents, bulges, evidence of fire damage (scorch 
marks) and severe grinding marks etc.; and 

• Valves should only be removed by trained personnel using procedures that ensure that 
either the cylinder does not contain any pressure or that the valve is captured during the 
removal process. 

 
9.9 Handling and use 

 

• Use gas cylinders in a vertical position, unless specifically designed to be used otherwise. 

• Securely restrain cylinders to prevent them falling over. 

• Always double check that the cylinder / gas is the right one for the intended use. 

• Before connecting a gas cylinder to equipment or pipe work make sure that the regulator 
and pipe work are suitable for the type of gas and pressure being used. 

• When required, wear suitable safety shoes and other personal protective equipment when 
handling gas cylinders. 

• Do not use gas cylinders for any other purpose than the transport and storage of gas. 

• Do not drop, roll or drag gas cylinders. 
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• Close the cylinder valve and replace dust caps, where provided, when a gas cylinder is not 
in use. 

• Where appropriate, fit cylinders with residual pressure valves (non-return valves) to reduce 
the risk of back flow of water or other materials into the cylinder during use that might 
corrode it (e.g. beer forced into an empty gas cylinder during cylinder change-over). 

• Ensure that the valve is protected by a valve cap or collar or that the valve has been 
designed to withstand impact if the cylinder is dropped. 

9.10 Lifting 

 

• Use suitable cradles, slings, clamps or other effective means when lifting cylinders with a 
hoist or crane. 

• Do not use valves, shrouds and caps for lifting cylinders unless they have been designed 
and manufactured for this purpose. 

• Gas cylinders should not be raised or lowered on the forks of lift trucks unless adequate 
precautions are taken to prevent them from falling. 

 

9.11 Transport 

 

• Fit suitable protective valve caps and covers to cylinders, when necessary, before 
transporting. Caps and covers help prevent moisture and dirt from gathering in the valve of 
the cylinder, in addition to providing protection during transport. 

• Securely stow gas cylinders to prevent them from moving or falling. This is normally in the 
vertical position, unless instructions for transport state otherwise. 

• Disconnect regulators and hoses from cylinders whenever practicable. 

• Do not let gas cylinders project beyond the sides or end of a vehicle (e.g. fork-lift trucks). 

• Ensure gas cylinders are clearly marked to show their contents (including their UN Number) 
and the danger signs associated with their contents. 

• It may be necessary to take special measures with certain types and quantities of 
compressed gases and fluids in order to ensure their safe carriage.  If you have any doubts 
seek further guidance. 

• The transport of gas cylinders is subject to carriage requirements.  For example, that: 

o The vehicle is suitable for the purpose; 

o The vehicle is suitably marked to show that it is carrying dangerous goods; 

o The driver is suitably trained; and 

o The driver carries the appropriate documentation about the nature of the gases being 
carried. 

9.12 Storage 

 

• Gas cylinders should not be stored for excessive periods of time.  Only purchase sufficient 
quantities of gas to cover short-term needs. 

• Rotate stocks of gas cylinders to ensure first in is first out. 

• Store gas cylinders in a dry, safe place on a flat surface in the open air.  If this is not 
reasonably practicable, store in an adequately ventilated building or part of a building 
specifically reserved for this purpose. 
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• Gas cylinders containing flammable gas should not be stored in part of a building used for 
other purposes. 

• Protect gas cylinders from external heat sources that may adversely affect their mechanical 
integrity. 

• Gas cylinders should be stored away from sources of ignition and other flammable 
materials. 

• Avoid storing gas cylinders so that they stand or lie in water. 

• Ensure the valve is kept shut on empty cylinders to prevent contaminants getting in. 

• Store gas cylinders securely when they are not in use.  They should be properly restrained, 
unless designed to be freestanding. 

• Gas cylinders must be clearly marked to show what they contain and the hazards 
associated with their contents. 

• Store cylinders where they are not vulnerable to hazards caused by impact, e.g. from 
vehicles such as forklift trucks. 

 
9.13 Manufacture and initial examination 

 
The law requires that gas cylinders are manufactured to an appropriate standard approved under the 
relevant legislation and examined by “a relevant inspection body” to verify that the cylinders are 
manufactured correctly and conform to the appropriate design standard. 
 
Owners and fillers should satisfy themselves that the manufacturing requirements have been carried 
out by examining either: 

• The written certificate which accompanies the gas cylinder; and 

• The stamp or mark of the relevant inspection body on the gas cylinder itself. 

9.14 Periodic examination 
 
If you own or fill gas cylinders, to make sure that they are safe for continued use, you must ensure 
that they have been examined at the intervals set out by the Regulations. 
 
The law requires that all gas cylinders and valves are: 

• Examined and tested by the appropriate inspection body, in accordance with relevant 
regulations and at specified intervals; and 

• Permanently marked by an appropriate inspection body to show the date of the last periodic 
examination. 
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10 Manual Handling 

 
If specific manual handling assessments are required for any of The Place work activities e.g. 
preparation of the theatre, moving tables and chairs, putting out equipment, maintenance activities, 
they will be carried out by a competent person and issued to all those involved in the activity.  A Task, 
Individual, Load and Environment (TILE) assessment will be initially completed. If the level of risk is 
high the Manual Handling Assessment Chart tool (MAC assessment) or standard risk assessment 
process will be used. 
 
In the main, The Place personnel will reduce the risk from manual handling by the use of trolleys and 
delivery to the point of use.  This will mainly be restricted to office materials and equipment for 
conferences and events.  Contractors will be used for any major lifting or refurbishment work in the 
buildings.  
 
Manual Handling training will be provided to staff which undertake major lifting as part of their daily 
routine: Technicians, maintenance personnel.  
 

11 New and Expectant Mothers 

 
The Place will take all reasonable steps to safeguard the health, safety and welfare of new or 
expectant mothers, and of their unborn children.  We undertake to assess all risks to new or expecting 
mothers arising from their work activities and to take appropriate preventative or control measures. 
 
These risk assessments will be reviewed at regular intervals throughout the pregnancy and nursing.  
The assessment will be reviewed at least once per trimester or sooner if there are any associated 
health issues or work restrictions.  
 
Employees must report any new pregnancy to their line manager as soon as possible. 
 
 

12 Display Screen Equipment (DSE) 

 
The Place will ensure DSE assessments are completed for all employees who use DSE equipment 
(as defined in the Display Screen Equipment Regulations 1992 (as amended) for a reasonable part 
of their job.  The Place uses IHasco to complete the training and record assessments. 
 
Eye and eyesight tests will be provided for DSE users who request them, and spectacles provided if 
special ones are needed solely for the use of DSE equipment.  Health and safety training and 
information will be provided for DSE users. 
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13 Control of Substances Hazardous to Health (COSHH) 

 
When dealing with substances that are hazardous to health The Place will carry out a risk 
assessment (a COSHH assessment).  Examples of hazardous substances include some paints, 
industrial cleaners and degreasers, wood dust, metalworking fluids, chemicals and substances that 
cause asthma and dermatitis.  COSHH applies to all chemicals with a warning label on the container.  
Manufacturers of all such chemicals must also provide a material safety data sheet (MSDS), which 
is needed in order to complete the assessment. 
 
Hazardous substances used by The Place are limited to cleaning substances similar to those used 
in any home. The cleaning company is responsible to keep their COSHH assesments and training 
up to date. All products are locked safely behind a locked door and unaccessible to general staff and 
public. 
 
13.1 Buying Substances 

 
Managers are responsible for ordering substances and will request that the supplier also provides a 
suitable up-to-date material safety data sheet for the substance prior to ordering.  Managers will 
endeavour to substitute the hazardous substance with a safe alternative with similar properties where 
possible. All substances will be recorded on a department COSHH Inventory list located in the Master 
Health and Safety Folder/COSHH. 
 
13.2 Assessing Substances 

 
The department manager will be responsible for carrying out a suitable and sufficient COSHH 
assessment before any new hazzardous substance is allowed to be used, listing all necessary 
controls and a safe working procedure.  
 
13.3 Implementing Safety Measures 

 
The managers will be responsible for implementing any control measures identified in the risk 
assessment. 
 
13.4 Training 

 
Managers will be responsible for providing sufficient information, instruction and training pertaining 
to the COSHH assessment to any person potentially exposed to the hazardous substance. 
 
13.5 Reviewing COSHH assessments 

 
COSHH assessments will be reviewed on an annual basis or when the activity changes, whichever 
is the soonest. 
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14 Occupational Health and First Aid 

 
The Place recognises that it is important to manage occupational health because each employee’s 
health influences his or her ability to perform the tasks for which he or she is employed. 
 
 
14.1 Ill Health  

 
All staff have a duty to report any instances of ill health that are adversely affecting their work, or 
where their work is adversely affecting their health so that any issues can be addressed.  These 
problems should be reported to their manager who will treat any information with utmost 
confidentiality. 
 
The manager will co-ordinate an occupational health assessment, where required, by the chosen 
external partner.  In all instances where health problems could be adversely affected by particular 
work, or on return to work following an operation, for example, alternative work will be found 
whenever possible.  For periods of long term absence The Place may request a more detailed 
occupational health assessment. 
 
 
14.2 Health Surveillance Records 

 
Health surveillance measures and records will be required for certain activities and in certain 
circumstances, including: 
 

• Exposure to Asbestos (Prescribed Conditions only); 
• Exposure to Lead (Prescribed Conditions only); 
• Exposure to Hazardous Substances (Prescribed Conditions only); 
• Exposure to Noise (Prescribed Conditions only); 
• Exposure to Vibration (Prescribed Conditions only); 
• Spraying activities (Prescribed Conditions only). 
• Pre-employment (Company Policy); 
• Night working (Working Time); 
• Where there are problems associated with work related upper limb disorder (WRULD), manual 

handling or stress; 
• Where other potential health issues are identified by risk assessment; 
• As per statutory requirements; and / or 
• As a result of long term absence, return to work etc. 

 
The HR manager will ensure that suitable health surveillance measures are implemented and that 
records are stored securely and confidentially with personnel records for a period of 40 years. 
 
14.3 Investigating instances of work related ill health 

 
The HR manager will ensure that any instances of work related ill health are investigated.  Records 
will be kept securely and confidentially by HR for a period of 40 years. 
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14.4 First Aid 
 

The Place recognises the legal duty to provide such equipment and facilities as are adequate and 
appropriate in the circumstances for enabling first aid to be rendered to its employees if they are 
injured or become ill at work.  To fulfil this obligation The Place will make available: 
 

• First Aider/s, who will attend either a first aid at work 3 day course or an emergency first aid 
at work 1 day course;  

• First Aid Boxes – located at the main offices, site offices and in all company vehicles; and 
• Any other equipment as deemed necessary or as identified by risk assessment. 

 
14.5 First Aid Procedure 

 
Persons requiring first aid should contact the nearest first aider. 
 
The First Aider will, in the event of a major accident or illness, ensure that an ambulance is called by 
dialling 999 (check if an outside line number is required first ?).  If a first aider is not available on site, 
the most senior person available should ensure that an ambulance is called. 
 
If an ambulance is not required but hospital treatment is required and an employee is injured, the 
employee should contact their manager (or the most senior person on site) who will arrange suitable 
transport. 
 
Out of normal working hours, any employee may use their own vehicle to transport the injured person 
to hospital and claim the normal mileage allowance back from The Place.  This is only the case for 
minor injuries. 
 
The injured person should be accompanied to hospital if the first aider thinks it is necessary to do so.  
The first aider should ensure that they have full contact details for the injured person and anyone 
that they need to inform, such as a relative or next of kin.  
 
Employees are reminded that it is their responsibility to ensure that an entry is made in the accident 
book when they have received an injury at work, via the first aider.  If hospital treatment is required 
and the employee leaves the building, the first aider will ensure that the event is recorded in the 
accident book. 
 
14.6 Use of First Aid Equipment 

 
First aiders are responsible for ensuring that first aid equipment is kept well stocked and expiry dates 
have not lapsed.  First aid boxes will be checked on a monthly basis by the first aiders and restock 
as necessary.  
 
All employees must report the use of first aid equipment to a first aider (eye wash stations etc.) to 
ensure that they are replenished. 
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15 Accidents and Incident Reporting and Investigation 

 

It is important that all accidents and incidents are reported to a first aider including fire, injury, near 
misses, dangerous occurrences, illness and property damage.  Action can then be taken to eliminate 
or minimise the risk from the hazard, or to prevent a reoccurrence if it was a near miss or dangerous 
occurrence. 
 
(Please note that near misses are incidents that could easily have resulted in injury or property 
damage.) 
 
15.1 Investigating Accidents and Incidents 
 
The Head of Department will complete an appropriate company report form and carry out an initial 
investigation with the Health and Safety Officer in the event of an accident or incident. This will be 
recorded and saved centrally in the Health and Safety Master Folder/Accident Reporting. The health 
and safety officer will then report their findings to the leadership team where appropriate.   
 
 
 
 
15.2 Key Responsibilities  

 

All accidents and incidents must be reported no matter how minor. The 

timescales for reporting are as follows: 

 

Incident Must be reported to: Reporting timescale 

First aid treatment where the 

injured person (IP*) can 

immediately go back to their 

normal job. 

First aider to report in the site 

accident book. 
 

Day of the treatment in the first 

aid book. 

Injury or ill health where the 

IP has to leave work and 

does not complete the shift or 

does not return immediately 

to their normal job. 

 

Property damage or near-

miss which could have 

resulted in a lost time injury. 

 

 

First aider or manager 

completes accident book. 

Must be reported to the 

Health and Safety Officer and 

Head of Department. 

 

The same working day as the 

incident. Maximum reporting 

time limit is within 12 hours. 
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Injury or ill health requiring 

attendance by an ambulance 

or the IP needing to go to a 

hospital for treatment. 

 

Any Incident involving 

emergency services or 

regulatory attendance at site 

(HSE, local authority, 

environment agency, etc). 

 

Incident that may have 

resulted in serious injury, 

harm or occupational 

disease. 

 

First aider or manager 

completes accident book. 

Must be reported to the 

Health and Safety Officer and 

Head of Department. 
 

Inmedialy 

Near miss with potential for 
significant harm or property 
damage.  

Complete report Near Miss log 
book. Must be reported to the 
Health and Safety Officer and 
Head of Department. 

The same working day as the 
incident. Maximum reporting time 
limit is within 12 hours 

Dangerous Occurrence 
(RIDDOR) 

Manager to completes 

Accident Report in the 

Accident Book. 

Contact Deputy Director 

inmediatly 

Immediately. See RIDDOR 
timescale to report to HSE  

 
*Injured person (IP) may refer to an employee, student, contractor, visitor, 

customer or anyone else on The Place premises or attending an organised event.  
 

 

15.3 Reporting of Injuries, Diseases, Dangerous Occurrences Regulations (RIDDOR) 
 

The Place recognises the mandatory requirement for all prescribed incidents of specific injury, 
disease or dangerous occurrence to be reported to the Enforcing Authority (HSE / Local Authority).   
 
The health and safety co-ordinator will be responsible for establishing if any incidents of ill health, 
dangerous occurrences, or injuries are reportable under RIDDOR.  Advice should be sort from Vita 
Safety on the precise reporting method.
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16 Mental Health 

 
The Place is committed to supporting a healthy workforce, placing the same value on good 
mental heath as physical health. The workplace can impact the mental health of individuals and 
poor mental health can be triggered by excessive levels of stress. The Place recognises its duty 
of care to take measures as reasonably practicable, to preserve and foster the mental health 
and wellbeing of the employees while they are at work. The Place is also committed to tackling 
disability discrimination, including discrimination relating to people who experience mental health 
problems 
 
 
Positive Mental Health is the emotional and spiritual resilience which enables us to enjoy life and 
survive pain. Employees should be able to work in a supportive, professional and caring 
environment where they are valued and respected. By following these values, The Place will aim 
to create a positive mental health culture and prevent stress in the workplace by listening and 
being supportive. 
 
The Place’s mental health provision will promote a comprehensive approach to address issues 
that could arise in the workplace or personal circumstances. The aim will be to prevent, manage 
and support poor mental health. This objective requires a shared commitment between 
managers and employees. 
 
 
16.1 First Aid 
 
Members of staff across departments will undertake a Mental Health First Aid Course and 
refreshers as required. Employees experiencing difficulties that could lead to poor mental health 
will be able to seek help and support through these first aiders.  
 
Mental health first aiders will use the ALGEE action plan when encountering someone who 
could be suffering of poor mental health: 
 
Approach the person, assess and assist in any crisis 
Listen and communicate non-judgementally 
Give Support and Information 
Encourage the person to get appropriate professional help 
Encourage other supports  
 
Mental Health First Aiders will treat conversations with colleagues with the utmost confidentialty, 
however if imminent danger of harm to themselves or others is identified, they may call the 
emergency services. 
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16.2 Line Managers Responsabilities 
 
Line managers will ensure that the workplace culture with regards mental health and wellbeing is 
maintained.  The work environment should prevent, so far as reasonably practicable, 
circumstances that could be detrimental to mental health.  
 
Line managers will monitor those known to have or had symptoms of poor mental health and 
ensure they are treated in an understanding and confidential maner.  
 
 
16.3 Employee Responsabilities 
 
All employees will be encouraged to use The Place’s support and the employee counselling 
available. They will report to their line managers any instances or risks to mental health within 
the work place which could bring risk to themselves and others. They should support those 
colleagues experiencing poor mental health and encourage them to seek help, either via their 
line manager, HR or a mental health first aider. 
 
16.4 LCDS Mental Health Advisor 
 
The Mental Health Advisor offers direct support for students in crisis, including risk assessment 
and triage, identifying those that require urgent assessment, identifying appropriate intervention 
within the LCDS Counselling Service and/or supporting access to specialist services such as 
GP, A&E, Home Based Treatment Teams and Community Mental Health Teams and other 
relevant services (such as eating disorder, drug, or alcohol services). 
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17 Work at Height 

 
The main hazards associated with working at height are people falling and objects falling onto 
people below, these will include activities within the theatre and facilities management and 
maintenance of the premises.  They may occur as a result of inadequate edge protection, or from 
objects in storage being poorly secured.  People in a variety of jobs could be at risk of falling from 
height at work including those who undertake one-off jobs without proper training, planning or 
equipment. 
 
17.1 Legal Duties  

 
There are some general requirements contained in other regulations relating to working at height: 
 
The Workplace (Health, Safety and Welfare) Regulations.  They include the requirement that 
employers ensure that all areas where people could fall from a height are properly guarded or 
covered.  The Work at Height Regulations (WAHR) aim to encourage the avoidance of working at 
height if possible and where it cannot be avoided to use the best practicable means of ensuring 
the safety of those working at height. 
 
There is a hierarchy of measures: 

 

• To avoid work at height where possible; 

• To use work equipment or other measures to prevent falls where work at height cannot 
be avoided; and 

• Where the risk of a fall cannot be eliminated to use work equipment or other measures to 
minimise the distance and consequences of the fall. 

 
17.2 Specific Requirements 

 
Essentially, The Place are required to risk assess and consider the safety of those working at 
height from the start to the finish of the job. 
 
Therefore they must:  
 

• Properly plan and organise the work; 

• Undertake risk assessments; 

• Ensure all those involved in working at heights are trained and competent; 

• Provide and maintain proper equipment for working at height and inspect the equipment; 

• Specifically consider the weather conditions and if necessary postpone the work; 

• Consider the risks from fragile surfaces and avoid them if possible; 

• Risk assess, provide and maintain collective and personal safety equipment; and 

• Prevent items falling and prevent a person being hit by a falling object, if needs be, by 
restricting access to such an area.  
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18 Safe Working Practices 

 
18.1 Ladders 

 
Ladders are only acceptable for access or work of short duration.  3 points of contact should be 
maintained when using a ladder.  They should be: 
 

• Erected at correct angle (4 up to 1 out); 
• Secured (preferably at top) or footed;  
• Positioned close to the work to avoid over-reaching;  
• Sufficiently protected at the base of any ladder or access equipment to 

prevent pedestrians or vehicles bumping into them; and 
• Be of suitable industrial specification for the work undertaken. 

 

  
 
18.2 Stepladders 

 
When using stepladders the following precautions should be taken: 
 

• Always spread them to their full extent and lock them off; 

• Do not work on the top platform;  

• Do not use the top tread, tool shelf or rear part of the steps as a foot support; 

• Only one person should be on the ladder at any one time; 

• The ladder must be appropriate and of the correct grade for the intended use; 

• Maintain 3 points of contact as with ladders; and 

• Be of suitable industrial specification for the work undertaken. 
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18.3 Access Equipment 

 

• Any hired equipment must be fit for the purpose.  Hire firms must provide information about 
the risks involved. 

• All access equipment must be properly maintained and regularly inspected. 

• Those erecting and using access equipment must be competent to do so, and training 
should be provided where necessary.  Precautions must be taken to prevent the fall of 
objects or persons. 

• Do not increase reach by placing ladders on access equipment. 
 
18.4 Mobile Elevated Platforms 

 

• Use the platform only on level, firm ground.  

• Only use the equipment with outriggers and stabilisers.  

• Work with a trained operator at ground level. 

• Safety harnesses must be worn while on the platform, where required. 

• Keep the platform within safe working limits and radius, taking account of wind speeds. 

• Operator must be competent to operate the platform. 
 
18.5 Scaffold Towers 

 
Scaffold towers should: 
 

• Be erected by a competent person; 

• Have a height to base dimension ratio not exceeding 3 to 1 indoors, or 2.5 to 1 outdoors; 

• Have stabilisers deployed as necessary to meet the correct height to base ratio; 

• Use outriggers or stabilisers if above 2.5 m high; 

• Have all casters firmly locked before use; 

• Have ladder access to the working platform; 

• Never be moved while the tower is occupied; and  
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• Be regularly inspected and maintained. 
 
 
18.6 Safety Lines, Harnesses and Nets 

 
Fall restraint and arrest equipment such as nets, airbags and harnesses, etc. should only be 
considered as a last resort when no other means are reasonably practicable.  They should only 
be used and erected by trained operatives and tested and inspected regularly. 
 
18.7 Fragile Surfaces 

 
The regulations define a fragile surface as 'a surface which would be liable to fail if any reasonably 
foreseeable loading were to be applied to it.’  The Place are required to ensure that no one working 
under their control goes onto or near a fragile surface unless that is the only 'reasonably 
practicable' way for the worker to carry out the task safely - bearing in mind the demands of the 
task, the equipment being used and the working environment. 
 
If anyone is required to work on or near a fragile surface The Place will: 
 

• Ensure (as far as it is reasonably practicable to do so) that suitable platforms, coverings, 
guardrails and the like are provided (and used) to minimise the risk; 

• Where a risk of a person at work falling remains, do all that is 'reasonably practicable’ to 
ensure suitable and sufficient measures are implemented to minimise the distance and 
consequences of a fall; and 

• Make all persons them aware of the danger, preferably by prominent warning notices 
fixed at the approaches to the danger zone, e.g. at access points onto a fragile roof such 
as one constructed of cement sheets. 
 

 
18.8 Weather 

 
The weather is an important factor in working at height and the regulations are very clear on this 
point.  The Place will ensure that any work at height is postponed if weather conditions present a 
danger to the health and safety of workers. 
 
18.9 Falling Objects 

 
When working at height, The Place must do all that is 'reasonably practicable' to prevent material 
/ objects falling and take all 'reasonably practicable' steps to ensure that no one is injured by 
material / objects falling. This includes items stores, equipment, materials, debris and tools. 
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19 Employees’ Responsibilities 

 
The WAHR specifically require employees to ensure: 
 

• They report to the employer any activity or defect relating to work at height which they 
know is likely to endanger the safety of themselves or others. 

• They use all work equipment or safety devices provided to them for working at height by 
the employer, or by a person under whose control they work, in accordance with: 

o Any training that has been received in the use of the work equipment or device 
concerned; and 

o The instructions respecting that use, which have been provided. 
 
 

20 Lone working 

 
20.1 Purpose 

 
To ensure employees and external contractors are safe when they are working alone. 
 
20.2 Scope 

 
All The Place sites, offices and work locations including travelling to and from those locations. 
 
20.3 Definitions 

 
Lone Worker - means any worker who performs work alone whilst on The Place business. 
 
Dependent on job roles some The Place employees and external contractors are required to work 
alone, away from the office, or visiting customer sites.  Others on occasion may find themselves 
alone at the main office site. 
 
20.4 General 

 
As a result of different reasons, the situation or the necessity could arise for The Place employees 
or sole traders to perform work while they are alone at a The Place site or client’s site. 
  
There is no specific law dealing with lone working.  However, all health and safety legislation 
applies equally to lone workers as others, such as The Health and Safety at Work etc. Act 1974, 
which places general duties on employers and employees under Sections 2–9.  In addition, the 
Management of Health and Safety at Work Regulations 1999 requires an employer to carry out 
an assessment of risks faced by their employees or people affected by their work, and lone 
working is one of these. 
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20.5 Additional risk to Lone Workers 
 

Often the risks faced by lone workers will be the same as for other workers, but they may also 
face increased or additional risk from: 
 

• Fire; 

• Inadequate provision of rest, hygiene, and welfare facilities; 

• Violence and abuse from members of the public; 

• Theft / intruders; 

• Sudden illness / emergencies; 

• Effects of social isolation; 

• Risks related to driving; and / or 

• Lack of supervision and training. 
 
A risk assessment of the work that lone workers do is an important start to establish existing and 
additional risks. 
 
The Place will: 

• Carry out suitable and sufficient risk assessments for lone work (homework and staff who 
may choose to work alone in the office) and put adequate control measures in place to 
ensure the health and safety of lone workers; 

• Risk assesses a client’s premises; 

• Monitor the welfare of lone workers (particularly new staff), contractors and visitors e.g. 
telephone contact, visits and automatic warning devices; 

• Involve staff or their representatives when undertaking the risk assessment process; 

• Put in place working practices and procedures identified in the risk assessments to reduce 
risk and ensure these are followed; 

• Provide adequate information, instruction and training for lone workers to reduce the risk 
of injury and set limits as to what can and cannot be done when working alone and provide 
adequate supervision when required; 

• Check control measures are in place (examples of control measures include Instruction, 
training, supervision and issuing protective equipment); and 

• Review risk assessments annually or, as few workplaces stay the same, when there has 
been a significant change in working practice. 

 
When a risk assessment shows it is not possible for the work to be conducted safely by a lone 
worker, the risk will be addressed and may also include the following: 

 

• Where a lone worker is working at another employer’s workplace, that employer should 
inform The Place of any risks and the required control measures; 

• Know where employees and external contractors are during working hours; 

• Put revised plans into action as required; 

• Ensure that anyone working alone is medically fit to do so; and 

• Ensure all staff that work alone or may work alone are made aware of this policy. 
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Risk assessment will determine the right level of supervision. 
 
There may be some high-risk activities where at least one other person may need to be present.  
These include some electrical work, work in high-risk confined spaces, work with machinery, etc. 
 
Lone workers are responsible for: 
 

• Carrying out their duties and responsibilities safely and securely; 

• Taking a legal “duty of care” for their colleagues and when travelling; 

• Carrying and using all equipment provided for their safety e.g. personal alarms and mobile 
phones and making sure batteries are working; 

• Following all working practices and procedures that have been put in place by The Place; 

• Understanding the risks that affect them to ensure their personal safety and not taking 
unnecessary risks; 

• Raising any issues or concerns with their Line Manager; 

• Keeping in contact with a designated person whilst working alone and informing the designated 
person of any changes to their movements or if their vehicle breaks down.  A designated person 
will take action if you do not return home when expected where a phone call cannot be made 
to the office e.g. attending a meeting out of normal working hours; 

• Knowing what to do if threatened verbally or physically (see Violence section below); 

• Knowing where the first aid boxes and telephones are located in the office; 

• Ensuring that all external doors are locked to prevent uninvited visitors / intruders when working 
after hours in the THE PLACE office; and 

• To attend any training provided. 
 
20.6 Violence 

 
Violence can often be prevented by looking at systems of work, the workplace or staffing levels.  
Simple measures such as having people work in pairs can have a dramatic effect on the risk of 
violence. 
 
The The Place premises are alarmed entrances are covered by video surveillance, which are 
tested regularly.  If you are working alone you should contact a Manager before leaving the 
premises if you feel vulnerable.   
 
20.7 Action to be taken if you are threatened verbally or physically 

 

• If you are in a position to do so, remove yourself from the situation or get out as quickly as 
possible. 

• Once in a safe place contact your manager, if able to do so. 

• If required, call emergency services on your mobile phone or land line if possible as the call 
will be traced automatically and remember to tell them your address. 

• Only drive if you feel safe to do so. 

• Complete an incident report when able to do so. 
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20.8 Working in Remote Areas 
 

Where a worker is going to be working or travelling through a remote area where there may be 
little access to services, and there may be no mobile phone signal, this must be reflected in the 
risk assessment and steps taken to reduce the risk e.g. checking in and out with your manager. 
 
Steps to be taken, if required, include: 
 

• Ensuring a safe means of travel to and from the workplace / premises, including when 
working out of hours; 

• Assessing new providers prior to approval to ensure that they are satisfied that they have 
adequately controlled their own risks; 

• Implementing procedures to assess the time it will take to do the work and how frequently 
the employee should report in and what will happen if they don’t; 

• Ensuring that employees have access to toilets, rest facilities, refreshment, and first aid 
equipment; 

• Developing procedures for reporting and responding to emergencies; and 

• Considering the ease with which emergency services are able to reach the isolated area 
easily and safely without hindrance. 

 
20.9 Home Working 

 
The Place will seek to fulfil the same legal duties, including risk assessment and consultation. The 
HSE states “It may be necessary for employers to visit their home workers to carry out a risk 
assessment.”  Home workers can help in identifying the hazards for their employers.  A 
questionnaire type risk assessment must be completed by the home worker and if required a more 
detailed risk assessment can be completed.  Where computers are regularly used the Display 
Screen Equipment regulations will apply and an ergonomic assessment of the workplace will be 
necessary. Where equipment, such as laptops, screens etc. are provided by The Place, they will 
take responsibility for their maintenance.  
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21 Employee Consultation 

 
The Place acknowledges that a co-operative approach to health and safety in the workplace is the 
most effective way to manage health and safety issues.  The Place recognises the benefits of 
employers and employees working in partnership to develop a positive safety culture. 
 
 
21.1 Means of Consultation 
 
The Place will consult with employees either directly or through representatives by the following 
means: 
 

• Committee Meetings; 
• Management Meetings; 
• News of the Week emails; 
• Written Instruction; 
• Health and Safety notices; 
• In consultation with managers; 
• Directly; and / or 
• Verbally. 

 

22 Management of Contractors and Suppliers 

 
The Place recognises the shared responsibility that exists by law between the employing 
organisation (The Place) and the contractor in the following circumstances: 
 

• Where something done by the contractor affects the health and safety of the client’s 
workforce or the public; 

• Where something done by the client organisation affects the health and safety of the 
contractor’s employees or the general public; 

• Where the employing organisation is the ‘expert’ and the contractor is told by The Place 
how to proceed; 

• Where the client fails to inform the contractor of all hazards/risks that they know about; and 
/ or 

• Where the client appoints an incompetent contractor or a contractor who has inadequate 
resources. 

 
22.1 Selecting Contractors 

 
For all new contractors, The Place will request suitable documentation in regard to the contractor’s 
health and safety arrangements and health and safety controls, including their health and safety 
record and insurance details.  
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Prior to any construction work The Place will seek further advice on its responsibilities as a client 
under the Construction (Design and Management) Regulations.  Further advice is available at 
http://www.hse.gov.uk/construction/cdm/2015/commercial-clients.htm and advice must be sought 
from Vita Safety.  
 
Stage 1 
 
The health and safety officer will send an approved questionnaire and a copy of The Place 
contractor policy and rules to each contractor.  
 
Stage 2 
 
The health and safety officer and/or the facilities manager will provide the contractor with detailed 
information about site arrangements, detailed information about site risks, induction procedures 
and signing-in, permits-to-work etc. 
 
Stage 3 
 
In discussion with such other persons as necessary, The health and safety officer will make a 
decision as to the suitability and competency of the contractor.  
 
At this stage, a meeting may be necessary with the contractor to answer the following questions: 
 

1. The experience and qualifications of the Managers / Engineers and whether there will be 
sufficient management? 

2. Health and Safety training regarding all staff? 
3. The experience and qualifications of supervisors and whether there will be sufficient 

supervision? 
4. The experience and qualifications of employees? 
5. The management of sub-contractors? 
6. A method of work that minimises risk and manual labour needed? 
7. Any other questions pertinent to the envisaged risks and controls? 

 
The meeting will be minuted and minutes retained for future reference. 
 
Stage 4 
 
Prior to beginning work, The health and safety officer, visitor services manager or facilities 
manager will ensure that The Place has the following documented information from the contractor 
(where relevant): 
 

• Health and Safety Policy Statement; 
• Health and Safety Organisation chart; 
• Name of the site supervisor responsible for safety; 
• Name of the safety practitioner and visiting frequency; 

http://www.hse.gov.uk/construction/cdm/2015/commercial-clients.htm
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• Written risk assessments and method statements, including the safe system of work to 
control the hazards identified.  Resources such as plant and equipment should equal those 
promised at tender; 

• Noise assessments for plant and operations creating excessive noise; 
• COSHH and manual handling assessments, where applicable; 
• Copies of Managers / Engineers / supervisors’ and employees’ skills certificates; 
• Copies of plant operators’ certificates of training achievement; 
• The numbers of Managers /Engineers and supervisors compared with those proposed at 

the tender stage; and / or 
• Details of sub-contracting by the contractor, i.e. names of sub-contractors and details of 

their management, supervision, workforce numbers and competency. 
 
 
 
Stage 5 
 
If The Place is satisfied with the contractor upon completion of the contracted work and may wish 
to use the contractor again, The health and safety co-ordinator will add the contractor to the 
‘Approved Contractors’ list.  The health and safety co-ordinator will ensure that the contractor’s 
details are kept up-to-date if the contractor is to be used regularly. 
 
The health and safety co-ordinator will make regular checks on the safety controls of contractors 
during work and will stop work immediately if proposed controls are not being met or if health and 
safety is compromised in any way. 
 
The health and safety co-ordinator will ensure that contractors are properly managed. 
 
22.2 Permit-to-Work 

 
The Place requires that, as well as signing in and out of the site (or completing a general permit-
to-work), all contractors must also complete an applicable permit-to-work for the following high 
potential risk activities: 
 

• Hot work; 
• Demolition; 
• Excavation; 
• Work with asbestos; 
• Work in confined spaces; 
• Electrical work; 
• Work at height; and / or 
• Other work as deemed necessary. 

 
This will be managed by the relevant location manager/The Facilities Manager and the health and 
safety officer. 
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23 Personal Protective Equipment (PPE) and other equipment 

 
The Place recognises the duty to provide PPE only as a last resort where other measures to 
eliminate or reduce risk have proved to be insufficient.  
 
23.1 PPE and other equipment assessment 

 
Managers will make an assessment of PPE and other equipment requirements, usually as part of 
the task risk assessment.  Suitable records will be kept.  Assessments will be reviewed every 12 
months or where the circumstances in which the PPE was deemed necessary changes.  The 
health and safety co-ordinator will issue all necessary PPE and ensure that a record is kept of 
what PPE has been issued (i.e. that the PPE is signed for by the relevant employee).  All 
employees must request replacements from the health and safety co-ordinator if equipment is 
defective or has been lost. 
 
23.2 Requirements 

 
Any PPE issued by The Place will be: 
 

• Suitable and appropriate for the risks and conditions involved and for the wearer; 
• Is compatible between other items of necessary PPE; 
• Maintained, replaced or cleaned as necessary; 
• Suitably accommodated with the provision of e.g. pegs, cases or containers and protected 

from contamination, loss or damage; 
• Accompanied with adequate information, instruction and training about why the PPE has 

been issued and how it must be used and maintained; 
• Properly used (enforced if necessary); and 
• Replaced if lost or defective. 

 
 
 

24 Purchasing Policy 

 
The health and safety officer, facilities manager and visitor services manager will ensure that all 
work equipment and substances used on site are evaluated before purchasing, considering any 
health and safety issues (e.g. hazardous substances that may cause dermatitis) or environmental 
impact (e.g. energy inefficient motors). 
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25 Asbestos 

The Place will protect employees and other persons potentially exposed to asbestos as far as is 

reasonably practicable. Everyone who needs to know about the presence of asbestos will be 

alerted. No one will be allowed to start any work that could disturb asbestos unless the correct 

procedures are to be employed. 

 
This will be achieved by minimising exposure through: 
 

The management of asbestos-containing materials in the premises by: 
 

▪ Assessment – Organised by The Facilities Manager the premises will be surveyed to 
determine whether asbestos- containing materials are present. It will be presumed that 
materials contain asbestos unless there is strong evidence to the contrary. 

 
▪ The amount and condition of the asbestos-containing material will be assessed and 

measures will be identified to ensure that airborne asbestos fibres are not present or 
formed in the workplace. 

 
▪ A Written Plan - A written plan or register that sets out the location of the asbestos- 

containing material and how the risk from this material will be managed will be prepared 
and steps will be taken to put the plan into action. The plan or register will be made 
available and the arrangements will be reviewed at regular intervals or when there has 
been a significant change to the organisation or personnel by The Facilities Manager. 

 
▪ Access to Asbestos-containing Materials - Access to asbestos-containing materials in 

the premises will be controlled by the Facilities Manager so as to prevent inadvertent 
disturbance of the material and the release of asbestos fibres. Systems will be put in place 
to ensure that anyone liable to disturb asbestos-containing materials is made aware of 
their location. 

 
▪ Monitoring and Maintenance - The condition of all asbestos-containing materials or 

materials suspected of containing asbestos will be inspected at agreed intervals to 
ascertain that there has been no damage or deterioration by the Facilities Manager. 
Where damage or deterioration is found the asbestos-containing material will be 
reassessed and repaired or removed as appropriate. 

 
▪ Training and Information - Employees who may come into contact with asbestos 

containing materials (ACM’s) through the course of their work e.g. Facilities Department, 
will receive adequate training and information such that they can recognise potential 
ACM’s and know what precautions to take. 

 
25.1 Asbestos-related Emergencies 

 
Procedures to deal with asbestos-related incidents will be put in place (including the provision of 

information and warning systems) unless there is only a slight risk to the health of employees, 
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students and others. 

 

25.2 Arrangements for Controlling Work on Asbestos 
 
Any work on, or removal of, asbestos-containing materials will be controlled to ensure that 

adequate precautions are taken to prevent the release of asbestos fibres. 

 
Work with asbestos and asbestos-containing materials is to be carried out by a licensed 

contractor (licensed by the HSE) unless the work is exempted from the requirement for licensing. 

 
25.3 Selection and Control of Contractors to Work on Asbestos-containing Materials 
 
When contractors are engaged to work on the premises, adequate steps will be taken to ensure 

the contractors are competent and have sufficient skills and knowledge to do the job safely and 

without risks to health. 

 
Only contractors licensed by the HSE will be used for the removal of asbestos-containing 

materials, unless the work involves the removal of materials in which: 

• asbestos fibres are firmly linked in a matrix 

• the exposure during the removal process is likely to be sporadic or of low intensity 

 

Contractors hired to carry out building or allied trade work that will involve minor work with 

asbestos must comply with the Control of Asbestos Regulations. 

 
25.4 Procedures for Dealing with Health and Safety Issues 

 
Where an employee raises a health and safety problem related to work with asbestos, the 
Place will; 

• take all necessary steps to investigate the circumstances 

• take corrective measures where appropriate 

• advise the employee of actions taken 

 
Where a problem arises relating to the condition of, or during work on, asbestos-containing 

material, the employee must: 

 

• Inform The Facilities manager and duty Director; 

• In the case of an accident or emergency, respond quickly to ensure effective treatment. 
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26 Health and Safety Manual Holders 

 
All health and safety information and documentation provided by The Place will be stored 
electronically on the shared drive Health and Safety Folder.  
 
Copies kept on the shared drive are the only controlled copies.  
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Appendix 1- Covid 19 Response 

 
The Place understands its enhanced Health and Safety responsibilities during the pandemic. 
Steps have been taken to ensure the safety of the workforce, artists and students and to reduce 
the spread of the virus. 
 
In-building activity and programmes have been adjusted to be in line with government guidance. 
A cross-organisation team has been created that devizes and oversees procedures, protocols 
and risk assessments for all activities delivered by The Place. These measures have been 
monitored and adjusted as guidance has evolved over this period.  
 
The Reopening Working group is formed of: 
 
Director of Operations and Strategic Projects 
Technical Manager- Health and Safety Officer 
Facilities Manager 
Visitor Services Manager 
Head of Dance Science 
Head of Registry and Student Wellbeing 
Centre of Advanced Training (CAT) Assistant Manager 
Space Bookings Administrator 
 
Working from Home 
 
To protect the continuation of essential activities such as the London Contemporary Dance 
School and professional artists working from our studios, all non building related roles have 
been carried out form home.  
 
To ensure the safety of the staff working from home DSE assessments and workplace 
assessments have been carried out. Equipment, advice and support have been offered to 
ensure the staff have transitioned to work from home in a safe way. Regular catch ups by line 
managers to ensure contact and supervision are maintained. 
 
Risk Assessments 
 
Extensive risk assessment and method statements have been created to cover all the activities 
carried out in the building and from home. These have been kept updated to be in line with 
current government and health guidance and feedback from the workforce. 
 
Personal risk assesments have been completed by any staff returning to the building to 
ascertain they weren’t in any vulnerable group or at a higher risk due to their health, travel 
arrangements or work requirements. 
 
Bulding procedures and protocols 
 



 
 

HEATH AND SAFETY POLICY  V2 MAR 2021  Page 55 of 55  

A number of adaptations and protocols have been implemented to ensure the safety of those 
who work from the building: 
 
Commute safely advice documents created for those travelling to work. Work timetables have 
been flexible to allow personnel to travel outside rush hours. 
 
To allow a control of the amount of people in the building, it is only accessible with prior 
agreement of line manager. 
 
Daily entry questionnaire is completed by anyone coming into the building. This covers 
sysmptoms, method of travel, point of departure, etc. 
 
A one way system has been designed and shared to all users. This is to minimise the likelihood 
of coming close to other users while travelling within the premises.   
 
Work areas and toilets allocated to all users and divided in zones to reduce contact. 
 
LCDS students have been separated in fixed groups per year groups. This is to minimise the 
spread of the virus and impact of self-isolation due to development of symptoms or positive 
tests. 
 
Encourage use of symptom free coronavirus test schemes available locally with the aim to 
reduce the likelihood of an asymptomatic person coming into the premises. 
 
 
External companies and contractors.  
 
All external companies and contractors can only attend the building if they have completed a 
Covid-19 Risk Assessment. Support has been offered to companies with the completion of a risk 
assessment and these have been kept up to date with any guidance and building protocols 
updates. 
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