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BPP Health and Safety Policy 
 
Introduction 
 
This Health and Safety Policy (Policy) applies to all parts of the BPP Group within the UK (BPP). It 
also applies to Guernsey, Jersey, Dublin and Limerick. The Policy does not apply to BPP's 
subsidiaries outside the UK or Mander Portman Woodward. 
 
The Policy, which is set out by reference to Location rather than by legal structures or management, is 
in three parts: 
 

•••• Part 1 
 General statement of intent issued by BPP.  This outlines the overall philosophy in relation to the 

management of Health and Safety within the Group.  
 

••••  Part 2 
 Outlines the line of responsibility for Health and Safety management within BPP and identifies key 

roles within that structure. 
 

••••  Part 3 
 Describes how BPP Holdings plc intends to implement the Policy and gives the general 

arrangements for the following, including risk assessments for each section: 
 
 

3.1  Employee consultation and internal Health and Safety auditing 

3.2  Manual and mechanical handling 

3.3  Accident/dangerous occurrence reporting and First Aid 

3.4  Fire and emergency evacuation 

3.5  Display screen equipment and Eye care 

3.6  Home/Lone working 

3.7  New and expectant mothers 

3.8  Young Persons 

3.9  Contractor & Supplier Management 

3.10  Electrical wiring and equipment 

3.11  Hazardous substances 

3.12  Information and training 
 
 
Specific details relevant to particular Locations are given in appendices at the end of most of the 
above sections.  Health & Safety Managers (HSMs) at each location must ensure that these 
appendices are kept up to date.  However, no amendments are made to the main body of the text 
without the Group Chief Executive Officer’s authorisation. 
 
An Employees’ Health and Safety handbook supports the Policy, this can be found in the H&S section 
of the intranet. 
 
The Policy is reviewed annually and revised, where necessary, to ensure that it continues to meet the 
needs of the management and staff of BPP and that it reflects current legislation, guidance and 
information. 
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PART 1 
 
 
 

BPP Health and Safety Policy Statement 
 
BPP Holdings plc intends to comply with all H&S legislation. BPP will, so far as is reasonably 
practicable, safeguard the health, safety and welfare of the Group’s employees, students, visitors, or 
others affected by our activities and operations.  This includes: 
 

• A safe place of work; 
 

• Safe equipment; 
 

• Safe systems of work; 
 

• Employee consultation and participation in BPP’s H&S Policy and practices; 
 

• The promotion of employee recognition that there is a clear duty on individuals to exercise self-
discipline and accept responsibility to do everything they can to prevent injury to themselves or 
others. 

 
 
The Board of BPP Holdings plc has the ultimate responsibility for health and safety. 
 
 
 
 
 
 
 
Carl Lygo 
Chief Executive - BPP Holdings plc 
 
 
Date:  3 September 2009 
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PART 2 
 
 
 

Health and Safety Policy Organisation 
 
In line with the Policy statement detailed in Part 1 it is necessary to identify BPP’s organisation and 
responsibilities for successful implementation. This section gives the specific responsibilities of 
management and others. 
 
Specific responsibilities 
 
1. Group Chief Executive Officer 
 
The Group Chief Executive Officer is ultimately accountable for BPP’s adherence to the H&S 
standards as set by statutory legislation.  
 
He therefore:  
 

•  Reports to the board on H&S matters; 

•  Reviews or modifies BPP’s Policy in accordance with the latest statutory legislation and other 
developments in health, safety and welfare matters.  He is assisted in this task by the GHSO who, 
together with the assistance of expert consultants, acts as the Group’s appointed Competent 
Person (Management of Health and Safety at Work Regulations 1992 regulation 6). 

 
He also ensures that: 
 

•  Those reporting to him are: 

a)  Kept informed and up to date regarding BPP’s Policy and arrangements;  
b)  Aware of their responsibilities for meeting the Group’s H&S Policy. 

•  Adequate resources are allocated for health, safety and welfare; 

•  The Group has proper sources of H&S information and advice; 

•  Contact is maintained with the local environmental health authority, fire authority etc; 

•  The health, safety and welfare of employees are considered when planning BPP’s business 
activities; 

•  All Divisional Heads of BPP locations are aware of their individual duties and responsibilities as 
HSMs – including implementation of the Policy by their own site; 

•  He personally complies with the Group’s H&S arrangements and sets a good example at all times. 
 
 
2. Group H&S Officer (GHSO) 
 
The GHSO is responsible to the Group Chief Executive for ensuring that: 
 

•  Help and advice is provided to assist him in reviewing BPP’s Policy in accordance with the latest 
statutory legislation and other developments in health, safety and welfare; 

•  Liaison takes place with the local environmental health authority and fire brigade etc; 

•  Best practice standards in H&S are promoted and that she personally complies with the Group’s 
H&S arrangements and sets a good example at all times. 
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3.    Group H&S Co-ordinator 
 
The Group H&S Co-ordinator is responsible to the Group H&S Officer for ensuring that: 
 

• The Group H&S Policy is implemented; 

• Co-ordination of the H&S policy throughout BPP; 

• Advise is given to ensure compliance with H&S Policy and legal obligations; 

• Best practise standards in H&S are promoted; 

• Site visits and audits are carried out 6 monthly for BPP. 
 
 
4. Head of Centre (Health and Safety managers)  
 
All HSM’s are required to ensure that: 
 

• Compliance with The Health and Safety At Work Act 1974 

•  Staff on their site are:  

a) Kept informed and up to date regarding BPP’s Policy and arrangements; 
b) Aware of their responsibilities for meeting the Group’s H&S Policy; 

•  They carry out their duties with regard to their own and others’ health, safety and welfare; 

• They comply with the Group’s H&S arrangements and set a good example at all times. 
 
 
5. Health & Safety Officers 
 
All elected HSOs are required to ensure that:  
 

• They correctly implement the Company’s H&S Policy at their Location; 

• They maintain H&S documentation and records for their Location; 

• They carry out their duties with regard to their own and others’ health, safety and welfare; 

• They comply with the Group’s H&S arrangements and set a good example at all times. 
 
 
6. General responsibilities of all BPP employees 
 
All employees have a responsibility: 
 

•  To carry out their duties with regard to their own and others’ health, safety and welfare; 

•  To comply with the Group’s H&S arrangements; 

•  Not to interfere with or misuse anything provided by BPP in the interest of H&S; 

•  To co-operate with BPP in carrying out its statutory duties. 
 
 
7. Compliance 
 
Disciplinary action may be brought against any Group employee who fails to comply with the above 
responsibilities. 
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Part 2 Appendix 1 

 

Organisation of H&S Policy  
 
 
Specific responsibilities 
The following notes the responsibilities of staff within BPP.  
 
1. Head of Centres  

Each head of centre, who is also an H&S Manager, is accountable to the Group Chief Executive 
Officer for the adherence by his Company to the H&S standards as set by statutory legislation.  
He therefore: 
 

• Compliance with The Health and Safety At Work Act 1974 

•  Reports to the Group Chief Executive Officer on health, safety and welfare matters via H.O. H&S 
function; 

•  Suggests the review or modification of BPP’s H&S Policy in line with developments in health, 
safety and welfare matters and in accordance with the latest statutory legislation. The GHSO and 
Group H&S Co-ordinator will assist in this task. 

 
Each Head of Centre also ensures that: 
 

•  Those on site are: 

a) Kept informed and up to date regarding BPP’s H&S Policy and arrangements; 
b) Aware of their responsibilities for meeting the Group’s H&S Policy; 

•  Adequate resources are allocated for health, safety and welfare; 

•  The site has proper sources of health and safety information and advice; 

•  Contact is maintained with the local environmental health authority, fire authority etc; 

•  The health, safety and welfare of employees are considered when planning his Company’s 
business activities; 

•  Problems associated with the care, upkeep, and required alterations of the building are reported to 
the Premises Manager; 

•  He personally complies with the Group’s H&S arrangements and sets a good example at all times. 
 
 
2.  Health & Safety Officers 
 
As per the specific responsibilities listed under part 2. 
 
 
3.  General responsibilities of all BPP employees 
 
As per the specific responsibilities listed under part 2. 
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PART 3 
 
 

Health and Safety Policy Arrangements 
 
Contents 

        
 

3.1 Employee consultation and internal Health and Safety auditing 
 
3.2 Manual and mechanical handling 
 
3.3 Accident/dangerous occurrence reporting and First Aid 
 
3.4 Fire and emergency evacuation 
 
3.5 Display screen equipment and Eye care 
 
3.6 Home/Lone working 
 
3.7 New and expectant mothers 
 
3.8 Young Persons 
 
3.9 Contractor & Supplier Management 
 
3.10 Electrical wiring and equipment 
 
3.11 Hazardous substances 
 
3.12 Information and training 
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3.1 Employee consultation and internal health and safety auditing 
 
Introduction 
 
BPP is committed to the consultation and participation of employees in establishing safe working 
conditions, practices and procedures.  This section details the constitution and working arrangements 
for the Health and Safety Committee (‘the Committee’) at each Location to ensure that the relevant 
auditing of that Location maintains good health and safety standards and procedures. 
 
 
1. Constitution of the Health and Safety Committee at each Location 
 
Membership of the Committee (see Part 3.1 Appendix 1 for details) 
 
The Committee consists of: 
 

• HSM and HSO (from each Location) – one of who acts as Chairman of the Committee; normally 
HSM 

• H&S Representative(s) – Should be made up from each department in location; colleagues are 
either volunteers or nominate/elect. At least one Representative to the Committee; 

• Secretary; normally HSO 

• GHSO/Group H&S Co-ordinator – by invitation of individual Location’s HSM(s). 
 

Role of the Committee 
 
The Committee is not a policy making body but is a consultative and advisory group set up to: 

• Provide information to employees on health and safety matters; 

• Discuss proposed health and safety arrangements and initiatives of BPP; 

• Provide feedback to employees on consequences of implementation of any such proposals; 

• Report and discuss employees’ views on health, safety and welfare issues; 

• Undertake internal health and safety audits of the Location and discuss findings; 

• Review accidents/near misses/dangerous occurrences. 
 
Role of the Chairman of the Committee 
 

• To table new health, safety and welfare issues and proposed initiatives of BPP; 

• To table accidents/near misses/dangerous occurrences that have occurred since previous 
meeting; 

• To report the views of the Committee and employees to the relevant senior manager(s). 
 
Role of H&S Representative(s) 
 

• To report to employees any proposals discussed by the Committee and to gain employees’ 
consensus of opinion to table at Committee meetings; 

• To table employees’ health, safety and welfare concerns for discussion at Committee meetings; 

• To report to employees any health, safety and welfare information, including lessons to be learned 
from accidents/near misses/dangerous occurrences. 

 
Role of the Secretary 
 

• To circulate the agenda, as set by the Committee Chairman, together with details of the date, time 
and venue of the Committee meetings; 

• To take minutes of the Committee meetings and circulate them to Committee members. 
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Role of the GHSO/Group H&S Co-ordinator 
 

• To give advice on statutory regulations and codes of practice; 

• To provide briefings on new or proposed regulations; 

• To produce a brief monthly report for the BPP Board; 

• To act as a health and safety specialist resource to the Committee. 
 
Role of Group H&S Co-ordinator 
 

• To ensure Group H&S Policy is implemented properly; 

• Co-ordination of the H&S policy throughout BPP; 

• Advise is given to ensure compliance with H&S Policy and legal obligations; 

• Best practise standards in H&S are promoted; 

• Site visits and audits are carried out 6 monthly for BPP. 
 
Frequency of meetings 

 

The Committee meets quarterly on dates previously agreed by members. 
 
Agenda 
 
The agenda varies according to the particular issues raised for discussion but will always include the 
following items: 
 

• Accidents/near misses/dangerous occurrences since last meeting; 

• Internal health and safety audit reports; 

• Employee health and safety concerns. 
 
Information and training 
 
Each Committee member receives H&S information and/or training relevant to his/her section’s 
business and which enables H&S functions to be carried out. 
 
 
2. Internal health and safety auditing 
 
Health and safety audit procedure 
 
Each HSM and/or HSO and HSR(s): 

• Undertake an H&S audit of their site, using checklists agreed by the Committee, prior to the 
quarterly Committee meeting (See BPP Intranet for general risk assessment templates and 
Annual H&S report).  Part 3.1 Risk Assessment Guidance notes provides further information; 

• Monitor progress in overcoming problems highlighted by previous audit reports; 

• Produce a brief report on the audit. Copies are sent to the Chairman and other members of the 
Committee. 
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Part 3.1 Appendix 1 
 
 
Health and Safety Committee (Specific to site) 
 
 
 
________________________________ 
(Site Name) 
 
 
 
 
HSM: 
 
  
 
 
 
HSO:  
 
 
 
 
 
HSRs (Representative from various departments within the location): 
 
 
 
 
 
Chief Fire Marshal:  
 
 
 
 
 
Location Facilities Manager:  
 
 
 
 
 
Tutors / Students:  
 
 
 
 
 
Secretary: 
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Part 3.1 Risk Assessment guidance notes  
 
Risk Assessment 
 
Guidance notes for H&S Committee members. 
 
Introduction 
 
The assessment of risk is simply a careful examination of what, in your workplace, could cause harm 
to people. The risk assessment process presents an opportunity to raise the profile of H&S on your 
site and to promote a greater awareness of hazards at work and a better appreciation of the need for 
control measures. Copies of all risk assessments carried out must be sent for the attention of Group 
H&S Co-ordinator at BPP Head Office. 
 
Carrying out a general risk assessment 
 
You can start a risk assessment by taking the different work activities of a particular group of people, 
e.g. office staff, tutors, post-room staff, cleaners, contractors. Talk to the people involved and find out 
more about what they do, how they do it, and evaluate whether or not their work/workplace puts them 
at risk from significant hazards, which you identify.  
 
Expectant mothers 
 
Note that legislation requires you to carry out a specific assessment of work that may put at risk the 
health of a new or expectant mother.  An assessment is also required for a nursing mother, if she’s 
still breast-feeding after her return to work. 
 
Home & Lone working 
 
Risk assessments on Home workers would be carried out yearly. Staff working from home 
occasionally will be asked to complete a home working assessment as best practise. 
 
Lone working assessments will be carried when lone working takes place on BPP premises. 
 
You should also remember to include groups other than employees, e.g. visitors, cleaners and 
contractors.  
 
Further guidance on risk assessments, H&S procedures and a summary of workplace hazardous 
sources and the risks they create can also be found on the Intranet; this list can be copied to be use to 
record your findings. 
 
All risk assessment templates are on the intranet under the H&S Section: Documents and Downloads. 
 
 
List of typical workplace hazards 
 
 

1. Physical Hazards 

 

1.1  Mechanical equipment 

1.2     Electrical - fixed, portable 

1.3     Gas - natural, bottled 

1.4     Mobile plant 

1.5     Vehicle movement 

1.6     Material and/or object movement 

1.7     Work equipment - non-mechanical 

1.8     Access equipment 

1.9     Falling objects 
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1.10 Slips, trips and falls 

1.11 Unsafe buildings 

1.12 Unsafe external areas 

1.13 Sharp objects 

1.14 Sharp edges 

1.15 Manual handling 

1.16 Uneven/obstructed floor 

1.17 Trailing cables 

1.18 Confined space 

1.19 Uneven/obstructed ground 

 

2.  Physical Agents 

 
2.1 Working in confined spaces 

2.2 Working at height 

2.3 Adverse temperature 

2.4 Unsuitable lighting 

2.5 Inadequate ventilation 

2.6 Adverse weather conditions 

2.7 Fire and/or explosion 

2.8 Noise 

 

3.  Hazardous Substances 

 
3.1 Cleaning products 

3.2 Photocopier/printer toner 

3.3 Flammable materials/liquids 

 

4.  Hazardous Situations or Circumstances 

 
4.1  Personal securities or stress 

4.2  Violence 

4.3  Verbal abuse 

4.4  Repetitive operations 

4.5  Awkward posture 

4.6  Standing for prolonged periods 

4.7  Repetitive movements of the upper limbs 

4.8 Lone working 
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Part 3.2 Manual and mechanical handling 
 
1. Manual handling 
 
Introduction 
 
BPP, in accordance with the Manual Handling Operations Regulations 1992, intends to protect its 
employees against the risk of injury from manual handling tasks i.e. those tasks which involve human, 
rather than mechanical, effort to move a load (including lifting, putting down, pushing, pulling or 
carrying). 
 
BPP endeavours to eliminate any manual handling tasks identified as having a significant risk from the 
workplace. However, where it is not reasonably practicable to do this, the tasks are assessed and the 
risks are reduced by implementing safe working procedures and providing information to employees 
on safe handling methods. 
 
The assessment of manual handling tasks 
 
A risk assessment of manual handling (see Intranet, H&S “forms section” for template) takes into 
account: 
 

• The task; 

• The load; 

• The working environment; 

• Individual capability/personal factors. 
 
Employees’ responsibilities 
 
All employees must: 
 

• Inform their Manager if they have any existing condition or pre-disposition to injury e.g. if pregnant 
or if they have suffered a previous back injury; 

• Follow any safe working procedure put in place by BPP to reduce the risk of injury during manual 
handling; 

• Not attempt manual handling tasks unless they’ve received training in the correct manual handling 
procedures. 

 
2. Mechanical handling 
 
Handling of goods stored at the BPP warehouse involves the use of a forklift truck (FLT).  
 
BPP ensures 
 

• All goods are stored and stacked so that they are not likely to fall and/or cause injury; 

• All FLT drivers are over 18 years of age and of good health; 

• All FLT drivers are trained in a HSE approved scheme for the type of FLT being used and have 
refresher training every three years to maintain the validity of the certificate; 

• The FLT is maintained and examined in accordance with the manufacturer’s instructions and the 
relevant certificate and paperwork kept on file; 

• The FLT is checked daily, using a predetermined system of inspection. 
 
Responsibilities of FLT drivers 
 

• Never exceed the maximum load capacity of the vehicle and always ensure that the load is 
suitably located on the forks; 

• Drive with care, do not carry passengers, do not permit unauthorised use, and when leaving the 
truck put the controls in neutral, ensure that the brake is on and remove the key or ignition plug. 
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Part 3.3 Accident/dangerous occurrence reporting & First aid 
 
Introduction 
 
Accidents, near misses and dangerous occurrences may occur in spite of the best endeavours of BPP 
and its employees. Any such unfortunate incidences are dealt with as follows. 
 
Employees’ responsibilities 
 
All employees: 
 

• Report all workplace accidents and work related conditions to a senior member of staff (usually 
your HSM or HSO); 

• Ensure that relevant information is recorded in the Accident Book (see Part 3.3 Appendix 1) for 
location of accident book(s) and that they are aware of the location of the book, what to do if an 
accident occurs and how to complete the form; 

• Ensure that the correct Accident Book is in use at your site. The new book complies with Data 
Protection Act 1998; 

• Ensure original documentation is sent to head office; copies of all H&S documentation remains on 
site; 

• Seek first aid treatment for any injury (see Part 3.3 Appendix 1 for location of first aid kits and 
details of First Aiders and Assistant First Aiders). 

• Notify their Manager on the first day of absence if sick, injured or for any reason unable to work.  
This includes weekends and bank holidays. 

• Ensure that their medical information or other personal details held by BPP are kept up to date.   
 
Responsibilities of senior members of staff 
 
Manager, HSM/HSO and/or GHSM or Group H&S Co-ordinator 
 
1. Carry out an investigation of workplace accidents/cases of work related illness, which result in an 

employee being absent from work for more than 3 days, including weekends and bank holidays. 
The investigation must: 

• Confirm that an accident/case of work related illness has occurred and note the date, time, 
location and other details of the incident; 

• Determine and analyse the cause(s); 

• Define the action(s) required to prevent recurrence; 

• Ensure that remedial/preventative action is taken. 

2. Co-operate with enforcement authority and insurers in their accident/dangerous occurrence 
investigations. 

 
Training of First Aiders (FAW)/ Emergency First Aiders (EFAW) 
 
1. All First Aiders attend and pass a HSE approved 3 – day First Aid at Work Statutory Certificate 

course and attend update/refresher training every three years as required to maintain the validity of 
the certificate, with a skills update course every year 

2. All Emergency First Aiders attend a HSE approved 1-day Basic First Aid course, with skills update 
at the end of every year.  

3.  Local H&S Officers are responsible for ensuring training requirements for their centre is met 
 
Responsibilities and duties of First Aiders (FAW)/ Emergency First Aiders (EFAW) 
 
1. Administer first aid in accordance with their training. 

2. Ensure that details of treatment are recorded in the Accident Book. 

3. Ensures that the correct Accident Book is on site and in use. The new book complies with the Data 
Protection Act 1998. 
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4.  Maintain the approved contents of an assigned first aid kit and ensure that it does not contain any 
of the following: 

•  Tablets, pills or potions; 

•  Creams or lotions; 

•  Tweezers; 

•  Eyewashes (unless in individual-use sterile packaging). 

5. Ensure that an assigned first aid kit is kept in its allotted place when it is not being used. 
 
Person to be notified of absence from work of more than 3 days due to accident/work related 
illness 
 
All absence from work for more than 3 days due to a work injury/work related illness is notified to: 
 
The GHSO, Maggie Parker (ext: 2327) or Group H&S Co-ordinator, Nadia Wright (ext: 2306) in 
GHSO’s absence will ensures that the relevant Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995 form (F2508 for injury and F2508A for disease) is completed and sent 
to the national health and safety incident contact centre. 
 
Person to be notified of dangerous occurrences and to receive investigation report 

 
All near miss incidents and dangerous occurrences are notified to: 

 
The GHSO, Maggie Parker (ext: 2327) or Group H&S Co-ordinator Nadia Wright in GHSO’s absence 
(ext: 2306) who ensures that form F2508 is completed and sent to the national health and safety 
incident contact centre.  This is a requirement of the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995.  
 
 
Part 3.3 Appendix 1 
 
 
 
_________________________ (Specific to site) 
(Site Name) 
 
 
 
Location of Accident Books: 
 
 
 
 
 
Location of first aid kits: 
 

 
 

 
 
First Aiders (FAW): 
 
 
 
 
 
Emergency First Aiders (EFAW): 
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Part 3.4 Fire and emergency evacuation 
 
1. Fire protection 

• Fire exits are protected by fire doors. Daily internal checks are made to ensure that these doors 
are maintained in a state of good repair and that they are kept shut. 

• Designated emergency escape routes. Daily checks are made to ensure that these are kept free 
from obstruction. 

Competent engineers test external escape routes every three years (named in Part 3.4 Appendix 
6) and any problems found are rectified. Relevant paperwork/certificates are kept in the fire log.  

• Fire alarm systems are installed in all trading premises. These are activated by ‘break the 
glass’ fire alarm points and smoke detectors located throughout the buildings. All alarm systems 
are tested on a weekly basis as detailed in Part 3.4 Appendix 4. 

Every six months fire alarm systems and smoke detectors are tested/inspected by the competent 
specialist engineers named in Part 3.4 Appendix 6. 

• Emergency fire fighting equipment is installed at locations throughout the building(s). 
Portable fire extinguishers and, where applicable, hose reels are tested/inspected every six months 
by the competent specialist engineers named in Part 3.4 Appendix 6. 

• The emergency lighting batteries are tested every six months by the competent specialist 
engineers named in Part 3.4 Appendix 6. Emergency lighting systems illuminate emergency 
escape routes in the event of a failure of the main power supply. These are tested monthly, 
(simulated mains failure), and details entered in the fire log (see Part 3.4 Appendix 5 for test 
procedure). 

• Miscellaneous fire signs. All fire alarm points, fire extinguisher points, hose reel locations, 
emergency lighting, fire exits and emergency escape routes are posted with signs in accordance 
with current legislation. 

• Fire action signs are displayed to provide information about emergency procedures and assembly 
points (Part 3.4 Appendix 2 lists emergency assembly points). 

• Lifts. Fire action signs give the instruction ‘Do not use lifts’. 

• Fire log. A fire log is maintained at each Location to record: 

 Weekly fire alarm test; 

 Monthly test of emergency lighting; 

 Six monthly fire alarm test and, where applicable, electro-magnetic door holders; 

 Six monthly smoke detector test/inspection certificate; 

 Six monthly fire extinguisher and, where applicable, hose reel test; 

 Six monthly test and certificate of emergency lighting batteries; 

 Details of six monthly fire drills; 

 Three yearly report/certificate of any external fire escape(s). 
 
 Fire log record sheets are filed at the end of Part 3.4 and can be copied and used to maintain the 

necessary records. 
 
 
2. Fire Prevention 
 
BPP’s policy draws employees’ attention to the need to: 
 

• Keep all fire doors closed to delay the spread of fire and protect emergency escape routes; 

• Keep fire exits, emergency escape routes and fire extinguishers free from obstruction. Remove or 
report any obstructions; 

• Use fire extinguishers only for fire fighting. Report any use of fire extinguishers whether accidental 
or otherwise; 

• Leave fire extinguishers at their normal location except when required for use in an emergency; 

• Switch off computers and, where appropriate, any other electrical appliances before going home; 

• Keep pressurised containers (e.g. aerosols), clothing and combustible materials (e.g. paper) away 
from sources of heat; 



 

Group H&S Policy template                Page 17 
September 2009  

• Smoke only in permitted areas and ensure that cigarette ends and matches are extinguished 
before being placed in ashtrays provided. Do not place empty cigarette packs or other 
combustibles in ashtrays; 

• Report all incidences where the fire alarm is not heard during the weekly test; 

• Know who their Fire Marshal is and be aware of the location of: 

‘Break the glass’ fire alarm points; 

Fire equipment points; 

Fire exits; 

All emergency escape routes (NB in a fire one or more escape routes may not be accessible); 

Their fire assembly point; 

• Take part and co-operate fully in the emergency evacuation drill, which is held every six months; 

• Carry out 6 monthly fire risk assessments to ensure fire risks are controlled. Risk assessment 
template can be found on the intranet. 

 
 
3. Fire evacuation procedure 
 
See Part 3.4 Appendix 1 – Form 1 for fire and emergency evacuation procedures for individual 
Locations. 
 
Chief Fire Marshals and Fire Marshals are given information to help them in their roles & duties. 
 
 
3.1 Arrangements for the evacuation of the disabled from buildings when the fire alarm is 
sounded. 
 
Employees: 
A Personal Emergency Evacuation Plan must be developed in the first week of employment with BPP. 
HSO should develop this plan along side the disabled person. 
 
The relevant forms for PEEP 1 & 2 can be found on the intranet 
 

   Students: 
   Customer services across the business will inform local HSO when a disabled students book onto a 

course. A Personal Emergency Evacuation Plan (PEEP 1+ 2) must be developed for full time students 
within the first week of their course.  HSO’s should develop this plan along with the student. Their tutor 
for the course must be kept informed of arrangements and the Personal Emergency Evacuation Plan. 
 
Disabled visitors and part time students: 
The “buddy” procedure will come into effect with any disabled visitor and part time student on BPP’s 
premises. Staff must make HSO’s aware of any such instance where disabled visitors/part time 
students will attend site so necessary arrangements can be made. 
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Part 3.4 Appendix 1 – Form 1 
 
 
 
Fire & emergency evacuation procedures for _________________________ 
(Site Name) 
 
 
Special fire prevention duties of Fire Marshals 
 
 
_________________________ 
(Site Name) 
 
All Fire Marshals are given training or training materials relevant to their role and duties.  
 

  The following points also refer to tutors who are teaching/acting as Fire Marshals for their class of 
students. For ‘assigned area’ for these tutors read ‘lecture room and adjacent area’.  

 
1 Tutors who are teaching must keep a class list or seating plan-updated daily. 

2 As part of his/her daily duties a Fire Marshal: 

• Checks that the emergency escape routes from his/her assigned area are clear of obstruction 

• Ensures that fire doors are closed and removes anything left to wedge open a fire door 

3 Should tutors have a disabled student in the classroom and they are not in a wheel chair, a 
“Buddy” should be appointed to assist this student out of the building and to the assembly point – 
or refer to PEEP procedure if applicable. 

4   Should tutors have a wheel chair user or a heavily pregnant student in their class should refer to 
the PEEP Procedure and plan for individual students. Evacuation could be aided by the use of 
Evacuation Chairs.  

5 Please ensure to make your Chief Fire Marshal aware of any persons left in a safe refuge point. 
 
 
 
Routine duties of the Premises Manager/facilities managers 
 
 
_________________________ 
(Site Name) 
 
1. On a weekly basis ensure that the fire alarm is tested. Ask in advance on a random basis for at 

least 3 tutors to confirm that they have heard the bell for the weekly fire alarm test. Report any 
areas the alarm is inaudible. 

2. Ensure that fire extinguishers that have been used are recharged and replaced. 

3. Liaise with the GHSO or Group H&S Co-ordinator to organise a full emergency evacuation 
practice every six months. 

4. As part of the weekly premises check ensure that fire extinguishers are present at fire points and 
that seals are intact. 

5. In the event of a full evacuation, staff to liaise with emergency services. 
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Routine duties of facilities management & security staff on the early shift 
 
 
_________________________ 
(Site Name) 
 
 
1. Check at the start of the day that the fire exits can be opened from the inside of the building and 

are in a good state of repair. 
 
 
Employees action on discovering a fire (instructions given to staff) 
 
1. If you discover a fire, close any nearby doors, break the glass of the nearest fire alarm point and 

push the button firmly.  This will set off the fire alarm - a continuous bell.  
 
2. Inform reception of the location of the fire. 
 
3. Do not attempt to fight the fire unless: 
 

• You have been trained in the use of extinguishers; 

• Someone else accompanies you; 

• You keep your back to the nearest safe exit. 
 
4. Leave the building as soon as possible by the nearest safe exit. Take responsibility for any 

visitor(s) that you may have and escort them out of the building. 
 
5. Do not run.  Do not wait or go back to collect any belongings.  Do not use lifts. 
 
6. Go to your designated assembly point to await the Fire Marshal for your area to check that all staff 

is accounted for.  Do not wander away from your assembly point. 
 
7. Await instructions from the Chief Fire Marshal or a member of the Fire Brigade before re-entering 

the building to return to work. 
 

 
 
Employees’ action on hearing the fire alarm 
 
 
_________________________ 
(Site Name) 
 
 

   If you hear the fire alarm on the day and at the time that the weekly alarm test takes place and the bell 
is silenced after a very short ring then assume that this is the routine check and do nothing. In all other 
cases: 

 
1. Stop work immediately. Turn off equipment if this can be done without delaying your evacuation. 

Leave your place of work and make your way to the nearest safe exit and evacuate the building. 
Take responsibility for any visitor(s) that you may have and escort them out of the building. First 
Aiders with a portable first aid kit should take it with them. If the fire alarm stops during the 
evacuation continue to evacuate the building. 

 
2. Do not run. Do not wait or go back to collect any belongings. Do not use lifts. 
 
3. Assemble in an orderly manner at your designated fire assembly point to await the Fire Marshal 

for your area to check that all staff is accounted for. Do not wander away from your assembly 
point. 

 
4. Await instructions from the Chief Fire Marshal or a member of the Fire Brigade before re-entering 

the building to return to work. 
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Action to be taken by students on hearing the fire alarm 
 
 
_________________________ 
(Site Name) 
 
 

   If you hear the fire alarm on the day and at the time that the weekly alarm test takes place and the bell 
is silenced after a very short ring then assume that this is the routine check and do nothing. In all other 
cases: 
 
1. Stop work immediately. Turn off any equipment (as appropriate). Leave the lecture room 

following your tutor by making your way to the nearest safe exit to evacuate the building. Go to 
your designated assembly point. The location of the assembly point for each lecture room group 
is displayed on lecture room notice boards. If the fire alarm stops during the evacuation continue 
to evacuate the building. 

 
2. Do not run. Do not wait or go back to collect any belongings. Do not use lifts. 
 
3. Assemble in an orderly manner at your designated fire assembly point for the Fire Marshal for        

your area (tutor) to check that all students are accounted for. Do not wander away from your 
assembly point. 

 
4.  Await instructions from your Fire Marshal (tutor) before re-entering the building to return to your 

lecture room. 
 
 
 
Action to be taken by visitors on hearing the fire alarm 
 
 
_________________________ 
(Site Name) 
 
 
Follow the instructions given by your host. 
 
 
 
Action to be taken by contractors on hearing the fire alarm  
(Except during the weekly alarm test) 
 
 
_________________________ 
(Site Name) 
 
1. Stop work immediately. Turn off any equipment if this can be done without delaying your 

evacuation. Leave your work area and make your way to the nearest safe exit to evacuate the 
building. Go to the designated assembly point, which is stated at the start of the contract. 
If the fire alarm stops during the evacuation continue to evacuate the building. 
 

2. Do not run. Do not wait or go back to collect any belongings.  Do not use lifts. 
 
3. Assemble in an orderly manner at your designated fire assembly point for the Chief Fire Marshal 

or a member of the Fire Brigade for your area to check that all contractors are accounted for. Do 
not wander away from your assembly point. 

 
4. Await instructions from your Fire Marshal before re-entering the building to return to work. 
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Action to be taken by Fire Marshals on hearing the fire alarm  
(Except during the weekly alarm test) 
 
 
_________________________ 
(Site Name) 
 
 
1. Where possible, without endangering yourself, check equipment has been turned off. 
 
2. Check that all people have left your assigned area. Do not undertake a search for any person(s) 

thought to be missing. If it is not possible to get a disabled person out of the building they should 
wherever possible be taken to a place of comparative safety “refuge point”. The Chief Fire 
Marshal should then be advised of the location of the disabled person in order that on arrival of 
the Fire Brigade can rescue him or her.  

 
3. Organise an orderly assembly of your people at their designated fire assembly point. 
 
4. Check that all of your people are accounted for. Tutors use class list/lecture room seating plans. 
 
5. On completion of the check inform the Chief Fire Marshal, stationed at ____________________ 
 
6.   Ensure any disabled person left in a “safe refuge point” with a buddy is mentioned to the Chief                        

Fire Marshal. 
 
7. Return to your assembly point and maintain an orderly assembly until the Chief Fire Marshal 

gives instructions to allow people to re-enter the building or other instructions. 
 
8. Attend a debriefing meeting organised soon after the evacuation to report any problem(s) 

experienced. 
 
 
 
Action to be taken by Fire Marshals during an evacuation drill 
 
 
_________________________ 
(Site Name) 
 
 
1. A full emergency evacuation (fire) drill is held every 6 months. 
 
2. Follow your site’s evacuation procedure following the sweep of your designated area. 
 
3. Report to your chief fire marshal if your area is “all clear” or if found anything unusual, someone 

in distress or if a disabled person was left in a safe refuge point along with a buddy. 
 
4. Make your way to your designated assembly point. 
 
5. Any deviation from this will be detailed during the pre-drill briefing. 
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Action to be taken by the Chief Fire Marshal on hearing the alarm  
(Except during the weekly alarm test) 
 
 
_________________________ 
(Site Name) 
 
 
1. Ensure that all fire exists are opened 
 
2. Appoint First Aider (FAW) to organise first aid treatment post if necessary. 
 
3. Record missing person(s) with details of likely location for briefing to fire brigade. 
 
4. Issue return to building instructions to Fire Marshals when ‘all clear’ given by fire brigade. Fire 

Brigade to be instructed to go. 
 
5. Liase with fire brigade and police to inform relatives etc in the event of injury or fatality. 
 
6. Report status of fire, injuries or fatalities to Group Chief Executive, if not on site. 
 
 
 
Action to be taken by facilities management & security staff on hearing the fire alarm  
(Except during the weekly fire alarm test) 
 
 
_________________________ 
(Site Name) 
 
 
1. Check passenger and good lifts have arrived at ground level.  Ensure that lift doors are left open. 
 
2. In the event of the lift not grounding, liase with emergency services. 
 
3. Open and pin back fire exit doors. 
 
4. Remain at emergency exit doors to help smooth evacuation (and ensure building security during 

fire drill). 
 
5. Go to your assembly point. Do not run. Do not wait or go back to collect any belongings. 
 
6. Await instructions from the Chief Fire Marshal before re-entering your premises.  
 
 
 
Action to be taken by reception staff on hearing the fire alarm 
 
 
_________________________ 
(Site Name) 
 
 
1. On hearing the fire alarm (except during the weekly alarm test or a fire drill): 
 

• Dial 999  

• Give the operator the main telephone number and ask for “Fire”; 

• When the fire brigade answers the telephone, clearly state - “Fire at your location”.  Advise 
the operator regarding any special instructions for access.  Do not replace receiver 
until fire brigade has correctly repeated address; 

• Call fire brigade immediately to every fire or on suspicion of fire. 
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2. When call has been made as above: 
 

• Pick up the QV, visitors and contractors signing in sheets and take them with you; 
 

• Complete a ‘sweep’ of designated areas; 
 

• On leaving the reception area, close the doors; 
 

• One receptionist to hand the QV, visitors and contractors sheets to the Chief Fire Marshal; 
 

• One receptionist to act as a front door marshal to ensure smooth evacuation; 
 

• Go to your assembly point.  Do not run.  Do not wait or go back to collect any belongings;  
 

• Await instructions from the Chief Fire Marshal before re-entering your location.   
 
 

 
Action to be taken by facilities management & security staff if the fire alarm rings after 6pm on 
a working day 
 
 
_________________________ 
(Site Name) 
 
1. On hearing the fire alarm the facilities staff/security guard on duty should: 

 

• dial 999  

• Give the operator the main telephone number and ask for “Fire” 

• When the fire brigade answers the telephone, clearly state - “Fire at your location”.  Do not 
replace receiver until fire brigade has correctly repeated address.   

 
2. When call has been made as above: 
 

• pick up the QV, visitors and contractors signing in sheets and take them with you; 

• on leaving the reception area, close the doors. 
 

3. When the building has been evacuated stand on the corner of your assembly point and act as 
Chief Fire Marshall to: 
 

• appoint a First Aider to organise first aid treatment if necessary; 

• record missing person(s) with details of likely location for briefing to the fire brigade; 

• issue return to building instructions to Fire Marshals when ‘all clear’ given by fire brigade; 

• liaise with fire brigade and police to inform relatives etc in the event of injury or fatality; 

• report status of fire, injuries or fatalities to Group Chief Executive if not on site. 
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Action to be taken by anyone other than facilities/security staff if the fire alarm rings after 6pm 
on a working day  
 
 
_________________________ 
(Site Name) 
 
Follow the fire procedures in operation during the working day, except that a ‘sweep’ of the building 
will not be possible and that once out of the building report to the security guard on duty. 
 
 
 
Action to be taken by occupants in the building if the fire alarm rings over the weekend 
between 8am and 4.30pm 
 
 
_________________________ 
(Site Name) 
 
 
1. Follow the fire procedures in operation during the working day except that a ‘sweep’ of the 

building will not be possible and that once outside the building the security person on duty will act 
as Chief Fire Marshal to: 

 

• appoint a First Aider to organise first aid treatment if necessary; 

• record missing person(s) with details of likely location for briefing to the fire brigade; 

• issue return to building instructions to Fire Marshals when ‘all clear’ given by fire brigade; 

• liase with fire brigade and police to inform relatives etc in the event of injury or fatality; 

• report status of fire, injuries or fatalities to Group Chief Executive if not on site. 
 
 
 
Action to be taken by staff if the fire alarm rings ‘out of hours’ or over the weekend 
 
 
_________________________ 
(Site Name) 
 
1.  Inform reception by telephone that there is a fire at your location.  

 
(Only if unable to contact reception) 
 

• Dial 999 

• Give the operator the main telephone number and ask for “Fire” 

• When the fire brigade answers the telephone, clearly state - “Fire at your location”.  Do not 
replace receiver until fire brigade has correctly repeated address  

 
2. Leave the building 
 
3. Make your way to your assembly point.  Do not run.  Do not wait or go back to collect any 

belongings.  
 
4. Await instructions from the fire brigade before re-entering the premises.  
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Part 3.4 Appendix 2 
 
 
_________________________ 
(Site Name) 
 
 
 
EMERGENCY ASSEMBLY POINTS 
 

Staff, students, visitors and 
contractors 

Assembly point 
Check of assembled persons 

(roll-call) to be made by 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

Visitors As per host’s instructions As per host’s instructions 

Contractors As stated at start of contract As stated at start of contract 
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Part 3.4 Appendix 3 
 
 
_________________________ 
(Site Name) 
 
 
Chief Fire Marshals 
 

Name 
Fire marshals location in an 

evacuation 

  

  

 
 
 
Fire Marshals 
 

Name Location within building 
Fire Marshals responsible for 

sweeping location during 
evacuation 
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Part 3.4 Appendix 4 
 
Weekly fire alarm system test 
 
_________________________ 
(Site Name) 
 
 
1. Leasehold properties – responsibility of landlord to arrange.  

Freehold properties – Facilities Management Department is responsible for the fire alarm testing.  
A fire alarm point is activated at a specific time once weekly - a short bell ring will be heard. 

 
2. During the test sounding of the alarm, Fire Marshals take note of any places in their area where 

the alarm cannot be heard and report to HSM/HSO or reception for details to be logged and 
action taken. 

 
3. If the alarm sounds continuously treat it as a real emergency and follow the evacuation 

procedure. 
 
 
 
Part 3.4 Appendix 5 
 
_________________________ 
(Site Name) 
 

 
Emergency lighting monthly test procedure 
 
1. Visual checks should be carried out, by checking that the LED (Light Emitting Diode) is 

illuminated. These checks are done outside of the 6 monthly Emergency Lighting Tests carried 
out by a competent contractor. Facilities, security or maintenance staff or HSO’s are responsible 
for these checks. 

 
2. The Premises Manager logs details, including faults to be rectified, and makes arrangements for 

any necessary action to be taken. 
 
 
Part 3.4 Appendix 6 
 
_________________________ 
(Site Name) 
 
 
List of competent engineers 
 

•  Servicing fire alarm system 

•  Servicing fire extinguishers and hose reels 

•  Servicing emergency lighting 

• Structural survey of external escape staircases 
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Part 3.5 Display screen Equipment and Eye care 
 
Display screen equipment 
 
Introduction 
The use of display screen equipment is a core activity in BPP’s business. 
 
BPP ensures, as far as is reasonably practicable, the health, safety and welfare of all BPP employees 
using display screen equipment supplied by BPP. This includes part-time and full-time staff and home 
workers. 
 
1. Arrangements for assessing display screen equipment 
 
 BPP requires that all staff complete the on-line DSE self-assessment, which will be submitted 

back to the local HSO. HSO’s will report back to the Group H&S Co-ordinator with issues.   
 
 Group H&S Co-ordinator will request the local HSO to carry out an assessment following the 

issues raised, which takes into account the display screen equipment, the furniture and the 
working environment of the VDU User. This involves: 

• Making use of the assessment template on the intranet  

• The use of the assessment results in identifying any problems that need to be remedied and 
are noted on the action list (DSE Assessment) 

• Should issues from the DSE assessment result in an eye examination the correct procedures 
needs to be followed and paperwork needs to be completed to ensure voucher payment for 
eye tests and spectacles (Please see eye care section) 

• An annual review of DSE Assessments should be carried out by the local HSO 

• If there are any changes to the work environment, furniture, or display screen equipment, staff 
should complete another assessment template which can be found on the intranet  

 

 
2. Procedures for dealing with health and safety issues arising out of the use of display 

screen equipment 
 
 BPP will ensure that issues raised by VDU Users are taken into consideration and: 
 
i take all necessary measures, as far as is reasonably practicable, to remedy any risks found as a 

result of the assessment(s); 
 
ii advises VDU Users to take steps to allow changes of task within the working day to give breaks 

from intensive periods of on-screen activity to lessen the onset of tiredness. A few minutes 
respite from the intensity of screen activity is sufficient to give both a postural and visual rest. No 
VDU User is, in normal circumstances, required to undertake more than 1½ hours of continuous 
intensive screen activity without being able to move away from the screen; 

 
iii where a problem arises in the use of display screen equipment, the Company requires the VDU 

User to:  

• Inform his/her Manager, HSO, or HSM 

• In the case of an adverse health or medical condition, inform his/her Manager and see a 
doctor 

 
iv where a VDU User raises a matter related to H&S in the use of display screen equipment the 

Company: 

• Takes all necessary steps to investigate the circumstances 

• Implements and keeps a record of any measures taken 

• Informs the VDU User of actions taken 
 
v reviews software to ensure that it is suitable for the task and is not unnecessarily complicated; 
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vi provides ‘Eye care Vouchers’ to pay for eye examinations on commencement of employment of 

VDU Users, at regular intervals thereafter, and when a visual problem is experienced: 

• Pre-employment - an applicant for employment as a VDU User is required to have a 
standard of vision suitable for the job. If the visual suitability of the applicant is in doubt the 
Company pays for an eyesight test on receipt of the test results; 

• Existing VDU Users are entitled to undertake an eye or eyesight test at intervals, usually 
annually, as suggested by their optician but the VDU User must seek prior approval, 
complete relevant application forms and collect a voucher from his/her HSM or HSO if 
Company payment of the test is expected. BPP’s payment of such tests is limited to those, 
which assess the visual capability required for screen use and does not cover more 
comprehensive tests; 

• If an employee’s job changes to that of a VDU User he/she will be entitled to a voucher for 
Company payment of an eye or eyesight test; 

• Cost of testing – this is covered by the voucher scheme. However, where an employee 
obtains a test without the use of a voucher and the prior knowledge of BPP he/she is not 
eligible to reclaim from the Company any costs incurred. 

 
vii voucher to put towards the payment of corrective spectacles where the intended purchase is 

agreed with BPP and the relevant receipt submitted to BPP. The receipt should be named, dated 
and give details of the type of glasses that are purchased. Payment is limited to: 

• One pair of spectacles prescribed by an optician, after a BPP approved eye or eyesight test, 
as being required specifically for working with display screen equipment; 

• Corrective spectacles with standard frames and lenses (as covered by the Eye care 
Voucher). The employee must meet any additional cost of more expensive frames and 
extras such as tinted lenses etc; 

•  One pair of spectacles.  Employees must pay for the replacement of any lost or broken 
glasses. 

 
viii considers requests from pregnant employees for temporary reduction or transfer from display 

screen equipment work but cannot guarantee that this will be granted if it causes undue 
disruption to BPP’s activities. 

 
 
3. Information and training 
 
 BPP provides information and training, so far as is reasonably practicable, to help ensure the 

health, safety and welfare of VDU Users. This includes: 

•  On line training guide, test module and self assessment form; 

•  Informing existing VDU Users, and all persons applying for work with display screen 
equipment, of the risks to health and how these can be avoided; 

•  The provision of relevant information to Managers who have responsibility for VDU Users; 

•  Informing employees about eyesight test arrangements. 
 
 
4.   Monitoring 
 
 BPP carries out an annual review and to ensure the initial DSE remains valid. If there were any 

changes to the work environment, furniture, or display screen equipment, staff would be required 
to complete a new assessment template which can be found on the intranet. Should this 
assessment highlight any further concerns the Group H&S Co-ordinator will request the HSO of 
that location to carry out an assessment. (Refer to paragraph no. 1 under Display screen 
equipment) 
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Eye care 
 
Introduction 
 
All BPP employees are entitled to an annual eye test and specific information relating to VDU users 
and eye care can be found under point number 2 in the Display Screen Equipment section, extracts 6 
and 7. Eye care is the only section of the BPP H&S Policy that does not apply to the Channel Islands, 
Dublin, Limerick or Edinburgh due to changes in local Legislation. 
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Part 3.6 Home & Lone working 
 
Introduction 
 
Home workers are those staff employed to work at home by the employer. 
 
BPP ensures as far as is reasonably practicable, the health, safety and welfare of all BPP Employees 
working from home. Employers are required to carry out risk assessments of the work activities 
carried out by home workers – the assessments can be completed from home and the guidance notes 
are available on the intranet. Further guidance could be obtained from local HSO’s. 
 
Staff working from home occasionally, will be asked to complete a home working assessment as best 
practise. 
 
Completing a risk assessment identifies the hazards relating to the home worker’s work activities and 
highlight whether enough control measures are in place to prevent harm to themselves or others as 
result of their work activities. Review of risk assessments ensures adequate measures have been 
taken to reduce or remove risks from workstations. 
 
Arrangements for assessing workstations at home   
  

• Home workers must contact their HSO for assessment 

• Home working assessment must be carried out following the guidance notes on the intranet 

• Home working assessment forms can be found on the intranet 

• Contractual home workers - DSE Work station risk assessments should be completed along 
with home working assessments 

• DSE assessment and DSE home workers picture board can be found on the intranet 

• Photographs or workstations can also be sent to your local HSO 

• Risk assessments on Home workers are reviewed yearly 
 
Risk Assessment Guidelines: 
 

• Following are guidelines as to how to complete a risk assessments: 

- Identify any hazards 

- Decide who might be harmed and how 

- Assess the risk and take appropriate actions to remove the hazard, where this is not 
possible to reduce them 

- Record the findings 

- Check risks from time to time and take further steps if needed   
 
Introduction 
 
Lone workers are employees who work by themselves without close supervision. 
 
Lone workers may include  
 

• Those working outside normal office hours and at weekends 

• Facilities and Security staff 

• Cleaning and maintenance staff 

• Home workers 
 
There is no legislation prohibiting lone working but the normal rules of risk assessment apply.  The 
broad duties of the Health and Safety at Work Act 1974 and Management of Health and Safety at 
Work Regulations 1999 still apply. The risk assessment may show an activity is too dangerous to be 
carried out alone (such as lifting a heavy load) without supervision.  The risk assessment should 
consider not only normal working conditions but also emergencies. 
 
Lone workers may need extra training or expertise to cope in an emergency.   Training is particularly 
important where there is limited supervision the employees must be trained to understand the risks 
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and precautions fully. They will need access to first aid kits and must be aware of the evacuation 
procedures in an emergency. There should be limits to what an employee can and cannot do when 
working alone. The employer should set the limits after the risk assessment is carried out.   A new 
employee, young person or a person new to a role may require more training and supervision to start 
with until they become failure with the environment and the role.   
  
Lone working Risk Assessment Guidelines 
 
If the risk assessment shows that it is not possible for the work to be done safely by a lone worker 
then back up or help must be provided. 
 
How to carry out a Risk Assessment 
 
5 Steps to Risk Assessment  
 

1. Identify the hazards.  It is the employer’s duty to assess what may harm the lone workers. 

2. Decide who may be harmed.   

3. Assess the risks and remove or reduce them.  What needs to be done will depend if the 
hazard is high or low risk. 

4. Record findings.  Note down the steps to be taken. 

5. Review risk assessment from time to time or if anything changes to ensure no further risks. 
 
Lone workers should not be at more risk than other employees.  Extra control measures may be 
required. 
 
The questions the person carrying out the risk assessment should ask 
 

• Does the workplace present a special risk to the lone worker? 

• Is there a risk of violence? 

• Are women especially at risk? 

• Does the work involve lifting? 

• Is there a safe way in and out of the building (consider access to car parks)?  

• Is the equipment they are using safe? 
 
Health of the lone worker 
 
Is the person medically fit to work alone? 
 
Check that the lone worker has no medical conditions, which make them unsuitable to work alone. 
 
The individual’s health is very important (for example it is worth checking with DSE operators that they 
have no history of epilepsy, certain types that may be aggravated by display screen equipment work). 
 
Contact and supervision 
 
The supervision required will depend on the risks involved and the ability of the lone worker to identify 
the issues.   
 
Procedures should be put in place to monitor lone workers 
 

• Does the building have a signing in and out system on main reception? 

• Regular contact between the lone workers by telephone. 

• Check the lone worker has returned home after the lone working. 

• If there are other lone workers in the building but in different floors then these people could 
communicate with each other and inform each other when they are leaving the office. 
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Part 3.7 New and Expectant Mothers Risk Assessment 
 
New and Expecting mothers in the workplace 
 
Introduction 
 
BPP ensures, as far as is reasonably practicable, the health, safety and welfare of all expectant 
mothers at BPP. The definition of a new or expectant mother is someone who is pregnant, has given 
birth within the previous 6 months or is breastfeeding. 
 
Duties on Employers under the Management of H&S at Work Regulations 
 
Employers must identify hazards in their workplace that could post a health or safety risk to their 
health and take appropriate action to remove or reduce these risks by carrying out suitable & sufficient 
risk assessments. 
 
An assessment is also required for a nursing mother, if she’s still breast-feeding after her return to 
work. 
 
Employee’s Duties 
 
The expectant mother must inform her employer in writing that she is pregnant (Normally via HR 
department). Expectant mothers must also assist the risk assessment process by making her 
employer aware of pregnancy-related medical conditions such as high blood pressure.  
 
Arrangement for assessing expectant mothers 
 

• Legislation requires us to carry out a specific assessment of work that may put at risk the health 
of a new or expectant mother 

• Assessment form can be found on the intranet 

• Your local Health and Safety Officer must carry out 3 assessments: 
 
- Initial assessment at 3 months (or as soon as HSO is made aware by staff member or HR) 

- 2
nd

 assessment at 6 months 

- 3
rd

 assessment at 33 weeks  

- HSO’s must ensure to capture an assessment prior to staff going on maternity leave 
 

• Upon completion off your risk assessments, the original document is sent to head office and a 
copy remains on site for your reference.  

 
Rest Facilities for pregnant and breastfeeding women 
 
Employers are legally required to provide suitable rest facilities for workers who are pregnant or 
breastfeeding and although not a legal requirement, employers are encouraged to provide a healthy 
and safe environment for nursing mothers to express and store milk. Toilets are not a suitable 
environment for the purpose of expressing and storing milk.  
 
In the event of an emergency evacuation a “buddy” system will take effect during the evacuation of 
pregnant mothers. See H&S handbook for further details. 
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Part 3.8 Young Person & Risk Assessments 
 
Introduction 
 
Work Experience introduces young people into the workplace and this is an essential part of their 
education. When work experience placements are offered to students, Employers have the same 
responsibility for their H&S as for all other employees. 
 
The law requires any staff under the age of 18 working on BPP premises, either as a temporary 
worker or as work placement, to have a Young Person’s risk assessment carried out before they 
start work to tell them what the risks are – This includes a child and/or young person. HR and H&S 
must be made of aware if such arrangements are in place. This means looking at what in your work 
could cause harm to young people, to ensure you have taken enough precautions to prevent harm, 
or if more actions are required. 
 
Definition of young people and children by age 
 
- A young person is anyone under the age of 18 years old 

- A Child is anyone who has not yet reached the official age at which they may leave school  
 
3.8 Part 1. Assessing the risks 
 

• Take into account that young persons are likely to be inexperienced, unaware of H&S risks in the 
workplace and what these could include. Also take into account mental immaturity. 

• Put control measures in place which will remove risks all together or reduce them to the lowest 
possible risk level 

• Inform parents/guardians of any student (and employees if temporary staff) below school leaving 
age of key findings from the risk assessment and of control measures put in place prior to young 
person starting work/work experience 

• Record the main findings of the risk assessment and keep copies of risk assessments 
 
Special features of the risk assessment: 

 
In particular employees should look at: 

 

• How the workplace is fitted and laid out (and the particular site where they will work). 

• What type of work equipment will be used and how it will be handled. 

• How the work is organised. 

• The need to assess and provide H&S training, example Manual Handling and Fire Safety and 
general Office H&S. 

• The nature of any physical, biological and chemical agents they may be exposed to. 

• For how long they will be exposed to the agents and to what extend. 

• Risks from certain work hazards (this includes any work young persons cannot do because of 
their age). Liaise with GHSO or Group H&S Co-ordinator regarding tasks, which cannot be 
expected to be done because of, age. 

 
3.8 Part 2.  Arrangements for assessments of young persons on BPP Sites 
 

• HR and H&S departments must be made aware if such arrangements are in place. 

• Local HSO must carry out a risk assessment prior to work commencing by young persons. 

• Risk assessment template can be found on the intranet and must take into consideration the 
“special features for a young persons risk assessment”. 

• Copies of the risk assessment must be sent to head office. 
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Further arrangements for Young Persons Working Experience on BPP Site 
 

• Must sign in and out daily 

• Must be supervised at all times 

• Must not be allowed/expected to carry out lone working 

• Must be given an induction and shown fire exits and evacuation procedures 

• Must be made aware of basic H&S in the building 

• Must not be given heavy manual handling tasks  

• Must not be expected to work late  
 
3.8 Part 3. Training and supervision 
 
Young people need training most when they start a job or work experience – this training needs to 
cover how to do the work expected of them without putting themselves or other people at risk. 
 
It’s important that you check that they’ve understood training, which covers for example: 
 

• The hazards and risks in the workplace 

• The control measures put into place to protect their H&S 

• A basic introduction into H&S covering first aid, fire evacuation and fire safety 
 
 
 

Part 3.9 Contractor & Supplier Management  

 
Introduction 
 
The Group ensures, as far as reasonably practicable, the health, safety and welfare of all 
contractors to BPP Premises. It is the responsibility of HSM’s, HSO’s and Facilities managers to 
brief contractors on fire and emergency evacuation procedures, especially permanent contractors 
like cleaning/security. 
 
It is the responsibility of the site contract supervisor/manager to enforce emergency and H&S 
procedures on BPP Premises. 
 
Definitions of contractors and suppliers 
 
- Contractor is anyone who is called in to work for a company but who is not an employee of 

that company 

- Supplier is someone who supplies goods or a service to the company 
 
Prior to the commencement of any refurbishment or project works on BPP Premises the chosen 
contractor has to provide copies of the following: 
 

• Risk Assessments (3.9 Part 1) 

• Fire/Emergency evacuation procedure whilst on BPP Premises. (These procedures can’t 
be generic to their offices or premises, but has to reflect BPP’s procedures) 

• Method Statements (3.9 Part 2) 

• Permits to work (3.9 Part 3) 
 
Copies of the above must be submitted back to BPP Head Office for the attention of the GHSO or 
Group H&S Co-ordinator for review 
 
3.9 Part 1 – Risk Assessment 
 
These risk assessments should cover the risk/hazards involved in the work the contracting firm will 
be carrying out on BPP Premises. They have to be specific to each individual job, which will be 
carried out by the contractor 
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3.9 Part 2 – Method Statement 
 
The method statement outlines how the contracting firm intends to carry out the work on BPP 
premises safely and without harm or danger to BPP Premises, plant, employees and themselves. 
 
3.9 Part 3 – Permits to work 
 
Permit to work system is a formal written system use to control certain types of work that are 
potentially hazardous. This system specifies work to be done and the precaution to be taken. They 
allow work to start only after safe procedures have been defined and provide a clear record that 
foreseeable hazards have been considered. 
 
Refer to the intranet for permits to work templates. 
 
 
 

Part 3.10 Electrical Wiring & Equipment 
 
Definitions in Part 3.10 
 
Fixed wiring system all electrical components from the outlet sockets back to the 

main distribution board(s). 
 
Portable electrical equipment all electrical equipment that has a cable and plug and which 

is moved around; can easily be moved from place to place 
(e.g. kettles, heaters, fans, desk lights); or could be moved 
(e.g. photocopiers, fax machines, desktop computers). 

 
Company appointed person(s) appointed and trained (see Part 3.10 guidance notes 1 for 

outline training programme) to carry out visual checks and 
fuse changing. 

 
Competent person defined in the Memorandum of Guidance on the Electricity at 

work Regulations 1989 as having:  

 • Adequate knowledge of electricity; 

 • Adequate experience of electrical work; 

 • Adequate understanding of the system to be worked on and 
practical experience of that class of system; 

 • An understanding of the hazards, which may arise during 
the work and the precautions, which need to be taken; 

 • The ability to recognise at all times whether it is safe for 
work to continue. 

 
Electrical wiring and equipment 
 
In order to minimise the hazards associated with electricity BPP: 
 
1. Ensures that each building’s fixed wiring system is inspected/tested at a maximum 

interval of 5 years.  

• This is carried out by a competent electrical contractor in accordance with the guidance laid 
down in the current edition of the Institute of Electrical Engineers’ Wiring Regulations. 
(Contractor named in Part 3.10 Appendix 1). 

• A copy of the test/inspection certificate is kept in the building to which it relates. 
 
2. Advises employees that it is their responsibility, on a daily basis, as users of electrical 

equipment to check for visible signs of damage to cables, plugs and sockets. 

• Employees are instructed to stop using any electrical equipment immediately, if any defects 
are noticed, and report the problem to their HSO or HSM. 
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3. All portable electrical equipment used by BPP is subject to a scheme of test, inspection 
and maintenance, which is undertaken and recorded by a competent electrical contractor 
(named in Part 3.10 Appendix 1) at three yearly intervals. This includes equipment 
supplied by Companies to home workers. 

 
4. Suggests that within the scheduled three yearly intervals of testing, portable electrical 

equipment at Locations may also be visually inspected on a formal basis (depending 
upon the type of equipment, frequency and conditions of use, and other factors affecting 
wear and tear). 

• A formal basic visual check of portable electrical appliances by a BPP appointed person(s) 
or competent electrical contractor might be carried out. The results are recorded in order to 
identify equipment, details of when the test takes place, and if any defects are found what 
action is taken i.e. whether the equipment is repaired or disposed of. 

 
 A basic visual test checks that: 

• The plug is in good condition and not loose; 

• The cable is in good condition; 

• The cord grips at either end of the cable are in good condition; 

•  The equipment itself is in good condition e.g. no cracks or faults which may expose the 
user to live electricity; 

•  Any extension cords used are in good condition. 
 
5. Takes defective electrical equipment out of use until necessary repairs are completed. 

• Defective electrical equipment is taken out of use and labelled ‘Do Not Use’ and reported to 
the relevant manager for repairs to be organised. 

 
6. Ensures that a competent person only undertakes repairs of electrical equipment. 

• Only Company appointed person(s) carries out fuse changes/replacement. 
 
7. Prohibits the use of personal mains electrical equipment at BPP. 

• Personal mains electrical equipment may not be used at BPP unless written permission is 
obtained from the relevant HSM or HSO and equipment is subject to the above 
requirements for portable electrical equipment. 

 
 

Part 3.10  Appendix 1 
 
Location  
 
List of competent electrical engineers 

• Fixed wiring test/inspection: As per site supplier 

• Portable electrical equipment/appliance test: PAT COSHH Limited 
 
Part 3.10  Guidance notes 1 
 
Outline training programme for Company appointed person(s) 
 
1. Visual inspection 
 
 On completion of training the person must be able to demonstrate that he/she knows how to: 

 • Disconnect equipment from supply; 

 • Identify damage to cables e.g. cuts and abrasion and to differentiate from light scuffing; 

 • Identify non-standard jointing of cables e.g. taped joints; 

 • Identify damage to plugs e.g. cracked or damaged casing or bent pins; 

 •  Identify where outer covering (sheath) of the cable is not being gripped where it enters the 
plug or equipment e.g. when coloured insulation of the internal wires is showing; 

 • Identify damage to the outer cover of the equipment or obvious broken or loose parts and 
 screws; 
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 • Identify overheating e.g. burn marks or staining. 
 
 
2. Plug removal and inspection of plug head 
 
 (This is not relevant to moulded plugs where only the fuse can be checked) 
 On completion of training the person must be able to demonstrate that he/she knows how to: 
 

 • Remove plug head; 

 • Check that a proper fuse is being used; 

 • Check that the right rating of fuse is being used for the equipment using the formula. 
 
  Wattage of equipment = Fuse amperage 
   Voltage of equipment 
 

 • Check that the cord grip is holding the outer part (sheath) of the cable tightly; 

 • Check that the wires, including the earth (where fitted), are attached to the correct 
terminals; 

 • Check that there are no bare wires visible other than at the terminals; 

 • Check that the terminal screws are tight; 

 • Check that there is no sign of internal damage, overheating or entry of liquid, dust or dirt. 
 
The above checks must also be applied to extension cables and their plugs 
 
 
Personal Protective Equipment 
PPE is issued to individuals and cannot be shared between staff. Issued equipment is likely to 
include safety boots, goggles, gloves, dust masks and masks. Individual items should be kept 
securely.  
 
Cutting Equipment/Sharps 
BPP prohibits the use of any cutting equipment other than retractable Stanley Knifes to open boxes 
of any description. This includes the use of scissors or pocket knifes. 
 
Knifes issued to staff should be kept in lockable storage units. 
 
 

Part 3.11 Hazardous substances 
 
Introduction 
 
The simplest definition of a hazardous substance is any substance, material or proprietary product, 
which carries a hazard-warning label.  Hazards are categorised as follows: 
 

• Irritant; 

• Harmful; 

• Corrosive; 

• Toxic; 

• Very toxic; 

• Flammable; 

• Highly flammable. 
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Hazardous substances on BPP premises 
 
The majority of substances, materials or proprietary products the Company uses daily in work 
activities do not fall into any of the above categories. However, in cases where any potentially 
hazardous substance is used, the risk is minimised by employees following the manufacturer’s 
instructions. 
 
Products, which pose a greater hazard, are the ones sometimes used by cleaning contractors. In 
the normal course of BPP’s activities there is no need for such products to be used by anyone 
other than cleaners. Therefore BPP prohibits the use of hazardous cleaning products by anyone 
other than authorised persons. 
 
Cleaning contractor to supply BPP with COSHH data and risk assessments and method 
statements for all cleaning. 
 
Cleaners should have designated, lockable storage for all cleaning materials and cleaning 
materials should not be stored where it could be accessed by unauthorised persons. 
 
Routine checks for Premises Manager 
 

• Ensure cleaning company provides COSHH data sheets 

• Ensure all cleaning cupboards contain COSHH data sheets 

• Ensure all cleaning materials are in lockable cupboards 
 

Part 3.12 Information and training 
 
Information and training 
 
BPP provides information and training, so far as is reasonably practicable, to help ensure employees’ 
health and safety at work. All employees are given information about BPP’s H&S Policy and 
arrangements. The Employees’ H&S Guide is an integral part of staff induction. 
 
When a new employee joins BPP he/she will: 
 

• Be given the names of his/her HSM, HSO, HSR, Chief Fire Marshal, Fire Marshal, and First Aider 
or Assistant First Aider; 

• Be familiarised with his/her working environment.  In BPP buildings there are clear signs 
showing means of escape, the location of fire fighting equipment, and Fire Action notices next 
to alarm call points;  

• A HR3, H&S induction by local HSO where you will familiarise yourself with the layout of the 
premises; 

• Be given information on safe manual handling methods and safe working procedures; 

• Be given information on eyesight test arrangements. If he/she is a VDU User further 
information can be found in the H&S handbook. Information and training is given on how to 
avoid risks to his/her health by adopting safe working procedures when using display screen 
equipment. 

 
All new starters confirm in writing that they have read and understood HR and H&S induction 
information and forms as found on the intranet within one week of commencing employment with 
BPP. 
 
Training 
          
Information and/or training is also provided for specialist roles, such as HSM’s, HSO’s Chief Fire 
Marshals and Fire Marshals, H&S Committee Members, First Aiders (FAW) and Emergency First 
Aiders (EFAW), Forklift truck drivers, and those responsible for releasing trapped passengers from 
lifts. 
 
Group H&S Co-ordinator is responsible for ensuring all HSM’s and HSO’s are trained in H&S to carry 
out their roles. All HSM’s, HSO’s , Senior managers and directors to attend yearly H&S awareness 
courses. 
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HSO’s are responsible for ensuring all staff with H&S responsibility on their site is trained and 
competent to carry out their roles. This includes fire marshal and first aid appointed persons training 
for all tutors at their location. 
 
BPP encourages employees to contact their HSO or HSM to answer any question(s) about H&S. 
 
Information 
 

• HR3 Induction/Refresher Forms – All existing staff should complete a refresher form on a yearly 
basis. This is to ensure your H&S department stays proactive with H&S training and awareness 
courses and to assist with identifying training needs. 

• HR3’s are carried out for new starters within their first couple of days of starting with BPP. 

• Smoking – All BPP premises are non-smoking buildings. All students, visitors and staff must use 
the designated smoking areas. Staff must comply with BPP’s smoking policy, which can be found 
on the intranet. Local disciplinary procedures will be followed if a member of staff does not 
comply with this policy. 

• Lift Entrapment/ Lift release training – Lift release should only be attempted by persons trained 
by the lift maintenance company that maintain the lift equipment on site and after a suitable and 
sufficient risk assessment has been completed. Refer to Intranet for a general risk assessment 
form for this purpose. 

• It’s advisable to contact the Fire Brigade immediately and advise that person is trapped in lift as 
lift maintenance company may not respond as quickly. 

• Please note that the Fire Brigade do not charge to release trapped persons from lifts. 

• BPP’s Security guide and relevant paperwork is on the staff intranet. Any questions regarding 
security guide should be directed to GSHO or Group H&S Co-ordinator. 

• Legislation requires you to carry out a specific assessment of work that may put at risk the health 
of a new or expectant mother.  An assessment is also required for a nursing mother, if she’s still 
breast-feeding after her return to work. 

• Risk assessments on Home workers would be carried out yearly. Lone workers would need to be 
carried out when lone working takes place. 

• Regulation requires any staff under the age of 18 working on BPP premises, either as a 
temporary worker or as work placement, to have a Young Person’s risk assessment carried out 
before they start work. HR and H&S must be made of aware if such arrangements are in place. 

• Staff required to use ladders in their jobs have to be ladder trained. If this is not the case please 
contact your HSO as soon as possible. Do not attempt working at heights without the relevant 
training, i.e. do not climb onto ladders if you are not trained to do so. 

 
 

Definitions of abbreviations in BPP’s Health & Safety documentation 
 
Group BPP Holdings plc (BPP) in the H&S context excludes BPP’s subsidiaries 

outside the UK.  
 
Company A BPP business unit (whether a separate legal entity or a department) as 

defined by its management. 
 
Location The business premises where H&S responsibilities and practice are based, 

e.g. ‘Aldine Place’. There may be more than one Company in a Location. 
 
Group Chief  The Chief Executive of BPP Holdings plc 
Executive 
 
Manager The person, to whom a member of staff reports, i.e. his/her boss in the 

context of daily business, not specifically related to H&S. A Manager is 
responsible for a member of staff’s appraisals; pay raises, promotions, and 
holidays. 
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A number of individuals have been appointed to help implement BPP’s H&S Policy: 
 

• Group Competent Person, who is able to advise on H&S matters.  In BPP’s case the GHSO, 
together with the assistance of expert consultants, acts as our Competent Person. 

 

• Group H&S Co-ordinator is responsible for the co-ordination of Group H&S policies, procedures 
and practices and with the assistance of expert consultants, acts as our Competent Person.  

 

• Although management lines are important in establishing H&S responsibilities it is convenient to 
set out most policies and practices by reference to Locations. 

 

• At each Location the following need to be identified: 
 

- H&S Manager (HSM), generally the senior executive (e.g. managing director) who  retains 
overall H&S responsibility at that Location. (Note that Locations where more than one Company 
is based have one HSM for each Company). 

 
- H&S Officer (HSO) has responsibility for the implementation of H&S procedures.  (Note that 

Locations where more than one Company is based have one HSO for each Company.) 
 
- Chief Fire Marshal (CFM) is the main co-ordinator of any evacuation.  He/she is the person to 

whom all Fire Marshals report and is responsible for liasing with the fire brigade and/or the 
police. 

 
- Assistant Chief Fire Marshal (ACFM), where Location requires assistant to main co-ordinator 

of any evacuation in addition to other defined roles. 
 
- First Aider(s) (FAW), so qualified by passing a three - day H&S Executive approved course 

e.g. as run by St John Ambulance. 
 

• Additionally, there may be identified at each Location: 
 

- Fire Marshal(s), who has specific duties and responsibilities for the implementation of fire and 
evacuation procedures. 

 
- Emergency First Aider(s) (EFAW) so qualified by attending one-day course e.g. ‘basic first 

aid’ course.  
 
 

• At each Location H&S will be co-ordinated by a H&S Committee (the Committee) whose 
members shall be (at least): 
 
- H&S Manager 
 
- H&S Officer 
 
- One or more co-opted staff member(s) acting as H&S Representative(s) (HSR(s) 
 
- One staff member acting as H&S Committee Secretary 

 

• The role of each H&S Committee is to meet at least quarterly and to copy the Group H&S Officer 
with these. 

 
 
 
 
 
 
 


