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A WARM WELCOME TO NEWBATTLE ABBEY COLLEGE 

 
We wish you a happy and successful time working with us at Newbattle Abbey College. 
We want to ensure your safety and well-being while working with us, and this gives you 
particular responsibilities.  
  

This Handbooks states our Health and Safety Policy, outlines your responsibilities as a 
member of staff, gives you some simple advice on how to avoid accidents and tells you 
what to do in the event of a fire or accident.  
 
Health & Safety Policy Statement (link to website) 

Newbattle Abbey College is committed to achieving a positive health and safety culture 
and a safe and healthy workplace where staff, students, visitors and contractors are 
confident that their health and safety are considered to be of the utmost importance at 
all times. 

The College recognises its responsibility to provide as far as reasonably practical: 

• a safe and healthy working environment, adequate welfare arrangements 
including safe access/egress 

• safe materials, equipment and machinery 
• safe systems of work  
• provide appropriate training, information, instruction and supervision to ensure 

that all staff and students have the knowledge and competence they need to 
meet their individual and collective responsibilities.  

• support a positive health and safety culture where everyone is aware of, and 
meets, their responsibilities for the safety and health of themselves and others.  

• establish effective communication systems and arrangements for health and 
safety, integrating good health and safety management with the strategic 
planning processes and business decisions.  

• ensure the systematic identification, assessment and control of risks to achieve 
an effective approach to the prevention of injury, ill health and loss arising from 
the activities of the College.  

• ensure that suitable and sufficient risk assessments are carried out for all 
College activities and relevant control measures are implemented to manage 
the risk and meet requirements set out in legislation and associated approved 
codes of practice or best practice guidance as a minimum. 

• ensure, through a robust system of performance monitoring and audit, that the 
college is complying with current health and safety legislation and, where 
practicable, aim to achieve higher standards and continual improvement in 
safety performance.  

• adopt a collaborative approach between trade unions, staff health and safety 
representatives and College management on health and safety issues.  
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• work in partnership with other employers where there are shared facilities or 
activities. 

• allocate adequate resources to health and safety at all levels. 
• ensure that the College has access to competent specialist advice for health 

and safety.  
 

The College also expects all staff and students to show high standards with regard to 
health and safety. All staff should be aware that they have statutory duties to take 
reasonable care for their own safety and the safety of others who may be affected by 
their actions, and that they must cooperate with the College’s arrangements for health 
and safety. 

It is a fundamental principle that such a working environment should be safe and 
without risks to health and it is imperative that all parties follow the requirements of this 
policy. 

It seeks to ensure that all students within their learning experience gain awareness and 
understanding of health and safety which in turn provides a firm foundation in good 
health and safety practice for the future. 

The College considers health and safety as a fundamental and integral part of 
management responsibilities and will ensure that managers at all levels are aware of 
them and have the appropriate competence to put them into practice.  It seeks to 
ensure that health and safety is integrated into every aspect of the College’s business 
that is educational, management and other activities.  

Newbattle Abbey College has appointed a senior member of staff, the Principal, whose 
duties are to co-ordinate the activity of all departments within the College in relation to 
health and safety matters. 

Each Senior Manager will be responsible for health and safety matters and will assist in 
the preparation and implementation of policies and procedures which meet the 
requirements of this statement. Health and Safety Policies and Procedures will be 
reviewed annually, and a report presented to the Principal. 

 

Signed  
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 1 RESPONSIBILITIES 

All individuals within the College have a responsibility to ensure their own 
safety and that of others.  Consequently, all employees will have the potential to 
be held liable if their negligent acts or omissions result in harm being caused to 
any other persons. Indeed, the Health and Safety at Work etc. Act 1974 states: 
 

“It shall be the duty of every employee while at work – 
(a) to take reasonable care for the health and safety of himself and of 
other persons who may be affected by his acts or omissions at work; 
and 
(b) as regards any duty or requirement imposed on his employer or any 
other person by or under any of the relevant statutory provisions, to co-
operate with him so far as is necessary to enable that duty or requirement 
to be performed or complied with.” 

 
Employees will also be responsible for reporting to a Senior Manager/the 
Principal any identified breaches of Health & Safety procedures, any accidents 
or safety related incidents and any aspect which appears to them to give rise to a 
significant risk to the Health & Safety of employees or other persons. Such 
reports will be made without undue delay.  
 

Those in positions of responsibility have additional obligations, by virtue of 
their ‘managerial’ functions. Thus, the Principal and Senior Managers have the 
responsibility to control and advise their own staff and where required advise 
other staff members, students and visitors/contractors.  They will ensure:  

• that each staff member is aware of the current health and safety policy 
with a view towards maximum prevention of injury and occupational ill-
health; 

• that facilities for all level of employees and students to receive suitable 
and sufficient health and safety information and training; and  

• that safe working practices are implemented and adhered to, and will 
regularly monitor these situations. 
 

The Estates & Facilities Manager is responsible for administration of the H&S 
arrangements and is available to deal with general H&S related queries. 
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2 ABRASIVE WHEELS, USE OF HAND TOOLS AND WORKPLACE 

EQUIPMENT (link to website) 
 

Risk assessments will be carried out relating to the use of equipment by 
employees. 

Should you require to use abrasive wheels, hand tools or any other machinery as 
part of your work, you will be provided with appropriate training and instruction, 
along with information including the findings of the risk assessments carried out, 
how to maintain the equipment and how to deal with any health and safety 
issues, such as an accident. 

3 ACCIDENTS AND FIRST AID – link to website 
 

An accident is defined as ‘an unplanned event that causes injury to persons, 
damage to property or a combination of both’ 
 
All accidents, incidents, near misses and dangerous occurrences must be 
recorded in the College online Accident form. 
  
Any accident, incident, near miss or dangerous occurrence must be reported to 
your Line Manager. Injuries which occur whilst carrying out work duties off-
campus must be reported in the same way and the occupier of the site should 
be advised accordingly. If an injury renders you unable to make an entry in the 
Accident form, a witness or someone who is able to enter an account of the 
incident should complete this.  
 
All accidents, incidents, near misses and dangerous occurrences must be 
recorded, however minor - unless the College is informed of these incidents, it 
will be unable to take remedial action. 

 
 

 
If an accident, incident, near miss or dangerous occurrence is reported 
to you as a Line Manager, you must ensure that the on line Accident 
form is completed and the completed record is passed to the Estates 
& Facilities Manager.  

If applicable, you must keep records of any developments to the injured 
person’s health.  
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FIRST AID ASSISTANCE 

 

For dealing with any injuries, contact a qualified First Aider. The First Aider will decide 
if the casualty can be moved and the most suitable source of treatment for the nature 
of the injury. 

 

• First-aid procedures during the period from 9am -5pm are contained 
in the first aid procedures. 

• Out with these times are also contained in the first aid procedures. 
• You should familiarise yourself with these procedures if you are 

likely to be working within these times. 
 

 

Serious Injuries 

 

For serious injuries advice should be sought from a qualified First Aider.   If a qualified 
First Aider is not immediately available, the staff member should contact the 
emergency services.  

 

 Dial 9-999 direct from any telephone extension 
 Dial the College switchboard via 0 

 

After 5pm, if a casualty requires urgent medical attention, dial 9-999 direct from 
telephone extension.  In the event of a casualty requiring medical attention that is 
non-urgent, Dalkeith Medical Centre can be contacted on 0131 561 5500 or dial 111. 
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The First-Aiders at the College are: 

 

 

 

Position  Extension   

Marketing Officer 231  

Event co-ordinator  219  

Rural Skills tutor                         250  

Domestic team 
leader                     

220  

Student support 230  

 
4 ASBESTOS  (link to website) 
 
You must not handle or attempt to move any materials identified as containing, 
or suspected to contain, asbestos. All queries, concerns etc. regarding asbestos 
should be made to the Estates & Facilities Manager, who will arrange for the 
appropriate measures to be taken, where applicable. 

 
 
 5 BOMB THREAT – (link to website) 
 

If there is a bomb threat, there will be two occasions on which you will be 
required to act: 

 

a. Limited Inspection 
There may be an incident in which it has been identified that a bomb is in a 
specific area and does not require the full evacuation of the building.  The 
Incident Officer (the Principal) will clear this area. All other employees should 
remain in situ. 

 

b. Inspection and Evacuation 
If the bomb threat alarm signal is heard (ie the fire alarm is sounded and an 
announcement is made over the speaker system), you should evacuate the 
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building after briefly looking around your immediate area for any suspicious 
packages. If a package is suspect, you should evacuate by the nearest exit and 
report to the Evacuation Assembly Point Officer, who will be at the assembly 
position. 

 
You will be provided with appropriate training for dealing with a bomb threat and 
must adhere to the procedures in place at all times.  

 
 6 CASUAL AND TEMPORARY STAFF (link to website) 
 

Casual/temporary staff are normally employed during the summer period when 
overseas students are present and are involved with kitchen and housekeeping 
duties.  

If you are a casual/temporary member of staff, you will be provided with 
induction training commensurate with the time you are employed and the nature 
of the work to be carried out. This will include procedures for dealing with 
emergencies, how to report an incident etc. You are expected to adhere to 
instructions etc given at all times. 

 

7 COMPULSORY DISPLAY OF NOTICES (link to website) 

 There are a number of staff notice boards around the main College building on 
which various signs are displayed, including those relating to health and safety 
issues. You should familiarise yourself with the notice board closest to your main 
place of work. In particular, you should observe the poster entitled “Health and 
Safety Law — what you should know”. 

 

 8 CONTRACTORS (link to website) 

Procedures are in place to ensure that only qualified and experienced 
Contractors with proven safety records will be appointed to carry out work for 
the College. 
 
You should contact the Facilities Manager should you have any concerns, 
queries etc regarding existing contractors, the appointing of new contractors 
etc. 
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 9 DISABLED PERSON  

The College aims to provide a full and fair opportunity for employment for 
disabled applicants and to ensure, through training and practical assistance 
where required, their continued employment and promotion. Employees who 
become disabled will be accorded every possible opportunity of maintaining 
their position or for retraining if appropriate. 

Arrangements are in place within the College to ensure the safety of disabled 
staff by means off risk assessing job roles and implementing safe systems of 
work and to ensure compliance with relevant legislation. 

10 DISPLAY SCREEN EQUIPMENT (link to website) 

Display screen equipment (DSE) includes any graphic or alphanumeric display 
screen (regardless of the technology of the display) and includes computers, ie 
the screen, keyboard and software which the user interacts with on screen. A 
DSE ‘user’ is someone who uses DSE continuously for at least an hour a day, on 
each or most days. 

f classed as a user, a DSE Assessment will be carried out for you (either as soon 
as practicable for current employees or as part of the health and safety induction 
for new members of staff) and appropriate measures taken to address any 
highlighted issues. The risk assessment will be reviewed at least annually. As a 
DSE user, you are also entitled to an eye and eyesight test, taken at the frequency 
specified by the optician, for which the College will pay. Where it is found that 
you require spectacles specifically for DSE use, the College will contribute 
towards the frame and lenses. 

Tips for improving your work environment  

o Adjust your chair and DSE to find the most comfortable position for your 
work. As a broad guide, your arms should be approximately horizontal and 
your eyes at the same height as the top of the DSE casing.   

 

o Make sure there is enough space underneath your desk to move your legs 
freely. Move any obstacles such as boxes or equipment.   

 

o Avoid excess pressure on the backs of your legs and knees. A footrest, 
particularly for smaller users, may be helpful.  

 

o Arrange your desk and screen so that bright lights are not reflected in the 
screen. You shouldn't be directly facing windows or bright lights.  
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o Adjust curtains and blinds to prevent unwanted light.  
 

 
 A simple DSE Checklist is available - https://www.hse.gov.uk/pubns/ck1.pdf 
 

11 ELECTRICITY AT WORK (link to website) 

 
All electrical equipment (both fixed and portable) is subject to a formal 
documented inspection and maintenance regime by a competent person. 
 
You must inform the Estates & Facilities Manager before bringing any new or 
used electrical equipment on to the College premises. The equipment will then 
be tagged, logged, visually checked and, if necessary tested by a competent 
person, prior to being used. 
 
You must not use damaged or defective items or attempt electrical repairs of 
any nature irrespective of how trivial the repair may seem. 
 
You should inspect electrical equipment prior to use for signs of cable damage, 
loose plugs, cracked casings and overlong trailing cables and, if no defects are 
obvious, maintain vigilance during use for sparks etc. Equipment must only be 
used for its correct purpose and sockets / adaptors, etc must not be overloaded. 
Should any faulty equipment be observed, it must be reported immediately to 
the Estates & Facilities Manager, who will take the item out of service until it is 
replaced or repaired by a competent person. Items which can not be moved will 
be isolated and labelled, eg ‘DO NOT USE’. 

 
You must not use damaged or defective items or attempt electrical repairs of 
any nature irrespective of how trivial the repair may seem. 
 

You should inspect electrical equipment prior to use for signs of cable damage, 
loose plugs, cracked casings and overlong trailing cables and, if no defects are 
obvious, maintain vigilance during use for sparks etc. Equipment must only be 
used for its correct purpose. 

https://www.hse.gov.uk/pubns/ck1.pdf


 

12 
 

 
One of the main potential sources of accidents, indeed fatal accidents, in 
the workplace is the use of electricity.  You should take great care and never 
interfere with any electrical apparatus or equipment.  
  

  

The following Do’s and Don’ts are essential for safe working with electricity:  
   

DO’S 

 

• Report to Estates & Facilities any equipment, leads, plug tops that are damaged 
or overheating 

• Report to Estates & Facilities any equipment that is in an unsafe condition or 
situation. 

 

 

DON’T’S 

• Don’t swap leads between machines as the fuse ratings may vary.  
• Don’t use equipment if the plug is damaged. 
• Don’t use leads that are not correctly clamped at the plug or socket 
• Don’t use damage sockets  
• Don’t place papers, cups or plants on equipment. 

 

 
Electric Shock  
 
 Severe injuries and even death can result from electric shock. If someone suffers from 
electric shock:  

 Switch off the current and pull out the plug before touching the casualty.  

• If this is not possible use something dry and wooden, such as a broom handle or 
a wooden chair, to move the casualty away from the power source.  

• Check the casualty’s breathing and pulse.  If unconscious and breathing, place in 
the recovery position.  

• Send for first aid/medical help immediately.  
•  
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Never  
  

• Touch the casualty until the power source has been turned off.  

• Never apply water to a burn from an electric shock while the casualty is still 
attached to the electricity source.  

  

 12 EXTERNAL SITES 
 
 All College employees working on external sites are required to adhere to the 

safety requirements of the site owner or main contractor.  
 

If you are required to carry out work on behalf of the College at an external 
location, the work to be carried out will be risk assessed and suitable health and 
safety information provided.  
 
13 FIRE EVACUATION, PREVENTION AND MANAGEMENT (link to website) 

 
An assessment of the fire risks will be carried out for the College buildings. The 
assessment will identify possible ignition sources, combustible materials (such 
as piles of paper, storage of flammable materials etc), working practices which 
give rise to fire risk (such as electric heaters being left on overnight), suitability of 
escape routes and fire detection/control system, personnel who may be 
affected by fire and training needs of staff. 
 
Clear notices are exhibited in prominent positions around the College buildings 
to tell occupants what to do in the event of an emergency. These notices include 
the nearest Assembly Point. 
 
You must familiarise yourself with the fire procedures in place, ie what to do if 
you discover a fire and what to do if the fire alarm is sounded. 
 
During a fire evacuation, you must follow the instructions of the Fire Marshall 
(Estates & Facilities Manager) and Fire Wardens. You must familiarise yourself 
with which staff are Fire Wardens as these vary depending upon the time of day. 
If you are a Fire Warden, ensure you are fully aware of your roles and 
responsibilities. 
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There are two Assembly Points at the College:   
 

 
 
 
 

Assembly Point A: 

 

Grass area adjacent the car park at the front of the main building. 

 

All students, academic and administration staff, visitors and contractors to go 
to Assembly Point A. 

 

 
 
 
 

Assembly Point B: 
 
Grassed area adjacent the rear staff entrance 
 
All housekeeping and estates staff to go to Assembly Point B. 

 
 

You must ensure you are aware of the exact location of the Assembly Point 
relevant to you. 

 
You must familiarise yourself with the fire action instructions printed on the blue and 
white notices which are displayed throughout the college 
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In particular check the green and white 
directional arrows to the fire exits from your 

classrooms/workplace.    

 

 
All staff/students who may need assistance in an emergency evacuation should arrange 
a Personal Emergency Evacuation Plan (PEEP) through  
  

Under no circumstances should disabled staff /students use lifts to evacuate the 
building  

 

Fire drills involving the complete evacuation from College buildings take place at 
intervals of at least twice per year. You must take part in all fire drills.  

Procedures are in place for the periodic inspection and testing of the fire 
detection and control systems and equipment in place. This includes the fire 
alarm being tested once a week, where the alarm will sound but no action is 
required to be taken. 

 

 14 FOOD HYGIENE (link to website) 

College staff are involved with the preparing of food for consumption by staff, 
students and visitors. 
 
You should contact the Chef Manager for all issues relating to food hygiene, 
including reporting any specific dietary requirements. 
 

 
 15 HAZARDOUS SUBSTANCES (link to website) 
 

To comply with the Control of Substances Hazardous to Health Regulations as 
amended (COSHH), the College undertakes to control exposure to such 
substances by engineering means, where reasonably practicable. Where 
exposure cannot be adequately controlled by engineering means, appropriate 
personal protective equipment (PPE) shall be provided.  
 
COSHH Assessments will be carried out of all hazardous substances used by 
employees. If you are likely to be exposed to hazardous substances, you will be 
informed of the hazards and risks to health, the findings of the COSHH 
Assessment and the correct use of any control measures or good working 
practices. 
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Where special training may be required, the issue and use of chemical 
substances will be limited to those who have had such training. 
 
Should you have to use, or come across, non routine chemicals during your 
work, you should contact the Facilities Manager who will arrange for an 
assessment to be carried out. 
 
16 HEALTH & SAFETY COMMITTEE (link to website) 
 
The College has a Health & Safety Committee which has the remit for advising 
upon and keeping under review the general safety policy, organisation and 
arrangements to secure the health and safety of staff, students, visitors and 
others who may be affected by the Colleges activities. 
 
The Committee consists of the Principal, Estates & Facilities Manager, staff 
representing other departments within the College, student representatives and 
an externally appointed Health and Safety Consultancy firm. 
 
Employees who are not part of the Committee should forward any health and 
safety concerns either to their Line Manager or directly to a committee member 
for discussion at the next meeting. The Health and Safety Committee meets four 
times per year. 
 
 
17 HOUSEKEEPING, KITCHEN/DININGROOM SAFETY, WASTE DISPOSAL 
AND WELFARE 

  
Poor standards of housekeeping are a common cause of injury and damage at 
work and can create unnecessary fire hazards. Low standards often result from 
poor working practices and/or organisational deficiencies within the workplace. 
The College recognises the need to ensure that adequate standards of 
housekeeping are achieved. As such, policies and procedures have been 
developed to ensure that the highest standards possible are attained. 
 
The Estates & Facilities Manager and Housekeeping staff carry out inspections 
around the College at regular intervals. You are required to ensure that your work 
area is kept clean and orderly and must make use of waste bins provided etc. 
Where a spillage or other potential hazard, eg burst rubbish bag, occurs or is 
discovered, you should contact Housekeeping staff as soon as possible. 
 
You should ensure that all waste materials are deposited in the appropriate 
receptacles or contact Facilities to arrange for the uplifting of the material(s) for 
disposal. 

 
You should report any problems with / damage to welfare facilities to the 
Estates & Facilities Manager or Housekeeping staff. 
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18 INDUCTION (link to website) 

  
The College recognises the need for induction as the first step in building a two-
way relationship between the organisation and the employee. It aims to: 

• tell the individual what the organisation is all about 
• identify the role the individual will play in the organisation 
• explain what the organisation can and will do to help the individual to make 

an effective contribution 
• make the individual aware of regulations relevant to the workplace, such as 

health and safety legislation 
 

All new employees will be provided with an induction commensurate with the 
time of employment and the nature of the work to be carried out. All relevant 
aspects of health and safety will be covered as part of the induction.  

 

 19 LONE WORKING (link to website) 
 

Lone workers are those who work by themselves without close or direct 
supervision. 
 
Should you be required to lone work, a risk assessment will be carried out, which 
will include the determination of whether you are medically fit and are suited to 
lone working. Where lone working has been approved, you will be made aware of 
the findings of the risk assessment and provided with instruction and training on 
how to ensure your safety during such work.  

 

20 MANUAL HANDLING AND WORK-RELATED UPPER LIMB DISORDERS  

The College’s aim is to reduce the risk of manual handling injuries and work-
related upper limb disorders and offer guidance on the measures that should be 
taken to ensure safe lifting, carrying and use of equipment in the workplace. 

 
Risk assessments will be carried out relating to all such tasks undertaken by 
employees, to identify operations which may pose a risk of physical injury. 
Should you be required to carry out manual handling tasks and/or activities of a 
repetitive nature, you will be trained in the hazards and risks associated with 
manual handling, general ergonomic awareness and the use of safe working 
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practices and procedures. You must ensure that the training provided is 
complied with at all times. 
 
Should you be accepting delivered goods, you should ensure that all goods are 
placed as close to the point of use/storage as reasonably practicable by the 
delivery personnel. This will reduce the amount of manual handling required to 
be carried out. 
 
Where any unusual manual handling tasks are required, you should contact the 
Facilities Manager or any other member of the Health and Safety Committee. A 
specific Risk Assessment will be carried out prior to the task being started.  
 

 
 21 NEW AND EXPECTANT MOTHERS (link to website) 
 

Any employee should report becoming pregnant to their Line Manger as soon as 
possible. 
 
On notification, a risk assessment will be carried out and measures taken, 
where appropriate, to ensure your health, safety and welfare and that of your 
unborn child. The risk assessment will be reviewed during the course of your 
pregnancy and should you return to work as a “new mother”. 
 
 
22 NOISE (link to website) 

 
An assessment of exposure to noise will be carried out where employees are, or 
are likely to be, exposed to noise levels above 80 dB over the course of the 
working day.  

Where you are subjected to an assessment, you will be made aware of the 
findings and appropriate measures will be taken, eg the issue of hearing 
protection, provision of hearing tests.  

 

 23 OCCUPATIONAL HEALTH  

The College has provision to make use of competent contractors to carry out 
tasks on its behalf. These include matters such as: 
 

• medical examinations; 
• health surveillance; 
• monitoring of individuals or areas; 
• relevant sampling of air, dust, noise, vibration etc. 
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Should you feel that you would benefit from such a service, you should contact a 
member of the Health and Safety Committee. 

 
 24 PERSONAL PROTECTIVE EQUIPMENT  
 

Personal Protective Equipment (PPE) includes a range of clothing and protective 
devices to protect the wearer from certain hazards. PPE includes such items as 
hard hats, respirators, safety boots, protective gloves, coveralls, etc. 

 

Tasks which require the use PPE are identified by risk assessment. It is, however, 
recognised that PPE should be used as a last line of defence, acceptable only 
where engineering controls would not be reasonably practicable. 

 

All PPE provided to you will be fit for purpose and CE marked, where available. 
Appropriate information, instruction and training will also given on how to 
properly clean, service, maintain and correctly store the issued PPE required to 
be worn. To ensure that PPE is hygienic and otherwise free of risk to health, all 
such equipment will only be used by the individual to whom it is issued. You 
must report any damage/defect to the PPE issued as soon as possible to your 
Line Manager. 

 

 25 RISK ASSESSMENT  

 
A programme of Risk Assessment is in place, which includes a General Risk 
Assessment for the principle activities carried out at the College. 
 
You will be made aware of the findings of risk assessments relevant to your work 
and/or provided with training to enable you to carry out suitable risk 
assessments. 
 
When projects are being planned, you must report details to the Health and 
Safety Committee to enable a risk assessment to be carried out prior to the 
project commencing.   
 
Please refer to College risk assessment policy and procedures  
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26 SKIN CARE AND SUNBURN  
 

The College requires staff and students to stay in the shade, whenever possible, 
whilst engaged in official duties to avoid risk of sunburn. 
 
You should stay in the shade whenever possible. Also:  

• wear a long sleeved shirt; 
• wear a hat; 
• apply a sun cream with a SPF factor of 20 or above to exposed parts and re-

apply every two hours.  
 

You should check your skin regularly for changes - this is best done after bathing. 
If any discolouration appears, areas of itching, moles that become darker or 
start bleeding on touch, you should contact your general practitioner. 
 
 

 27 SMOKING  
 

The College aims to guarantee the rights of non-smokers to breathe smoke-free 
air when within its premises, whilst taking into account the requirements of 
smokers. 
 
You are not permitted to smoke inside any of the College buildings or in 
vehicles owned or hired by the College.   

Smoking on site is only allowed in designated areas and cigarette butts must 
be disposed of in a safe and socially acceptable manner. 

 
The College may offer you assistance should you wish to stop smoking. 
 
Where you are exposed to passive smoke out with College premises/vehicles 
while on company business, you are entitled to request a smoke-free 
environment in which to continue your business. Where no such environment is 
available, you are entitled to cease work within the area. 
 
 In such circumstances, you should report the situation to your Line Manager 
without delay, who will take the appropriate action. 
 
 

 28 TRANSPORT  
 

Currently, the only College vehicle is a grass cutting tractor, which is used by the 
Facilities staff. Hence, staff may use their own vehicle for College business. 
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You must ensure that you meet the College’s criterion for using your own 
vehicle, including having a valid driving licence and insurance which includes 
cover for business use. If hiring a vehicle or using a taxi, coach or mini-bus on 
behalf of the College, you must ensure that an approved firm is used and that 
seat belts are worn, where present. 
 
You may only use a mobile phone whilst driving on College business if you using 
a hands-free kit. 
 
 

 29 VIOLENCE AT WORK (link to website) 
 
It is important to note that violence in the context of Health & Safety 
management is not confined simply to physical attack. It also includes verbal 
abuse, ostracism, discrimination, and racial or sexual harassment. 
 
Risk Areas 
The risk assessment procedure identifies violence and aggression related risks, 
and it is recognised that employees may be at risk under three principal 
scenarios, thus: 
  

• Incidents which arise within the College internal work environment, ie 
interaction between employees 

• Incidents which arise between employees and students, visitors, clients, 
the public or contractors 

• Violent or potentially violent situations which employees may encounter 
while working on their own 

 

Dealing with Incidences 
Only by recording and investigating a complaint can the College reduce the risk 
of reoccurrence and you are, therefore, encouraged to report all incidences of 
violent or aggressive behaviour to your Line Manager. All such reports will then be 
fully investigated. Suitable consideration will be given to the confidentiality of the 
individuals involved. 

Where incidents arise, the most senior member (or most suitably trained 
member) of staff present will assume control of the situation. If this person 
considers it necessary, the appropriate emergency services will be contacted. 

If during any work-related journey, meeting or business outside the offices there 
is an incident that raises cause for concern in terms of safety, then you should 
report the incident to your Line Manager. By considering such reports, it will be 
possible to adopt measures to try to prevent a reoccurrence. 
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Post Incident Support 

The particular nature of support offered to individuals involved in incidents will 
depend upon the situation, the type of incident and the individual involved. 
Support will, however, include the following: 

• an outline of incident reporting procedures 

• a report on the progress of any investigation or action taken by the 
Company or the authorities, including what is likely to happen next 

• details of further support that is available, i.e. independent counselling, 
and how this would be arranged 

• legal advice and help in taking proceedings against the assailant. 
 

  30 VISITORS/TENANTS (link to website) 

 

You must ensure that any visitors enter through the front door of the main 
building and sign in and out at Reception. You must also remain with your 
visitor(s) at all times and escort them out of the building in the event of an 
evacuation. 

 

Should you be responsible for the hiring of College space to tenants or 
visitors for meetings, public functions etc, you must ensure that information 
such as fire procedures and first-aid arrangements have been adequately 
communicated to the relevant persons in writing. 

 
 
  31 WORK AT HEIGHT (link to website) 

 

A risk assessment will be carried out for all work at height required to be 
undertaken by employees.  

 

You will only be permitted to carry out such works where it is necessary, and on 
having been provided with an appropriate level of training as well as suitable 
equipment being available. 

 

Only ladders which are being subjected to regular documented inspections 
should be used and two persons must always be present during the use of 
ladders, i.e. a second to foot the ladder. 
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 32 WORK-RELATED STRESS (link to website) 

 

The Health and Safety Executive (HSE) defines stress as an “adverse reaction 
people have to excessive pressures or other types of demand placed upon 
them”. Typical symptoms include: 

• sleep disturbance resulting in tiredness 
• tenseness 
• nausea and dizziness 
• headaches 
• weight loss/gain 
• raised blood pressure 
 

An assessment of the risks associated with stress will be undertaken as part of 
the General Risk Assessment procedure where deemed required, and all 
reasonable steps taken to control such risks. 
 
Should you feel that you are having an adverse reaction due to stress at work, you 
should contact your Line Manager or other member of senior staff as soon as 
possible. Each reported case will be dealt with on its own merits, with the 
College enlisting professional support where required. 

 
You are also encouraged to inform a senior member of staff where there are clear 
signs that a colleague appears to be suffering from the effects of stress. Again, 
each situation will be dealt with on its own merits and in a confidential manner.  

 

 

 

Further information and guidance  

 

The following links provides key information about stress, what it is, and how to 
prevent or manage it, as well as providing links through to other support 
services and a range of external resources. 

 

 

HSE guidance on work related stress  

https://www.hse.gov.uk/stress/
https://www.hse.gov.uk/stress/
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Scottish Government online guide providing practical ways of dealing with 
stress   

European Agency for Safety and Health at Work – managing stress and 
psychosocial risk E guide  

Healthy Working Lives - detailed advice and support    

See Me   

Equality & Human Rights Commission - Mental health is your business   

 

 

 

 

General Note: You should always report any concerns, queries etc. 
regarding health and safety to your Line Manager. 

 

NOTES  
 
 
 
 
 
 
 
 
 

 

 

Newbattle Abbey College is committed to the active pursuit of challenging 
discrimination, advancing equality and celebrating diversity 

 

 

 

 

 

 

http://www.stepsforstress.org/
http://www.stepsforstress.org/
http://eguides.osha.europa.eu/stress/GB-EN/
http://eguides.osha.europa.eu/stress/GB-EN/
https://www.healthyworkinglives.scot/workplace-guidance/mental-health/Pages/stress-at-work.aspx
https://www.healthyworkinglives.scot/workplace-guidance/mental-health/Pages/stress-at-work.aspx
https://www.seemescotland.org/
https://www.seemescotland.org/
https://www.equalityhumanrights.com/en/advice-and-guidance/mental-health-your-business
https://www.equalityhumanrights.com/en/advice-and-guidance/mental-health-your-business
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This Policy should be read in conjunction with other relevant College policies, 
procedures and guidance documents, whether specifically listed above or 
subsequently published or amended. 

 

The College reserves the right to update, introduce, or revise policies and procedures 
from time to time.  

  

Compliance with the most current versions of applicable policies and procedures, as 
published, is expected. 

 

Title: Employee Health and Safety Handbook  

Lead Officer: Estates & Facilities Manager  

Date last reviewed  October 2025  

Next Review date:                 October 2028  

Approved By: H&S Committee  

Date first approved:                 2022 

 

 

 

 

 

 

 

 

 

  


