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Overview of health and safety structure of the Company 

Overall responsibility for Health and Safety within Carfax Tutorial Establishment rests in the 

first instance with the owner, Alexander Nikitich. Members of senior management also bear a 

responsibility, but generally, in line with the company’s health and safety policy, responsibility for 

day to day implementation of the policy is delegated to an individual Health and Safety Officer 

(HSO), Alex Eastlake. 

In addition to this role, other members of staff have an important function within specific areas 

of health and safety. 

Sam Vanttinen-Newton is the certified First aider who should be called in the event of any 

accident, and Victoria Jefferson is the certified Fire Marshal who is responsible for overseeing 

evacuations in the event of a fire. The first aid box is located in the cupboard of Sam’s desk in 

reception, and is denoted by a sign on his desk. 

However, all members of staff, both permanent administrative staff and self-employed tutors, 

have a responsibility to ensure the general health and safety of themselves and others upon the 

premises, and are required to report to the management or HSO any defects in equipment or 

instances of behavior which may present a risk. Tutors have a particular responsibility for the 

safety and welfare of pupils under their supervision. 

 

Important information for Tutors: 
 

 Health and Safety at work poster  -  displayed in the reception 
 

 First aid box is located in the cupboard of Sam’s desk in reception and is signified by a 
first aid sign. 

 

 All accidents should be reported to Sam, regardless of whether First Aid is required. 
Accidents will be logged in an accident book, which is kept by Sam and reviewed by the 
HSO. 

 

 The Health and Safety policy document is contained in a folder in reception; tutors are 
welcome to view it at any time. 
 

 The Emergency procedures for the building are visible around the college and on the 
wall in every tutorial room. (See Fire Drill in Appendix A.) 

 

  

Maintenance Log Book 

All faults in furniture or equipment, or fixtures or furnishings of the building, must be recorded 

in the Maintenance log book, kept by the HSO in reception. 
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The following sections provide a general overview of the most common risks in 

workplaces, as well as areas specific to Carfax Tutorial Establishment, in order to 

provide Tutors with appropriate guidance and awareness of health and safety issues: 

 

Specific problems in the workplace. 

1 - Slipping and tripping 

 Spillages – toilets and kitchen, stairs 
Should be cleaned up immediately. Do not wait for the cleaner or the culprit to do this, or begin 

by investigating who is responsible. Please alert a member of staff if the spill is large or presents 

a hazard. 

 Damaged carpets/floor coverings 
This should be reported to HSO, or in his absence another member of the administrative staff. 

 Defective lighting 
Lights not working or flickering can present a problem and should be reported to the HSO, or in 

his absence another member of the administrative staff. 

 Trailing cables and flexes, obstructions. 
Boxes should be stored out of the way of thoroughfares, and all areas should be clear of 

obstacles and anything which might cause an accident. Cables and flexes should also be kept out 

of the way, using ties or floor covers if necessary to minimize any risk. 

 Classrooms 

Classrooms should be left in a tidy condition after tutorials so that the next occupants do not 

have to tidy up or re-arrange furniture before beginning their class. Any study materials left in 

the classroom should be placed together and out of the way. 

 

 

2 - Manual Handling 

Tutors at Carfax Tutorial establishment are not expected to carry out any tasks requiring 

significant amounts of manual handling. We would ask tutors not to take it upon themselves to 

engage in any task involving the lifting of heavy or awkward items, even should they be doing so 

simply to be helpful to staff. If tutors should, for some reason, require difficult items to be 

moved, they should ask a member of the administrative staff to arrange this. 

  



Page 4 
 

3 - Working at Height 

Working at height is not part of a tutor’s duties at Carfax Tutorial Establishment. Tutors are 

reminded not to attempt to change light bulbs or fluorescent tubes themselves, but to report any 

defects to reception staff. 

 

4 - Display Screen Equipment 

Whilst computers and display screens may be used in tuition and in obtaining tuition resources, 

tutorials do not generally (with some exceptions) involve the prolonged use of a computer 

station and display screen. The main risks arising from the use of display screen equipment 

derive from long term continued use of poorly organized work stations, and a list is provided 

below. For their own benefit, any tutors who have had, or currently suffer from any of these 

conditions should keep them in mind and ensure that they use the available precautions afforded 

by fully adjustable chairs and blinds that are provided in the establishment. Should a tutor feel 

that there is a health and safety related issue with any particular workstation, then they are 

encouraged to inform the HSO, who will be happy to address any issues. 

 Postural, musculo-skeletal problems, including upper limb disorders 

 Eye strain/discomfort 

 Headaches 

 Fatigue and stress 

 Pregnant women may have concerns in relation to such equipment and are encouraged 
to relay any concerns to the HSO 

 

 

5 - Hazardous Substances 

This area is governed by The Control of Substances Hazardous to Health Regulations (2002) and the new 

REACH regulations. 

The main source of COSHH substances in CTE and the precautions required are as follows: 

 Toner, used in photocopying and printers. In case of spillage, do not inhale the fine 
powder; in case of skin contact, wash with soap and water; in case of eye contact, treat as 
a foreign body. 
Please do not attempt to change printer cartridges. Ask reception staff to help. 

 Bleach and similar cleaning products. These are stored in our cleaning cupboards, 
which are kept locked. Such items are used by cleaning contractors and may occasionally 
be used by administrative staff. They should not be left out in accessible areas, and tutors 
should report any instances of such products being accessible to tutors and pupils. 

 Tippex. It is considered that the chance of anyone suffering harmful effects is extremely 
low, and would most likely be as a result of misuse. To avoid any possible risk, the 
substance must be used according to the manufacturer’s instructions. 

 Asbestos. Carfax Tutorial Establishment has had an asbestos survey carried out at its 
premises at 39-42 Hythe Bridge Street, Oxford, which has confirmed that there is no 
asbestos present in the building. 
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6 - Electricity 

Principal hazards involved are electrocution, burns, fire, and explosions. 

 The fixed electrical installations in the building are inspected every five years by a 

qualified electrician. 

 All other appliances (portable appliances) are tested yearly by a qualified tester, each 

appliance should have a sticker on it certifying that it was tested and the date the test was 

carried out. 

 Tutors are asked not to bring in their own electrical items (personal computers excepted) 

without first obtaining permission from the HSO. Any items must be subject to 

appliance testing before they can be used. 

 It is very important that, should tutors notice any electrical socket or appliance that 

appears to be faulty or damaged, they report the fault immediately to the HSO or 

another available member of staff. The item will be inspected and either removed from 

circulation, or a notice will be placed upon it directing staff and tutors not to use the 

item. Please ensure that you and any pupils under your supervision pay attention to any 

such notices, which are only a short term measure, until the item can be removed or 

fixed. 

 Of particular note also are Electric heaters and fans, which should not be left switched 

on when unsupervised, and must be checked at the end of each day to ensure they are 

turned off. Please switch off any such devices when you leave tutorial rooms. 

 

 

 

Other areas and duties of tutors relating to Health and Safety at Carfax Tutorial 

Establishment. 

 Should Tutors have any questions or concerns about health and safety matters, they 

should address them to the HSO, although they should also feel free to address them to 

the directors or the management of CTE should they wish. 
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List of specific notices relating to Carfax Tutorial Establishment at 39-42 Hythe Bridge 

Street 

Any item of furniture or equipment, of the fixtures or furnishings of the building, which the 

tutor notices to be defective, should be reported to a member of the administrative staff as soon 

as possible. Below is a list of areas which require tutors’ vigilance. 

 Classroom chairs and furniture – Tutors should not, and should not allow their pupils 

to, misuse any item of furniture. This applies especially to instances such as ‘balancing’ 

on chairs, which is sure to lead to an accident, but often not to the person carrying out 

the activity. Please ensure that all four legs of the chair are kept firmly on the ground. 

 Fire extinguishers and fire alarm call points – must not be obstructed, must be 

placed upon their mounts and have their seals intact. 

 Fire doors – must not be propped open. The door closures should work properly, the 

doors should fit neatly into the frames, and the intumescent seals at their edges should be 

complete and in a good state of repair. 

 Fire safety signs – Should any become detached or defaced, this must be reported to 

the HSO immediately. 

 Rear exterior fire escape (accessible from top floor) – is no longer used. No member 

of staff should use this apparatus without permission from the HSO. Tutors and pupils 

must not use this or venture on to the outside roof area under any circumstances. 

 Windows – Sash windows which look out onto Hythe Bridge Street have restrictors to 

prevent them opening fully, thus preventing accidental falls from height. Should these 

restrictors not be working or be missing, the defect must be reported immediately. 

 Security – External doors and windows that do not shut properly should be reported 

immediately. Should anyone gain entry to the building who is not recognized, they 

should be asked to identify themselves, politely at first. If a tutor is unsure of the identity 

of anyone on the premises, they should inform a member of the administrative staff 

immediately. 

 All visitors, clients, staff and pupils must sign in and out of the building. 

 The door to the laboratory must be kept locked at all times when tuition is not in 

progress. Pupils must not be allowed into the laboratory without supervision. 

Only tutors with the appropriate expertise and who have undergone the 

appropriate induction will be allowed access to the laboratory. 
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Pupil behaviour 

Should tutors notice any behaviour by pupils, clients, or indeed any other member of staff, that 

they believe to be unsafe, they must ask them to stop immediately and should notify the HSO. 

This includes incorrect use of furniture (especially chairs), leaning out of windows, inconsiderate 

or overly ebullient behaviour which may pose a risk to others, tampering with any health and 

safety equipment such as signs or fire extinguishers or fire alarm call points. 

 

 

Tutor/pupil excursion risk assessments 

 Tutors must obtain permission in order take pupils off the premises for a field trip or 

other visit. General permission should be sought from the Academic Registrar, Victoria 

Jefferson. 

 Before the field trip/excursion takes place, the tutor must complete a field trip risk 

assessment form (see Appendix B), which must be signed by the HSO. 

 Completed risk assessments are kept in the designated folder in reception and serve as an 

important record for health and safety oversight. Blank risk assessment forms for 

completion are kept in the same folder. 
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APPENDIX A. 
 

FIRE DRILL 
 
We ask all CTE staff, tutors and students to read this document. 
 
The fire alarm is a loud continuous bell. 
 
Upon hearing the alarm, please: 
 

1. Leave the college by the quickest exit (see exit routes below). 
2. Do NOT stop to collect your personal possessions. 
3. Meet at the ASSEMBLY POINT, which is the grass verge across the bridge on Hythe Bridge Street. Do 

not enter the building until told to do so. 
Evacuation routes: 
 
ROUTE 1 
 
MAIN STAIRS → MAIN DOOR → INTO STREET → MEET AT ASSEMBLY POINT 
 
Exit using the main stairs, which lead from the second floor outside the Study room and from the first floor outside 
the common room, the kitchen, the tutor room and the reception area.  
 
Use route 1 if you are in rooms 1,3,4,5 the study room, the common room, the kitchen, the tutor room, the main 
office or the reception area.  
 
ROUTE 2 
 
BACK STAIRS OPPOSITE ROOM 6 → BACK STAIRS ONTO STREET → INTO STREET→ MEET AT 
ASSEMBLY POINT 
 
Exit using the back stairs from the second floor. These are located opposite Room 6. Then take the back stairs from 
the second floor, out onto the street. An emergency key is always kept by the exit. Proceed to the Assembly point.  
 
Use Route 2 if you are in room 6,7,8,9,10,11,12 or in the board room. 
 

 
If you discover a fire: 

(1) Break the nearest FIRE ALARM BOX 

(2) Press the alarm button 

 

 
Teachers’ Responsibilities  
 
Please make sure that all your students are aware of the quickest evacuation route and the assembly point. 
 
Management Team  
 

1. Check the building is empty (including lavatories and other rooms not always used) Victoria Jefferson/Rupert 
Alesbury  

2. Notify the Fire Brigade. Victoria Jefferson  
3. Carry out a roll call at the assembly point. Victoria Jefferson  
4. Make yourselves known to the Fire Brigade for further instructions. Alex Eastlake  
NB. Every MONDAY at 11:00am a practice of the fire alarm system is carried out.  

 
 

Our Fire Marshal is Victoria Jefferson 
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APPENDIX B. 

 

Excursion/field trip Risk Assessment form 

 

Tutors are required to complete the below form and obtain the signed permission of the 

HSO prior to the excursion (example risks are listed on sheet 2). The completed form 

should be submitted to a member of staff in reception. 

 

Destination(s) ……………………………………………………………………... 

Duration:   ………………………….. Date: ……………………….. 

Staff involved:   ………………………….. Phone No: …………………. 

Student involved: ………………………….. 

 

Risk Identified Preventative Measures Mitigation Measures 

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

Signed (Tutor)      ........................     Date .......................... 

 

Signed (HSO)       ........................     Date .......................... 

 

  



Page 10 
 

 

Excursion/field trip example risks 

 

Risk Identified Preventative Measures Mitigation Measures 

Risk of assault from general 

public. 

Accompaniment by tutor  

(                                     ). 

Tutor will carry mobile phone 

to ensure easy access to 

emergency services. 

Traffic hazards Student and tutor directed 

towards the highway code.  

Tutor will carry mobile phone 

to ensure easy access to 

emergency services. 

Over-exhaustion  Tutor will ensure regular 

breaks take place.  

Tutor will carry mobile phone 

to ensure easy access to 

emergency services. 

Weather 

Cold/ice 

Heat/sun 

 

Correct attire required, 

including appropriate 

footwear, sunscreen, drinks 

for hot weather if required 

Tutor to check correct attire 

and supplies if required before 

excursion 

Special medical needs 

 

 

Tutor to check with pupil and 

Carfax staff as to whether they 

have any special medical 

requirements 

Tutor to supervise pupil with 

regard to any specific medical 

requirements 

Pupil behaviour 

 

 

 

Tutor to consider pupil’s 

behaviour with regard to 

suitability of excursion 

If necessary, pupil to be 

directed as to conditions of 

excursion, e.g. staying with 

tutor, care around roads etc. 

Pupil’s age and competence in 

English language/experience 

of U.K. 

Pupil’s competence and 

experience to be considered in 

evaluating risk and suitability 

of excursion 

Level of supervision pupil 

requires to reflect their age, 

competence in English and 

experience of U.K.  

Specific risks relating to 

destination/nature of 

excursion. 

Complete as required Complete as required 

 

 
 


