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Location:

 - Essential Health & Safety Briefing Information for

Venue: 

	Signing in Procedure
	Top of main Adult Corridor.  Sign in – tick when leaving

	Fire Exit Location
	Bottom End of Adult Learning Corridor – push bar to open. This exit is for emergency use & deliveries only

	Alternative Fire Exit
	Only if a fire occurs in the Tea Room & area of adjacent corridor

	Fire Evacuation Procedure for Wheelchair users
	There is no ‘safe haven’ area for wheelchairs. Tutors to ensure all teaching room doors are opened immediately; wheelchairs users to exit first with staff assistance. As all provision is ground floor, staff will assist wheelchair users to escape using Fire Exit

	Assembly Point
	By fence at back of Rear Car Park. Register/signing in book  will be checked (so it is vital you tick the book prior to leaving after class)

	Fire Drills
	Held at least once a term. No warning is issued in advance. Fire alarm is continuous bell.

	First Aiders
	Mark Whiteley (Team Leader), Richard Bennett (Admin Trainee), June Vernon (Curriculum Leader Skills For Life), Theresa Edwards (Curriculum Leader IT) – all Qualified Appointed persons

	First Aid Box
	In General Office top of adult corridor

	Contact in event of Emergency
	Day – Admin Staff, General Office

Eve – Len Hughes, Caretaker/or Mark Whiteley on 07719454559

	Nearest Telephone
	General Offfice (dial 9 for outside line)

	Toilets Male
	Bottom of Adult Learning Corridor – serviced once daily

	Toilets Female
	Bottom of Adult Learning Corridor – serviced once daily

	Toilets - Disabled
	Bottom of Adult Learning Corridor. Has red emergency pull cord to call help – serviced once daily

	Adaptations for Additional Needs (Physical/Mobility) 

Building/Access
	Ramps to entrances, automatic corridor doors, planned wheelchair height entry bell

	Adaptations for Additional Needs (Physical/Mobility) 

Teaching Rooms
	Height Adjustable workstation tables

Variety of adjustable chairs

19” Flat Screen Monitors available

	Additional Equipment/Resources for Learners with Additional Needs
	Mobile Hearing Transmission & Receiving Devices

	Smoking
	Not Allowed. Must go out of the grounds to smoke

	Hazard general
	Boxes & other items on floor, rooms & corridors

	Hazard general
	Electrical Sockets – use RCD cut out adapters where available

	Hazard
	Constant Hot Water Boiler in Tea Room – take care (can drip)

	Hazard
	Effect of constant computer use – take regular break from screen

	Hazard
	Wrist Strain – use wrist rests where available – or ask staff for one

	Hazard
	Foot/Leg Strain – use footrest where available – or ask staff for one

	Hazard
	Back Strain – choose suitable chair – ask for assistance

	Hazard
	Wet Floors in tea room and toilet area following cleaning 

	Hazard
	All rooms – Cables, training wires
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