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Introduction 
 
Under the Health & Safety at Work Act, it is the duty of Oxford International College (OIC) to have an 
up-to-date written statement of health & safety policy, and the Management of Health & Safety at 
Work Regulations require the arrangements for carrying out this policy to be included, all of which 
must be brought to the attention of employees. 
 
This document should be read in conjunction with the College’s overall Health & safety Policy. It 
should also be accompanied by a second document entitled, Health & Safety Code of Practice: OIC 
Science Department, which details specific procedures that apply to the teaching of the A-Level 
science curriculum. Having a separate Code of Practice document allows it to be amended/updated 
more easily as the curriculum changes (e.g. the Student Induction Programme may require frequent 
updating), without the need to revise this Health & Safety Policy document. 

 

Instructions for Using this Policy 
 
This document applies to the B5 laboratory, which is used to deliver the entire practical science 
curriculum at OIC.  
 
Whenever there are staff changes, the table in Section 12 (Staff Roles and Emergency Contacts) will 
require amendment. You may also wish to customise the Summary Guidelines for Staff (Section 3) 
and the Student Induction Programme (Section 13). 
 
This policy should be available to all science staff and should be issued to new science staff when 
they arrive, as part of their Induction Programme. A copy of this document should be kept in the B5 
prep room.   
 
 

Summary Guidelines for Staff 
 
All Tutors, Technicians and Support Staff should: 
 

• Tutors and technicians have a general duty to take reasonable care for the health & safety of 
themselves, other staff and students. They also have specific duties: 

 
• To be familiar with this Health & Safety Policy, its updates and any other documents 

and appendices to which it refers. 
• They must cooperate with all instructions given by the Senior Leadership Team and 

the Head of Science of the College, observe the requirements of this policy and fulfil 
any special responsibilities it gives them. 

• They must cooperate with colleagues in their specific health & safety duties. They 
have a duty to report any failure of equipment or accommodation that has a health 
& safety function to the Head of the Science. 

 
• Tutor and staff practices must set a good example to students and be consistent with the 

Laboratory Rules (see Section 13.2). 
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• Staff must be familiar with emergency fire drills and with the location in each laboratory of: 
the escape route, fire-fighting equipment (e.g. fire extinguishers and blankets), the eye wash 
station, the main gas cock, the main electricity switch and the nearest spill kit. 

 
• Laboratories must be left clean and safe. Special arrangements must be made for hazardous 

equipment that has to be left out or running overnight. In general, all gas taps should be 
turned off and all mains-operated apparatus switched off each time the lab is locked. At the 
end of the day, the gas and electricity should also be turned off at the main switch (which is 
found on the left when exiting the main doorway of B5). 

 
• Eating, drinking and the application of cosmetics should not take place in laboratories, prep 

rooms or storage areas. Students need to exit the laboratory to get a drink, including from 
water bottles. 

 
• When staff are alone in the Science Department, no action should be performed that could 

lead to an accident requiring medical assistance. A Tutor or technician must assess risks very 
carefully before conducting any practical operation in such circumstances. 

 
• In general, students must not be left unsupervised in a laboratory. Tutors needing to leave a 

class briefly must assess the risks in doing so, perhaps arranging for temporary supervision 
by a neighbouring science Tutor. Special arrangements may be needed for senior students 
doing project work, depending on the hazards involved (e.g. an experienced science Tutor is 
in the adjacent B5 Prep room, which has an observation window and is within earshot). 

 
• The B5 laboratory and prep room must be locked by Tutors when not in use. Students must 

never be allowed into the prep room without constant supervision. Laboratories must only 
be used by non-science Tutors (or any Tutors from outside the College) once they have 
completed the Induction Programme administered by the Head of Science. 

 
Tutors should: 
 

• Ensure that all laboratories have copies of the Laboratory Rules posted at all times (see 
Section 13.2). These rules should be discussed/demonstrated with all students as part of the 
Induction Programme and students should receive a copy for their own records. Students 
must sign and date the 3rd page of the Laboratory Rules, indicating that they have read, 
understood and agree to abide by them.  

 
• Tutors must enforce the Laboratory Rules, reminding the students of them often enough 

that they remain familiar. 
 

• Lesson preparation should be complete and must include a Risk Assessment of each activity 
and, where necessary, the health & safety precautions required. Tutors must only deviate 
from their Scheme of Work (for which the activities have been checked against Model Risk 
Assessments), after writing a Special Risk Assessment, if required. Determining whether this 
requirement is necessary and the writing of the Special Risk Assessment should be done by 
the Tutor in consultation with the Head of Science. Requests/consultations with technicians 
and the Head of Science must not be last minute and both must be given adequate time to 
prepare work safely. Model Risk Assessments are available from CLEAPSS. Tutors should 
explain precautions to students as part of their health & safety education (using the CLEAPSS 
Student Safety Sheets, where appropriate). 
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• Open-ended investigations must be organised to allow the Tutor to assess any risks and 
identify precautions before any practical work begins. 

 
• If, because of overcrowding in the lab or poor discipline of the students, health & safety 

cannot be maintained during a practical work session, the work should be modified or 
abandoned. This decision should be reported to the Head of Science who will use the 
Incident Book to record the appropriate information and will address the students as 
necessary. 

 
• Tutors are responsible for the health & safety of all the laboratory sessions that appear on 

their timetable and they have agreed to teach. Delegating a lesson to another Tutor/trainee, 
etc. does not absolve the timetabled Tutor of their responsibility. If the normal class Tutor is 
absent and delivery of the practical lesson is covered by another Tutor, then the covering 
Tutor must be given this responsibility by the Head of Science, who will provide 
advice/training as appropriate. 

 
• Tutors in charge of courses are responsible for ensuring that technicians are familiar with 

the appropriate precautions needed to control any hazards which might be encountered in 
preparing equipment or chemicals for their lessons, including clearing away. Tutors may 
need to remind technicians of the hazards they face so they remain familiar. 

 

The Role of this Policy 
 
This Health & Safety Policy: OIC Science Department should be read in conjunction with the College’s 
general Health & Safety Policy. The purpose of this document is to record the specialist 
arrangements and procedures required of the Science Department to deliver the A-Level science 
curriculum. 
 
This policy is maintained by the Deputy Principal for Teaching & Learning and the Head of Science. It 
is available on the College’s website and a paper copy should be given to all new science Tutors, 
technicians, trainees, etc. as part of their new staff Induction Programme. All new science staff are 
expected to sign to show that they have received a copy of, and read and understood, this policy 
(see Section 13.2).  
 
This document recognises the right of trade unions in the college to elect health & safety 
representatives for its members and its right to require that a health & safety committee be set up in 
the school. The Science Department will cooperate with any union health & safety representative to 
promote health, safety and welfare and will address any matters raised by or through such a 
representative in a manner appropriate to the level of risk. 
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General Aims 
 
The Science Department is keen to promote practical work as an essential component of good 
science teaching and spurious concerns about health & safety should not be allowed to inhibit good 
teaching. However, it is the duty of all members of the science staff to: 
 

• Take reasonable care for the health & safety of themselves and any other persons who may 
be affected by their acts or omissions during work.  

• Be familiar with this health & safety policy by periodically referencing it.  
• Keep pace with any revisions and updates to this policy and the documents and appendices 

it refers to.  
• Follow all of the provisions outlined in this policy.  
• Cooperate with other members of staff in promoting health & safety in the Science 

Department. 
 
 

Health & Safety Roles 
 

Duties, Functions and Tasks 
 
Oxford International College has the ultimate duty to ensure the health & safety of all persons on 
college premises (and hence the Science Department). The College has not currently issued any local 
instructions specific to the Science Department other than those found in this document and in the 
accompanying document Health & Safety Code of Practice: OIC Science Department. 
 
The task of overseeing health & safety at the College has been delegated to the Managing Director 
and Principal. Within the Science Department, this task is further delegated to the Head of Science 
who, along with the Deputy Principal for Teaching & Learning, maintains this policy document. See 
Section 7 for the names of staff members with specific health & safety roles. 
 
This policy is reviewed and updated annually and was last updated in October 2019. 
 
Communications 
 
Communication of health & safety information within the Science department is paramount and is 
the task of the Head of Science, with the assistance of the Deputy Principal for Teaching & Learning.  
 
All Science Department staff are issued with this policy. A copy is kept for general use are kept in the 
B5 prep room.   
 
Any new instructions, restrictions or rescinded (lifted) restrictions made by the Science Department 
will be communicated to all staff in writing and will be attached to this document as Appendices. 
 
Monitoring and Checking 
 
It is the duty of the Head of Science at OIC to monitor the implementation of this policy (and its 
accompanying Health & Safety Code of Practice document). These monitoring records are kept in the 
B5 prep room for general use and for inspection.  
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Checklists of laboratory resources and facilities are updated by the Head of Science annually and are 
kept in the B5 prep room for use by Tutors, technicians, etc. These checklists have been adapted 
from CLEAPSS Guide L248 Running a Prep Room. 
 
 

Training 
 
The person with the task of seeing that training is provided in the department is the Head of Science.  
 
Generally, the Science Department follows the guidance found in CLEAPSS Guide L238, Health & 
safety Induction and Training of Science Tutors and L234, Induction and Training of Science 
Technicians. Copies of these documents (and any customised versions are kept in the B5 prep room 
for general use and for inspection. 
 
Particular health & safety training functions at OIC are outlined below: 
 
Managing Director and Principal: 
 

• All non-science staff. 
 
Head of Science (supported by the Deputy Principal for Teaching & Learning): 
 

• All new Science Department staff, including trainees on science teaching practice. 
• Induction of newly-appointed technicians. 
• Training in the use of specialist equipment, chemicals or procedures (in line with CLEAPSS 

guides L238 and L234, as customised). 
• Health & safety of non-science Tutors using laboratories. 
• Manual handling for all staff using the laboratories. 
• Health & safety procedures for laboratory cleaners. 
• Regular/updated training (covering new or changed regulations, new equipment etc.) 
• Maintaining all Science Department records as delegated by this policy and the Health & 

Safety Code of Practice: OIC Science Department document (e.g. all science staff laboratory 
Induction records, student Induction records, incident records, annual stock and equipment 
records, etc.) 

 
Timetabled Tutors (unless delegated to another person by the Head of Science): 
 

• Immediate remedial measures and other emergency procedures (spills, bench fires, etc.). 
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Risk Assessments 
 
Oxford International College is required under various regulations (the Control of Substances 
Hazardous to Health (COSHH) Regulations, the Management of Health & Safety at Work Regulations, 
the Dangerous Substances and Explosive Atmospheres Regulations (DSEAR), etc.) to supply 
employees with a Risk Assessment before any hazardous activity takes place. Common hazardous 
activities carried out in Science Departments are listed in the publications below. Because it is 
impracticable for the employer to write Risk Assessments for each of the many activities in the 
Science Department, the department follows the recommendation of the Health & Safety 
Commission to adopt published Model (general) Risk Assessments, which the Head of Science 
adapts, as appropriate. 
 
Oxford International College has instructed that the following publications are to be used as sources 
of Model Risk Assessments: 
 

• CLEAPSS publications generally. 
• CLEAPSS Guide L196, Managing Risk Assessment in Science. 
• CLEAPSS GUIDE GL90, Making and Recording Risk Assessments in School Science. 
• CLEAPSS Hazcards. 
• CLEAPSS Laboratory Handbook. 
• CLEAPSS Recipe Book. 
• CLEAPSS document L93, Managing Ionising Radiations and Radioactive Substances. 
• ASE Safeguards in the School Laboratory. 

 
Whenever a new course is adopted or developed, all activities (including preparation and clearing-up 
work) are checked against the Model Risk Assessments and these are amended by the Head of 
Science as appropriate and significant findings are incorporated into other departmental documents 
in daily use (i.e. Schemes of Work, Technician Notes, etc.) 
 
If a Model Risk Assessment for a particular operation involving CLEAPSS Hazards cannot be found in 
the above documents, then a Special Risk Assessment must be produced (using CLEAPSS model 
documents if possible), following the instructions given by the Head of Science. In order to assess 
the risks adequately, the following information must be collected: 
 

• Details of the proposed activity. 
• The age and ability of the persons likely to do it. 
• Details of the room to be used (i.e. size, availability of services and whether or not the 

ventilation rate is adequate). 
• Any substance(s) possibly hazardous to health. 
• The quantities of substances hazardous to health that will be used, including the 

concentrations of any solutions. 
• Class size. 
• Any other relevant details (e.g. high voltages, heavy masses, etc.) 

 
Since schemes of work have been checked against the Model Risk Assessments, Tutors should 
deviate from these planned activities only after obtaining approval from the Head of Science.  
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The OIC Science Department encourages the development of new practical activities, but these 
should only be undertaken after a prior check against Model Risk Assessments or a Special Risk 
Assessment has been written. 
 
Where an activity must be restricted to those with special training, this restriction must be 
highlighted in the Risk Assessment. 
 
For technicians’ activities in and around the prep room, the assessments in CLEAPSS publication 
PS25, Model Risk Assessments for Laboratory Technician Activities are used and these are kept in the 
B5 prep room. 
 
 

Equipment and Resources 
 
Fume Cupboards 
 
The COSHH Regulations require the regular testing of fume cupboards (the maximum interval 
between inspections is 14 months), with a quick operational check (see below) before each use. 
Testing normally takes place annually in July and it is the duty of the Head of Science to ensure that 
this happens for the fume cupboard in B5. The contained chemical stage facility (ductless fume 
hood) in the B5 prep room is also checked at this time. 
 
OIC has a contract arranged with Air Science, who will be allowed access to B5 and the B5 prep room 
to carry out these tests. The tests are carried out by a trained technician using a suitable air-flow 
meter and equipment for testing filter saturation and generally follow the procedure detailed in 
CLEAPSS guide L9b, Monitoring Fume Cupboards. All records are kept with their respective fume 
cupboards in B5 (and the ductless fume cupboard records are kept in the B5 prep room) and are 
available for staff reference and for inspection. 
 
See Section 12 for the Air Science contact details. 
 
All users have been trained to carry out a quick check that a fume cupboard is working before use. 
Smoking cigarettes is not permitted in the College. However, demonstrations of a ‘smoking machine’ 
are permitted in the B5 fume cupboard. 
 
Electrical Testing 
 
To meet the requirements of the Electricity at Work Regulations, OIC requires portable electrical 
equipment to be inspected and tested annually in December. The Head of Science has the function 
of liaising with the Managing Director and Principal and seeing that these inspections take place 
within the Science Department. 
 
OIC has a contract arranged with Hawkesworth (see Section 12) whose PAT Tester must be allowed 
access to the B1 and B5 laboratories and prep room to carry out their work. The work is carried out 
by their trained technician using a proper earth-bonding and insulation test set, generally following 
procedures in the CLEAPSS Laboratory Handbook Section 6. Completed schedules are kept in each 
lab and are available for staff reference, and for inspection. 
 
All users have been trained to carry out a quick visual inspection before using any mains-powered 
equipment. 
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Radioactive Sources 
 
The Head of Science is the College’s Radiation Protection Supervisor (RPS) and the Tutor in Charge of 
Radioactive Sources (see Section 12). The Science Department follows the guidance in CLEAPSS 
Guide L93, Managing Ionising Radiations and Radioactive Sources. Advice from Oxfordshire County 
Council’s publication Health & Safety Procedure: Ionising Radiation Safety is also followed. The RPS 
maintains the Record of Radioactive Sources and Their History (a list of all radioactive sources kept 
by the OIC Science Department, authority to purchase, records of delivery, details of the events in 
the life of the source and eventual certificates showing methods of disposal) and this is kept in the 
B5 prep room for general use and for inspection. A copy of the Use Log is also kept in the B5 prep 
room for general use and for inspection. 
 
The Standard Operating Procedures (SOP) covering the use of ionising radiations by Tutors and 
students has been adapted from the CLEAPSS Guide L93 and approved by the College’s RPS. It is the 
function of the Tutor in Charge of Radioactive Sources to see that they are adhered to. Staff using 
ionising radiations have been issued with their own copy of the SOP, as a part of their training, and a 
copy of this document is kept in the B5 prep room (since the B5 laboratory is the only lab in the 
College where practicals involving radioactive sources are performed). 
 
A Monitoring Record of tests for leakage of radioactive sources and contamination by radium 
sources is kept in the B5 prep room. Testing normally takes place annually in July. 
 
It is the function of the RPA and Tutor in Charge to ensure all records involving radioactive sources 
are kept up to date. 
 
Pressure Vessels 
 
Autoclaves, pressure cookers and model steam engines need periodic inspection under the Pressure 
Systems Safety Regulations. Inspection normally takes place annually in July. 
 
In accordance with the OIC Science Department’s Health & Safety Code of Practice, all pressure 
equipment is annually inspected by the Head of Science, following CLEAPSS Guide L214b, Examining 
Autoclaves, Pressure Cookers and Model Steam Engines. Advice from Oxfordshire County Council’s 
publication Health & Safety Guidance: Pressure System Safety is also followed. Records of all 
examinations are kept in the B5 prep room for all equipment, in all laboratories.  
 
Animals, Plants and Microorganisms 
 
The hazards associated with the use of animals, plants and microorganisms are discussed in the texts 
listed in Section 8 (Risk Assessments), which also give advice on their control measures. This advice 
will be followed and any queries should be referred to the Head of Science (see Section 12). The OIC 
Science Department also follows the Guidelines of the RSPCA document Education and Animals, the 
RHS publication Health & Safety in the School Garden and the Society for General Microbiology 
manual Basic Practical Microbiology and copies of all three of these documents are kept in the B5 
prep room. 
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Equipment Safety 
 
All equipment purchase by the Science Department must be approved by the Head of Science who 
will check that it is safe and suitable for its intended purpose (to comply with the Provision and Use 
of Work Equipment Regulations). Equipment listed by specialist educational equipment suppliers is 
taken to meet these Regulations but all other equipment, especially gifts, should be treated with 
caution and carefully assessed. Advice on safety and suitability is sought from CLEAPSS through its 
publications and/or directly by telephone or email. 
 
A list of equipment restricted to those users who have received special training (see Section 7, 
Training) is found in the B5 prep room and is maintained by the Head of Science. 
 
Any user who discovers a hazardous defect in an item of equipment must report it to the Head of 
Science, who will assess the damage and decide whether it is best to repair or replace the item. 
 
Personal Protective Equipment 
 
The OIC Science Department provides eye protection, gloves and laboratory coats for anyone in the 
laboratories who require them (see the Personal Protective Equipment at Work Regulations).  
 
The eye protection provided is designed to be worn over any set of prescription eyeglasses the user 
may be wearing. OIC expects eye protection to be available for all students, staff and visitors. The 
condition of the eye protection is checked annually by the Head of Science (see Section 6.3). 
 
The B5 laboratory has a chemical splash shield (safety screen). The B5 laboratory also has a fume 
cupboard to help prevent chemical splashes. 
 
Laboratory coats are supplied by the Science Department and are laundered annually, or more 
frequently if required. 
 
Chemicals 
 
The Head of Science (see Section 12) arranges safe storage and disposal of chemicals, including 
highly-flammable liquids, in accordance with the requirements of the Dangerous Substances and 
Explosive Atmospheres Regulations (DSEAR). The Head of Science will ensure that chemicals are 
stored securely, and that the risks of fire, explosion and spillage are minimised, that all labels are 
readable and that spill kits are available in the B5 prep room and properly replenished. Gifts of 
chemicals are viewed with extreme caution, ensuring that stocks are not increased unduly and that 
no unwanted/contaminated chemicals are included. 
 
Hazardous activities involving chemicals restricted to those who have received special training (see 
Section 7, Training) are identified in the texts in daily use as part of the Risk Assessment (see Section 
8). 
 
Chemical storage cupboards for volatiles and flammables can be found in the B5 prep room (ductless 
fume cupboard) and the first floor landing. These are inspected annually by the Head of Science and 
the inspection records are kept in these respective rooms. 
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Waste Disposal 
 
Waste chemicals and equipment are disposed of in an environmentally responsible manner in 
accordance with relevant legislation. Chemical disposal follows guidance on CLEAPSS Hazcards. 
Equipment disposal follows relevant CLEAPSS guidance. 
 
 

Activities and Procedures 
 
Outdoor Activities 
 
When planning any Science Department field trips, etc., staff must complete a College Risk 
Assessment to gain approval from the Managing Director and Principal and should consult the 
CLEAPSS Laboratory Handbook for further advice. 
 
Manual Handling and Working at Height 
 
All regular operations involving lifting or carrying equipment, pushing trolleys, etc. will be assessed 
for potential risks of injury (see Manual Handling Operations Regulations) by the Head of Science. 
 
As it is sometimes necessary to carry chemicals or equipment through heavy fire doors, we have 
assessed risks under both the Manual Handling Operations Regulations and under the Regulatory 
Reform (Fire Safety) Order and consider that the risk of manual handling injury is greater than the 
risk of fire injury, therefore, we will prop the fire door open using a doorstop and then carry the 
chemicals through the doorway. The doorstop will be removed as soon as practicable, ensuring that 
the fire door is only open for a minimal amount of time.  
 
Occasional (i.e. one-off) manual-handling operations will be assessed by the staff member(s) before 
attempting them. Problems will be reported to the Head of Science (Section 12). 
 
Following Risk Assessments under the Work at Height Regulations, when it is impossible to avoid 
storage or display above head height, glass or other fragile items are never stored above head height 
and only light-weight and rarely-used items are stored there. When displaying items at high level or 
fetching or replacing items stored there, step ladders or kick stools should be used. Staff and 
students should never climb onto laboratory stools or benches. 
 
Security 
 
Access to laboratories and the B5 prep room is controlled to comply with the Management of Health 
& Safety at Work Regulations. These rooms are to be kept locked at all times, except when in use. 
Tutors can check keys out at Reception. It is the task of the timetabled Tutor overseeing a lab or 
prep room to ensure that these rooms are empty, that the mains gas and electricity are switched off 
and that the doors are locked whenever they leave. No students should be allowed to be in a 
laboratory without supervision by a qualified science Tutor, familiar with the departmental safety 
procedures. Any non-science staff who have to supervise any class in a laboratory will need to 
complete the Staff Induction programme beforehand (see the Head of Science). 
 
Since all of the laboratories provide a fire exit, their doors cannot be locked when they are in use. 
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Concern for Others 
 
All science areas are made safe for cleaners or contractors to work in before these persons are 
allowed to proceed. 
 
 

Emergency Procedures 
 
Fire 
 
Science staff will follow the normal College procedures in case of major fires. All science staff are 
trained to deal with minor bench, clothing and hair fires. This training is supported by regular drills 
arranged by the Head of Science (Section 12), who records these in the Incident Book and advice on 
fire-fighting is given in Section 4 of the CLEAPSS Laboratory Handbook and can also be found in the 
student Induction Programme (see Section 13.1). 
 
Please note that the Laboratory (and Kitchen) gas and electricity supplies are cut off whenever the 
fire alarm is raised.  
 
Spills 
 
Trivial spills are dealt with using damp cloths or paper towels. Spills of any amount which do not give 
rise to significant quantities of toxic or highly-flammable fumes (minor spills) are dealt with by Tutors 
or technical staff using a spill kit prepared for this purpose (in accordance with Section 7 of the 
CLEAPSS Laboratory Handbook). Spill kits are kept in the B5 prep room (e. g. Chemical Spill Pack, 
Philip Harris, Catalogue #: B8A80196). 
 
Major spills are those involving the escape of toxic gases and vapours or of flammable gases and 
vapours in significant concentrations (small amounts can be ‘major spills’ if they are spilt in small 
rooms). Staff are trained in the appropriate procedures, which may involve calling the Fire and 
Rescue Service. This training is supported by regular drills arranged by the Head of Science (see 
Section 12). 
 
Injury 
 
Science Tutors will follow the normal College procedures in cases that require first aid. Science 
Tutors are trained to carry out immediate remedial measures in the laboratories (e.g. eye washing), 
while arranging referral to the Student Services Manager (who arrange GP visits and 
paramedic/ambulance services). If the Student Services Manager is away from the College, then 
please contact the Managing Director and Principal. Please refer to the CLEAPSS Laboratory 
Handbook, Section 5, for further information. 
 
Instructions for immediate remedial measures are discussed at the Induction programmes for both 
Tutors/staff and students. 
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Reporting Procedures 
 
All incidences of laboratory Injuries (or suspected injuries) must be recorded in the Incident Book by 
the Head of Science or timetabled Tutor. Following an injury (and so that the RIDDOR Regulations 
can be complied with), the accident must be reported to the Head of Science as quickly as possible. 
 
Dangerous occurrences and instances of damage or theft are reported to the Head of Science, the 
Student Services Manager and the Managing Director and Principal, as required. Dangerous 
situations and incidents that might have resulted in an injury (i.e. near-misses) should be reported to 
the Head of Science who will record them in the Incident Book. These are discussed in departmental 
meetings, as required. 
 

Staff Roles and Emergency Contacts 
 
Last Updated: January 2020. 
 
 
Staff Roles and Subcontractors 
 
A. CLEAPSS Advice on Health & Safety and All General Aspects of Practical Science: 
 
Helpline: 01895 251496.  
 
Email: science@cleapss.org.uk 
 
B. For Various Training Functions: see Section 7. 
 
C. Local Authority: Oxfordshire County Council: 01865 783 198 
 
D. Managing Director and Principal: 01865 297 710 
(Overseeing All Aspects of Health & safety at OIC) 
 
E. Student Services Manager: 01865 297 714 
(Overseeing All Aspects of Injuries to Students) 
 
F. Head of Science: 01865 203 988 
(Overseeing All Aspects of Health & safety in the OIC Science Department) 
 
G. Fume Cupboard Testing: Air Science. T: 0151 526 2457. E: uk@airscience.com. 
 
H. Electrical Inspection and PAT Testing: Hawkesworth. T: 01845 524 498. E: 
j.marsden@hawktest.co.uk 
 
I. Examination of Pressure Vessels: Health Safety and Wellbeing Team: T: 01865 797 222. E: 
healthandsafetyhelp@oxfordshire.gov.uk. 
 
J. Oxfordshire County Council Radiation Protection Advisor (RPA): Dr Keith Bowker. T: 01235 555 
411. Health & Safety Training Learning and Development: T: 01865 797 123. E: 
LandDsharedservices@oxfordshire.gov.uk. 
 

mailto:science@cleapss.org.uk
mailto:LandDsharedservices@oxfordshire.gov.uk
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Health Safety and Wellbeing Team: T: 01865 797 222. E: healthandsafetyhelp@oxfordshire.gov.uk. 
Emergency Contacts 
 
A. Fire and Rescue Service (Including Chemical Spills): 999 
 
B. SSE Southern Electric (Emergencies/Gas Leaks): 0800 111 999 
 
C. Radiation Accident (John Radcliffe Hospital): 0300 304 7777 
 
D. Animal Welfare (Oxford Animal Sanctuary): 01865 890 239 
 
 

Staff and Student Induction Programme - for practical work and use of the laboratories. 
 
The staff and student Induction Programme consists of four sections (below). These sections can be 
printed and can be given to students (and staff) as required for induction. The Induction Programme 
was designed for group/individual practical lessons held in the B5 laboratory and may require 
modification if used in other classrooms. 
 
 

Staff and Student Induction Programme 
 
B5 Laboratory and Prep Room Tour 
 
Please include the following information when conducting a tour of B5 and the prep room.  
 
Laboratory B5 
 

1. Open the cupboards found along the South and West walls and point out the labelling on 
the doors: 
 

a. Much of the everyday laboratory equipment (beakers, flasks, measuring cylinders, 
etc.) is found in these locations. 

b. Students are expected to help themselves to this equipment as required to 
complete their practical work. 

c. Students are expected to conserve glassware and minimise the amount of 
dishwashing required. 

d. Students will be provided with plastic trays/tubs, which is where dirty glassware 
should be returned for washing by the timetabled Tutor. 

e. Students do not wash their own glassware as they tend to put dirty/wet glassware 
back in the cupboards, which causes problems in future practical lessons. 

 
2. Show locations of the safety equipment in B5 and demonstrate how to use these: 

 
a. Emergency Stop Button (show its location and explain how to use it to cut the 

electricity & gas supplies). 
b. Safety screen. 
c. Fire blanket. 
d. Eyewash bottles. 
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e. Goggles. 
f. Lab coats. 
g. First aid kit. 

 
3. The Fume cupboard should only be introduced. Students should be told: 

 
a. Not to use this area. 
b. Not to adjust any of the switches/buttons. 
c. Students will be given full instructions to the use of the fume cupboard as practicals 

warrant. 
 

4. Show the locations of the ventilation fans in B5 and explain the general flow of air in the 
room: 

a. Air enters the laboratory through the vent over fume cupboard. 
b. Air moves across the laboratory. 
c. Air exits through the vent nearest Cave Street (West). 

 
5. Explain the fire doors and their use for ventilating strong odours produced by practical work 

(e.g. wooden door adjacent to B5 Prep room is a fire door and automatically closes. It should 
not be propped open unless a strong odour needs to be cleared). 
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B5 Prep Room 
 
Tours of prep room should be conducted individually or in small groups. Please point out: 
 

1. All Health & Safety paperwork and documents: 
 

a. Hazcards. 
b. Student Hazcards. 
c. Lab Handbook. 
d. Incident Book, etc. 

 
2. Students should NOT generally help themselves to the equipment and chemicals stored in 

the prep room, unless instructed to do so by their Tutor. 
 

3. Explain why fire extinguishers are only found in B5 prep room and not in B5 lab itself 
(because the prep room fire extinguisher contains powder and can only be used on Type A, B 
and C fires, see below). 

 
4. Please point out that there are water and CO2 fire extinguishers in the hall outside B1 and 

B5. 
 

5. Tutors should be notified immediately of any fire so they can select the appropriate 
extinguisher (if required). There are three simple steps required to operate the extinguisher 
and these are printed on the side of the cylinder. These three steps should be read and 
understood by all practical Tutors. 

 
6. Only a Tutor should attempt to put out the fire using an extinguisher. 

 
a. Students should EVACUATE the building immediately by exiting B5, turning left, 

ascending the stairs and exiting through the fire door and into the alleyway. 
b. If B5 classroom door is blocked by the fire, then students should EVACUATE through 

the fire door next to the prep room, ascend the stairs and exit through the two 
doors at the top of the stairs, onto Cave Street. 

 
7. Further information about fire extinguishers can be found at http://www.mfs-fire-

extinguishers.co.uk/types.htm. This information is also summarised on the next page: 

http://www.mfs-fire-extinguishers.co.uk/types.htm
http://www.mfs-fire-extinguishers.co.uk/types.htm
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Choosing a Fire Extinguisher 
 
Identify the predominant type of material that is on fire. There are 6 categories:  
 

• Class A: SOLIDS such as paper, wood, plastic etc. 
• Class B: FLAMMABLE LIQUIDS such as paraffin, petrol, oil etc. 
• Class C: FLAMMABLE GASES such as propane, butane, methane etc. 
• Class D: METALS such as aluminium, magnesium, titanium etc. 
• Class E: Fires involving ELECTRICAL APPARATUS. 
• Class F: Cooking OIL & FAT etc. 

 
There are also six types of extinguishers: 
 

• Dry Powder Fire Extinguishers (Found in B5 Prep Room): Often termed the ‘multi-purpose’ 
extinguisher, as it can be used on classes A, B & C fires. Best for running liquid fires (Class B). 
Will efficiently extinguish Class C gas fires, BUT BEWARE, IT CAN BE DANGEROUS TO 
EXTINGUISH A GAS FIRE WITHOUT FIRST ISOLATING THE GAS SUPPLY.  Special powders are 
available for class D metal fires. Warning: when used indoors, powder can obscure vision or 
damage goods and machinery. It is also very messy. 

• Water Fire Extinguishers (Found in the Hall outside B1 and B5): The cheapest and most 
widely used fire extinguishers. Used for Class A fires. Not suitable for Class B (Liquid) fires, or 
Class E fires, where electricity is involved. 

• CO2 Fire Extinguishers (Found in the Hall outside B1 and B5): Carbon Dioxide is ideal for 
fires involving electrical apparatus, and will also extinguish class B liquid fires, however these 
have NO POST FIRE SECURITY and the fire could re-ignite. 

• Foam Fire Extinguishers: More expensive than water, but more versatile. Used for Classes A 
& B fires. Foam spray extinguishers are not recommended for fires involving electricity, but 
are safer than water if inadvertently sprayed onto live electrical apparatus. 

• Wet chemical Fire Extinguishers: Specialist extinguisher for class F fires. 
• Fire Extinguishers for Metal Fires: A specialist fire extinguisher for use on Class D metal fires 

(such as sodium, lithium, manganese and aluminium when in the form of fine chips or filings 
or turnings. 

 
Colour Coding of Fire Extinguishers 
 
Since 1st Jan 1997 all new fire extinguishers should conform to BS EN 3, which requires that the 
entire body of the extinguisher be coloured red. A zone of colour of up to 5% of the external area 
can be used to identify the contents of the extinguisher using the old colour coding shown below: 
 

• Dry Powder - Blue 
• Water - Red 
• CO2 - Black 
• Foam - Cream 
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Laboratory Rules 
 

The biggest danger in the lab is YOU! 
The person most likely to suffer from your mistakes is YOU! 

You are at risk when you don’t understand the hazards you encounter and/or you are careless. 
 

1. Always follow your Tutor’s instructions. For example: 
 

a. Only enter the lab when told to do so. 
b. Never perform an experiment without approval. 
c. Never handle or use equipment (or any other materials and chemicals) until told to 

do so. 
 

2. Follow all other instructions precisely: 
 

a. Do not deviate from the practical instructions (without prior approval from your 
Tutor). 

b. Check bottle labels carefully and keep tops on bottles, except when pouring liquids 
from them. 

 
3. Never remove anything from the laboratory without permission. 

 
4. Never rush about or throw things in the laboratory. 

 
5. Always know the locations of safety equipment in the laboratory and familiarise yourself 

with these locations prior to starting any practical work. For example, note the locations of 
the fire blanket, eye wash stations, first aid kit).  

 
6. Immediately report all fires, accidents, injuries and breakages to your Tutor and always 

follow your Tutor’s instructions for clearing up (e.g. do not pick up broken glass with your 
bare hands and then show it to your Tutor to demonstrate that a piece of glassware has 
been broken). 

 
a. All incidents must be recorded by your Tutor in the Incident Book. 
b. Please note that the laboratory safety equipment that you have been shown how to 

use (e.g. the emergency stop button, safety screen, fire blanket and eyewash 
bottles) can be used WITHOUT notifying your Tutor beforehand. 

c. You should consult your Tutor before using the first aid kit. 
d. If necessary, you will be referred/escorted to the Student Services Manager to make 

a doctor’s appointment or to be transported to casualty. 
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7. Avoid creating accident and trip hazards: 
 

a. Keep both your bench and the side benches (common areas) clear and uncluttered 
to minimise accidents such as spills and breakages. 

b. Work in a calm, orderly manner, labelling glassware such as test tubes as directed by 
your Tutor. 

c. Keep your floor area clear and uncluttered: 
 

i. You should always stand up when working with hazardous substances or 
when heating things so you can quickly move out of the way if 
necessary. In these cases, push chairs in and stand behind them to work. 

ii. Bags and coats/jackets should be exchanged for a lab coat and should be 
hung up on the hooks provided outside the prep room or put well out of 
the way and in a location approved by your Tutor.  

 
8. Always wear eye protection when working with heat, chemicals or glassware (or whenever 

told to do so by your Tutor). Keep your goggles on for the duration of the practical lesson 
(unless instructed to remove them by your Tutor). 

 
9. Always wear a lab coat and do not remove it until instructed to do so by your Tutor. 

 
10. Wear disposable gloves when working with chemicals that require them or any 

microorganisms. You will be instructed when it is appropriate to wear disposable gloves by 
your Tutor. 

 
11. You should not wear jewellery in the laboratory. Leave jewellery at home/Wavy Gate on 

practical days or store these items out of sight in your bag. 
 

12. Heating and Fire Safety: 
 

a. Never heat liquids in a closed container. 
b. When using naked flames (e.g., Bunsen or spirit burners or candles), make sure that 

ties and baggy clothing are tucked away and that long hair is tied back. 
c. When working with Bunsen burners either turn them off when not in use (preferred) 

or switch them to a yellow safety flame. 
d. Keep all flammable/combustible materials away from open flames and sources of 

intense heat such as electric heating mantles. 
e. When heating chemicals in test tubes, use a test tube holder and ensure the mouth 

of the test tube is never pointed at anyone. 
f. Use insulated gloves to pick up larger objects and equipment that are hot.  
g. Never return hot items to storage. 

 
13. Sharp instrument safety: 

 
a. Handle sharp instruments (e.g. needles, scalpels, etc.) with care. 
b. Always cut material by moving the blade away from yourself (and others). 

 
14. If you are burnt or a chemical splashes on your skin: 

 
a. Wash the affected part at once with plenty of water. 
b. Then inform your Tutor of the incident and identify all the chemicals involved. 
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15. Never eat or drink in the laboratory. Never taste any of the chemicals provided or products 

you produce. Do not put anything in your mouth in the laboratory (including chewing on 
pens/pencils, biting nails, etc.): 
 

a. If you get something in your mouth, spit it out in the laboratory sink and then wash 
your mouth out with plenty of water in the Dining Hall. 

b. You should also inform your Tutor, telling them the substance swallowed. 
 

16. Always wash your hands carefully after handling chemicals, microbes or animal and plant 
material. 

 
17. Never put waste solids in/down the sink. Put them in the bin unless your Tutor instructs you 

otherwise. 
 

18. Wipe up all small spills at once and report larger spills to your Tutor.  
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OIC Science Department: Laboratory Rules - Student Contract 
 
 
 
I (Print Name): ……………………………………………………………………………………………………………………….. 
have been given a copy of the Laboratory Rules and have been shown where they are posted in the 
laboratory so I may refer to them in future. I have read all of these rules and understand them.  
I agree to abide by the laboratory rules and to listen to my Tutor at all times. 
 
 
 
 
Signature: ……………………………………………………………… Date:  ……………………………… 
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OIC Science Department: Staff & Tutor Contract 
 
 
 
I (Print Name): ……………………………………………………………………………………………………………………….  
have been given copies of the Health & Safety Policy: OIC Science Department and Health and Safety 
Code of Practice: OIC Science Department as part of my Science Department Laboratory Staff 
Induction Programme and have read and understood them. I understand that copies of these 
documents are posted on the Oxford International College website (www.oxcoll.com). 
 
 
 
Signature: ………………………………………………………………….. Date: …………………………………. 
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COSHH Hazard Symbols - Quiz 
 
Instructions: Complete the following table: 
 

Type Symbol Name Define or 
Explain Examples 

Warning 
Signs 
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Type Symbol Name Define or 
Explain Examples 

Warning 
Signs 
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Type Symbol Name Define or 
Explain Location 

Mandatory 
Signs 
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Type Symbol Name Define or 
Explain Location 

Prohibition 
Signs 
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Type Symbol Name Define or 
Explain Location 

Safety 
Action 
Signs 
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Type Symbol Name Define or 
Explain Location 

Fire 
Sign 

 

   

 



HEALTH AND SAFETY POLICY – SCIENCE DEPT. 
 

  
LAST REVIEWED: 31/01/2020 31 

 

COSHH Hazard Symbols - Answers 
 
 

Type Symbol Name Define or Explain Examples 

Warning 
Signs 
 

 

Corrosive to skin 
or metals 
May cause serious 
eye damage 

Causes damage to 
living tissue 

Strong Acids (e.g. 
HCl, H2SO4, HNO3 
etc.) 
 
Some conc. weak 
acids (e.g. methanoic 
and ethanoic)  
 
Lewis acids (AlCl3, 
BF4) 
 
Bases 

 

Acute toxicity 
(oral, dermal or by 
inhalation) 

Poisonous 

Hydrogen cyanide, 
hydrogen sulphide, 
many organic 
solvents 

 

Serious long-term 
health hazards 
such as being:    
Carcinogenic 
Mutagenic 
A Reproductive 
Hazard 
Toxic to specific 
target organs (e.g. 
liver, kidneys or 
respiratory system 
organs)  
An aspiration 
(breathing) hazard 

Carcinogenic means 
that it causes cancer 
Mutagenic means that 
it mutates DNA  
Mutations can be 
inherited 
These chemicals 
cannot be poured 
down drains or their 
residues cannot be 
disposed of in 
laboratory bins. They 
require their own 
system of disposal and 
decontamination 

Examples: 
Ionising radiation 
(alpha and beta 
particles, and 
gamma rays)  
High energy 
electromagnetic 
radiation (gamma 
and X-rays and uv 
light) 
Many organic 
solvents such as 
benzene 
Many (semi) metals 
including arsenic, 
cadmium and nickel 
and their compounds 

 

Acute toxicity 
 Causes skin/eye 
irritation 
 
Causes skin 
sensitisation 

Irritants cause 
inflammation and/or 
discomfort 
Sensitisation changes 
the way the 
nervous/immunological 
systems respond to 
stimuli/antigens 

Weak acids and 
bases are common 
irritants 
Latex gloves 
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Extremely or 
highly flammable  
Extremely 
exothermic 
reactions 

Flammable substances 
burn easily 
Exothermic reactions 
produce heat, become 
hot and may catch fire 

Hydrocarbons and 
alcohols are highly 
flammable fuels   
Combustion and 
neutralisation are 
examples of 
exothermic reactions  

 

Oxidising agent 

Oxidises another 
species, causing it to 
react more quickly  
Exothermic reactions 
produce heat more 
rapidly and may catch 
fire 

Hydrogen peroxide, 
oxygen and halogens 

 

Explosive material - 

Azides or derivatives 
of ammonium 
nitrate (e.g. 
fertilisers) 

 

Dangerous to the 
Environment and 
Aquatic Life 
(delayed or 
immediate effect) 

These chemicals 
cannot be poured 
down drains or their 
residues cannot be 
disposed of in 
laboratory bins… They 
require their own 
system of disposal and 
decontamination 

Many organic 
solvents and heavy 
metals  
Specification 
examples may 
include DDT and 
dieldrin 
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Type Symbol Name Define or 
Explain Examples 

Warning 
Signs 

 

Radioactive 
Material 

Emits ionising 
radiation 

Refer to a 
Periodic Table 
which includes 
elements with 
radioactive 
isotopes (e.g. 
radon gas and 
uranium) 

 

Risk of Electric 
Shock 

Electric shocks 
can burn skin 
and tissues and 
stop the heart 

Electrical 
generators, 
capacitors, 
certain batteries 

 

Biohazard 

Biological work 
that poses a 
risk to human 
health or the 
environment 

Microorganisms 

 

Hot - 
Hotplates, 
electric heating 
mantles, etc. 

 

Cold - 

Endothermic 
reactions 
Refrigerators 
and freezers 
(inside) 
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Type Symbol Name Define or 
Explain Location 

Mandatory 
Signs 

 

Wear Eye 
Protection 

Whenever 
instructed to do 
so by your Tutor 

B5 goggle 
storage drawer 

 

Wear a Lab 
Coat 

Whenever 
instructed to do 
so by your Tutor 

Hall Outside 
prep room 

 

Wear 
Protective 
Gloves 

Whenever 
instructed to do 
so by your Tutor 

Will be 
provided by 
your Tutor if 
required 

 

Wash Your 
Hands 

Whenever you 
spill on yourself 
or leave the 
laboratory… 
This prevents 
contamination 
spreading 

B5 and prep 
room 
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Type Symbol Name Define or 
Explain Location 

Prohibition 
Signs 
 

 

You Must Not 
Have Naked 
Flames 

No matches, 
lighters, 
Bunsen 
burners, etc. 

Applies to use 
of organic 
solvents and 
other highly 
flammable 
materials 

 

You Must Not 
Eat or Drink - B5 and prep 

room 

 

You Must Not 
Pour Waste 
Down this 
Drain 

- Sinks in B5 

 

You Must Not 
Drink Water 
From this Tap 

- Sinks in B5 and 
prep room 
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Type Symbol Name Define or 
Explain Location 

Safety 
Action 
Signs 

 

Electrical Cut 
Off - B5 

 

Gas Cut Off - B5 

 

First Aid Point - B5 

 

Eyewash 
Station - B5 
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Type Symbol Name Define or 
Explain Location 

Fire 
Sign 

 

Fire 
Extinguisher - 

B5 prep room 
and Hall 
outside B1 and 
B5 
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Further information 
 
If you have any questions about Toby Blundell at Oxford International College, please contact: 
 

toby@oxcoll.com 
Deputy Principal (Teaching & Learning); Head of Science 
Oxford International College 
1 London Place 
Oxford 
OX4 1BD 
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