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Date:
Review Date:

Policy Statement
This policy covers tutors, students, visitors and other users of the premises. It aims to show how the Tutors (Directors)
discharge their duties under the Health and Safety at Work Act 1974.
The Directors of Bedford Tutor are committed to ensuring the Health and Safety of everybody involved in the
business. We aim to:
•
•
•
•
•
•

Ensure that all reasonable steps are taken to ensure the health, safety and welfare of users of the premises.
Establish and maintain safe working procedures for tutors and students.
To provide and maintain safe buildings and safe equipment for use in sessions.
Develop safety awareness, by appropriate training if necessary, amongst tutors, students and parents.
Formulate and implement effective procedures for use in the event of fire and other emergencies.
Investigate accidents and take steps to prevent a re-occurrence.

Signed……………………........................

Signed……………………………………….

Director & Owner

Director

06/07/22
Dated………………………
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Roles and Responsibilities
The Directors have ultimate control of Bedford Tutor. They will:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Decide policy.
Give strategic guidance.
Monitor and review health and safety issues.
Ensure adequate resources for health and safety are available.
Take steps to ensure plant, equipment and systems of work are safe.
Ensure that the business provides adequate training, information, instruction, induction and supervision to
enable everyone in the venue to be safe.
Maintain the premises in a condition that is safe and without significant risk.
Provide a working environment that is safe and healthy.
Provide adequate welfare facilities for tutors & students.
In their critical friend role, maintain an interest in all the health and safety matters.
Review and monitor the effectiveness of this policy.
Promote a positive, open health and safety culture in sessions.
Seek advice from other organisations or professionals, such as the Health and Safety Executive, safety
advisers etc. as and when necessary.
Ensure that all tutors and students co-operate with the policy.
Devise and implement safety procedures.
Ensure that risk assessments are reviewed on an annual basis.
Ensure that any work that has health and safety implications is prioritised.
Ensure that all work under their control is undertaken in a safe manner.
Carry out a daily check of the grounds and building to spot any disrepair or other hazards such as broken
glass etc.
Ensure that all tutors are aware of safe working practices, especially regarding reporting of hazards, the use
of hazardous substances and manual handling.
Carry out a weekly test of the smoke alarm.
Ensure all contractors are ‘inducted’ and shown the relevant risk assessments, and are made aware of any
fragile roofs or other hazards in the areas where they will be working.
Fully co-operate with health and safety arrangements during larger building projects.

All Tutors will:
•
•
•
•
•
•
•
•

Read the Health and Safety Policy.
Comply with Bedford Tutor’s health and safety arrangements.
Take reasonable care of their own and other people’s health and safety.
Leave The Swallow Room / Dove Garden / Toilet in a reasonably tidy and safe condition.
Follow safety instructions when using equipment.
Supervise students and advise them on how to use equipment safely.
Follow the accident reporting procedure (which is a separate document).
Contribute to and highlight any gaps in Bedford Tutor’s risk assessments.

In accordance with Bedford Tutor’s rules and procedures on discipline, Students will:
•
•

Follow safety and hygiene rules intended to protect the health and safety of themselves and others.
Follow safety instructions of tutors, especially in an emergency.
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Arrangements
Accidents and Incident Reporting
• The accident reporting procedure and all the associated paperwork can be found on the Council’s website:
http://www.bedford.gov.uk/health_and_social_care/children__young_people/
safeguarding_children_board.aspx
Administration of Medicines
• No over-the-counter or prescription medication is stored in The Swallow Room; a First Aid Box is
available at all times.
• No medication will be administered to students during lessons. If a student requires medication during their
lesson, a parent / guardian must remain in The Swallow Room and administer the medication without
assistance from a tutor.
• Asthma medication and ‘epipens’ (following discussion with parents) may be brought to sessions and kept in
appropriate locations, out of the reach of other students, as appropriate.
Control of Hazardous Substances
• The use of hazardous substances in The Swallow Room and surrounding areas will be kept to a minimum.
• No food or drink is allowed into the venue without prior consent from a tutor.
• All hazardous substances will be kept in high cupboards with child locks.
Electrical Testing
• All items of portable electrical equipment at Bedford Tutor are inspected and checked annually.
Fire Safety & Evacuation of the Building
• Fire exits have appropriate signage.
• Fire extinguishers are checked annually.
• A separate fire safety policy has been produced.
First Aid Provision
• A full Paediatric First Aid Kit is available in The Swallow Room.
• Annabel Walker has full Paediatric First Aid Training.
Infection Control
• Please see Appendix 1 for details on infection control.
Risk Assessment
• Bedford Tutor maintains a comprehensive set of risk assessments that cover The Swallow Room and The
Dove Garden.
• The Swallow Room is assessed on a weekly basis and all risk assessments are updated on an annual basis.
Slips Trips and Falls on the Level
• The potential for slips trips and falls at the venue have been risk assessed and appropriate controls have
been put in place.
• This includes working procedures for mopping floors, absorbent floor mats near entrances and regular hazard
spotting inspections.
Supervision of Students
• Sensible, safe behaviour will be promoted to students by all tutors.
• Dangerous or risky behaviour displayed by students will be addressed and dealt within Bedford Tutor’s rules.
• Students will only be allowed into or stay in The Swallow Room under adult supervision.
• Appropriate supervision of kitchen and toilet access will be in place at all times.
• Tuition is usually one-to-one (one tutor for each student), but the ratio of students to tutors would never
exceed 3:1.
Training
• Health and Safety Training Needs are assessed as part of individual’s annual review.
• Training needs may also be identified as part of a risk assessment process.
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•

Appendix 1 - Infection Control at Bedford Tutor

•

When parents sign the terms and conditions they are understanding and accepting the importance
of not bringing their child to tuition if they are unwell.*

•

Tutors do not tutor if they are unwell and will cease tuition, as soon as is practicable, if they become
unwell during a lesson.

•

All incubation periods for illnesses are checked by tutors through NHS Direct and using exclusion
guidelines for schools.

•

Children are reminded of good hygiene practices on a regular basis.

•

Antibacterial hand gel is available in the kitchen.

•

All bins contain bin liners.

•

All tutors actively encourage the children to regularly wash their hands to maintain good hygiene
practice.

•

Antibacterial soap is provided in the toilet facilities.

•

Tissues are provided in The Swallow Room.

•

All cups used for drinking water are washed in hot water to ensure they are cleaned thoroughly.

•

Tutors ensure the tables are cleaned daily with antibacterial wipes and spray; and equipment which
is used by children on a regular basis is cleaned after each use.

•

During periods when children are present, visitors and tutors are not allowed to bring food, drink or
animals into The Swallow Room, unless they require a guide dog.

•

In the event of having to dispose of clinical waste, we would consult the Environment Agency to
comply with correct guidelines.

*Contagious Illnesses (this list is not exhaustive so please contact Annabel Walker if in doubt):
-cold
-fever
-influenza
-tonsilitis/sore throat
-sickness and/or diarrhoea
-hand, foot & mouth disease
-conjunctivitis
-chicken pox
-measles, mumps or whooping cough
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