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1.0 Introduction 

This document forms Part 3 of the University of the Arts London (UAL) Safety, Health and 

Wellbeing Policy and details the local arrangements at Central Saint Martins (CSM). It will 

be reviewed by the CSM Health and Safety Committee at 2 yearly intervals and amended 

as necessary to reflect changes in University Health and Safety Policy, legislation or 

staffing, in accordance with Part 1 Section (2)(3) of the Health and Safety at Work etc. Act 

1974.  

In addition to these local arrangements, the full Safety, Health and Welling Policy can be 

found on the intranet along with a series of Safety, Health and Wellbeing Management 

Standards that provide detailed information about best practice and safe procedures. 

2.0 Awareness and Communication  

During induction, all staff must be made aware of the University's Safety, Health and 

Wellbeing Policy, the Safety, Health and Wellbeing Management Standards and the local 

CSM arrangements. It is each Manager’s responsibility to ensure that this happens. Staff 

should also be kept informed of any modifications or changes to the Safety, Health and 

Wellbeing Policy and procedures. 

Student inductions must provide details on the UAL Safety, Health and Wellbeing Policy 

including their responsibilities, reporting of accidents, evacuation procedures and reporting 

of unsafe conditions or practices. 

3.0 Significant Health and Safety Risks 

Staff and students must also be made aware of any significant health and safety risks they 

may encounter during their work and studies at CSM.  These risks could cause serious 

harm if not controlled.  Activities carrying significant risk at CSM include:  

 Falling from height 

 Working with hazardous substances 

 Use of tools and machinery work equipment 

 Fire 

4.0 Health and Safety Responsibilities 

The University Safety, Health and Wellbeing Policy requires each college to identify who is 

responsible for health and safety. The posts below are those identified at CSM. 

All posts listed are responsible to the Pro Vice-Chancellor for ensuring the following in their 

assigned areas of responsibility: 

 Risk assessments are carried out; 

 Control measures implemented and kept under review; 

 Relevant health and safety training needs are identified and delivered for all staff; 

and 
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 They fully understand their responsibilities listed here, in the University Safety, 

Health and Wellbeing Policy and the related Safety, Health and Wellbeing 

Management Standards. 

Day to day advice and further information should be obtained from your line manager who 

will advise you and seek specialist advice from the CSM Health and Safety Advisor, as 

required.  

All Employees 

The Health and Safety at Work Act etc. 1974 places the main responsibility for health 

and safety at work on UAL because the University is an employer.  But as employees of 

UAL – regardless of the job that we do, or our level of seniority – we also have 

responsibilities for health and safety under the Act. These responsibilities are to:  

 Take care of our own health and safety and that of people who may be affected 

by what we do (or what we don’t do); 

 Co-operate with others on health and safety, and not interfere with, or misuse, 

anything provided for our health, safety or welfare; and 

 Follow the training we have received when using any work items our employer 

has given us such as tools, chemicals or machinery. 

At UAL we are also encouraged to: 

 Stop work if we think we are in danger, move away from the area and report our 

concerns to our manager; 

 Promptly report any accidents and incidents we see or which we are involved in 

so action can be taken such as providing first aid or making the area safe; 

 Report any health and safety concerns to our manager, to a trade union health 

and safety representative or to the CSM Health and Safety Advisor; and 

 Act as a Fire Warden  where necessary and appropriate. 

In addition to this we must: 

 Complete the mandatory Fire Awareness Training at least every two years; and 

 Make ourselves aware of the action to take in the event of a fire. 

 

College Executive Team – All Members  

Responsible for:   

 Leading on Health and Safety for the College, setting an example for others to 

follow; 

 Agreeing the College Annual Health and Safety Operating Plan; 

 Championing health and safety within their areas; 

 Proactively contributing to continuous health and safety improvement; and 
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 Monitoring health and safety performance at CSM and acting to address any 

adverse trends. 

 

All Managers 

Responsible for the following within their area: 

 The completion of risk assessments and implementation of control measures; 

 Ensuring their staff and students receive a suitable health and safety induction; 

 Ensuring their staff are competent to undertake the tasks assigned to them, 

providing information instruction and training as required; 

 Provision of appropriate supervision; 

 Ensuring staff are aware of their responsibilities; and 

 Ensuring their staff, students and visitors are aware of the college fire safety 

procedures and requirements. 

 

Pro Vice-Chancellor 

Area of responsibility:  

 Responsible to the Vice-Chancellor for all matters related to safety, health and 

wellbeing across CSM; 

 Responsible for the management of health and safety relating to all CSM sites 

and for ensuring effective implementation of the University’s Safety, Health and 

Wellbeing Policy and general arrangements; 

 Responsible for convening and chairing the College Health and Safety 

Committee; and 

 Responsible for ensuring there is a sufficient College Health and Safety budget 

and it is correctly allocated. 

 

Health and Safety Advisor 

Responsible for:  

 Development of the College Annual Health and Safety Operating Plan; 

 Promotion of safety, health and wellbeing throughout the college; 

 Providing competent health and safety advice to staff and students across the 

college; 

 Investigating accidents and incidents; 

 Carrying out joint inspections of health and safety in the workplace; 

 Working with college staff to identify opportunities to improve safe working 

practices; and 
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 Analysing health and safety performance and identifying trends and suggesting 

options for improvement. 

 
 

CSM Health and Safety Committee  

Area of responsibility:  

 The Health and Safety Committee meets termly to review the health, safety and 

welfare of staff and students. The safety committee is made up of members of the 

CSM Executive with representation from Kings Cross and Archway, the technical 

team, the estates team and union representation; 

 Each representative demonstrates a personal commitment to health and safety, 

maintaining high standards of health and safety in their area of work; 

 The committee receives reports from inspections and audits, reviews, accidents 

statistics and deals with specific health and safety issues which cannot be 

resolved through line management; and 

 The committee allows for consultation with staff through the appointed Union 

Health and Safety Representatives. Staff and students may raise an issue 

through the Health and Safety Committee if it cannot be resolved elsewhere. 

 

Facilities Manager 

Responsible for:  

 All health and safety matters relating to building, building services and Facilities 

staff;   

 Completion of risk assessments for activities carried out by facilities / 

maintenance staff (and agency staff where appropriate);  

 Ensuring that acts or omissions by site contractors do not prejudice the health 

and safety of the College's staff, students or visitors;    

 Informing contractors of any specific risks relating to the premises (e.g. asbestos, 

fragile roofs etc.) or from any activities underway or undertaken on the premises; 

 Providing visitors and contractors details of the premises evacuation procedures; 

and 

 Ensuring first aid boxes are replenished. 

 

Learning Resources Manager  

Responsible for:  

 All health and safety matters within libraries and learning resource areas affecting 

staff, students and visitors; and 

 Completion and implementation of relevant risk assessments.  
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Head of Retail and Catering 

Responsible for:  

 All health and safety matters affecting the operation of the college shops and 

catering facilities; 

 The completion and implementation of risk assessments within catering and retail 

outlets; and 

 Food safety and hygiene. 

5.0 Safety Representatives 

The University recognises three unions; University and College Union (UCU), GMB and 

Unison.  Each of these Unions appoint Health and Safety Representatives that have 

functions set out in law.   

Appointed Health and Safety Representatives can: 

 Represent employees generally, when they are consulted about specific matters 

that will affect the health, safety and welfare of the employees; 

 Represent employees when Health and Safety Inspectors from HSE or local 

authorities consult them; 

 Investigate accidents, near misses, and other potential hazards and dangerous 

occurrences in the workplace; 

 Present the findings of investigations; 

 Inspect the workplace; and 

 Attend Health and Safety Committee meetings as a representative of employees. 

6.0 Local Arrangements 

6.1 Accidents / Incidents / Near-Misses 

All accidents, incidents and near misses must be reported to the CSM Health and Safety 

Advisor using the accident report form found online, under the H&S section on Canvas. 

Completed forms should be emailed to csm.healthandsafety@arts.ac.uk 

For major accidents, the emergency services must be contacted immediately by dialing 

999 or 5999 from any internal phone.  A first aider and the Facilities Manager must also be 

contacted.  

Contact the Front Desk to inform them that emergency services are on their way, so that 

they can direct them to the correct location.  

 

 

Site  Front Desk number / Internal phone number 

http://www.hse.gov.uk/involvement/contact.htm
http://www.hse.gov.uk/involvement/accidents.htm
http://www.hse.gov.uk/involvement/inspections.htm
http://www.hse.gov.uk/involvement/hscommittees.htm
mailto:csm.healthandsafety@arts.ac.uk
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Kings Cross 0207 514 7444 / 7444 

Archway 0207 514 7098 or 7098 

 
If an ambulance is requested, provide details of who you are, where you are on site, the 

site address and the nature of the injury (if necessary). 

6.2 First Aid 

First aid boxes are located at various locations throughout all CSM sites. Estates carry out 

weekly monitoring to maintain the contents of first aid boxes, following the HSE’s guidance 

on appropriate contents for a first aid kit. If specialist items are required these will be 

provided by the College.   

Archway 

There are trained first aiders available at Archway, whose contact details are displayed on-

site. Details can also be found on Canvas.  

The nearest hospitals with A&E Departments are: 

 The Whittington Hospital 

 Magdala Ave, London, N19 5NF  

 Tel: 020 7272 3070 

 Royal Free Hospital  

 Pond St, Hampstead, London,  

 NW3 2QG 

 Tel: 0207 794 0500 

Kings Cross 

There are trained first aiders and Mental Health First Aiders available at Kings Cross 

whose contact details are displayed on-site. Details can also be found on Canvas.  

For any accidents/incidents where a first aider is required, they can be contacted via 0207 

514 6281 or 6281 from any internal phone. They can also be contacted via the front desk.   

Automated External Defibrillators (AEDs) are located in the Platform Bar (M001), Student 

Centre (Core Entrance 06) and Learning Zone (A100) in Kings Cross.  

The nearest hospitals with A&E Departments are: 

 St Pancras Hospital 

St. Pancras Way, London, NW1 0PE  

Tel: 0203 317 3500 

 University College Hospital  

235 Euston Road, London, NW1 2BU  

Tel: 0203 456 7890 

7.0 Fire and Emergencies 

A Fire Risk Assessment is undertaken for each site during which all fire arrangements are 

reviewed to ensure control measures are implemented and remedial action taken, if 

required, to mitigate the risk of a fire starting and developing. The Fire Risk Assessment is 

a live document that must be reviewed regularly, and at least annually.  
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Fire doors, firefighting equipment and adequate escape routes are provided for your 

safety. It is therefore essential that: 

 All fire doors are kept closed and not wedged open, unless they are held open with 

an automatic closing device.  

 Corridors and stairways are kept clear, as these may be escape routes. 

 Any defects in the above are reported to the Estates Department via the Estates 

Helpdesk estatehelpdesk@arts.ac.uk or 8000 from any internal phone.  

Weekly fire alarm tests are carried out to test the system. Building users should make 

themselves familiar with the day/time of this weekly test.  

Fire drills are carried out once per term to assist with awareness of action to take in the 

event of a fire/evacuation. Under no circumstances should you attempt to investigate the 

cause of the fire before evacuating.   

It is extremely important that you make yourself familiar with the day and time of the 

weekly fire alarm test and evacuation procedures for the site you are in so, when the fire 

alarm is activated, other than during the weekly test, you evacuate immediately from 

where you are on site without stopping or returning to collect personal belongings or 

drinks. 

For their safety, during an evacuation staff and students must disperse or proceed to the 

assembly point, as applicable to their site, and not wait on pavements or roads next to the 

building, as this may put them at risk. The building must not be re-entered until the Incident 

Manager has instructed that it is safe to do so.   

All staff must complete the mandatory Fire Safety Awareness training at least every two 

years. As there are no nominated Fire Warden s at CSM, in the event of a fire, all staff are 

encouraged to adopt the role of Fire Warden  where necessary and appropriate. 

7.1 Action to be Taken by Staff on Discovering a Fire 

Raise the alarm by breaking the nearest call point and dial 5999 from any internal phone 

or 999 from any other phone and then follow the action to be taken on hearing the fire 

alarm, depending on site, as detailed below. 

  

mailto:estatehelpdesk@arts.ac.uk
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7.2 On Hearing the Fire Alarm 

 Kings Cross Archway 

Students Proceed safely to Granary 

Square and assemble on the 

South West side towards Kings 

Cross Boulevard (far side of the 

fountains). 

Proceed safely to the nearest fire 

exit and disperse for twenty 

minutes. 

Staff  Locate the nearest Fire Warden  point and take up Fire Warden  

responsibilities and report to the Incident Manager once outside the 

building. 

If the Fire Warden  pack has already been taken or if you have not yet 

completed the mandatory Fire Safety Awareness training, proceed 

with evacuating following the same instructions as for students above. 

Facilities staff Report to the Incident Manager for further direction e.g. the 

monitoring of entrances/exits of the building.   

Incident 

Manager  

Put on orange high-visibility vest, manage the fire evacuation and 

liaise with the Fire Brigade on their arrival.  

Persons with 

PEEPs 

A summary of PEEPs are kept at the Front Desk in the Fire File. 

Follow the instructions as detailed in the ‘Personal Emergency 

Evacuation Plan’ (PEEP). 

 
7.3 Audible Fire Alarm Testing 

Audible fire alarm testing is carried out once a week at each site in order to test the 

system. The alarm will sound for a maximum of 60 seconds. Building users do not need to 

evacuate during testing. If this alarm sounds for longer, then building users should treat 

this as a real fire alarm and evacuate.  

Site  Audible fire alarm test – day/time 

Kings Cross Every Wednesday at set times (see display board) 

Archway Monday at 13:00 or 13:30 

 
7.4 General Emergency Evacuation Plans 

General Emergency Evacuation Plans (GEEP) have been produced for each college. 

These documents are available on Canvas, at reception desks and from the Health and 

Safety Advisor. 

GEEPs provide information on evacuation options available in each building so a suitable 

evacuation plan can be devised for visitors who may require assistance to leave a building 

in the event of a fire. 
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8.0 Risk Assessments 

Risk assessments are required where there are significant hazards that need to be 

controlled to prevent accidents or ill health. A risk assessment template is available on 

Canvas or from your Health and Safety Advisor.  

Risk assessment forms / systems for other specific needs / activities are also available, 

such as: 

 New and Expectant Mothers risk assessment 

 Manual Handling risk assessment 

 Travel risk assessment 

 Display Screen Equipment risk assessment 

 Control of Substances Hazardous to Health (COSHH) assessment - Sevron (online 

system) 

9.0 Associated Documents 

 Part 1: UAL Safety, Health and Wellbeing Policy Statement 

 Part 2: UAL Organisation and Arrangements Overview  

 Part 4: UAL Safety, Health and Wellbeing Management System (SHWMS) 

 Fire, Health and Safety Legal Register 

10.0 References 

 The Health and Safety at Work etc. Act 1974 

 The Management of Health and Safety at Work Regulations 1999 

 The Regulatory Reform (Fire Safety) Order 2005 

 HSE L Guidance  

 HSE INDG Guidance 

11.0 Revision History 

Date Summary of Revisions / Amendments Owner 

04/06/2019 V0.1 Draft agreed by CSM H&S Committee Irida Gaikwad 
H&S Advisor 

14/08/2019 V0.2 Formatted to new template Sarah Darlington 
H&S Assurance Manager 

04/09/2019 V1.0 Signed by Pro-Vice Chancellor Jeremy Till / Irida Gaikwad 

03/10/2019 V1.0 Released to UAL and College  

16th Dec 
2021  

Vs 2.0  
Periodic review of document  
Change of type set  
Replaced Fire Marshal with Fire Warden   
Released to UAL and College 

Jeremy Till  
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