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1. Policy Statement

Exam Prep Ltd, trading as 11 Plus London, is committed to ensuring the health, safety, and
welfare of its employees, tutors, students, and visitors. This policy outlines our approach to
maintaining a safe environment for learning and teaching, in compliance with the Health and
Safety at Work Act 1974 and related regulations.

2. Responsibilities

2.1 Management Responsibilities
Management will:

Provide and maintain safe facilities and equipment.

Conduct regular risk assessments to identify and mitigate potential hazards.
Ensure compliance with all relevant health and safety legislation.

Provide training and resources to staff and tutors.

Investigate incidents, accidents, and near-misses to prevent recurrence.
Monitor and address specific health and safety concerns related to medications,
allergies, and classroom hazards.

2.2 Employee and Tutor Responsibilities
Employees and tutors must:

Take reasonable care for their own health and safety and that of others.

Comply with all health and safety instructions and training.

Report hazards, incidents, or unsafe practices to management.

Use equipment and materials safely and as instructed.

Be aware of and manage specific student needs, including allergies and medical
conditions.

2.3 Student Responsibilities
Students are expected to:

Follow safety instructions provided by tutors and staff.

Behave in a manner that promotes their safety and that of others.
Report any hazards or unsafe conditions to a tutor or staff member.
Inform tutors or staff of any allergies or medical needs before sessions.




3. Risk Assessments
Exam Prep Ltd will conduct regular risk assessments to:

e Identify potential hazards in the workplace and during tutoring sessions, including
classroom environments and educational materials.
e Implement control measures to minimize risks.
e Review and update assessments annually or when significant changes occur.
e Address specific risks, including:
o Classroom hazards such as faulty equipment, overcrowding, or insufficient
lighting.
o Risks related to allergies or sensitivities to food, cleaning products, or other
substances.

4. Emergency Procedures
4.1 Fire Safety

e A fire safety and evacuation policy will be followed and reviewed annually
4.2 Medical Emergencies

First aid kits will be available at all tutoring locations.

A trained first aider will be identified for group sessions.

Emergency contact details for all students will be maintained.

Tutors must be aware of individual student medical needs, including allergies and
medications.

4.3 Evacuation Procedures

e Evacuation plans will be displayed at tutoring venues.
e Tutors will be responsible for ensuring all students evacuate safely.
e Arroll call will be conducted at designated assembly points.

. Medications and Allergi
5.1 Medications

e Students requiring medication during sessions must provide written consent and
instructions from a parent or guardian.

e Staff and tutors are not permitted to administer medication unless specifically agreed
in writing and trained to do so.

e Medications must be clearly labeled and stored securely.

5.2 Allergies

e Parents or guardians must disclose any student allergies during enroliment.

e Tutors will ensure that classroom environments are free from known allergens where
possible.

e Any incidents related to allergies will be documented and reviewed.



6. Incident Reporting

All accidents, near-misses, and safety incidents must be reported immediately to the Health
and Safety Officer. Incident reports will be documented and used to review and improve
safety procedures.

7. Classroom Hazards
7.1 Environment

e Classrooms will be inspected regularly to ensure they are safe and free from
hazards such as loose wires, damaged furniture, or inadequate ventilation.

e Any potential hazards identified must be reported immediately and addressed before
sessions commence.

7.2 Educational Materials

e All teaching aids, equipment, and materials will be checked to ensure they meet
safety standards.

e Tutors are responsible for ensuring that no hazardous materials (e.g., sharp objects
or toxic substances) are used during sessions.

8. Training and Communication

8.1 Training

e All new employees and tutors will receive health and safety training during their
induction.

e Ongoing training will be provided to address specific risks or legislative changes.

e First Aiders will be trained to recognize and respond to medical emergencies,
including administering EpiPens if required and authorized.

8.2 Communication

e Health and safety updates will be shared during staff meetings and through internal
communications.
e Relevant policies and risk assessments will be accessible to all staff and tutors.

9. Safequarding Specifics

e Tutors working with children must have an up-to-date Disclosure and Barring
Service (DBS) certificate.

e Tutors must report any safeguarding concerns to the Designated Safeguarding Lead
immediately.

e Please see the Safequarding policy

10. Lone Working


https://11pluslondon.co.uk/app/uploads/2025/02/Safeguarding.pdf

e They must inform a designated contact of their location and expected return time.
e Any concerns during sessions must be reported immediately.

11. Review and Compliance
This policy will be reviewed annually to ensure it remains effective and up-to-date with legal
and operational changes.
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