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1. Statement of Intent 
Harley Academy places a strong emphasis on safe practice. Clinical Health and Safety is part of the 
Harley Academy curriculum. The policy of Harley Academy and its Directors is also to maintain safe 
and healthy working conditions for all staff, students and patients.  

The allocation of duties for safety matters and the particular arrangements made to implement the 
policy are set out in this document. An annual review of the policy will take place. The Policy will be 
kept under constant review and reviewed at least annually. 
 

2. Responsibilities 
2.1 The Chief Operations Officer 
Overall responsibility for the detailed health and safety arrangements within the Harley Academy 
and its associated institutions lies with the Harley Academy Chief Operations Officer. It is the Chief 
Operations Officer’s responsibility to ensure compliance with national policy for health and safety. 

2.2. Our partners 
Our partner clinics carry out regular safety inspections according to their own Health & Safety 
Policies. In addition, the Chief Operations Offiver and/or Chief Medical Officer perform checks of 
each clinic before it is used for training. 

2.3. Employees 
All employees have the responsibility to co-operate to achieve a healthy and safe workplace and to 
take reasonable care of themselves and others. Whenever an employee notices a health and safety 
problem this should be drawn to the attention of the Chief Operations Officer immediately who will 
record it in the incident book and take appropriate action to ameliorate or remove the risk. 

3. Procedures 



3.1. Fire Safety 
All exits are marked and kept free of obstructions. The Harley Academy office, training sites and 
each clinic used by Harley Academy Training Clinics has fire extinguishers, at least one electrical 
extinguisher and at least one fire blanket. Their locations are marked clearly. Fire safety equipment 
is checked regularly by the safety department of each building.  

In the event of a fire, all staff and children congregate on the appropriate areas specified by the 
building management teams in each office or clinic, facing towards the school. Where not otherwise 
specified, is the responsibility of the Chief Operations Officer to call the fire brigade.  

3.2. Accidents 
First aid boxes are present in the Harley Academy office and all clinic and training locations. All 
accidents involving Harley Academy staff, students or patients are recorded and monitored. In the 
absence of the Chief Medical Officer (who another staff member who is also professionally qualified 
in Emergency Medicine), there is at least one member of staff available who holds an emergency 
first aid certificate.  

Plastic, disposable gloves are available in all clinics and all staff are advised to use these 
when dealing with bleeding or other cases of body fluids. If there is an emergency situation, an 
ambulance is called to transport the staff/student/patient to hospital. Wherever possible, a 
member of Harley Academy staff should accompany them.  

3.3. Reporting Hazards 
All Harley Academy staff are responsible for reporting hazards. It is then the Chief Operations 
Officer’s responsibility to follow up this report.  

4. Electrical Safety 
All staff are expected to visually check equipment before use and report damage and remove 
damaged equipment from the area with a notice saying “Fault Do Not Use”. 

Staff should note, particular care needs to be taken with extension leads, to avoid trailing wires. No 
electrical equipment should be introduced into Harley Academy clinics from home without the prior 
agreement of the Chief Operations Officer or Operations Manager. 

5. Control of Substances Hazardous to Health 
Regulations 
Any substances marked as dangerous (especially prescription-only drugs such as Botulinum Toxin) 
are not left in reach of students, patients or staff without expert supervision, nor are they left 
behind in any Harley Academy training room or offices. Staff should check that instructions are 
followed when using any such substances, and these instructions clearly communicated to any 
students who use the substances. Teaching staff should note that the use of chemicals in practical 
sessions should be monitored and only used according to appropriate pharmaceutical guidelines. 

6. Equipment 
It is the responsibility of all staff to ensure that equipment is in good working order and is stored 
safely. Any faulty equipment should be withdrawn from use and reported to the Chief Operations 
Officer, with a note saying Fault Do Not Use. The following points about equipment should be 
noted: 

● Needles – These must always be stored appropriately when not in use and disposed of in 
sharps bins after use. 

● Chemicals & injectable materials – These must always be stored carefully and remain sealed 
until use during training. These must also be disposed of in appropriate clinical waste bins 
after use.  

 
7. Health and Hygiene 



7.1. Smoking 
Harley Academy abides by a no smoking policy within any of its offices, training rooms and clinics. 

7.2. Hygiene 
Hand washing is a crucial precursor to any practical training session. It is the responsibility of the 
Clinical Trainer to monitor hand washing, as well as the cleanliness of the training room(s). This is 
part of the visual inspection carried out prior to each practical training session. 

All training staff are responsible for encouraging good hygiene habits in students. Particular 
emphasis is placed on hand washing and sanitising clinical equipment. 

8. Security 
Any act of violence or abuse towards a member of staff or student must be reported to the Chief 
Operations Officer, who will take the appropriate action. Where necessary, the appropriate 
authorities (police or building security guards) can also be notified by any member of staff prior to 
notifying the Chief Operations Officer, who will then follow up with those authorities as 
appropriate. 

9. Contractors 
Any contractors are expected to report their arrival and departure to the Clinical Trainer or Chief 
Operations Officer before commencing work. If they are working in an unsafe manner they are 
requested to stop work by the Clinical Trainer. Additional advice is available from the Chief 
Operations Officer.  

10. Staff and the Health and Safety Policy 
All staff, teaching and non-teaching, are given a copy of the policy. New staff are given a copy and 
are required to confirm they have read it. All staff are required to communicate relevant parts of the 
policy to students prior to and during training.  


