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Part 1
H&S Manual 

CENTRAL AND NORTH WEST LONDON FOUNDATION NHS TRUST

South Kensington & Chelsea Mental Health Centre

1 Nightingale Place, London SW10 9NG

Health & Safety/General Information for New Staff, Students,

Agency/Bank and all other Temporary Staff working at the 

South Kensington & Chelsea Mental Health Centre
Welcome to the South Kensington & Chelsea Mental Health Centre, part of the Central and North West London Foundation NHS Trust, where we provide mental health services for men and women aged 16 years or over living in the local area and eating disorder services for men and women aged 16 years or over with severe or complex eating disorders (accepts local and national referrals).  This document is intended to provide you with some general information about the building and the locality and important health and safety issues.

Health and safety is your responsibility as well as that of the CNWL Mental Health Trust.  On the first day at South Kensington & Chelsea Mental Health Centre you should familiarise yourself with emergency exits and procedures, particularly relating to Fire and the Panic Attack Alarm System.  

HEALTH & SAFETY

Fire Procedure

The Local Fire Procedure and the Local Fire Policy are displayed throughout the building.  All CNWL must attend Fire Awareness Training every twelve months.  Please ensure you are fully aware of fire exit routes and the designated assembly points

Attack Alarm System

A description of the infrared system installed at SK&C, how it works and how it is operated is fully detailed in the Alarm System Protocol.  Transmitters can be obtained from Hazel Grundy, the Outpatient Manager.  Transmitters are an expensive item and you will be required to sign them in and out.  Eating Disorders manage their own transmitters.
Photographic Identification 

This should be worn at all times whilst in the building.  Failure to wear ID will preclude you from all Trust properties.

Controlled Access 

The South Kensington and Chelsea Mental Health Centre is now fitted with an advanced access control system that can manage, record and control the movements of personnel.  A proximity card is required In order to gain entrance to the three-inpatient wards, first floor Psychology/Psychological Medicine/Eating Disorders corridor, ground floor outpatient and consultant corridors, the stairwell and the lift (from the ground floor only). These can be obtained through the Site Services office.  Students attached to the Centre will be issued with a card on request by the Site Services department.  Prior to issue, students will be required to fill in an application form and pay a deposit of £5.00 to the Site Services Department which will be refunded when the card is handed back at the end of the attachment.
Risk of Aggression

In the interests of your personal safety, when visiting any of the wards you should always make yourself known to the Nurse in Charge.  Do not enter any area without the prior permission of the Nurse in Charge and always ensure you are carrying your personal attack alarm.

Infection Control

The CNWL Infection Control Team aims to prevent, as far as possible any infections that patients, visitors and staff may acquire during, or as a result of, their admission to hospital. All Departments should hold an up to date Infection Control Policy File.  An “Infection Prevention & Control Emergency Outbreak Box” is held in the Site Services Office.  If required out of hours the Security Officer on duty will get the box from the office to pass to the ward. 
CONFIDENTIALITY

You will appreciate the importance of confidentiality.  Please make sure that you do not repeat any information that you have access to during your attachment.

MEDICAL RECORDS

In-patient notes must always stay on the ward and need to be treated with respect with all paperwork filed in the relevant section.  
WORKS

Planned major works, either in SK&C or on the hospital site, are notified to all departments.  Please check staff notice boards for details.

GENERAL INFORMATION

Telephones

If you wish to make personal calls there is a payphone situated on the ground floor of the building.  Alternatively a Staff Call card can be purchased from the Chelsea & Westminster Hospital that can be used with the Thamesnet system.  If there is an emergency and you need to make a call, speak to the Site Services Manager or Head of Department first.  Incoming personal calls are not encouraged and should only be accepted in an emergency.

Photocopiers

The photocopier is situated on the ground floor in the Consultants area and you will need to obtain a user code from your department.  This photocopier is the only one for the whole building and is not to be used for copying reference books etc.  There is a photocopier in the main hospital Library for this purpose.

Refreshments

There is a canteen situated in the Lower Ground Floor of the Chelsea & Westminster Hospital where you can obtain a wide selection of food and drink.  A discount will be given on production of your ID badge.  Alternatively, there are numerous small eating establishments and coffee bars within close proximity of the hospital.  

Dress Code

Smart, casual dress is appropriate.

Smoking Policy

CNWL Mental Health Trust has a no smoking policy, which means that smoking by staff is not permitted anywhere in or near to the building.

Alcohol Policy

CNWL Mental Health Trust has a strict no alcohol policy which means that consumption of alcohol is not permitted anywhere in the building.

Please ensure you read and understand the above.
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Alarm System Policy

Introduction

The purpose of this policy is to provide details of the panic alarm system in use at the South Kensington & Chelsea Mental Health Centre, how it works and how it should be operated.

This policy must be read in conjunction with the Trust’s Personal Alarms Policy. Further information and guidance on dealing with violence and aggression can be found in the following Trust policies and procedures:

· Clinical Risk Assessment and Management Policy and Adult Services

Clinical Risk Assessment and Management Procedure

· The Lone Worker Policy

· Prevention and management of Violence and Aggression

· Observation and Engagement Policy

· Health & Safety Policy

· Search Policy

· Workplace Risk Assessment Procedure

· Risk Management Policy

· Incident and Accidents Management Procedure

· Security Procedure

· Policy and Procedure for Stress Prevention and Management in the Workplace

· Supporting Staff Protocol

Description of the System

The system comprises three main elements:

The transmitters carried by staff
These are compact units which staff members and visitors can wear on their clothing.  When activated, they emit an Omni-directional infrared beam.

The ceiling mounted infrared receivers
The receivers pick up the signal from an activated unit and trigger the alarm.  All areas of the Centre, including the gardens, are within range of a receiver.

The wall mounted display unit/sounders
These are located at the following points:

· Outside the nursing offices on Mulberry North and South

· On the first and second floor landings next to the stairwells

· At the reception desk on the ground floor

· Willow corridor

· Outside Assessment Team Office

· VSC corridor (3 units)

The wall display units emit an audible alarm and a panel describes the exact location of the incident.

Access to Personal Alarms
Personal alarms will be issued by the Wards Managers or Outpatient Manager to all permanent staff.  

Spare alarms will be available for bank/agency staff.  These staff will be issued with a personal alarm and provided with the same level of training and instruction in its use and the response arrangements as a permanent employee.  Spare alarms issued to non-permanent staff must be signed in and out at the end of each shift/period of work. 

Spare alarms will also be available for the use of visitors to a clinical area and can be allocated to a visitor as deemed necessary, depending on current risk by the person in charge of the ward.  Visitors who may be provided with a personal alarm include relatives and carers visiting a patient, contractors working on a ward, or Trust staff visiting the area.  The decision to allocate an alarm will be based on the current level of risk of the patient they are visiting, the length of time they will be present on the ward, and if a contractor, the part of the ward they are working on e.g. will they be working in an isolated area.  Any visitor given an alarm must received instruction in its use.

All spare alarms must be checked prior to issue.  Testing equipment and batteries are held by the Outpatient Manager; testing units are also held on Security and Mulberry Wards.  It is the responsibility of all staff to ensure their personal alarm is always in working order by having it checked on a regular basis.  Broken alarms must be returned to the Outpatient Manager.

Ward Managers and the Outpatient Manager are responsible for ensuring that they maintain a sufficient number of alarms for their area.

Staff in charge on each area must also always carry a blue transmitter in readiness to deactivate the alarm once an appropriate response has been made to an incident.

Protocol and Guidelines for Use
Activating the Alarm
If any member of staff or a visitor believes they are at risk of attack or violence, or need to summon assistance urgently, they should activate the transmitter.  There are two ways of doing this:

1. Pulling out the pin.  If the alarm is attached to the clothing, hold the unit and pull it firmly.

2. Pressing the red stripe on the side of the unit.

It is not necessary to point the unit at a sensor (unless in the garden).
Responding to the Alarm
On hearing the alarm, it is the responsibility of the designated staff to respond.  The following minimum response is required:

One nurse from Mulberry North

One nurse from Mulberry South

One nurse from Vincent Square Clinic Ward 

One member of Willow Staff

One nurse from the Assessment Team

One nurse from the Crisis Resolution Team (if on site)

Clinical Manager (if available)

Modern Matron

Duty Doctor if available

Designated response staff should be trained in control and restraint where possible.

The Security Officer at Reception will also attend.

At the time of the alarm the senior staff member present in each department should check the location of the alarm and allocate a person to attend the incident ensuring that the wards are not left unstaffed.  Depending on staff availability, the person in charge can consider sending more than one person, or even attending him/herself.

Nominated staff should proceed immediately to the site of the alarm.

Once satisfied that the appropriate response has been made, the person in charge can deactivate the alarm by pressing the mute button or using the blue transmitter in order to reduce disturbance to patients on the ward/department.

Attending the Incident

Staff attending the alarm should take direction from the person in charge of the department where the alarm was raised and offer the necessary support and assistance.  If the alarm was triggered outside a department, the senior nurse present should take charge.  

Deactivating the Alarm
Any activated detectors will show a flashing red light at its centre.  The person in charge of the department carrying the blue transmitter will be responsible for deactivating the alarm by pressing the blue stripe.  If the alarm was triggered in a large room or corridor, more than one sensor may have been activated and will all need deactivating.  If the incident is particularly serious or dangerous a call for Police support must be made.

Action to be Taken Following an Incident
Following any actual incident necessitating the alarm activation a Trust Incident Form (IR1) must be completed and an entry made in the service user’s case notes.

The Incident report must include the time the alarm was activated, the person who raised the alarm, details of the incident, the response given and the action taken.

Following an aggressive or self harming incident a detailed risk assessment must be completed and the patient’s care plan updated as required.

Following any incident involving the management of aggression staff should consider whether there is a need for a debriefing session.  This can reduce the trauma experience as a result of an aggressive incident.  It also provides time for reflection about the incident and learning from the incident.

The Need for Awareness of Risk at all Times

It is the responsibility of all staff to be aware of their own safety at all times.  The fact that they are carrying a personal alarm does not mean that they can be any less vigilant or less aware of current risks.  They must not put themselves in a vulnerable situation.  All staff must be aware of the level of risk posed by each patient and must work as part of a team within the agreed plan of care for each patient.
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& Shared Drive (Site Services Folder)

FIRE SAFETY & EVACUATION PROCEDURE

This Policy should be used in conjunction with the Trust’s Fire Policy 

General Principles

It is the policy of the CNWL NHS Foundation Trust to ensure that the risk of fire is kept to a minimum by the maintenance of adequate precautions.

It is the responsibility of every member of staff to familiarise themselves with both the Trust’s Fire Policy and the SK&CMHC Local Policy and the role that they should play in prevention and action in the case of fire.

ALL STAFF MUST ATTEND FIRE TRAINING AT LEAST ONCE A YEAR

FIRE ALARM

All patients and staff MUST respond to the Fire Alarm and follow the Evacuation Procedure* either by moving to a safe holding area i.e. an area where the siren is sounding intermittently or by evacuating the building if so requested by the Fire Officer or Nominated Fire Officers (NOF). 

*attached and displayed in appropriate areas in the building.

CALLING THE FIRE BRIGADE

The member of staff in charge of the area where the alarm sounds must immediately notify the Security Officer on the Reception Desk whether it is a false alarm or if the Fire Brigade should be called.  In the event of an actual fire the Security Officer should call the Fire Brigade by dialling 999.  

FIRE ALARM SYSTEM

The fire alarm system will be checked every Wednesday morning and a record will be held in the Fire Log book held on the Reception Desk.

FIRE FIGHTING EQUIPMENT – BREAKGLASS/KEY OPERATED CALL POINTS – FIRE EXITS – ASSEMBLY POINTS

It is each employee’s responsibility to familiarise themselves with the location of all fire fighting equipment, fire exits, call points and assembly points.  It is also each employee’s responsibility to report any faulty fire-fighting equipment to the Site Services Department.  It is the responsibility of Managers to familiarise all new staff with the evacuation procedure document and show them the location of fire fighting equipment, fire exits and assembly points.

SMOKING

CNWL has a total no-smoking policy.  The only places patients can be allowed to smoke are the gardens at the rear of the unit.

FLAMMABLE MATERIALS

No flammable materials should be kept in patient areas i.e. bedrooms, TV lounges and great care must be taken with products in aerosol cans.  Potentially hazardous material must be stored in accordance with COSHH Regulations.

PERSONAL ELECTRICAL APPLIANCES

Electrical appliances brought into the building for personal use i.e. hairdryers, shavers, radios must be PAT tested by Estates prior to being used.  The use of unauthorised electrical appliances is not permitted.

POTENTIAL HAZARDS

It is the responsibility of each employee to be vigilant in reporting all potential hazards, most importantly where these may be a fire risk and to encourage patients to be active in supporting this.

FIRE DOORS

Where fitted and identified Fire Doors must be kept in the closed position and never wedged open.  

GENERAL POINTS

· No member of staff must at any time put their own or others’ personal safety at risk

· Unless prevented by fire from doing so, clients and staff should evacuate the building by the nearest safest route

· Should the weather be very cold or wet, after completion of the roll call the NOF/Duty Nurse in charge will consult with the Fire Brigade Officer in charge to consider whether it is safe for patients and staff to assemble in another part of the building divorced from the incident.  If it is not considered safe shelter will be sought within the Chelsea & Westminster Hospital.

ACTIONS TO BE TAKEN AFTER THE FIRE

· All fires are to be reported to the Trust’s Fire Officer/Risk Co-ordinator as soon as possible after they occur.  Outside normal hours the On-Call Manager should be contacted via switchboard.

· After a fire, no debris is to be touched or removed, apart from that which must be moved to safeguard life and property.

· The Trust’s Fire Officer will carry out a detailed investigation in order to ascertain the cause of the fire and a follow up report submitted which will contain recommendations to prevent re-occurrence.

· In the event of a fire being confirmed outside normal hours the Site Services Manager should be contacted via the Security Officer.
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SK&C JC/Fire

SOUTH KENSINGTON & CHELSEA MENTAL HEALTH CENTRE
FIRE SAFETY & EVACUATION OF THE BUILDING

(This Procedure should be used in conjunction with the Local Procedure and CNWL Mental Health Trust’s Policy)

IN CASE OF FIRE

1. RAISE THE ALARM, SHOUT “FIRE, FIRE”

2.  ACTIVATE THE NEAREST CALL POINT USING TOK 3 KEY OR BREAK GLASS

3. COMMENCE HORIZONTAL EVACUATION IMMEDIATELY**

4. MOVE PERSONS WITH SPECIAL NEEDS TO A SAFE HOLDING AREA***

5. ATTACK FIRE WITH APPLIANCES AVAILABLE – BUT WITHOUT TAKING PERSONAL RISK

6. WHEREVER POSSIBLE CLOSE ALL DOORS AND WINDOWS TO PREVENT FIRE SPREADING

**ALL PATIENTS AND STAFF MUST RESPOND TO THE FIRE ALARM AND RELOCATE TO A SAFE HOLDING AREA**, OR IF INSTRUCTED EVACUATE THE BUILDING

*** Safe Holding Area is an area where the siren is sounding intermittently

FULL FIRE EVACUATION PROCEDURE

1. LEAVE THE BUILDING AS QUICKLY AS POSSIBLE, WALK QUICKLY BUT DO NOT RUN.   DO NOT USE THE LIFT

2. ESCAPE ROUTES AND ASSEMBLY POINTS FOR EACH FLOOR AND EACH SIDE OF THE BUILDING ARE AS INDICATED ON THE ATTACHED FLOOR PLANS.

3. ASSISTANCE SHOULD BE GIVEN TO  PERSONS WITH SPECIAL NEEDS TO ESCAPE THE BUILDING

4. TAKE A ROLL CALL TO ENSURE ALL PERSONS ARE ACCOUNTED FOR

5. NOMINATED FIRE OFFICERS MUST ENSURE EACH AREA IS CLEAR – BUT DO NOT PUT YOURSELF AT RISK

6. IF SOMEONE CANNOT OR WILL NOT MOVE OUT OF THE BUILDING INFORM THE FIRE OFFICER IMMEDIATELY

7. DO NOT RE-ENTER THE BUILDING UNTIL THE ALL CLEAR IS GIVEN BY THE LONDON FIRE BRIGADE OFFICER IN CHARGE.
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APPLICATION FOR PROXIMITY CARD

SURNAME:

_________________________________________________________
FIRST NAME/S:
_________________________________________________________

DEPARTMENT:
______________________ EXT NO: _________________
MANAGER:

_________________________________________________________

ACCESS REQUIRED TO (please tick):

Mulberry North (A)



(
Mulberry South (B)



(
Management Corridor – 1st floor (C)

(


Consultant Corridor – Ground floor (D)

(
Vincent Square Clinic (E)


(
Lift (F)





(
Stairwell (G)




(
	I hereby agree that I am responsible for the appropriate use of the proximity card and a replacement fee of £5 will be incurred if the card is lost / stolen or mislaid.  If your card is lost / stolen or mislaid, Site Services must be informed immediately. 

A £5 deposit is required for all students.

This card must not be defaced or damaged in anyway (i.e. do not write on the card or punch holes in it) and should be kept in the supplied cardholder at all times.

I hereby agree that a £5 fee will be incurred if the card and holder is not returned upon expiry.

I have read and understood the local fire and evacuation process and panic attack alarm policy for SK&C.

	Signed by Applicant:
	Date:



	Authorised by Site Services:
	Date:




	For Office Use Only:
	

	Proximity Card Allocated:               Yes/No
	Proximity Card Number: ____________________

	Applicant Received?          Yes?no
	Date: _____________________

	Valid From: _________________________
	Expiry Date (for non-perm): __________________

	£5 Received? _______________________
	Cash (          Cheque (  


	                  CNWL

                    South Kensington & Chelsea Mental Health Centre, 1 Nightingale Place,

                 London SW10 9NG
                Telephone:  020 8846 6868   Fax:  020 8846 6105
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Part 2
General Information
Central and North West London NHS Foundation Trust

Students at Chelsea and Westminster Hospital

Help and assistance
Your first point of general advice and assistance is the Undergraduate Teaching Co-ordinator, Constanza Martinez.  She is based at Trust Headquarters, Stephenson House, 75 Hampstead Road NW1 2PL     
Her phone number is 020 3214 5884.

Please note her email address is constanza.martinez@nhs.net
If she is not available either discuss the problem with your firm If she is not available either discuss the problem with your firm leader, one of the other doctors on your firm, or depending on the problem, with your Imperial College tutor or year co-ordinator. 

The main switchboard number from outside is 020 3214 5700.

The Mental Health Centre address is:

South Kensington & Chelsea Mental Health Centre

1 Nightingale Place

London, SW10 9NG.

ID badges

Your Imperial College ID badges should be worn on site at all times.

NO!

· The Trust has a NO smoking policy. Please do not smoke anywhere on the hospital premises and this means the grounds as well as inside the buildings.

· NO food or beverages to be consumed at the computer benches

· NO unwashed cups to left anywhere. 

· NO food to be left out anywhere.

Canteen

The canteen is open to all: it is situated in the main hospital on the lower ground floor. Staff discount on production of ID.

Email

· We are trying to reduce paperwork, and turning more and more to email.

· All the consultants are now on email and almost all will either have an Imperial College address (@ic.ac.uk) or hospital based one (@nhs.net). You should ask them which it is.  It may well be easier to use this than phone them.

· Both the hospital and Imperial College are now using email for important information for students and you should check it every day.

Telephones

· Mobile phones should be switched off when you enter any hospital building.

Transport

Nearest Underground stations are:

· South Kensington - on Piccadilly, District and Circle lines.  Buses 14 or 414 leave from outside the station and stop directly by Nightingale Place.

· Earl’s Court – on District and Piccadilly lines.  It is then about a 15 minute walk to Nightingale Place.

Car Parking and Bicycle Racks

· There is no car parking available for students anywhere at C&W

· There are several bicycle racks situated near the Mental Health Unit or around the front, sides and back of the main hospital.

Library and Information Service

Located in the main hospital on the lower ground floor (lift bank B)

Opening hours are as follows:

· 9am-9pm Monday – Thursday

· 9am-8pm Friday

· 9am-5pm Saturday

· CLOSED Sunday

Absence

If you are unable to come in, whether you are ill or for some other personal reason, you must inform Constanza Martinez on 020 3214 5884 – Email: constanza.martinez@nhs.net  as early as possible on the first day with the following information. (Leave a message if she is not there): 

Make sure you have her number in the personal numbers that you take home.

Please leave the following information with her or on answer phone:

· Your name 

· Contact number 

· Reason for absence

· Likely date of return 

· Name(s) of any staff due to teach you in the next day or so.
If you are sick for more than three days, you must produce a doctor’s certificate.
Failure to tell us can lead to a lot of wasted time and may lead to your absence being considered as poor attendance/ poor time keeping/low commitment.

We hope you enjoy your time here and if you need any help please contact the Undergraduate Teaching Co-ordinator.

  Mobile if non-permanent
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