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CENTRAL AND NORTH WEST LONDON FOUNDATION TRUST

St Charles Mental Health Unit
Exmoor Street, London W10 6DZ
Health & Safety/General Information for Students

Welcome to St Charles Mental Health Unit, part of the Central and North West London Mental Health NHS Trust, where we provide mental health services for people living in the local area.  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 St Charles Mental Health Unit you should familiarise yourself with emergency exits, fire assembly points and procedures, particularly relating to Fire and the Panic Alarm System.  

HEALTH & SAFETY POLICIES AND PROCEDURES 

All Policies relating to the unit including observation policy, clinical policy, infection control policy, health and safety, Mental Health Act 1983 etc. are kept in the nursing station, clearly labelled. The Trust health and safety policy is up in the student room (attached to your lockers!)

Fire Procedure

The Local Fire Procedure and the Local Fire Policy are displayed throughout the building (should be read in conjunction with the Trust CNWL fire policy).  

Alarm activation and evacuation:

· Smoke and heat detectors on ward

· Automatic activation in case of fire

· Fire activation panels on walls if required. Activate alarm by key operation or break glass 

· Each ward has at least 2 fire exits, clearly marked

· In case of evacuation. There are 3 assembly points (marked A for main mental health unit building, B for Chamberlain/Nightingale and C for Kelfield House) so make sure you are aware of the fire assembly point when you enter a building
Security Systems and Emergency Alarms:

· Staff carry panic alarm fobs

· There are extra alarm fobs kept at the nurses station on each ward

· Emergency alarm buttons on walls in every room as well as corridors, and nursing stations. Activate by pressing emergency button

· 222 Emergency alarm activates on a bleep carried by allocated nurse 

· Regular check on patients and documentation

· Nurse in charge carries medication keys on person as per medication policy 

· There are two different alarm systems at the St Charles Site & Woodfield Road, a Fire alarm and Panic Alarm which incorporates a Nurse-call system.
Incident/Injury Reporting
Any incidents or injuries must be reported immediately to the Local Service Manager and also to the Director of Clinical Studies (Dr James Warner) or to the Undergraduate Teaching Co-ordinator (Constanza Martinez) and an incident form completed. Make sure you fill in the correct Trust incident form, IR1.

What to do in the event of an accident or untoward incident while on CNWL psychiatry attachment


1. First of all, ensure you are safe and cared for. Seek immediate medical attention if this is required.

2. Immediately after an event occurs, report this to the person in charge of your clinical area (e.g. ward manager) and the DCS (James Warner- 07970 849818) or TCO (Constanza Martinez (020 3214 5884)

3. Complete an incident form (the IR1, A3 forms we use throughout the Trust) and give this to the local manager to countersign.

4. The form should clearly identify that you are a medical student.

5. All forms are sent to the Risk Office at Trust HQ for input to our database (Datix).

6. Ensure every form that refers to a medical student is photocopied and given to Constanza Martinez at Trust HQ

7. Constanza Martinez will forward the form to Imperial College (FEO)

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 to Wards

The main doors to all wards are magnetically secured with touch card access. Access to Nile & Shannon wards is via an air lock.  The decision to lock and unlock the door will be made by the nursing staff.  Students are issued with touch cards, which they MUST return at the end of the firm. Students should be aware of anyone following them into the building, and should not allow unidentified people to enter or leave the buildings or wards.

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 panic alarm.
Infection Control

The Infection Control Team of CNWL aim to prevent, as far as possible, any infections which patients, visitors and staff may acquire while in hospital or as a result of their admission.  All Departments were issued with a file containing updated Infection Control Policies and all staff should be familiar with these.  A copy is held in the Nurses Station for your use.

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.  Students should not remove notes from the building. Any notes that the students make containing personal information should be shredded after use. Any entries written in the notes should be signed, dated and clearly identifying that they are written by a student.
GENERAL INFORMATION 

St Charles Hospital, Woodfield Rod
Help and assistance
· Your first point of general advice and assistance is the Undergraduate Teaching Co-ordinator, Constanza Martinez.  She is based on the 1st Floor at Trust Headquarters, Stephenson House, 75 Hampstead Road NW1 2PL. 
· Her phone number is 020 3214 5884

· Please note email address is constanza.martinez@nhs.net 

· 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 8696 2488 (St Charles) & 

020 7266 9500 (Woodfield Road).
 Addresses are:

	St Charles MHU
	Woodfield Road
	 

	Exmoor Street
	7A Woodfield Road
	 

	London W10 6DZ
	London W9 2NW
	 


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 restaurant is open to all and is situated in the basement, down the stairs by reception.  Opening hours are 8am – 10.30am for breakfast, 12pm-2pm for lunch, and 3pm-7.30pm for dinner, and is open 7 days a week.  Woodfield Road has canteen facilities on the Ground Floor open all day.
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 as follows:

· St Charles – Ladbroke Grove (Hammersmith & City line).  From here it is a 15-minute walk to the hospital.  Nearest buses are 52, 23, 70 and 7.

· Woodfield Road (Westbourne Park, Hammersmith & City lines or No 18 & 36 buses)
Car Parking and Bicycle Racks

· There is no car parking available for students anywhere at St Charles Hospital.

· There are 4 bicycle racks situated at various places around the grounds.   Be warned that there have been several incidents of bike theft, and that students are responsible for securing their own bikes.

Library and Information Service

The librarian is Mike Taylor.  The library is located in Kelfield House, room 002, situated on the ground floor.  The entrance is under the main Hospital gate’s archway on the right hand side

Opening hours are as follows:

· 9.30am-5pm Monday-Friday (maybe extended in future)

· CLOSED Saturday and Sunday

There are plans for general improvement of the library, as well as providing out of hours access.

Absence

If you are unable to come in, whether you are ill or for some other personal reason, you must telephone Sonia 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.

Telephones

If you wish to make personal calls there are payphones situated on the wards and on the ground floor of the mental health unit.  If there is an emergency and you need to make a call, speak to the Ward Manager or Nurse in Charge first.  Incoming personal calls are not encouraged and should only be accepted in an emergency. You should keep your mobile phones off when you enter any hospital building.

Photocopiers

Photocopiers are situated on the third floor of the Mental Health Centre and on the 2nd floor of the Nightingale Building. These photocopiers are for the use of all departments and are not to be used for copying reference books etc.  
Refreshments

There is a restaurant situated in St Charles Hospital where you can obtain a selection of food and drink.  A discount will be given on production of your ID badge.  Vending machines are available within the main hospital building, as well as facilities for making tea and coffee.

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 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.
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