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HELPING YOU TO DEVELOP:
o QUALITY PROCEDURES & PRACTICE

o QUALITY SAFETY DOCUMENTATION
o HEALTH & SAFETY TRAINING

Risk assessment in Design & Technology is one of the most demanding aspects of educational

management. These superb sets of editable documents (MS Word) will enable you to easily manage
all aspects of Health & Safety within your department. Packs A and B together provide 57 distinct
Risk Assessments (over 100 pages) together with record forms for Accident Investigations, Staff
Training, Student Competency, Maintenance Monitoring, etc. - all easy to edit in MS Word. Pack C
provides you with policy documentation, record templates and a detailed inspection checklist and tour

guide. The SSER Ltd. School Management series is used by over 99% of all UK secondary schools.

Design & Technology Risk Assessment Design & Technology Risk Assessment
Worked @(an,]ple STAGE 4. Establishing the level of risk.
Risk A ent Alevel of risk (description) posed by aparticular hazard can be given arating of High, Medium or AN
H H Low risk. Most common situations are likely to be classed as having aHigh or Mediumrisk. The N ] \
Using Small Sharp Edged and Pointed Hand Tools RM13 level of risk index i a combination of the severity of the hazard and the likelihood of the hazard Q,“cks,q,e
- - occurring and allows the Level of Risk description to be applied.
Unit/location: Resistant Materials 9 o &P L‘
Assessors names: M.Brown, M.White, J.Dale, R.Hill LEVEL OF RISK (Index) has two components SAVE 0
1. Severity of Hazard (A-C)
Activity, process or procedure: Cutting and shaping a variety of materials with small hand tools and utensils, e.g. 2. Likelihood (1-3) 2 £ 1 5 o
knives, chisels, hand saws, planes, scissors, files, cutters. . (&'
The Sevi f the hazard is categorized below:
SITE or ACTIVITY ANALYSIS e Severity of the hazard is categorized below. 14 order 59,
GENERIC COMMENTS SPECIFIC COMMENTS Severity of the Hazard Index
Hazar d: Contact with the cutting edge, sharp pointed end of tools or CATASTROPHICor CRITICAL - can result in serious/major injuries or fatalities. Alsoincludes A
trapped skin in tool serious damage or |oss of personal property.
Who might be harmed? The operator and in some circumstances people MARGINAL - can causeinjury/illness requiring first aid, out-patient treatment, counselling, absence
in the vicinity. rom worl This may well include 'serious or persistent verl use'. Also includes some B
in the vi f k. I includk bal ab Isoincludes
What is the level of risk? HIGH / YEDIUM / LOW ificant damage or loss of personal property.
( ) NEGLIGIBLE - will not result in injury/illness but could lead to afeeling of being at risk or c
CONTROL MEASURES distressed. Some minor damage or loss of personal property.
Training Student records kept when this is completed. i -
Student users shall be instructed and trained in the use of the equipment | oo - " 2 foll » hp The Likelihood is categorized below:
and possible dangers with specific parts of the eq ecords passed on to following teacher.
(graters, scribers, file tangs) and precautions which must beobse'ved Likelihood Index
e.g. cutting away from the body, dangers from exposed file tangs. 6th formers allowed access when not supervised. - - -
Storage being reviewed at time of assessment. EXTREMELY LIKELY - likely to occur immediately 1
Procedures X LIKELY - likely to occur at sometime 2
Thaewt_er_nss‘\all only be used by students under general supervision UNLIKELY - unlikely to occur 3
after training and observation.
Sh it will be stored h that it will be obvious, a .
m:;?y&twgm if anoy' \(e(lys?a?/eir)vlaéeen ,;.ﬁed fo? Sa\rv.;us Levels of risk (indices) are therefore described as AL/AZ/A3 or BL/B2/B3 or C1/C2/C3.
storage. The Level of Risk will indicate the likely Control Procedures and Review Freguency:
Sharp equipment will be housed in such away that it does not present a
possible risk while selecting or picking up the item. Level of Risk Level of Risk Control Acti Review Frequency
Appropriate cleaning/hygiene measures to be applied to al equipment. Description) (Index) ontrol fon (at least
Maintenance Take immediate action, e.g. withdraw
Maintenance programme for recognition of faults, defects and High AL equipment "03;;2:3 an;gce procedures or Termly
sharpening o2 Fan to quickly reducethe level of k. Use (4 months)
Monitoring judgement to assess priorities.
be used for the 1, use and Plan to reduce thelevel of risk even further if
collecting in of equipment. Medium A3/B2/C1 thisis possible. Monitor standards and Annualy
Student training will be given and monitored. procedures regularly.
Is the risk adequately controlled? Monitor standards and procedures biennially to
cuady NO Low B3IC2C3 ensure that risk level does not increase. 2Yeas
If NO, can the activity, process or procedure be eliminated? @\IO
STAGE 5. Recording your findings.
If NO and the amiv_ity cannot be elimi nagd V\_/hat further action isrequired: It is of some urgency that storage A written record of all risk assessment is kept and this provides aworking document for both managers
arrangements are improved so that monitoring can more easily take place. and employees. The following procedurefor reporting safety matters should then be employed. The
" ) y procedure should be used for all safety issuesincluding asuspicion of risk or areport of faulty
Signed: M.Brown.. Date: -A7.4..8..4.09.. equipment including faulty/inadequate fire fighting equipment.
Signed: ... " Review Date: 12./..12./..09.. Itishelpful to inform your Health & Safety ‘management’ by recording the control measures that you
— - think are necessary in order to reduce the identified risk. A signature of approval by the Health &
Distribution: All department staff, school H&S officer Safety Manager should be gained.

DT5 S.SE.R. Ltd. registered in England & Wales. Registration number: 3230968.



PACK A FOCUSES ON ASSESSMENTS RELATED TO RESISTANT MATERIALS.
RISK ASSESSMENT RECORDING MADE EASY!

Risk Assessments Pack A

X Code Design & Technology Risk Assessment
(Version 1.0)
Abrasive wheels RM1 . . . Risk Assassmient
Sand S Using a Buffing Machine RM3
Buffing machine RM3 Unit/location: Resistant Materials
Centre lathe (engineering) RM4 Assessors names:
Circular saw RM5 Activity, process or procedure: Polishing metal and plastic.
Disc and belt sanders RM6 SITE or ACTIVITY ANALYSIS
Drilling machine RM7 GENERIC COMMENTS SPECIFIC COMMENTS
Gas brazing RMS8 Hazar & Contact with spindle or mop, Tlying waste materdl, dust
Guillotines - hand and powered RM9 Who gt be Tarmed? The mading operaior o persons T TRe iy o e op
Horizontal and vertl_cal m||||_ng i i i RM10 What sthelovel of riac? G MEDIUM 7 LOw
Oxy-acetylene welding/brazing and cutting & electric arc welding RM11
Planer thicknesser RM12 CONTROL MEASURES
Sharp edged hand tools RM13 S
Student users shall be instructed and trained in the use of, and possible dangers associated with
Thefmoformi ng pl aﬂlc matal ds RM 14 gvveo::g:‘r:gsoperalon and specific parts of the machine.
0 The machine shall only be used ed el and sed stud
Sand casting RM15 Themechine shal not b6 c;eratz Wbt atooeher o teshiscian sheck ?gtﬁ'\e selection of
i buff d polishi d.
Wood turning lathe RM16 Themechine dhal| ot be constere fnctiona without a separte isolato an lerly merked
Paint spraying RM17 Stop/start button.
n n n - n Fixed machines will be equipped with a no-volt release.
Electrical installations & supply - Resistant Materials Area RM18 COSHH assessment to be ndiertaken (and of polishing d
- e polished.
Compressed air systems RM19 Suitable ocaliond extraction will be povided
Dust extraction RM20 Work shal ot beheld in afashion likely to e to entanglement
Guardi
Portable router RM21 G::rrd\ ‘nr;glar all machines will be in accordance with 1992 Work Equipment Regulations.
E| eCtrOniC Ci rCUit board ach| ng RM22 Spindles will alhways be fitted with a buffing wheel (even when the machine is not in use).
= — e guarded with loose revolving spindle guards.
Scheme of Work - making a hand held solitaire game - Y ear 8/9 RM23 Back guards wil be provide
Use of woodworking machinery RM24 Working area of use shall be set out and marked either by afixed barrier or floor marking.
n Non-dlip fl ).
Portable powered equipment GEL Mantmance »
Joining materials - adhesives GE2 i aibritiiiie o and scheduie of moritering
Safe and appropriate storage of materias GE3 B e et with — cqiprmers, gogges,
i face shields to BS2092 (1) 2).
VDU workstations GE4 Lagsg hlan vsvfﬁ betied b(ac)ka(e()evam jewellery removed.
Workshop supervision GE5 Loose clothing wil either be removed or covered by apron or overall.
Monite
Students with Special Needs GE6 Tho compe ng equipment will be strictly monitored.
Hazardous substances GE7 Is the risk adequately controlled? YESINO
Flammable & highly flammable liquids GE8 If NO, can the activity, process or procedure be eliminated? YESINO
Electrical installations & supply - Portable Equipment GE9 Further action required:
Gas installations, gas appliances and L PG (liquid petroleum gas) GE10 Signed: (Assessor) Date:
El ecm_cal instal Iat"ons' COmPUter Areas GE11 Signed: (Assessor) Review Date: .......[ ...............
Teach! ng & L.eaml ng |n.D&s|g_n & Technology T1 Distribution:
Teaching environmentsin Design & Technology T2
Group size T3

ALL 38 Risk Assessments

Design & Technology Risk Assessment

Design & Technology Risk Assessment

Using a Drilling Machine RM7

Risk Assessment

Risk Assessment

RM11

Oxy-Acetylene Welding/Brazing and
Cutting, Electric Arc/M1G Welding

Unit/location: Resistant Materials

Unit/location: Resistant Materials (M etal)

Assessors names:

Assessors names:

Activity, process or procedure: Drilling operationson a variety of materials, e.g. woods, metals, plastics.

SITEor ACTIVITY ANALYSIS

Activity, process or procedure: Heating, joining and cutting of metals using an oxy-acetylene torch and electric welding
equipment.

GENERIC COMMENTS

SPECIFIC COMMENTS

SITE or ACTIVITY ANALYSIS

Hazard: Contact with swarf and other waste material.

Contact with insecurely held work, cutting edge of the drill, cutting fluids.
Entanglement.

Inadeguate or poorly guarding creates. ificant increase to the risk.

GENERIC COMMENTS
Hazar d: Contact with hot surfaces,flame, explosion, spitting of molten metal, exposure
to ght, fumes, expx high
Damage to eyes and to other parts of the body, impaired breathing.

SPECIFIC COMMENTS

‘Who might be harmed? The machine operator or personsin the vicinity of the
drilling operation.

‘Who might be harmed? All persons involved in the and within

What isthe level of risk?

HIGH / MEDIUM / LOW

What is the level of risk? HIGH / MEDIUM / LOW

CONTROL MEASURES

CONTROL MEASURES

Training

Student users shall beinstructed and trained in the use of specific parts of the
machine. Relevant hazards and safety precautions will featurein the training.
Students will betrained in the selection and use of personal protective equipment .

Procedures

The machine shall only be used by trained staff and students under general
supervision.

The machine shall not to be operated by students without teacher or technician
checking:

1. appropriate drill speed;

2. appropriate work holding/clamping;

3. useof appropriate coolant.

The machine shall not to be considered functiondl if it:

4. iswithout an isolator;

5. does not have a clearly marked stop/ start button;

6. does not have afoot operated ' OFF' switch;

7. does not have an interlocked micro-switch on the drive belt cover.
Machines will be equipped with a‘no-volt' release.

Safe working limits of the machine shall be recognised and recorded, e.g. size &
section of material, speeds, types of material.

Inspection of materials for defects shall be carried out before commencement of
operation.

COSHH assessment of materials to be drilled and cutting fluids/coolants used shall
be undertaken and made available.

Swarf shall be deposited in a‘sharps’ container.

Safe management procedure shall be written and posted (stop, start and emergency
stop).

Guarding

Guarding for all machines will bein accordance with 1992 Work Equipment
Regulations.

Appropriate guards shall be maintained, adjusted and used at all times.

Training
The process of setting up and handling equipment for welding and supervision of
only be undertaken by completed an

p
approved and certificated training course.
Student users will beinstructed and trained in the use of, and possible dangers
associated with, the processes and specific equipment.

Studentswill be trained in the selection and use of personal protective equipment

Procedures

Students shall only undertake the se of welding equipment under close supervision.
A competent person list (Staff) will be posted.

A procedure shall be:in place for visual recognition and recording of faults and defects
in the equipment.

Sitable and sufficient arrangements will be put in place to isolate energy sources.

continued on next page............

‘The electricity supply to electric welding equipment will be provided with alockable

ator.

A procedure shall be:in place for the recognition and monitoring of dangers associated

with fire, overheating cylinders, backfires, blowbiacks, leaking components, excess
gen i the atmosphere, explosive risks of acetylene, oil and grease in contact with

jgen, copper in acetylene lines, electricity.

working limits of the equipment shall be recognised and recorded.

forking practices shall be recognised and recorded, e.g. precautions used when

g cutting equipment, welding enclosed vessels, position of operator to the

ment, tidiness, use of personal protective equipment.

H assessment of th and shall be

ailable.

jure and monitoring of the sefee storing, handling, transporting of equipment and

source shall be posted.

Fume extraction shall be n place, monitored for effectiveness and used during all stages

of the process.

Consideration shall be given to lone’ working.

Environment
Emergency procedures and other safety notices shall be posted.

The electric welding areawill be shielded with appropriate screens.

Working areawill be set out and marked either by a fixed barrier, screen or floor
marking.

An bench will be provided.

Appropriate non-slip flooring capable of withstanding contact with very hot items will
be provided.

Offcuts shall be deposited in a*sharps container.

You are free to photocopy and enlarge these small page views for immediate inspection purposes only. Please respect our copyright.




PACK B FOCUSES ON ASSESSMENTS RELATED TO FOOD TECHNOLOGY,
TEXTILES AND CERAMICS. RISK ASSESSMENT RECORDING MADE EASY!

Risk Assessments Pack B . .
} Code Design & Technology Risk Assessment
(Version 1.0) p——" PR
e - - - . . . { SSesSity i
Minimising instances of food poisoning FO1 Working with Hazardous M aterials CE1
Preparation, cooking and storage of food FO2 Unit/location: Ceramics Wor kshop
Working with high risk foods FO3 Assessors names:
Sensory testing FO4 Activity, process or procedure: Acceptable limits of exposureto hazar dous materials.
Handling hot items FO5 SITE or ACTIVITY ANALYSIS
A GENERIC COMMENTS SPECIFIC COMMENTS
Cleanliness - FO6 Hazar d: Inhalalion of fine dust, fumes, gases, mists and Vapours.
Cookers and microwaves FO7 o e hon Gorin). Thes o emencte o he e of 1. o 56m o solure I Tch
Using small sharp tools FO8 Eepresmt. Expoano o s (o o, e) i e cosmicsw aichon enrs et
Food storage FO9 Bertts i assoeptibe pople.
Portable food processing and mixing machines FO10 Manwdl hending heavy bagend ks of maenils
‘Who might be harmed? Al son working within the ceramics workshoy
Deep fat food fryers FO11 Wit ?hem o w"ype’ : : HIGH / MEDIUM / LOW
Electrical installations & supply - Food Area(s) FO12 CONTROL MEASURES
Machine sewing, overlocking, knitting and ironing TEL Training
= = - n Cleaning staff will be given training in safe cleaning procedures.
Working with textile materials TE2 Studentvil e raed i the sfection i ez of el proesivecipmet.
rocedures
Dyes TE3 All “dusty’ work, including the preparation of powdered glaze will, whenever possible, be
Testing & cleaning fibres and fabrics TE4 e e
In order to confor ith aslead will only be used in fritted
Worki ng with hazardous materials CEl 'é’érﬁm consideration will be given to all COSHH data provided by manufacturers.
Working with equipment and machinery CE2 A e o bedored m avents Sore. Ganain more haradous el (s e
- by COSHH) will be kept in alocked cabinet suitable for the purpose along with relevant COSHH
Spraying of glazes CE3 assessments.
n Environment
Portable powered equipment Gl il ol st i i o
- th ksh scheduls
Joining materidls - adnesives _ GE2 e il e sl nn pproprcevay
Safe and appropriate storage of materials GE3 Sbto d fcent pasondl equipment including approved (with
- oo
VDU workstations GE4 e o i e crtly o s co b0 ety o s
Workshop supervision GE5 I the risk adequately controlled? YES/NO
Students with Speual Needs GE6 1f NO, can the activity, process or procedure be eliminated? YES/INO
H azardous substances GE7 Further action required: sampling and analysis can be undertaken by an analytical consultant and the results matched against current
minimum exposure limits.
Flammable & highly flammable liquids GE8 Signed: (Assessor) Date: Jod
Electrical installations & supply - Portable Equipment GE9 Signed: (Assessor) Review Date:
Gasinstallations, gas appliances and L PG (liquid petroleum gas) GE10 Distribution:
Electrica installations - Computer Areas GE11
Teaching & Learning in Design & Technology T1
Teaching environmentsin Design & Technology T2
Group size T3
ALL 33 Risk Assessments

Design & Technology Risk Assessment Design & Technology Risk Assessment
Risk Assessment (/> prammmy
Food Storage FO9 . Risk Assesmert
Spraying of Glazes CE3
Univiocation: Food Technology Area Unitflocation: Ceramics Workshop
Assessors names: Assessors names:
Activity, process or procedure: Working with tools, equipment, portable electrical equipment, fixed equipment (cookers/fryers). Activity, process or procedure: Spraying glazes on clay articles.
SITE or ACTIVITY ANALYSIS SITE or ACTIVITY ANALYSIS
GENERIC COMMENTS SPECIFIC COMMENTS GENERIC COMMENTS SPECIFIC COMMENTS

Hazar d: Food poisoning results from eating food containing harmful substances or organisms. These can Hazard: Inhalation of dust particles leading to respiratory problems, contact with
be caused as a result of using ingredients contaminated by chemicals, toxins, bacteria, rodents, preparation chemicals and minerals.
systems and infected students and staff. Who might be harmed? The > person directly involved with the spraying operation, othersin
'Who might be harmed? Persons consuming food prepared from food that has been stored in the food y and th fected by
slorage aess. _ What i the level of risk? HIGH / MEDIUM / LOW
Whatisthelevel of risk? HIGH / MEDIUM / LOW

CONTROL MEASURES

CONTROL MEASURES Training
- All students will be trained in the safe use of all spraying equipment.
Training Procedures
Teﬂchasrspunsb\elor lood handling and for food areas and the staff or persons working within or Spraying will only teke pl
visiting the of basic food hy f Teachers Spraying will require a sui lab!y vmu lated spray booth of adeguate size to cope with the
wishing to train in Basic Food Hygiene shall be qualified to aminimum Advanced Level. task in hand.
COSHH datawill be made reedily available for al glazesin current use.
Appropriate precautions and controls identified in COSHH datawill be adhered to at all
Procedures times.
Substances which may be hazar dousto health shall besqed separately from food and food containers. Only the student directly involved in the spraying operation shall be allowed in the spray
Dry and shelf stable foods shall be stored in dry, well -ventilated rooms with ge of 10°C booth area.
-15°C. Al pressurized systems will be of adesign which can be adequately controlled by the user
Manufacturers storage instructions shall be adhered to and stock shall be rotated according to use by of the system.
dates, At no time will sources of ignition be permitted in the spraying area or adjacent work
Foods shall ot be stored on the floor. Spaces. .
Raw and unprepared food shall be stored within atemperature range of 10°C - 15°C and in acool, dry, g?fl'”";:i:;:’e that the spraying operation is ppropriately supervised.
well ventilated area, which is not exposed to sunlight.
Frozen food(s) shall be stored at atemperature of minimum -18°C, with the temperature taken between Te a::yeﬂt;o;lni;id;r(:\:u :“gl‘:g &ﬁiﬁ?ﬁﬁ:ﬂamﬁfﬁﬁ;ﬁg gﬁ'g‘ that
packs of food. Stock rotation and ‘frozen product’ storage information shall be followed. “me
be stored with of between 1°Cto 4°C. q‘ ew'c/

Cook chilled foods shall be stored between 0°C and 3°C. @
Food stored in arefrigerator or freezer shall be wrapped or placed in asuitable container and marked with will be checked regularly to prevent clogging.
current date. part of the spray equipment will be regularly serviced.

Raw and cooked foods shall be kept apart at all times and separate-handling tools shall be used. onally checked at regular
Raw foods and cooked foods shall be refrigerated separately where only one fridge is available raw foods
shall be stored below cooked foods.
Hot food shall not be stored in refrigerators.
Sjﬂmml refrigerator or chiller space shall be available to accommodate the storage of students'
bl i finished food the school day.
WhE(efDDd shall be reheated it will be to aminimum of 70°C for minimum of 2 mins.
Hot food shall be maintained at atemperature of 63°C.

fitted with il beworn by all

Monitoring

Freezers, refrigeratorsor chiller unitsshall be monitored on a
regular basisto ensure that they are working effectively and
maintain the temperaturerange required.

Date:

Review Date:

continued on next page.............

You are free to photocopy and enlarge these small page views for immediate inspection purposes only. Please respect our copyright.



& eack't, POLICIES FOCUSING ON OVERALL SAFETY MANAGEMENT, ELECTRICAL SAFETY,
\L’&;C'K‘” ASTHMA, FIRST AID, HIV PROTOCOL, DISPLAY SCREENS & MANUAL HANDLING.

Pack C contains the outstanding SSER Ltd.

X . SCHOOL —DESIGN & TECHNOLOGY DEPARTMENT

Design & Technology Risk As HEALTH & SAFETY - ELECTRICITY AT WORK
(Record & Log Templal ¥ na@iction

[ aith and Safety at Work Act 1974 (Section 2) requires employers to provide and maintain

equipment that is so far asis reasonably practicable, safe and without risks to health. The

Electricity at Work Regulations 1989 (EAWR) further imposed more specific duties on the

employer and those carrying out work of an electrical nature. In addition to this, the

Safety Management policy for D& T (enhanced

Student Competency Monitoring
Thisrecord to be used when an activity hasbeen demonstrated and observed.

by a new procedure for risk assessment) and

of Hedlth and Safety at Work Regulations 1992 required arisk assessment to be
Equipment/Activity | Dateof Training carried out by acompetent person in order to identify any hazards and introduce control
. .. . . ron
six more safety policies, i.e. Electrical Safety, Demobyiuo | Obevalion] "
Date Stalf sig. Date Fixed Installations - definition

Fixed installations are those that form part of the building structure, and consist of those
electrical components from the consumer unit, where the Electricity Board's supply enters the
d to the outlet from which electrical power is taken. Fire alarm systems are
considered to be fixed installations.

Asthma, First Aid, HIV Protocol,

Display —
/
Screens & Manua Handling (33 pages). —

Portable Equipment - definition
Portable equipment consists of all equipment which is moveable or transportable, and which,
wi

in use is connected to an electricity supply by means of aflexible cable fitted with a plug.
Thisincludes:

!
The Pack also contains 5 Record Templates ——

/

!

7 a Power tools, e.g. drills, grinders, saws, etc.
. . . —_— b Catering appliances, e.g. kettles, mixers, blenders, toasters, etc.
(6 pwes) and a detailed | nspecu on Checklist/ L/ Ll ¢ Ventilation and heating equipment, e.q. fans, heaters and dehumicifiers, etc.
[ = d. Office eg. personal desk lamps and
[ shredders, etc.
T e Extension cables, transformers and battery chargers.
!

Guide (25 pages). Deriving the structure for a

M anagers Responsibilities

Level 1 managers are generally responsible for issuing the contracts for the maintenance and
testing of fixed equipment, e.g. fire alarms, lathes and general electrical wiring. Level 2
managers are generally responsible for ensuring that portable electrical appliances (under
their control) are inspected/tested and maintained regularly by a competent person. In all
must receive written authority that all electrical work carried out complies
with the current edition of the ‘Regulations for Electrical Installations as published by the
Institute of Electrical Engineers.

policy can take as long as the discussion and

writing process - we can save you that time!
SSER Ltd already supplies over 99% of all

Users Responsibilities

Usefs must carry out a visual inspection of portable electrical equipment before use to ensure
issafe. N.B. The inspection should include wall sockets which are defined as
flxed mﬁalla!lors The visual inspection should include the following:

U.K. State & Independent secondary schools

Isthe plug damaged, i.e. casing cracked, pins bent?

Is the wall/plug socket (fixed installation) cracked or impeded in any way from
receiving the plug?

Is the cable damaged, cut, discoloured or burnt in any way?

Isthere any damage to the equipment's external casing?

Does the equipment have any loose parts or screws?

Has the equipment been subjected to moisture, i.e. liquid has been spilt on it?
Is there any evidence of overheating?

op

with policy documentation. o

e@~ooo

To edit the policies all you need is a standard

Digtribution

word processor, e.g. MS Word

%e_;'__'_______%—;______):g
ORDER FORM

STOCK DESCRIPTION COST: COST: [SUBTOTAL:
PRODUCT CODE (CD ROMsarefor MSWindows- All Versions) QTY Exc. VAT | Inc. VAT | Inc. VAT
D&T RISK . . .
ASSESSMENTS | DTAcD | Ressant Mate”‘""ig‘DGF‘;”Oem' Risk Assessments £5000 | £60.00
(PACK 'A")
D&T RISK . . ,
ASSESSMENTS | DTBCD Food/Textlles/Cerarnl(c(::sD&R%e'\r)l()aral Risk Assessments £2000 | £4800
(PACK 'B))
D&T SAFETY -
POLICIES | DTCCD D&T( = e%';/lo)“c'% RSN £3000 | £36.00
(PACK 'C)) isfg‘f ° 3
Super Bundle 3 order )
DTCD . .
(All three sets) C CD ROM containing all three packs (A,B,C) ”T'F £105.00 | £126.00
All U.K. customers (except Channel Islands) must pay the VAT inclusive prices. A VAT invoice will be sent with the goods - ??)?ZE £
alowing eligible schools to reclaim VAT. If possible cheques should accompany the orders and are payable to S.S.E.R. Ltd.

A receipt/invoice, licence and a set of terms/conditions are sent with the goods which are normally despatched within 24hrs.
of receiving your order. Official orders are welcome but please attach a completed S.S.E.R. Ltd. order form indicating the
stock code required. N.B. Owing to the nature of these resources S.S.E.R. Ltd. does not operate an 'inspection copy'

service. In the rare case of damaged or faulty goods you must phone S.S.E.R. Ltd to obtain an official returns number.

Please complete the following table in BLOCK CAPITALS N.B. Goods are usually despatched within 24hrs. of receiving your order.

Narme: SSER LID
Position: | Signature: P.O. Box 46, SO\
School name: Ottery St Mary, %, &
School address: Devon. 9
EX11 1ZH.
Phone: (U.K.) 01404 811667
- FreeFax: (U.K.) 0800 0664124
Pupil age range: Post code: Email: SSERL td@aol.com
School phone: Fax: Web Site: http://www.sserltd.co.uk

All goods are subject to VAT at standard rate. Orders are subject to £3.00 +VAT p&p.




