29/10/2012

BILSTON RESOURCE CENTRE COURSE INDUCTION AND ORIENTATION CHECKLIST

	PRIVACY POLICY AND PROTECTION OF PERSONAL INFORMATION
	

	Personal details disclosed by client during initial registration are kept secure on:
	

	
	

	a) a password protected database
	

	b) paper based records that are kept in key locked file cabinets. 
	

	
	

	· Personal details are used for statistical purposes and to enable us to communicate with you. Details may be supplied to our funding organisations or to other carefully selected organisations which BRC believes would be of interest to you.

	

	
	

	HEALTH AND SAFETY POLICY

	

	· When visiting BRC ensure that you Sign in/out in the visitors book
	

	· When using the car park, do not park in hatched or indicated areas
	

	· Refreshments and Toilet facilities are available.
	

	· The Emergency Assembly Point is on the front lawn. 
	

	· In the event of an emergency exit the building as directed.  
	

	· Fire extinguishers and First aid kit are located in the kitchen area. 
	

	· Fire exits can be found at the main front entrance and kitchen fire exit. Maps are shown on walls around the building.
	

	· When participating in ICT based training or Job-search activities ensure you adjust your chair and screen height to your comfort and sit upright at all times.  Take a short break twice per hour to allow yourself time to move around and provide a rest for your eyes.
	

	· Only operate equipment you have been given training and permission to use.
	

	· Report to a member of staff; any accidents or anything you suspect may be a hazard to yourself or others.
	

	· Please avoid bringing open drinks vessels near electrical equipment
	

	· Please avoid leaving bags and coats in gangways. 
	

	· On BRC premises the following are strictly prohibited:

a) consumption of alcohol

b) possession of or use of illegal substances

c) smoking of tobacco inside buildings

d) being intoxicated from alcohol or illegal substances

e) Anti-social behaviour, violence, threats or intimidation

	




	EQUAL OPPORTUNITIES POLICY
	

	BRC recognises the diversity of people and operates an equal opportunities policy. BRC believes that no service user, employee or job applicant should face unjustifiable discrimination or receive less favourable treatment by staff or service users on the grounds of: gender, race, colour, nationality, ethnic or national origin, age, disability, marital status, sexual orientation, family situation, trade union or political activity, religion or belief. If you feel you have been treated unfairly by a service user or a member of staff you should not hesitate to inform a staff member to pursue a complaint.
	

	 
	

	All of BRC’s service users are expected to adhere to BRC’s equal opportunities Policy. If you would like a full copy please ask.

	

	
	

	DWP NOTIFICATION
	

	If you are in receipt of benefits, you may need to notify DWP that you are enrolling on a course.

	

	
	

	ATTENDANCE AND COMPUTER BOOKING
	

	If you are unable to attend a lesson or class please try to contact us in advance. We will try to inform you of dates when centres will be closed. If required; you will be advised of the computer booking procedure.

	

	
	

	MISCELLANEOUS ITEMS
	

	BRC can in no way be held responsible for personal property lost or mislaid on the premises. It is your responsibility to care of your belongings at all times.
	

	If you find an item that you believe has been mislaid by another user or member of staff, please be kind enough to pass it on to a member of staff so that it can be kept safe in the “lost and found”
	

	If you misplace an item of personal property report it to a member of staff and we will make reasonable endeavours to recover the item.
	

	The car parking facilities are available for users ONLY and ONLY for use by users when visiting BRC. 

	

	I have understood all the information above and agree to follow the rules as outlined. 

NAME:                                                           

SIGNED:
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