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Coronavirus (Covid-19) Health & Safety Management Policy: 

West Dean College of Arts & Conservation1 (the College) aims to provide a safe, healthy, and pleasant 
Campus environment for all staff, students, and visitors.  

The Campus includes: 

• All College buildings provided for teaching or accommodation purposes
• The KLC School of Design
• The land and buildings comprising West Dean Gardens (the Gardens)
• West Dean Stores (the Stores).

This policy sets out the College’s management of Health and Safety matters in respect of Covid-19 
and it will remain in force until the College’s Board of Trustees determine the situation no longer 
requires it. 

Sources of Information and Advice: 

The College aims to follow best practice in terms of restricting the transmission of Covid-19.  It 
complies with local and national Government instruction, regulation and advice as a minimum and may 
choose to go above and beyond legal requirements to limit risk of infection. 

The College seeks advice from local and national Government including agencies such as: 

• The NHS
• UK Health & Security Agency
• The Office for Students
• UK.Gov
• The Department for Education

It aims to keep up to date with the latest evidence and research from: 

• The World Health Organisation
• The Lancet
• The British Medical Association

Other specialist sources may also provide specific data. In all cases the College will adapt its policy 
accordingly. 

Covid-19 Transmission: 

The virus is primarily transmitted between people through respiratory particles (droplet and aerosol) 
and indirect contact through fomite transmission (contact with contaminated surfaces. 

When someone with Covid-19 breathes, speaks, coughs or sneezes, they release droplet or aerosol 
particles containing the virus. 

The College therefore focuses on limiting the risk of infection by acting in these areas. 

1 Operated by The Edward James Foundation Limited 
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College Covid-19 Guidance 

The College maintains an information campaign, collectively known as the College’s Covid-19 
Guidance, to help ensure that staff, students, and visitors understand how to limit the risk of infection 
while attending the Campus.  The College’s Covid-19 Guidance to staff, students and visitors is issued 
by the Director of Estates, its efficacy is closely monitored by the Health & Safety Manager, and it is 
kept updated on a regular basis.  The College’s Covid-19 Guidance must be followed by all staff, 
students and visitors and is not optional. The information is stored electronically here: 
https://edwardjamesfoundation.sharepoint.com/sites/HealthSafety 

Actions included within the College’s Covid-19 Guidance may include the following, though this list is 
not exhaustive: 

• Encouraging good ventilation in all shared workspaces to limit the risk of transmission
• Strongly recommending the wearing of face coverings in communal areas
• Requiring use of Personal Protective Equipment (PPE) based on activity-specific risk

assessments
• Requiring staff, students, and visitors to sign a health declaration and be subject to a

temperature check when coming on campus
• Asking that those who have tested positive or have symptoms of Covid-19 to stay away from

the work or education setting until free of infection in-line with Government guidance

The College will maintain or repeat these steps in the future as the Board of Trustees 
deems appropriate. 

Compliance with College Covid-19 Guidance: 

All staff, students and visitors are required to observe the behaviours set out in the College’s Covid-
19 Guidance. Failure to do so may lead to the immediate removal of any person from the site and, 
where appropriate, may result in disciplinary action against employees or conduct action against 
students. 

All staff are required to familiarise themselves with guidance, policies and risk assessments relating to 
their role as well as generic activities. This will be recorded as training and a record will be held by 
Human Resources. 

The College actively monitors compliance with its Covid-19 Guidance with any breaches reported to 
the Director of Estates in writing within 24 hours. 

The College maintains a record of any confirmed or suspected Covid-19 cases and reports them as 
required to Government departments or agencies. 

The College will cooperate with the local Director of Public Health and the Health Action Team 
should an Outbreak occur (high numbers of absenteeism or hospitalisations)  

Training and Personal Protective Equipment (PPE): 

Training is provided by the College to staff and students as appropriate. PPE is provided by the College 
to staff and students, together with relevant training, where it is identified as a requirement within 
specific hazard risk assessments.  As part of the College’s sustainability commitments, wherever 

https://edwardjamesfoundation.sharepoint.com/sites/HealthSafety
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possible, PPE made from recycled materials will be sourced and, after use, it will be safely disposed of, 
and the percentage recycled will be maximised. 

Vaccination: 

In-line with Government health guidance the College will encourage vaccination for all who use the 
campus. Help will be given to students to register with local GPs so that suitable appointments can be 
made. Line managers are advised to give staff appropriate time to allow them to attend vaccination 
centres. 

Cleaning and hygiene 

The College operates a frequent and intensive regime of cleaning and disinfecting all public areas with 
particular attention paid to all touch surfaces. 

Alcohol-based hand gels are made available in all public areas. 

Shared workplaces are to be cleaned with suitable materials between users. 

Advice on hand washing is displayed prominently around the Campus and especially in public toilets. 

All Housekeeping staff are to be trained and issued with suitable PPE and materials to keep themselves 
safe when entering and cleaning residential rooms. 

Suspected Cases and self-isolation: 

The main symptoms of suspected Covid-19 can include: a high temperature; a continuous cough; loss 
of taste or smell (anosmia). Other symptoms for those who are vaccinated will be similar to those of 
other respiratory illnesses such as a cold. 

Any staff member, student or visitor experiencing these symptoms or testing positive are asked to 
remove themselves from public and shared areas immediately. They should comply with the latest 
Government advice about keeping away from others by staying in their home (or Annexe in the case 
of residential students) until free of infection. 

These actions can be found in the College Outbreak plans: 

https://edwardjamesfoundation.sharepoint.com/sites/HealthSafety 

Staff with suspected or confirmed Covid-19 must inform: 

• Their line manager
• Human Resources: HRmailbox@westdean.ac.uk
• The Incident Team: IncidentReportTeamDist@westdean.ac.uk

Students with suspected or confirmed Covid-19 must inform: 

• CovidReport@westdean.ac.uk

All staff who have tested positive or are displaying symptoms of Covid-19 must inform their Line 
Manager and/or HR and should not be coming into work.  Where staff are unable to attend work due 
to school closures, shielding or carer responsibilities, these will be discussed on a case-by-case basis. 

https://edwardjamesfoundation.sharepoint.com/sites/HealthSafety
mailto:HRmailbox@westdean.ac.uk
mailto:IncidentReportTeamDist@westdean.ac.uk
mailto:CovidReport@westdean.ac.uk
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Monitoring and Review: 

This policy is monitored on a continuous basis by the Executive and recommendations made to the 
Board of Trustees at least once per calendar month for its continuation, modification, or withdrawal.  
The last Board review date is recorded at the end of this policy document 

Signed:   

Alexander Barron ACA FRSA, Chief Executive 

Date:   13 May 2022 

Last review date: 11 February 2022 


