Section 2.1: First Aid Policy and Arrangements


The University of Gloucestershire Students’ Union
Health and Safety Handbook
(adapted from the University of Gloucestershire Health and Safety Handbook)

Introduction
The University of Gloucestershire Students’ Union is a charitable trust, set up to advance the intellectual, academic and social developments of the members through provision of such services and activities as may be desirable and practicable.
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Health and Safety Policy: Statement



April 2010
The main Health and Safety legislation is the Health and Safety at Work etc. Act 1974 (HASAW Act).  Section 2(3) of this Act defines the Employer's statutory obligation to provide and to revise regularly a written statement of general policy for health and safety at work.  The Students’ Union is the Employer.  Such revision must be notified to members of staff.

It is the objective of the Students’ Union that employees, members, university employees and visitors are protected, so far as is practicable, from risks to health and safety arising from Students’ Union activities.

This will be achieved by adopting a safety management strategy including:
· Health and Safety Policy
· Provision and maintenance of safe and healthy working conditions, equipment and systems of work
· Reviewing and implementing policy based on risk assessments
· Effective consultation with members of staff and any health and safety representatives
· Ensuring the competence of members of staff and students with designated responsibilities 
· Consideration of health and safety issues at all stages of project management

· The encouragement of a fit and healthy workforce

· Monitoring and reviewing performance

· Regular review and updating of policy and procedures.
The responsibility for achieving acceptable safety standards rests not only with the employer but also with employees, sub-contractors and suppliers.

It is not only the duty of the employees to read this policy document carefully but to also take an active interest in achieving safety at work. The successful implementation of this policy is therefore dependent on the whole hearted co-operation of all levels of employee and management.

This statement of policy will be reviewed and revised as appropriate to take account of changes in circumstances or legislation.

Ian Pain




General Manager


The Handbook
The Health and Safety Handbook brings together for the benefit of all members of staff, students, visitors and contractors relevant policies, procedures and guidelines currently adopted by the Students’ Union. Key policies are repeated within the Staff Handbook.

Groups

The Health and Safety Handbook is for use by:

(a)
All members of staff;

(b)
All registered students;

(c)
All visitors to the Students’ Union;

(d)
All contracted and sub contracted staff where arrangements must be made in accordance with The Management of Health and Safety at Work Regulations 1999.
Location

Printed versions of the Health and Safety Handbook are located in each Students’ Union Site Office. An electronic version is available on the Students’ Union web site at: www.yourstudentsunion.com
Health and Safety Policy: Organisational Responsibilities
This section summarises the responsibilities of individuals and groups to help to ensure that health and safety is successfully managed by the Students’ Union. It should be read in conjunction with the Students’ Union Health and Safety Policy: 

The General Manager and the elected Sabbatical Officers: 

(a) have overall responsibility for Health and Safety matters in the Students’ Union;

(b) will be responsible for monitoring the application of the Health and Safety Policy: Statement, the Health and Safety Policy: Organisational Responsibilities and the detailed Health and Safety arrangements made;

(c) have overall responsibility for ensuring that the Health and Safety Policy and Organisational Responsibilities are kept under review, made known, are implemented and are effective;

(d) will advise the Senior Management Team of the resources required to comply with statutory requirements or any difficulties that might arise if resources are not available;

(e) will ensure proper management procedures exist to secure the implementation of the Students’ Union’s detailed Health and Safety arrangements;

(f) will ensure that suitable arrangements are in place for consultation with members of staff;

(g) will ensure that the detailed Health and Safety arrangements are reviewed regularly and when organisational or legislative changes occur;

(h) will ensure that suitable and sufficient risk assessments have been carried out of risks to the Health and Safety of members of staff and students whilst they are engaged on Students’ Union business;

(i) will be proactive in stimulating interest and enthusiasm for health and safety throughout the Students’ Union, ensuring that they, and all staff know their responsibilities for health and safety and that they are adequately trained to discharge those responsibilities;

(j) will conform with Health and Safety statutes and Codes of Practice, including ensuring that suitable procedures to identify, report and eliminate hazards, and suitable risk management procedures exist and are implemented; 
(k) will be responsible for:
(i) the provision of plant, equipment and systems of work, which are safe and without risks to health;

(ii) the safe usage, handling, processing, storage of substances and articles;

(iii) the provision of a working environment which is safe and without risks to health, and the provision of adequate facilities and arrangements for the welfare of members of staff and students while engaged on Students’ Union business.

(l) will ensure that health and safety arrangements are fully discussed with all relevant managers and advisers with regard to:
(i) current working programmes;

(ii) new operations or methods of work planned;

(iii) the design or acquisition of new buildings, plant and equipment.

(m) will arrange consultations with any Health and Safety Representatives to ensure that progressive and positive methods are adopted for promoting health, safety and welfare at work and that there are arrangements for the participation of Health and Safety representatives in the development of such measures;
(n) will ensure that suitable and sufficient risk assessments are carried out of risks to the health and safety of members of staff, students and others who may be affected by the activities arising from their areas of responsibility.  This will not be confined to risk assessment of physical locations but will also include modes of working and activities.  Where hazards are identified which cannot be eliminated, that safe systems of work are designed, implemented, recorded, monitored and reviewed as necessary;
(o) will ensure that workplace inspections are carried out in accordance with Students’ Union policy and that actions arising are addressed;
(p) will respond to requests for information from Health and Safety representatives in accordance with statutory requirements;

(q) will ensure  the provision of such information, training and supervision as may be necessary to ensure the health, safety and welfare of members of staff and students in their areas of responsibility;
(r) will ensure that job safety requirements are established for all jobs, roles and duties, and that these and other safety requirements are made known to members of staff by effective information, instruction, training and supervision;
(s) Will provide leadership in setting priorities in favour of Health and Safety, where there is potential conflict in delivering against competing objectives.

Senior Managers:
(a) will ensure that the Health and Safety Policy and Organisational Responsibilities and the detailed arrangements concerning the health, safety and welfare of all members of staff and students are made known and implemented within their areas of responsibility;

(b) will carry out suitable and sufficient risk assessments of risks to the health and safety of members of staff, students and others who, within their area of responsibility, may be affected by the activities of the Students’ Union. Where hazards are identified which cannot be eliminated, will ensure that safe systems of work are designed, implemented, recorded, monitored and reviewed as necessary and the results of the assessments are disseminated to the relevant persons;

(c) will ensure that all necessary safety instruction, training and retraining is carried out within their areas of responsibility;

(d) will ensure that all plant and equipment in their areas of responsibility is maintained as far as reasonably practicable in a condition, which is safe, and without risk to health;

(e) will ensure that, in all areas under their control, regular inspections and audits are carried out;
(f) will investigate all accidents, incidents or near misses concerning health and safety with the view to identifying the cause(s) and preventing a recurrence;

(g) will participate in regular Health and Safety inspections of their areas of responsibility in accordance with agreed procedures;

(h) will be proactive in stimulating interest and enthusiasm for health and safety by demonstrating their personal concern for health and safety at work through example and commitment, and encouraging those that they manage or supervise to do the same;
(i) will monitor the implementation of actions arising from Risk Assessments, Workplace Inspections and Accident and Incident Investigations and will report to the Health and Safety Committee;

Health and Safety Co-ordinator:
(a) will assist managers in complying with the requirements of health, safety and welfare legislation, codes of practice and guidance by providing appropriate assistance and advice;

(b) will assist Senior Managers with Risk Assessments and Workplace Inspections;

(c) will be responsible for the collation of accidents, near misses and incidents reported;

(d) will liaise with the University Health and Safety Team, Health and Safety Executive, other enforcement agencies or government and independent bodies on matters concerning health, safety and welfare;

(e) will maintain appropriate records to help measure the Students’ Union Health and Safety performance and will report these to the Health and Safety Committee;

(f) will produce an annual report for the Executive.
Individual members of staff:
(a) will take reasonable care for the health and safety of himself/herself and of other persons who may be affected by his/her acts or omissions at work; 

(b) will co-operate with their colleagues to achieve a safe and healthy environment by following adopted policies, procedures, codes of practice, guidelines and instructions;

(c) will make themselves familiar with the health and safety policies, procedures codes of practice, guidelines and instructions, and observe these at all times;

(d) will report all accidents, incidents, near misses or hazards found in the workplace by completing the appropriate incident form, which must be given to their line manager as soon as possible. If an urgent action is required the situation must be reported to their line manager immediately, who will forward the information to the General Manager as soon as possible;

(e) will make themselves aware of the provisions for First Aid treatment and emergency and major incident management procedures.  (Only trained and qualified personnel may administer First Aid or manage emergency and major incidents.)

(f) will not interfere with or misuse intentionally or recklessly anything provided in the interests of Health and Safety;

(g) who receive visitors and contractors, will ensure that they comply with the health and safety requirements of the Students’ Union whilst on site.

Health and Safety Representatives

Health and Safety representatives have a range of functions and rights under Health and Safety Legislation. However, these functions and rights are not duties or responsibilities and, therefore, they have not been included in this section.

Managers’ Responsibilities and Liabilities in Health and Safety
The Health and Safety at Work etc. Act 1974 (HASAWA), and the Management of Health and safety at Work Regulations 1999 (MHSWR) lay down some of the main responsibilities and duties of persons at work.  Among the duties HASAWA places on employers are the requirements to ensure the health and safety at work of their employees and that of any other person who may be affected by their activities; and to have a written health and safety policy.  

It also places duties on employees to:

(a) take reasonable care of their own health and safety and that of others who may be affected by their “acts or omissions”; 
(b) to co-operate with their employer so the latter can comply with his legal duties; 
(c) not to interfere or misuse anything provided in the interests of health, safety or welfare.
The main requirements of the Management Regulations are that employers must: assess the risks to the health and safety of anyone who may be affected by their activities; and that adequate arrangements must be in place for the “planning, organisation, control, monitoring and review” of the safety measures that follow from those assessments. 
Whereas the General Manager and elected Sabbatical Officers recognise that they have primary responsibility, as the employer, for the health and safety of staff, students, contractors and visitors, and that they cannot delegate their general duties under law
, each individual staff member bears some responsibility for health and safety.

This may be as simple as the legal duty to co-operate with the Students’ Union. However, any employee acting in a managerial or supervisory capacity bears additional responsibilities – the more senior the appointment, the more onerous the responsibility.  The level of that responsibility is directly linked to the level of control exercised.  In health and safety terms, each manager/supervisor is responsible for those people and activities they are expected to control and are accountable in law for their actions. 

The Health and Safety Executive (HSE) are the national body responsible for the enforcement of health and safety law and will consider taking action against individuals following an inspection or an accident investigation.  Their enforcement policy
 states that a prosecution should normally take place in any one of a number of circumstances, including:

(a) when a workplace death is caused by a breach of the law;
(b) if there has been reckless disregard of health and safety requirements;
(c) if the offender’s standard of health and safety management is far below what is required.
When considering whether to prosecute individuals, the HSE consider the management chain and the role played by individual managers. The policy states that action should be taken where an offence was committed with the consent or connivance or to have been attributable to neglect on the part of the individual.
On the other hand, if a manager has done everything possible to comply with the law, and has taken all reasonable and normal steps to ensure the health and safety of staff, and any other persons who might be affected by that Department’s activities, then it is very unlikely that the manager would be considered for prosecution.  

Reasonable and normal steps would include: carrying out risk assessments; addressing high risk matters revealed by that assessment; ensuring equipment is regularly checked and maintained; and ensuring that staff understand their own responsibilities in relation to health and safety are properly trained, and competent to fulfil their functions.

Any manager who is uncertain about health and safety issues should contact the Health, Safety and Environment Team for advice. If they follow procedures and reasonable recommendations they will be seen to have properly carried out their health and safety responsibilities.  
Minutes of the University’s Health and Safety Committee are available on the University’s web site 

at http://www.glos.ac.uk/committees/healthandsafety/minutes/index.cfm
Specific Guidance for Managers
Detailed information on health and safety matters and copies of legislation may be obtained from the University Health, Safety and Environment Team and managers are encouraged to use this resource to support their management tasks.
There are also a number of specific areas of health and safety where it is necessary for a manager to have a basic working knowledge of the duties and requirements.  What is required will depend on the circumstances of the work and area concerned but will certainly include:


Risk assessment (including COSHH Assessment where applicable);

Emergency and evacuation procedures;

Accident and incident reporting;

Use of work equipment;

Manual Handling.
Further information can be obtained from:

The Health, Safety and Environment Team – mailto:safety@glos.ac.uk
First Aid Policy and Arrangements
The Students’ Union aims to reduce the effects of injury or illness suffered at work or by some factor outside the employers’ control through the provision of First Aid facilities and appointment of First Aiders. It is important that people receive attention as soon as is practicably possible, and that an ambulance is called where necessary. First Aiders can save lives and prevent minor injuries becoming major ones. 

The Health and Safety (First Aid) Regulations 1981, along with the Approved Code of Practice and Guidance, require employers to ensure that there is adequate First Aid provision for employees who are injured or become ill at work. 

First Aid provision must be adequate and appropriate in all circumstances. This means that sufficient First Aiders and facilities should be available during normal working hours, and that non-availability should be risk assessed outside of these hours (see ‘Lone Working and Out of Hours Working’ in this Handbook). If there is adequate and appropriate provision, then the Students’ Union is able to ensure that personnel can:

(a) give immediate assistance to casualties with common injuries or illness and those likely to arise from specific hazards at work; 

(b)
summon an ambulance or other professional help. 

Definitions

In accordance with the regulations, First Aid should be applied: 

(a) in cases where a person will need help from a medical practitioner or nurse, treatment for the purpose of preserving life and minimising the consequences of injury or illness until such help is obtained, and 

(b)
for treatment of minor injuries, which would otherwise receive no treatment or which do not need treatment by a medical practitioner or nurse. 

Policy Statement

The Students’ Union is committed to providing sufficient numbers of First Aiders to deal with accidents and injuries occurring at work. The names of First Aiders will be widely published.

The Students’ Union will provide information, instruction and training on First Aid to specific employees to ensure that statutory requirements and the needs of the organisation are met. 

First Aid Arrangements
First Aiders 

The Students’ Union provides First Aid equipment and First Aiders commensurate with its activities having regard to:

(a) the nature of its work; 

(b) the size of the organisation;

(c) accident and incident statistics; 

(d) nature and distribution of its workforce;

(e) location of the campuses in relation to emergency medical services. 

As part of its First Aid facilities the Students’ Union recognises the need for First Aiders to be provided in sufficient numbers and at appropriate locations to enable First Aid to be administered without delay should the occasion arise. First Aiders are members of staff who have volunteered for the role and who have been assessed as being suitable. It is the responsibility of the Students’ Union to ensure that the numbers and distribution of First Aiders are adequate. 
The University Health, Safety and Environment Team, in conjunction with each of the Campus Offices carry this responsibility for the University. Students’ Union and University First Aiders are listed together and are available for all staff, students and visitors.
Where re-locations or re-organisations take place a re-assessment of First Aid needs (using the assessment form in Appendix 1 in this section) must be undertaken to ensure that the appropriate numbers are maintained. Table 1 in Appendix 1 is used in conjunction with this assessment as it offers suggestions on determining the number of First Aiders in relation to categories of risk and number of employees present.

The identities and contact numbers of First Aiders are displayed on First Aid notices identified by a white cross on a green background located at strategic positions throughout the University.  It is the responsibility of the Health and Safety Co-ordinator to ensure that these notices are kept up-to-date. 

The names of all approved First Aiders are available from the University Human Resources Department web pages.

In the case of visits, events, excursions and exhibitions remote from the Students’ Union, a Risk Assessment must be carried out to take account of the First Aid arrangements required. The assessment sheet in Appendix 1 in this Section should be used in conjunction with the main activity risk assessment. 

Training

 All First Aiders must hold a valid certificate issued by an organisation approved by the Health and Safety Executive.

First Aid certificates are currently valid for three years, and refresher training with re-testing of competence must be arranged before the certificate expires. The Health, Safety and Environment Team will remind First Aiders up to three months in advance in order to arrange refresher training. If the certificate is allowed to expire the individual will have to undertake the full training course again. 

All First Aid training is arranged through the Health, Safety and Environment Team and is paid for by the Students’ Union. 

Training for Appointed Persons is also arranged through the Students’ Union. 
Legal Indemnity of First Aiders

The Students’ Union Public Liability cover includes legal liability as a result of the action of the Students’ Union and University registered qualified First Aiders, on Students’ Union business only.  If First Aiders wish to administer first aid outside University business it is recommended that they take out additional cover.
First Aid Materials, Equipment and Facilities 

First Aid Boxes
First Aid boxes are provided within the Students’ Union to ensure that there are adequate supplies for the nature of the hazards involved. All the boxes must contain at least the minimum amount of stock of First Aid items given in the guidance to the Regulations in Appendix 2 in this Section. 
In the University, First Aid boxes are held by First Aiders who are responsible for their contents and maintenance. 

In the Students’ Union, First Aid boxes are available at receptions and behind the bars. The Manager of each area is responsible for replenishing stocks on request, if items have either been used or their expiry dates have passed. 

Recording Accidents and Incidents

All accidents must be recorded, however minor. A University Accident/Incident Report must be completed as soon as possible after the injury has occurred. See  ‘Accident and Incident Reporting’ in this Handbook for a copy of the form.  Where the injured person is unable to complete the form, a First Aider or other responsible person must complete it on behalf of the member of staff, student or visitor, ensuring that full details of the accident/incident have been documented and witness details and statement(s) have been recorded. 

Particular procedures must be followed in respect of fatalities, sudden death and hospitalisation.  See ‘Accident and Incident Reporting’ in this Handbook.

For the purpose of maintaining First Aid supplies, First Aiders should keep a record of those supplies that are used, by whom and for what reason using the form given in Appendix 3 in this Section. 

Transportation of Casualties

First Aiders are not expected to accompany a casualty to hospital, or to transport them anywhere - including to their home address. If a situation arises where an individual is incapable of making their own decisions related to this, or any other issues, then a taxi or ambulance must be arranged. 

Where an individual is too ill to make their way home, First Aiders will ensure that the individual is transported home safely, either by contacting the casualty’s next of kin on his/her instruction or, if the next of kin in unable to transport the individual, by making alternative arrangements. The cost of this will be met by the Students’ Union.  If the individual has a vehicle parked on the University premises the Campus Office will be notified and arrangements will be made for security of the vehicle. Arrangements will also be made for security of the individual’s office where relevant.

The Students’ Union’s procedures for dealing with casualties for a major incident or disaster 
are explained in ‘Emergency Evacuation Procedures’ in this Handbook.
Appendix 1 

Table 1 - Assessment of first-aid needs checklist

	Aspects to consider
	Impact on fist-aid provision

	1. What are the risks of injury and ill health arising from the work as identified in your risk assessment?
	If the risks are significant may need to have more First Aiders.

	2. Are there any specific risk, e.g. working with:

(a) hazardous substances;

(b) dangerous tools;

(c) dangerous machinery;

(d) dangerous loads or animals;

(e) dangerous/hazardous materials.
	You will need to consider:

(a) Specific training for First Aiders;

(b) extra first-aid equipment;

(c) precise sitting of first-aid equipment;

(d) informing emergency services;

(e) first aid room. 

	3. Are there parts of your establishment where different levels of risk can be identified?
	You will probably need to make different levels of provision in different parts of the establishment.

	4. Are large numbers of people employed on site?
	You may need First Aiders to deal with the higher probability of an accident.

	5. What is your record of accidents and cases of ill health? What type are they and where did they happen?
	You may need to:

(a) review your risk assessment;

(b) locate your provision in certain areas;

(c) review the contents of the first-aid box. 

	6. Are there inexperienced workers on site, or disabled employees with special needs health problems?
	You will need to consider:

(a) special equipment;

(b) local sitting of equipment. 

	7. Are the premises spread out, e.g. are there several buildings on the site or multi-floor buildings?
	You will need to consider provision in each building or on several floors.

	8. Is there shift work or out-of-hours working?
	Remember that there needs to be first-aid provision at all times people are at work.

	9. Is your workplace remote from emergency medical services?
	You will need to:

(a) inform local medical services of your location;

(b) consider special arrangements with the emergency services. 

	10. Do you have employees who travel a lot or work alone?
	You will need to:

(a) consider issuing personal first-aid kits and training staff in their use;

(b) consider issuing personal communicators to employees. 

	11. Do any of your employees work at sites occupied by other employers?
	You will need to make arrangements with the other site occupiers.

	12. Do you have any work experience trainees?
	First-aid provision must cover them.

	13. Do members of the public visit your premises?
	You have no legal responsibility for non-employees, but the Health and Safety Executive (HSE) strongly recommends you include them in your first-aid provision.

	14. Do you have employees with reading or language difficulties?
	You will need to make special arrangements to give them first-aid information.


Table 2 - Suggested Numbers of First Aiders to be available at all times people are at work (based on assessments of risk, number of workers and HSE guidance)

	Category of risk
	Numbers employed at any location
	Suggested numbers of First Aiders

	Lower risk
(eg. shops, offices, libraries)
	Fewer than 50
	At least one Appointed Person

	
	50 - 100
	At least one First Aider

	
	More than 100
	One additional First Aider for every 100 employed

	Medium risk
(eg. light engineering and assembly work, food processing, warehousing)
	Fewer than 20
	At least one Appointed Person

	
	20 - 100
	At least one First Aider for every 50 employed (or part thereof)

	
	More than 100
	One additional First Aider for every 100 employed

	Higher risk
(eg. most construction, slaughterhouse, chemical manufacture, extensive work with dangerous machinery or sharp instruments)
	Fewer than 5
	At least one Appointed Person

	
	5 - 50
	At least one First Aider 

	
	More than 50
	One additional First Aider for every 50 employed

	
	Where there are hazards for which additional first-aid skills are necessary
	In addition, at least one First  Aider trained in the specific emergency action


Appendix 2 

First-aid Boxes 

As a guide, where no special risk arises in the workplace, a minimum stock of first-aid items would normally be: 

(a) a leaflet giving general guidance on first aid (e.g. HSE leaflet Basic advice on first aid at work); 

(b) 20 individually wrapped sterile adhesive dressings (assorted sizes), appropriate to the type of work (dressings must be of a detectable type for food handlers); 

(c) two sterile eye pads; 

(d) four individually wrapped triangular bandages (preferably sterile); 

(e) six safety pins; 


(f) six medium sized individually wrapped sterile unmediated wound dressings - approximately 12cm x 12cm; 


(g) two large sterile individually wrapped unmedicated wound dressings - approximately 18cm x 18cm; 


(h) one pair of disposable gloves. 

Appendix 3 
Record Sheet for First-Aid Treatment 

	Name of Person Needing Assistance
	Date
	Time
	Details of Treatment
	First Aid Items Used (first aider to initial)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accident, Near Miss and Incident Reporting
An accident is an unplanned event which leads to loss of one kind or another. That loss may be in terms of an individual's ability to work; or may relate to financial loss; plant, equipment or machinery loss; or may be the loss of an organisation's credibility as a result of adverse publicity from the accident.
The term 'accident' also covers occasions when there is personal injury involved and accidents which do not involve injury (sometimes call 'incidents' or 'near-miss accidents'). All of these must be reported using the University Accident Reporting form by the manager responsible for the area where the accident occurred; or the manager must be sure that the accident has been reported, by other person(s). 
The relevant legislation is The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (known as RIDDOR). These regulations put accidents into three categories: 
· Major injury accident (eg. accidents involving fractures, hospitalisation for more than 24 hours, loss of consciousness); 
· Accidents which result in the injured person being off work for three days or more, as result of the accident; 
· Minor accidents (eg. accidents involving slips, trips, falls, cuts, bruises). 
Reporting Accidents 
All accidents must be reported by completing a University Accident Report form. It should be remembered that even such incidents as a small cut, or a fall involving no apparent injury, can have consequences later. If there has been no report made of the incident the Injured Person could be denied State Injury Benefit or the chance to claim compensation arising from negligence. In addition the manager responsible would have breached RIDDOR.
Managers should ensure that there is a supply of the University Accident Report forms easily available, which may be obtained from the Health and Safety Co-ordinator or the Health and Safety Team in the University Personnel and Staff Development Department. 

The completed form should be sent to the Health and Safety Co-ordinator within 24 hours of the accident. It would be good practice for a manager to countersign box 14 to indicate to that she / he is aware of the accident. 
If an employee suffers a Major Accident Injury or there is a Dangerous Occurrence, the responsible manager must inform the Health and Safety Team in the Personnel and Staff Development Department immediately and do the following: 

· ensure the injured person is kept as still and as warm as possible; 
· ensure a First-Aider is called; 
· call an ambulance (ensure that the Ambulance Control Centre is clear as to which educational institution is calling and which entrance to use to reach the injured person)
· have the site of the accident cordoned-off; 
· do not move or remove anything from the site; 
· take names and contact numbers of any witness(es) to the accident or occurrence. The Health and Safety Co-ordinator is required in these circumstances to carry out an investigation and prepare a report for the Heath and Safety Executive (HSE), (the national body responsible for enforcement of health and safety legislation). 
If the injured person is away from work for three days or more (not counting the day of the accident) the responsible line manager must notify the Health and Safety Co-ordinator immediately after the first three days of absence. There is a statutory obligation on the Students’ Union to notify the Heath and Safety Executive about these accidents within a set time. It is accepted that the present national arrangements allowing employees to self certificate complicate matters. However, the line manager of an injured person has a duty to pass on this information to enable the Students’ Union to meet its statutory obligations. 
Regardless of who is involved or injured in an accident, a report must be made if the accident happens on Students’ Union premises or during a Students’ Union activity. The five categories of person mentioned in Part 1 of the Accident Reporting form: staff, student, visitor, contractor, child are the groups that will include almost all persons likely to be found on Students’ Union premises. 
Fire Safety

Fire is a universal hazard across the workplace. Every person on Students’ Union premises should be familiar with the precautions and procedures in place. In a fire situation, injuries and death result more often from the effects of smoke than from flames.

The Estates Department has the responsibility across the University to undertake fire risk assessments and install and maintain all Fire Warning Systems, Fire Fighting Equipment, Smoke Doors and Fire Exit doors. These must take account of the Standard Evacuation Plans (SEPs) and Personal Emergency Evacuation Plans (PEEPs) drawn up for disabled people.  (See ‘Emergency Evacuation Procedures’ and ‘Emergency Evacuation of Disabled People’ in this Handbook.)

If a member of staff has any concerns about fire safety he/she should contact the General 

Manager or Health and Safety Co-ordinator.

All of the items below should be included in Risk Assessment schedules.

Procedures for Managers or those with delegated responsibility 

(a) Ensure each room and space, including frequently used storage areas, has a ‘Fire Action’ notice displayed. Notify the Campus Office personnel if any are missing. The Campus Office personnel are responsible for supplying and placing these notices.

(b) Check periodically all ‘Fire Exit’ signs for appropriateness. If in any doubt or if it is considered that signs are missing, contact the Campus Office or the University Health, Safety and Environment Team for advice.

(c) Check periodically to see that all fire extinguishers have been tested within the past year. On each extinguisher is a label which has to be initialled and dated by a fire engineer. If an extinguisher is found which has gone more that a year without being tested, inform  the Estates Helpdesk.

(d) Areas should be checked to ensure that the correct type and number of extinguishers have been provided for the activities being carried out: 

· Red (water) extinguishers are for wood, paper, cardboard and textile fires; 

· Cream (foam) extinguishers are for liquid, wood, paper and textile fires; 

· Blue (powder) extinguishers are for liquid,  electrical, wood, paper and textile fires; 

· Black (CO2) extinguishers are for liquid and electrical fires;

· Yellow (wet chemical foam) extinguishers are for specialist use on high 


temperature cooking oils


(BS EN3 Part 5, which came into effect on 1 January 1997, requires all new extinguishers to be red, but they will have a band of colour appropriate to use).

(e) Ensure good housekeeping in work areas: no papers, files, cardboard or materials are stored on floors or against radiators and electrical points.

(f) Ensure all fire routes, corridors and staircases are unobstructed and no combustibles are left in these areas.

(g) Ensure all doors, and in particular smoke doors and fire exits, are kept unobstructed at all times, and that they open easily. Contact the Campus Office personnel in case of difficulty.

(h) Check periodically all power sockets, plugs and cables for damage or scorching. If any are found this must be reported immediately to the Estates Department.  Over 60% of fires originate through electrical faults.

 (i)
Fire doors (i.e. ones marked with a blue label and/or fitted with a closer
) must never be propped open at any time – unless they have been adapted to close automatically in a fire situation.  Smoke can travel throughout a building in a few seconds.

(j)
Glass vision panels fitted in a door for the purposes of scanning the occupancy of the room
 as part of a fire and emergency evacuation procedure should not be obscured by notices, apparel or other means.


(k)
Fire extinguisher must be wall mounted and not removed.

(l)
Members of staff should not use fire extinguishers – they are provided for the use of the emergency services and to be used as a last resort in an evacuation. 

(i) Members of staff should co-operate with Campus management personnel in providing Fire Marshalls and Fire Assembly Point Controllers for their areas. Members of staff must take part in Fire Drills and must be familiar with the Fire Evacuation Procedures and the Emergency Evacuation of Disabled People procedures in this handbook, copies of which should be available in all areas.  

 (n)
Managers must ensure that all members of staff for whom they are responsible are familiar with the above points.  Campus Office personnel or the Health, Safety and Environment Team should be contacted if further advice is required.

Emergency Evacuation Procedures
The University has developed comprehensive Emergency Evacuation Procedures for each of its main campuses as well as Standard Evacuation Plans (SEPs) for disabled visitors and ‘casual users’ (see ‘Emergency Evacuation of Disabled People’ in this Handbook). The Students’ Union will comply with these procedures.

In addition the Personal Emergency Evacuation Plans (PEEPS) will be available to the person responsible for coordinating the evacuation with the agreement of the disabled person.

Though the main emphasis is evacuation in the event of a fire being discovered, the same procedure would apply for the need for evacuation of any other incident which was life threatening i.e. suspected bomb, toxic substances or terrorist activity.

Fire Marshals and Fire Assembly Point Controllers 
Appropriate Fire Marshals and Fire Assembly Point Controllers are recruited for each area. Names are available from Campus Offices.  Their duties are defined as follows:

Fire Marshals

The responsibilities of members of staff who undertake Fire Marshal duties are at all times:

(a) monitoring their allotted areas to ensure fire hazards or any other hazard that could warrant emergency evacuation are eliminated;

(b) checking that fire exits are clear and unobstructed;

(c) checking that fire doors are closed and not wedged open;

(d) ensuring that the occupancy viewing panels in doors, where provided, are not obscured;

(e) making sure that the fire extinguishers are correctly situated;

(f) making sure that staff and particularly new members, are aware of the Fire Emergency Evacuation Procedures and the procedures for the Emergency Evacuation of Disabled People;

(g) ensuring full co-operation in Fire Drills;

During an emergency situation:
(h) supervising the evacuation of their designated area of responsibility in an emergency exiting situation;

(i) using the occupancy view panels in doors for speed checking in dangerous situations when opening doors could spread smoke, fuel a fire or risk injury to individuals on the floor behind doors, and reporting problems with access for professional personnel to take rescue action;

(j) reporting the status of their area to the designated Assembly Point Controller;

(k) reporting back at de-briefing sessions.

Fire Assembly Point Controllers

The responsibilities of members of staff who undertake Fire Assembly Point Controllers’ duties are:

(a) collecting and disseminating information from Fire Marshals;

(b) communication with professional personnel for particular rescue situations.

Major Disaster Plans

The University has a plan to deal with major disasters, which the Students’ Union will comply 

with.
Emergency Evacuation of Disabled People
Introduction
It is a general requirement that emergency procedures for evacuation of buildings and grounds are pre-planned and that planning should have regard to the needs of all occupants.  It is therefore essential to identify the needs of disabled staff, students and visitors and to make proper arrangements for their assistance in the event of an emergency evacuation for an event such as fire, toxic substances or terrorist activity.

This document sets out the approach of the University of Gloucestershire to meet this requirement and should be read in conjunction with ‘Fire Safety’ and ‘Emergency Evacuation Procedures’ in this handbook. The Students’ Union will operate using the same policy and procedures.

Policy 
The University of Gloucestershire policy is to provide a comprehensive and fully integrated approach to evacuation which includes disabled students, staff and visitors in accordance with the law. 

This approach includes the provision of ‘Standard Evacuation Plans (SEPS)’ for infrequent or casual visitors and ‘Personal Emergency Evacuation Plans (PEEPS)’ for staff, students and regular visitors. A ‘responsible person’ ensures that the details of the policy and procedures are implemented locally, monitoring occurs through the Campus Operational Groups (COGs), and the Occupational Health Service and Disability Services will assist staff and students respectively. These arrangements must be tested, and must be included in the fire risk assessment for the building.

Appendix 1 in this Section provides a check list for implementation.
Appendix 2 in this Section includes a proforma for staff and students.

Legal context and definitions of the terms used
The Health & Safety at Work etc. Act 1974, and relevant statutory provisions made under it, provide the framework of legal duties to protect the health and safety of staff, students, visitors and others who might be adversely affected by the activities of the Students’ Union when on Students’ Union sites or sites where the Students’ Union might be undertaking business.  

Section 2 of the Act requires employers to provide safe means of access and egress to the workplace. The Management of Health and Safety at Work Regulations 1999 extend this requirement to require employers to establish appropriate procedures to be followed in the event of serious and imminent danger. The Regulations also state the need to nominate a sufficient number of competent persons to implement those procedures in so far as they relate to the evacuation from premises of persons at work.  This includes the evacuation of disabled people. 

The Disability Discrimination Act 1995 (DDA), and the Special Education Needs and Disabilities Act 2001 (SENDA), require the University to make ‘reasonable adjustments’ to its buildings.  The requirements are anticipatory, so buildings need to be appropriately equipped for any disabled person who might wish to use the service on offer.  There is a possible conflict here between allowing some people to access parts of a building from which they may not be able to escape as easily or quickly as others, and the duty to protect their health and safety.  The law is clear, however, health and safety is paramount. 

The Building Regulations apply to new works and major refurbishments although they provide good guidance for minor alterations to existing structures.  Parts B (Fire Safety) and M (Access to and Use of Buildings) are particularly relevant.

The Construction (Design and Management) Regulations 2007, include a requirement for the preparation of a fire safety strategy, including the evacuation of disabled persons.  This strategy must be prepared in consultation with the end user and the person responsible for fire safety. 

Under the Fire Precautions (Workplace) Regulations 1999, and the Regulatory Reform (Fire Safety) Order 2005, it is the responsibility of the person having control of a building to provide a fire safety risk assessment that includes an emergency evacuation plan for all people likely to be in the premises, including disabled people, and details of how that plan will be implemented.  Such a plan should not rely on the intervention of the Fire and Rescue Service to make it work.

Definitions of the legal terms

Responsible Person

The ‘responsible person’ is the person ultimately responsible for fire safety in a building as defined in the Regulatory Reform Order (Fire Safety) 2005, and this will usually be the Faculty Dean (see ‘Health and Safety Policy: Organisational Responsibilities’ in this Handbook).  The ‘responsible person’ has overall responsibility for ensuring that all emergency plans are updated as necessary and whenever the fire safety risk in the building changes.

Standard Evacuation Plans for occasional visitors (SEP)

A standard plan is used where there are visitors or casual users of a building, including contractors, who may be present infrequently or on only one occasion.  These plans are written procedures held at reception points within the University and are displayed to disabled people as part of the reception procedure.  A disabled person requiring assistance in escaping is offered options for their assistance and is given suitable instructions.

Personal Emergency Evacuation Plan (PEEP)

As its name implies this is an individual plan for disabled staff, registered students, and regular visitors to a building.  If contractors are regularly on site then a PEEP should be completed for those for whom it is appropriate. It must be tailored to their individual needs and is likely to give detailed information on their movements during an evacuation. 

Procedures and guidance
This paragraph sets out the procedures and provides guidance for dealing with emergency evacuation of disabled people from University and Students’ Union premises.  The following paragraphs describe:

(a)
fire risk assessments; 

(b)
collective control measures;

(c)
individual control measures.

Fire Risk Assessments

Fire risk assessments should identify any groups particularly at risk.  This will include those with physical impairments such as hearing, sight, mobility, strength and dexterity and any other factor which could affect the efficiency of their evacuation.  They should cross-reference to all the reasonable adjustments made under DDA / SENDA, and to any Standard Evacuation Plans which affect fire safety, but they may not deal with the specific requirements of a single disabled person.  Individual needs should be addressed in a Personal Emergency Evacuation Plan (PEEP).
Attention should mainly be focussed on the response to a fire or alarm and means of escape.  Disabilities which may increase fire safety risk in other ways should normally be addressed in activity based risk assessments under the Management of Health and Safety Regulations
. 

New builds, changes of use and major refurbishments subject to the Building Regulations require a Fire Risk Assessment, and the Construction (Design and Management) Regulations require developers and designers to prepare a Fire Safety Strategy.  It is the responsibility of the Technical Services Team of the Estates Department to ensure that fire risk assessments are suitable and that any Fire Safety Strategies suit the University’s requirements.  Common issues to be considered include:

(a) The managerial effort required to operate safe refuges;

(b) Installation of visual alarms, particularly in toilets;

(c) Fire alarm zoning and compartmentalisation to allow for horizontal evacuation;

(d) Provision of evacuation lifts as standard;

(e) Provision of illuminated and photo-luminescent signage, including indicating routes suitable or unsuitable for the disabled;

(f) Where fire and smoke doors are fitted with ‘stay open’ devices to aid movement of people in normal circumstances, their automatic closure on operation of the fire alarm to be taken into account when planning evacuation procedures;

(g) Planning of fire drills to test the effectiveness of evacuation procedures for disabled persons.

Where recommendations for changes are included in a building fire risk assessment (or PEEP), there must be a plan of implementation which uses risk assessment to prioritise which action(s) are taken first.  There must also be a monitoring system in place to ensure that recommendations for action are implemented, or where the decision is to delay or not carry out the work, that this is fully justified and any ramifications of that decision are taken into account in a revision of the assessment (or PEEP).

Fire risk assessments must be reviewed when there is reason to suspect they are no longer valid or when there has been a significant change in the matters to which they relate. This will be undertaken by the responsible person in consultation with the Campus Operation Group.

Collective control measures including Standard Evacuation Plans

(SEPs) for occasional disabled visitors
General 

The hierarchy of controls set out in the Management of Health and Safety at Work Regulations is relevant when considering control measures but only to a limited extent. Collective and permanent controls should always be considered in preference to controls that only protect individuals or that can be easily defeated.  Equally, controls which require no managerial activity are preferred.

Standard Evacuation Plans for occasional visitors

A Standard Evacuation Plan is a collective control measure to be used where there are disabled visitors, contractors or casual users of a building who may be present infrequently or on only one occasion.  These plans are written procedures held at reception points within the University and are offered to disabled people as part of the reception procedure.  A disabled person requiring assistance in escaping is offered options for their assistance and is given suitable instructions.  

Because the University and Students’ Union must anticipate that disabled people will use its facilities, generic evacuation procedures that complement those for access must be in place.  These facilities include:

(a) Service areas – such as:

(i)
Students’ Union Offices;

(ii) Laboratories, Learning Centres, Studios and Workshops;

(iii) Refectories;

(iv) Sport and Exercise Facilities; 

(v) Social Facilities (e.g. Students’ Union bars).

The relevant manager in charge of these areas is responsible for developing the appropriate plan.

(b)
Centrally bookable rooms and common areas in buildings

Developing the appropriate procedures in these areas is the responsibility of the appropriate Faculty, who should obtain advice and assistance from the Technical Services Team, Estates Department, and follow the procedure set out in Section 5 and Appendices 1 and 7 of the Department for Communities and Local Government supplementary guide Fire Safety Risk Assessment – Means of Escape for Disabled People.  Copies of this document are available from the Health, Safety and Environment Team or online from: 

http://www.communities.gov.uk/publications/fire/firesafetyassessmentmeans
Mobility Impairment 

Slopes 

These are preferable to steps and should be of a reasonable gradient.  Where steps are  installed an alternative route or other arrangements will be required.
Horizontal evacuation Where the structure allows, evacuation to a ‘safe place’ may be considered sufficient.  This could be by horizontal travel into an unaffected fire compartment.  This is generally the best and most economic solution in the circumstances.
Lifts  

These are the best option in most cases.  They require minimal managerial control and allow for unaided evacuation of significant numbers of disabled persons.  In some cases, it may be possible to adapt an existing lift to comply with the requirements for an evacuation lift.  The cost will depend on, amongst other things, the existing building design and whether there is already a protected lift lobby, the number of floors, the availability of a secondary power supply, etc.  Standard lifts can also be utilised, but only in exceptional circumstances where the risk is considered acceptable and is supported by a Fire Risk Assessment. 

Refuges  

These tend to be the preference of developers and designers as they are relatively inexpensive.  They require significant managerial control and are, therefore, the least attractive option.  Refuges are places where disabled people can wait for short periods of time in relative safety before continuing to a final exit.  They are intended only as a temporary safe place and it must be emphasised that it is the responsibility of the building’s management to evacuate people from refuges to a place of safety – it is not the responsibility of the Fire and Rescue Service.  There is often a reluctance to use refuges when everyone else is evacuating to outside the building.  

They can usually be provided either on an existing stairway, if there is sufficient room, or in another room which has suitable fire protection.  It is necessary to provide a communications link – this enables verbal reassurance to be given, as well as communicating vital information about the condition of the person(s) in the refuge and their proximity to any fire. 

Building management must ensure that a sufficient number of persons are designated to help disabled people escape from a refuge in the event of a fire.  How this is to be achieved must also be considered.  In a relatively static working environment colleagues or other permanent staff (such as security staff) will often be reasonably close to a refuge and may be relied upon to take action.  In the University this is not usually the case, and the movement of disabled persons from safe refuges to a final exit presents significant difficulties – one wheelchair user may be taught by numerous academics during the year, in different classes of students, in different buildings, where there may be no permanent staff or where security staff attend only for limited periods. 

Emergency evacuation chairs  

Provision of these can suit many mobility-impaired persons, but not all.  The chairs are usually fitted on wall brackets in or near refuges.  Sufficient chairs must be provided with consideration of the fact that they may not be re-used as wheelchairs will have been left in the refuges.  Who is going to be trained and available to use these must also be considered.

Any designated operators must be fully trained in the techniques of use and helping to evacuate users.  Training and regular practice are an essential part of any strategy involving evacuation chairs, and the commitment of time to carry this out should not be underestimated

Impaired vision

It is essential that signs and information can be distinguished quickly.  Good lighting is crucial, as well as the use of strong contrasts between surfaces such as door/wall /floor/stair edges, etc.  Illuminated and photo-luminescent signage is advantageous.

Hearing impairment

Whilst people with hearing impairment may be able to evacuate a building without assistance, they may need help in determining when an alarm situation exists.  Installation of beacons and devices such as the Deaf Alerter/vibrating pager systems can be very effective at giving warning.  In sleeping accommodation, vibrating beds or pillows can be very successful.  The use of induction loops alone is not considered sufficient.

Individual control measures including Personal Emergency

Evacuation Plans (PEEPs)

If a building or area is suitable for safe access and egress by a disabled person, or can reasonably be altered to become so, then a Personal Emergency Evacuation Plan (PEEP) must be prepared – an example is at Appendix 1 in this Section.  This plan will record the arrangements to evacuate that person from the building or area in the event of an emergency.  

In the case of staff, the area’s Manager must ensure that the PEEP is prepared in consultation with the individual member of staff and any other relevant party.  

For students, Disability Services in consultation with the individual student and any other relevant party will prepare the plan.  The consultation process should include appropriate academic staff and, if necessary, other members of the student body. 

In all cases the Technical Services Team in the Estates Department should be involved.  Where individuals require access to several buildings or areas it will be necessary for the PEEP to record arrangements for egress from each of these.  In addition to the individual receiving a written copies of the PEEP, copies will also be held by the relevant department, Disability Services (for students), Security (for passing on to Fire and Rescue if necessary) and by the Technical Services Team in the Estates Department.   

A review of the PEEP will be undertaken every year and following any significant change in circumstances.  The review should pay particular attention to any alterations to buildings or the changing needs of the individual, for example as a result of changing abilities or a change of course or subject. 

Some disabled people will require assistance in leaving the building.  In these cases it will be necessary to have a pre-arranged meeting place.  If the disabled person is likely to move around the building, a means of communication will be necessary between the helper(s) and the disabled person.  They can then arrange to meet at a particular refuge point during the escape.  

People should never be left in a refuge to wait for the Fire and Rescue Service.  The refuge can be used as a safe resting place as well as a place to wait in a phased evacuation while the go ahead for a full escape is established.  A refuge must be equipped with a suitable means of communication.

If the PEEP identifies that the disabled person is to be transported down stairs (either by evacuation chair or by any other means) the relevant Manager (for staff) or Disability Services (for students) must ensure that those entrusted with this task receive appropriate and adequate training. 

Targeting Requirements 

There are a number of trigger mechanisms to identify when a PEEP should be completed.  These are:

Staff – the General Manager will alert Managers when a disabled person requiring a PEEP is employed, or of the development of any temporary or permanent disability arrangements for existing staff.  

Students – in cases where information has been made available to them, Disability Services will alert course leaders as part of the process of considering access provision for a disabled student.  Otherwise, departments must develop an appropriate procedure to identify requirements.

Visitors and contractors – Heads of Department must ensure that, where practicable, any particular requirements are identified and appropriate procedures are put in place to coincide with the visit.
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Appendix 1

Check list for the implementation of policy in respect of the emergency evacuation of disabled staff, students, contactors and visitors

The person in charge of a building, as the ‘responsible person’, must make the best practicable arrangements for ascertaining what use is made of the building or area by disabled people.

1. Plans for evacuation must be made in consultation with the individual disabled person, and must make adequate arrangements for their evacuation in the event of fire or any other life threatening incident i.e. suspected bomb, toxic substances or terrorist activity.  

2. These arrangements must be tested, and must be included in the fire risk assessment for the building. 

3. A Personal Emergency Evacuation Plan (PEEP) must be drawn up for each student or employee whose disability could affect his/her response to an emergency situation.  

4. In line with the Students’ Union Health and Safety Policy: Organisational Responsibilities, managers must allocate responsibilities for preparing and implementing a PEEP, and must also put in place procedures for monitoring, measuring and reviewing their effectiveness.  

5. With the knowledge and agreement of the disabled person, copies of the PEEP will also be provided to those with responsibilities under it, and to the person co-ordinating the evacuation procedures, having regard to the safety of others.

6. Where a building welcomes visitors, information about emergency evacuation should be readily available by means of Standard Evacuation Plans.  

7. A disabled person requiring assistance in escaping can choose from a number of options and then be given suitable instructions.  

8. Information and signs should be provided clearly at the building entrance about how to obtain assistance.  

9. When providing information consideration must be given to those whose first language is not English.

10. Where the need is identified, a sufficient number of people should be designated and trained in advance to give assistance to disabled people.  This should take into account the number of people likely to be present at any time (particularly out of normal opening or use hours).

11. Where necessary, arrangements must be made for the presence of the disabled person in any part of the campus to be made known to those who would give assistance. Possible methods include an in-out tally at the entrance, informing someone, or using the Fire Marshal system (‘Emergency Evacuation Procedures’ in this Handbook). Whatever system is used it is essential that it is available throughout the disabled person’s stay.  
12. Restrictions on access will only be considered when, despite making reasonable adjustments, that are reasonably practical, there remain significant concerns about safety.  On occasions such as weekends or evenings, it may be necessary to restrict access to disabled people who would need assistance to leave in an emergency, if insufficient trained assistants are present.  This may involve access policies for class teaching and for private study.

13. Disabled persons should not use any part of a building where it would be difficult for them, even with help, to escape in the event of an emergency.  Use of basements by wheelchair users, where there is no basement chairlift, is likely to be an example of this.  Reasonable adjustment should be made, and this might include moving activities which might take place in such areas should be moved to different areas, to avoid excluding disabled persons.

14. Unless specifically designated as an evacuation lift, lifts must not be used in the event of an emergency unless justified by a Fire Risk Assessment or under the direction of the emergency services.  

15. In all cases of new build projects and refurbishments where access for disabled people is already a routine consideration, arrangements for emergency egress will also be considered.  

16. Wherever practicable, new and re-furbished passenger lifts will be specified as evacuation lifts which will comply with the special requirements of BS 5588: Part 8, and the relevant parts of BS 5655.   

17. Any refuges provided will meet the requirements of BS 5588: Part 8.

18. Further advice on disability issues can be obtained from Disability Services and the Occupational Health Service, and on evacuation procedures and fire safety issues from the Technical Services Team in the Estates Department.  

Appendix 2

Personal Emergency Evacuation Plan (PEEP)

	Name:
	

	Staff number:
	

	Department:
	

	Normal weekly timetable:

	
	morning
	afternoon
	evening

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Saturday
	
	
	

	Sunday
	
	
	


Please indicate when you will usually be on Students’ Union premises, and where possible, specify campus, building and room number.
This Section primarily relates to hearing impairment:

1. Can you hear a fire alarm in normal circumstances, or do you have a hearing dog who can provide such a warning?
Yes (



No (    

2. If the answer is No, would a visual indicator assist?

Yes (



No (    

3. Are you aware of any assistance you might require?  For example, any specialised equipment or a helper who could provide support in the fire evacuation procedure

Yes (



No (    

If yes, please give further details:

	


4. Are there any other measures that could assist you?

Yes (



No (    

If yes, please give further details:

	


This Section primarily relates to visual impairment:

5. Do you have a visual impairment which would have an impact on you leaving the building in an emergency unassisted?

Yes (



No (    

6. Do you require an aid to help you move around the building?  For example, a cane, guide dog or other equipment.

Yes (



No (    

If yes, please give further details:

	


7. In normal circumstances, how long does it take you to leave the building from your place of work without assistance?

Time in minutes:

8. Would tactile signage or floor surface information be of assistance to you?

Yes (



No (    

If yes, please give further details:

	


9. If there are any other problems you would wish to highlight, or any other solutions or measures that might assist, please give further details:

	


This Section primarily relates to mobility impairment:

10. Can you leave the building promptly, perhaps with the help of a trained dog or suitable mobility equipment?

Yes (



No (    

11. Can you leave the building unassisted?

Yes (



No (    

If no, do you require help from an assistant to leave the building?

Yes (



No (    

12. Do you need or use a wheelchair?

Yes (



No (    

Can the wheelchair be dispensed with to aid evacuation?

Yes (



No (    

Is the wheelchair a standard size, or an electrically powered type with wider dimensions that usual?

Normal (

Electrical  (    
Width (in mm):

13. Would an evacuation chair help in the event of an emergency?

Yes (



No (    

14. Has a member of staff and a deputy already been assigned to assist you?

Yes (



No (    


If yes, please give their names and contact details:

	


15. Please add any further, useful information below:

	


This Section relates to general issues:

16. Is the standard evacuation procedure adequate for your needs?

Yes (



No (    

17. Do you think that the speed at which you are able to leave the building may have the potential to hold-up other people leaving the building in corridors and stairways, or that they may cause you injury as they pass more quickly?

Yes (



No (    


If yes, please give further details:

	


18. Can you identify any specific actions or measures that would assist you in an emergency?

	


Practice Diary

	Year 1

	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Year 2

	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	
	
	
	
	
	
	
	
	
	
	
	

	Plan date:
	
	Review date:
	

	Signed:
	
	
	


Risk Assessment Procedure
This procedure provides advice and guidance for managers on the compliance with the requirements of Regulation 3 “Risk Assessment”, of the Management of Health and Safety at Work Regulations 1999 (MHSWR). The procedure follows the Health and Safety Executive’s (HSE) Approved Code of Practice and Guidance to the regulations.

The Regulations require that as an employer, the Students’ Union assesses the risks to its members of staff and others who may be affected by its work, and in undertaking such assessments identify the measures required to ensure compliance with health and safety legislation.
Risk Assessments
A risk assessment is carried out to identify the risks to health and safety to any person arising out of, or in connection with work activities undertaken at the Students’ Union or wherever the Students’ Union is undertaking its business. 
The assessment is therefore a process of identifying potential hazards (whether arising from work activities or from other factors, e.g. layout of premises) and then evaluating the extent of the risks involved by making a competent judgement as to the likelihood of that hazard actually causing harm, taking into account whatever control measures  already in place.

A risk assessment should therefore: 

(a) ensure significant risks and hazards are addressed;


(b) ensure all those who might be harmed by the hazards are identified;


(c) ensure all aspects of work activity are reviewed including routine and non-routine activities;


(d) take account of non-routine operations, e.g. maintenance;


(e) take account of the management of incidents such as interruption to work activity;


(f) be systematic in identifying hazards and looking at risks;


(g) take account of the way work is organised and the effects this can have on health, including taking account of potential psychological as well as physical changes
;

(h) take account of risks to the public;


(i) take account of the need to cover fire risks and risks of explosion.

Requirements to Assess Specific Risks
Certain other regulations also contain requirements for risk assessment in respect of specific hazards and risks eg:
Control of Noise at Work Regulations 2005
Control of Substances Hazardous to Health Regulations 2002 (COSHH)

Dangerous Substances and Explosive Atmospheres Regulations 2002 (DSEAR)
Health and Safety (Display Screen Equipment) Regulations 1992

Manual Handling Operations Regulations 1992


An assessment therefore made for the purpose of these specific regulations will partly fulfil the obligation to make an assessment under the MHSWR Regulations, there is no need to repeat those assessments as long as they remain valid. However it will be necessary to ensure that they cover all significant risks. It is therefore advisable to undertake a risk assessment in accordance with the requirements of the MHSWR regulations to identify where a more detailed risk assessment is required to be carried out in accordance with the other specific regulations.

Legislative Requirements

As an employer the Students’ Union must thus ensure: 

(a) risk assessments are completed and recorded for all activities undertaken by the Students’ Union, taking into account who may be affected by these activities and implementing the necessary control measures to ensure compliance with health and safety legislation;


(b) risk assessments include an assessment of risks to any vulnerable groups of staff i.e. new or expectant mothers and young persons (see Appendix 1 of this section); 


(c) when implementing any preventive and protective measures they are done so on the basis of the principles specified in Schedule 1 of the MHSWR regulations (see Appendix 2 of this section);


(d) risk assessments are reviewed and if necessary, modified, since they should not be a once-and for-all activity. The nature of work changes; the appreciation of hazards and risks may develop. Adverse events may take place even if a suitable and sufficient risk assessment has been made and appropriate preventive and protective measures taken. It most cases, it is prudent to plan to review assessments at least annually, dependant on the nature of the risks and the degree of change likely in the work activity;


(e) risk assessments are recorded and brought to the attention of all members of staff to whom the assessments relate.


Administration of the Risk Assessment Procedure at the Students’ Union 
All managers must ensure that compliance with the requirements to undertake risk assessment stipulated in the MHSWR regulations is achieved within their area of responsibility by:
(a) identifying all activities, tasks and areas in their area which require risk assessing and recording them in a risk register;


(b) ensuring that risk assessments are completed for such activities, tasks and areas and recorded on the University’s approved risk assessment forms (see Appendix 3 in this section for an example). Specialised forms are available from the Health, Safety and Environment Team, e.g: ‘Event Management’, Working in an Office’;
(c) retaining responsibility for ensuring that assessments are completed, authorised and actions adequately prioritised and addressed, though the function of carrying out risk assessments may be delegated to suitably trained members of staff;

(d) ensuring that the risk assessments include consideration and appropriate actions for any specific group of staff, e.g. disabled persons, new or expectant mothers and young persons and also for persons who are not employed i.e. students or visitors;


(e) ensuring that ‘Actions’ are completed within a reasonable timescale;


(f) ensuring that all risk assessments are held in a central location and that staff are aware of the location and content with the risk assessment relevant to their work or activity.  Where applicable any specific actions or information must be brought to the attention of staff who may be adversely affected by the risks, along with any precautions required and any emergency arrangements introduced;

(g) ensuring that copies of all risk assessments are submitted to the General Manager 

(h) ensuring that risk assessments are reviewed 


(i) annually for low risk areas, i.e. office and six monthly for high-risk areas i.e. bars, to ensure that they are still valid;


(ii) if changes take place (i.e. in the method of work, personnel, environment) which makes the existing assessment invalid;


(iii) if it is considered that the risk assessment is no longer accurate (i.e. research has identified a previously unknown risk).

Appendix 1

VULNERABLE GROUPS OF STAFF

New or Expectant mothers

All managers should take account of women of child bearing age when carrying out the risk assessment process. 

Where a risk assessment identifies risks to new and expectant mothers and these risks cannot be avoided by the preventive and protective measures taken by the University, the following action should be taken:

(a) alter her work conditions or hours of work if it is reasonable to do so and would avoid the risks or, if these conditions cannot be met;

(b) identify and offer her suitable alternative work that is available, and if that is not feasible;


(c) suspend her from work on full pay on health and safety grounds.

The above steps however may be taken once a member of staff has given notice in writing that she is pregnant, has given birth within the last six months or is breastfeeding.

Young Persons

Employers are required to assess the specific risks to young people (i.e. those under 18 years old) before employing a young person in the workplace; the assessment should give particular consideration to the inexperience and possible immaturity of the individual.  For young workers, the risk assessment needs to pay attention to areas of risk described below: 

(a) work beyond their physical or psychological capacity;


(b) work involving harmful exposure to agents which are toxic or carcinogenic, cause heritable genetic damage or harm to the unborn child or which in any other way chronically affect human health;


(c) work involving harmful exposure to radiation;


(d) work involving the risk of accidents which may reasonably be assumed cannot be recognised or avoided by young persons owing to their insufficient attention to safety or lack or experience or training; or


(e) work in which there is a risk to health from extreme cold or heat, noise or vibration.

When control measures have been taken against these risks and if significant risk still remains, no child (young worker under the compulsory school age) can be employed to do this work.  A young worker, above the minimum school leaving age, cannot do this work unless:

(i) it is necessary for their training; and

(ii) they are supervised by a competent person; and

(iii) the risk will be reduced to the lowest level reasonably practicable.

While a child (below minimum school leaving age) is at work, the requirements to provide information are the same as for other employees. 

There is, however, an extra requirement on the employer to provide the parents or guardians of children at work (including those on work experience) with information on the key findings of the risk assessment and the control measures taken, before the child starts work. This information can be provided in any appropriate form, including verbally or directly to the parents or guardians, or in the case of work experience, via an organisation such as the school, the work experience agency, or, if agreed with the parents, via the child, as long as this is considered a reliable method. 

Appendix 2

SCHEDULE 1 MHSWR - GENERAL PRINCIPLES OF PREVENTION (REGULATION 4) 

When implementing any preventive and protective measures they are done so on the basis of the principles specified in Schedule 1 of the MHSWR regulations: 

(a) avoiding risks;


(b) evaluating the risks which cannot be avoided;


(c) combating the risk at source;


(d) adapting the work to the individual, especially as regards the design of workplaces, the choice of work equipment and the choice of working and production methods, with a view, in particular, to alleviating monotonous work and work at a predetermined work-rate and to reducing their effect on health;


(e) adapting to technical progress;


(f) replacing the dangerous by the non-dangerous or the less dangerous;


(g) developing a coherent overall prevention policy which covers technology, organisation of work, working conditions, social relationships and that influence of factors relating to the working environment;


(h) giving collective protective measures priority over individual protective measures; and


(i) giving appropriate instructions to employees.

Appendix 3

Risk Assessment Forms
Hazard Prompt List

During work activities could the following hazards exist?

1. Contact with moving machinery;


2. Slips, trips and falls, e.g. on the same level, from heights etc;


3. Struck by objects, e.g. falling tools, ejection of material etc;


4. Striking against objects, e.g. inadequate headroom, etc;


5. Hazards associated with manual handling (Cross reference with Manual Handling Assessments) and ergonomics (Display Screen Equipment (DSE) and Workstation Assessments);


6. Hazards associated with substances (Cross-reference with COSHH and DSEAR Assessments);


7. Biological hazards, e.g. vomit;


8. Vehicle hazards, covering both site transport and travel by road;


9. Harmful energies e.g. electricity, radiation, noise, vibration;


10. Fire and explosion;


11. Lone working;


12. Violence;

13.        New and expectant Mothers;

14.
First Aid provision.

	RISK ASSESSMENT - "AIDE-MEMOIRE"

	Hazard Severity
	Examples of Type of Injury

	Low
	Scratch, bruise, minor cut, minor burns.  Normal work possible after first aid treatment.   


	Medium
	Burns, severe cuts, minor fractures (fingers &  and toes), strains, sprains, temporarily disabling back injuries.  Accident results in loss of time less than 3-day injury.


	High
	Permanent disability, amputations (e.g. loss of finger), other fractures, over 3-day injury, multiple injuries, fatalities.


	

	Description of Likelihood
	Example



	Not likely
	Harm will seldom occur. 
So Unlikely, probability close to zero, e.g. the chance of being struck by lighting in UK.



	Possible
	Harm will occur frequently.



	Likely
	Harm is certain or near certain to occur.

Occurs repeatedly, to be expected. 

If conditions continue an accident or incident is almost certain to occur.




Express the level of risk associated with identified hazards by multiplying the hazard severity by the likelihood of the hazard occurring.

Consult the risk matrix, to express the risk level:

Risk Level

	Likelihood  (
Hazard Severity (
	Not Likely
	Possible
	Likely

	Low
	Very Low
	Low
	Medium

	Medium
	Low
	Medium
	High

	High
	Medium
	High
	Very High


Risk-based Control Plan

	Risk Level
	Action



	Very Low
	No action is required, though assessment must be recorded.

	Low
	No additional controls are required. Consideration may be given to a more cost-effective solution or improvement that imposes no additional cost burden. Monitoring is required to ensure that the controls are maintained.

	Medium
	Efforts should be made to reduce the risk, but the costs of prevention should be carefully measured and limited. Risk reduction measures should be implemented within a defined time period.

Where moderate risk is associated with extremely harmful consequences, further assessment may be necessary to establish more precisely the likelihood of harm as a basis for determining the need for improved control measures.

	High
	Work should not be started until the risk has been reduced. Considerable resources may have to be allocated to reduce the risk. Where the risk involves work in progress, urgent action should be taken.

	Very High
	Work should not be started or continued until the risk has been reduced. If it is not possible to reduce risk even with unlimited resources, work has to remain prohibited.
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RISK ASSESSMENT

Department:

Campus:

Location: 

Activity/Task Assessed:

Assessment Date: 

Manager/HoD/HoS Signature:

Date:

Assessment Review date: 

RISK ASSESSMENT RECORD SHEET
   Activity/Task:  




Assessed by:  

	Hazard Description
	Severity

 (without control measures)


	Persons

exposed


	Risk Control Measures

Currently in place


	Likelihood

 (with control

measures)
	Risk

Level
	Action Required
	Actioned

(date and sign)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Hazard:
Something that has the potential to cause harm.

Severity:
The degree of harm which the uncontrolled hazard has the potential to cause.

Likelihood:
The probability that the hazard potential will be realised, taking into account any risk control measures in place.

Risk:

Risk expresses the likelihood that the harm from a particular hazard is realised, taking into account the Severity.
Notifiable Communicable Diseases
(Annex 1 Notifiable Communicable Diseases)      (Annex 2 Key Telephone Numbers)
Scope
This document sets out the procedure for dealing with a case of a “notifiable communicable disease” (e.g. meningitis), primarily within the student population of the University of Gloucestershire.

By law, these diseases are “notifiable” because of the danger they pose to others, and a full list can be found at Annex 2.  It is the responsibility of the doctor looking after a patient admitted with a diagnosis, or suspected diagnosis, of one of these specified communicable diseases to notify the case promptly.  During office hours this will be to the Consultant in Communicable Disease Control (CCDC); out-of-hours, to the duty public health doctor.

Notification to the University
During office hours, the CCDC will inform the University Medical Officer through the University Medical Centre of any suspected or confirmed case of meningococcal disease in a student or member of staff of the University.  The University Medical Officer must then ensure that at least one of the following are informed without delay:

(a) The Director of Student Services; and/or
(b) The General Manager, Students’ Union; and/or

(c) The University Executive, normally via the University Registrar and Secretary.

It will then be the responsibility of that person to ensure that members of the Incident Control Team are informed of the situation as soon as possible.  

Out-of-hours, the duty public health doctor will usually contact the University Medical Officer (UMO) or his/her nominated deputy. The procedure above will then be followed. It is the responsibility of the UMO to ensure that an out-of-hours contact procedure is in place with the duty public health doctor.

In other cases, Security at Park Campus should be contacted on 01242 714402, who will then initiate the procedure above.

If the information comes from another source, e.g. from relatives or friends, then the person informed should notify the General Manager, who will then inform the Director of Student Services.  The Director of Student Services will then inform the University Medical Officer who will investigate. If the outbreak is confirmed then the procedure above, will be followed.  

Notifiable Communicable Diseases
Following the confirmation of an outbreak of a notifiable communicable disease, an incident control team (ICT) will be formed consisting of, at least:

(a) the CCDC;

(b) the Director of Student Services;

(c) the University Medical Officer;

(d) the General Manager, Students’ Union;

(e) the University Communications Officer;

(f) a Hall Warden, if appropriate;

(g) the Head of Faculty/Department/School/Research Unit, if appropriate.

The CCDC will normally arrange and chair meetings. The Incident Control Team will be responsible for identifying the target group for antibiotic prophylaxis and, if appropriate, vaccination.

Provision of Information
It is the responsibility of the Director of Student Services to disseminate information to the appropriate student audience with the support and advice of the Incident Control Team. This would normally involve a letter and leaflet to students living in the same residence. Where possible, this information should be delivered face-to-face by Academic Student Advisors.  

The Incident Control Team should also consider whether wider dissemination of information is necessary e.g. to students on the same course, in other Halls on the same site, to members of staff etc. Where a decision is taken not to undertake a wider dissemination of information, the Director of Student Services is to ensure that relevant people are in a position to pass on information and calm anxieties, e.g. wardens in other Halls of Residence, other Heads of Schools etc.

It is the responsibility of the Director of Student Services to keep the appropriate people informed.
This will include at least:

(a) the University Executive, usually via the University Registrar and Secretary;

(b) Wardens of Halls of Residence;

(c) Heads of Faculties/Schools/Departments/Research Units;

(d) the Operations Manager, Estates Department;

(e) the Students’ Union General Manager;
(f) the University Chaplain(s);

(g) the University Counselling Service;

(h) the Occupational Health Adviser.

It is the responsibility of the above to inform the Director of the Student Services of any relevant developments as they occur.

Notification of a Case Cluster
In the event of a number of cases of a notifiable communicable disease, many of the activities mentioned above would have to be stepped up in the light of increased anxiety among students and staff. The Head of Student Services should therefore consult with the Directorate to decide whether a special team should be established to take responsibility for the University's role.  Specific issues, which the team may choose to consider could include: 

(a) liaison with the CCDC, including decisions about prophylaxis and/or vaccination; 

(b) internal communication strategies to keep students and members of staff within the University updated with any relevant information; 

(c) public relations strategies; 

(d) the establishment of a help line to take calls from a range of people, including parents, local health professionals etc.; 

(e) student and staff welfare and counselling.

Preservation of Documents
Following a case(s) of a notifiable communicable disease, the University may be required to provide evidence to an appropriate enforcement agency (e.g. the Health and Safety Executive), a judicial inquiry, a coroner's inquest, the Police or a civil court hearing compensation claims.  In the course of any or each of these, the University may well be obliged or advised to give access to documents produced prior to, during and as a result of the incident. Under no circumstances must any document, which relates or may in any way relate (however slightly) to the incident, be destroyed, amended, held back or mislaid. For these purposes "documents" mean not only letters and memos, but notes of meetings, pieces of paper, photographs, and information held electronically e.g. e-mails on computers or other electronic devices.

Reducing the Risk of Contracting and Transmitting the Disease

Students or members of staff intending to travel abroad outside Western Europe, USA, 

Canada, Australia and New Zealand, whether or not on Students’ Union / University 
business, are advised and expected to:

(a) take advice from their general practitioner or the Communicable Diseases Section of their local Department of Public Health Medicine;

(b) check the following travel website for recommended immunisations 



http://www.nathnac.org/
(c) take the precautions and/or preventative measures that are advised or required;

(d) take medical advice on return to the UK in respect of any medical condition contracted whilst abroad, ensuring the doctor is informed of the visit abroad.

The Department of Health website should also be checked for the latest travel 

Advice    http://www.dh.gov.uk/en/Policyandguidance/Healthadvicefortravellers/DH_4114832
HIV and AIDS
HIV is not a notifiable disease. This is to protect the rights of the individual and to ensure that he/she is not the victim of discrimination or victimisation. The University is committed to taking positive action to prevent the spread of all infectious diseases including HIV. 
Annex 1

Diseases notifiable (to Local Authority Proper Officers) under the Health Protection (Notification) Regulations 2010:

· Acute encephalitis 

· Acute meningitis 

· Acute poliomyelitis 

· Acute infectious hepatitis 

· Anthrax 

· Botulism 

· Brucellosis 

· Cholera 

· Diphtheria 

· Enteric fever (typhoid or paratyphoid fever) 

· Food poisoning 

· Haemolytic uraemic syndrome (HUS) 

· Infectious bloody diarrhoea 

· Invasive group A streptococcal disease and scarlet fever 

· Legionnaires’ Disease 

· Leprosy 

· Malaria 

· Measles 

· Meningococcal septicaemia 

· Mumps 

· Plague 

· Rabies 

· Rubella 

· SARS 

· Smallpox 

· Tetanus 

· Tuberculosis 

· Typhus 

· Viral haemorrhagic fever (VHF) 

· Whooping cough 

· Yellow fever 

Annex 2

Key Telephone Numbers
Following are the persons who may need to be informed in the case of a notifiable communicable disease (those on list 1 must be informed as soon as possible).  

Appendix 1 to this annex lists the out-of-hours contact telephone numbers for those persons marked with an asterisk* and is on limited distribution.  It is issued to those persons and to Security at Park Campus only.

 

During normal working hours

Main Switchboard

08707 210210

List 1 - must be informed:

University Medical Officer* 

01242 71 4404 

Director of Student Services*

01242 71 4536

General Manager, Student Union*…………………………………………
01242 71 4368

Directorate (usually via the University Secretary & Registrar)* 

01242 71 4160   
University Press & Public Relations Officer*

01242 71 4516

List 2 - to be informed as appropriate:

Residential Support Advisors
Oxstalls Campus

07801 183634

Park, Eildon and Merridown

07801 183626 

FCH, Hardwick, St George’s
    & Whitehart
 
07801 183634
Pittville 
 
07801 183626
University Chaplain

01242 71 4592

University Counselling Service

01242 71 4542

Operations Manager, Estates 

01242 71 4189

Occupational Health Adviser

01242 71 5045 / 5047
Heads of Faculty/Department/School/Research Unit

see staff telephone  directory

University Medical Centre 

01242 71 4404
Underwood Surgery (out of term)

01242 580644

Out of normal working hours
Security, Park Campus …………………………………………………….      01242 71 4402












or











07801 183630
 
Portable Appliance Testing
It is the policy of the Students’ Union:

a) to ensure that all portable electrical equipment is safe to use, and

b)
to satisfy its related legal obligations.  

These procedures cover all portable electrical equipment, as defined in the IEE “Code of Practice for In-service Inspection and Testing of Electrical Equipment”, which is provided by the Students’ Union or brought on to any campus
 by members of staff (or students). It describes the frequency of testing various types of equipment in line with this code of practice. Appendices are included to provide additional detailed information and to clarify the practical implementation of the procedures.

Legal Requirements
There is a legal requirement on the Students’ Union to carry out regular testing of portable electrical equipment to ensure it is suitable and maintained properly to avoid danger.  This is defined by the following series of acts, regulations and code of practice: 

a)
“The Health and Safety at Work etc. Act 1974” which imposes a general duty of care on the employer and employee to ensure the safety of all persons using work premises. 

b)
“The Management of Health and Safety at Work Regulations 1999” which define the requirement to assess the risks to the health and safety of employees which may arise in the workplace.
c)
“The Provision and Use of Work Equipment Regulations 1998” which define the requirement to ensure that work equipment is suitable for the purpose for which it is used or provided.
d)
“The Electricity at Work Regulations 1989” which require that any electrical system or item of equipment connected to it, must be maintained as necessary to prevent danger.
A practical method of implementing the above series of legal responsibilities and requirements has been defined by the Institution of Electrical Engineers in the “Code of Practice for In service 

Inspection and Testing of Electrical Equipment”. The Students’ Union follows the University’s 
procedures, which are based on this document.

Testing and Inspection Frequency
The PAT testing schedule is managed by the University Estates Department who contract out 

the work to a specialist firm. It is reviewed on an annual basis to optimise the frequency of 

testing in line with current practice and use of equipment.

Due to the large number of items of equipment involved it is impractical to carry out individual risk assessments.  A general guide to the frequency of PAT testing various types of equipment is given below and has been chosen to be in line with the more detailed recommendations given in the IEE “Code of Practice for In-Service Inspection and Testing of Electrical Equipment”. The frequency of testing of some individual items of equipment will be altered in line with patterns of failure or damage reported.

If any piece of portable equipment is particularly heavily used it is the responsibility of the Manager of that area to ensure that an individual risk assessment is carried out, and to arrange for the equipment’s use to be controlled or to have it tested on a more frequent basis. 

The most important check that should be carried out on portable equipment is a visual inspection for damage. It is, therefore, necessary for staff and Managers to ensure that equipment is examined for obvious external signs of damage before use.

Student-owned portable electrical equipment used in the Students’ Union should be tested before it is used.
Students’ Union equipment will be visually inspected and tested by a competent engineer to the following schedule:
6 Monthly 

All workshop equipment.

All cleaning equipment.

All maintenance, garden and grounds equipment.

12 Monthly

All kitchen equipment.

Office portable equipment.

All Teaching and Learning Centre equipment.

Vending machines (where not hired).

48 Monthly

All stationary and computer equipment in offices and Learning Centres.

Where the equipment lead is normally left permanently plugged in to the equipment, the lead is  

to be considered and tested as part of that equipment.

Test Results
Test results for student and staff owned equipment consist of a listing of equipment tested only.

Test results for University owned equipment are issued in a spreadsheet as per the format in Appendix 2.  Actual measurement results are not required.

Marking of Equipment
A tested label is to be fixed to all equipment stating the following information on it:

“Electrical Safety Test”; “testing companies name”; “next due date”; “testers initial”.
All computer equipment is labelled with an ICT asset label. Where this is the case a “PAT Register” label is not used but an ICT asset number as the PAT test number. 

All other portable electrical equipment (except student and staff owned equipment) must have a University “PAT Register” label fixed in a prominent position. See Appendix 1 for label details.

Where new (non-computer) equipment is found a “PAT Register” label must be fixed to it, and the full details of the item logged (as per Appendix 1), whether or not the equipment is due to be tested to the schedule above. 

Refer to the Computer Asset Register maintained by ICT Services for age of computers to be tested.

All old green “Facilities Services” labels are to be removed noting the old asset number in relation to the new one.

Staff Owned Equipment
The Students’ Union has a duty to ensure testing of all portable electrical equipment including items brought on to any campus, which are owned by members of staff. It can not accept responsibility if this equipment fails the test or is damaged by the test. Members of staff not wishing to have their electrical equipment tested should ensure it is permanently removed from the campus or site.

Exclusions
The following is excluded from the testing schedule:
· Studio and stage lighting rigs;
· Equipment under hire from an outside supplier. It is the responsibility of the Manager of that area to ensure the supplier PAT tests their equipment on a regular basis. 
Appendix 1
Label Details

Inventory/Asset Number

Campus

Building

Department 

Room Number

Description 

Make / Model

Serial Number

Status (In service, Not found, Scrapped etc)

Date Checked

Next test due date

Notes: 

To be issued in an Excel spreadsheet and the ordering of fields to be agreed with the Estates Department.  

The Estates Department will supply the contractor with the most recent asset list available of the Universities equipment together with an accommodation room list.

Seton, Duragaurd label (or equivalent), actual size shown (50mm x 20mm). Numbering starting from 100001 on the barcode (code 39), the label to be white/silver text out of a dark blue background with rounded corners.
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 Smoking Policy
The objectives of this policy are:
a) to encourage all on Students’ Union premises to care for the health, safety and welfare of themselves and others;
b) to ensure the Students’ Union provides a clean, healthy environment with smoke-free air;
c) to ensure that the risk of fire, explosion and contamination from smoking is minimised;
d) to comply with legal requirements;
e) to provide help for those members of staff or students who wish to stop smoking.

Policy

Smoking is only permitted in designated outside areas of campuses. At least one designated area is provided on each campus and, where possible, is under cover.

Smoking is prohibited in all Students’ Union and University managed buildings and vehicles. It is also prohibited in all outside areas (e.g. doorways, entrances, external stairways etc) except for those designated areas where smoking is explicitly allowed.

Managers will identify and publicise designated areas.

Staff engaged in Students’ Union activities in places other than Students’ Union or University managed buildings should follow the smoking policies of the places where the activities are taking place.

Members of staff are able to seek help also through their own General Practitioner.

Sufficient provision will be made by the University for devices for the safe collection of the detritus of smoking.

Display Screen Equipment

Introduction

The main risks that may arise from working with display screen equipment (DSE) are msculoskeletal disorders such as back pain or upper limb disorders (known as Work-related Upper Limb Disorders (WRULD)), visual fatigue, and mental stress.  The impact of WRULD can be serious and includes long-term pain, time off work and the potential of disability.  It can be avoided if good practice is followed.  
This section of the Health and Safety Handbook provides advice and guidance on good practice for all staff who use DSE, and follows the Health and Safety Executive’s (HSE) publication L26, Work with display screen equipment.  It also sets out the specific procedures that must be followed by members of staff, including managers, in order to help the Students’ Union comply with its duties under the Health and Safety (Display Screen Equipment) Regulations 1992.
 Legal Requirements

The Health and Safety (Display Screen Equipment) Regulations 1992, as amended, require the University as the employer to:

(a) ensure that ‘workstations’ meet specified requirements;

(b) assess ‘workstations’ used by ‘users’ to reduce risks;

(c) ensure that the daily work routine of ‘users’ is periodically interrupted by breaks;

(d) provide ‘users’ with an appropriate eye and eyesight test if they request one;

(e) provide ‘users’ with adequate health and safety training in the use of any ‘workstation’ upon which they may be required to work; and

(f) provide ‘users’ with adequate information on all aspects of health and safety related to DSE work and the requirements of the Regulations.

Definitions

Display Screen Equipment (DSE) 

DSE means any alphanumeric or graphic display screen, regardless of the display process involved.  This definition covers both conventional cathode-ray tube (CRT) display screens and other types such as liquid crystal or plasma displays used in flat-panel screens, touchscreens and other emerging technologies.  Display screens used to display computer-generated graphics and those used in work with television or film pictures are also covered.  However, it does not include the following:

(a) DSE mainly intended for public operation;

(b) portable systems not in prolonged use (but see paragraph 3.2 below regarding laptops and similar devices);

(c) calculators, cash registers or any equipment having a small data or measurement display required for the direct use of the equipment;

(d) window typewriters; or

(e) drivers’ cabs or control cabs for vehicles or machinery; or DSE on board a means of transport.

Laptops, Notebooks, Palmtops and Similar Devices 

Users of laptops, notebooks, palmtops or similar devices will not normally have to carry out workstation assessments as such equipment should only be used on a casual basis.  This equipment should not be used continuously for periods of longer than an hour.  If a member of staff has a workload necessitating regular and frequent use of a laptop, notebook, palmtop or similar device, then the situation must be reviewed, an assessment carried out and appropriate equipment identified and procured.

Workstation 

A ‘workstation’ is defined as an assembly comprising:

(a) the DSE, keyboard, mouse or any other input device;

(b) any optional accessories to the DSE;

(c) any disk drive, telephone, modem, printer, document holder, work chair, work desk, work surface or other peripheral item; and

(d) the immediate work environment around the DSE.

User

A ’user’ means an employee who habitually uses DSE as a significant part of his/her normal work.  This generally means someone who: 

(a) normally uses DSE for continuous or near-continuous spells of an hour or more at a time; and

(b) uses DSE in this way more or less daily; and

(c) has to transfer information quickly to or from the DSE;

and also needs to apply high levels of attention and concentration; or is highly dependent on DSE; or has little choice about using it; or needs special training or skills to use it.

As a general rule, all University staff will be regarded as users, except for clearly defined groups such as cleaners.

The reasoning behind this definition of a ‘user’ is that, as mentioned above, the main risks associated with DSE use are musculoskeletal problems, visual fatigue and stress.  The likelihood of suffering from any of these is mainly related to the frequency, duration, intensity and pace of continuous use of DSE.

Administration of the DSE Procedure

Managers

Managers must ensure that compliance with the Display Screen Equipment Regulations is achieved within their area by: 


(a) Ensuring one or more competent DSE Assessors have been appointed. These assessors will be trained in identifying hazards and assessing risks from the workstation and the kind of DSE work being done. Training courses and regular updates will be arranged through the Health, Safety and Environment Team.

(b) Identifying all DSE ‘users’ within their areas, including any members of staff who work on DSE at home. If members of staff are expected to work on DSE at work and at home, two assessments must be completed.

(c) Ensuring that all ‘users’ have training on:


· the risks of working with DSE; 

· how to work safely with DSE; 

· how to complete a self-assessment checklist; and 

· on these DSE procedures.  

This training will be done by completing the Workstation Safety Plus on-line training course.  Users will get logon details sent to them individually by e-mail and assistance can be obtained from the Health, Safety and Environment Team if required.

(d) Ensuring that all members of staff identified as ‘users’ carry out a self assessment of their workstation(s) by completing the Workstation Safety Plus on-line self assessment checklist.  This checklist can only be completed after the on-line training and test has been completed.  The completed checklist will then be assessed by the Health, Safety and Environment Team who will provide advice and assistance to resolve any problems identified, and/or carry out a more formal assessment of the workstation if required.

(e)  Ensuring that actions and recommendations arising from DSE Assessments are implemented within a reasonable timescale.

(f) Ensuring that the daily work routine of ‘users’ is periodically interrupted by such breaks or changes of activity so as to reduce their DSE workload (see paragraph 2 of Appendix B below.  


(g)  Ensuring that all members of staff co-operate with the requirements of this DSE procedure and comply with any actions/recommendations arising from the assessment.


(Where members of staff are experiencing any health problems which may be linked to using their DSE they should be asked to visit their GP soon as is practicably possible.)


(h) ensuring that each assessment is reviewed annually or where there has been significant changes, such as: 

i. a change of user;


ii. a change of software;


iii. a change to the hardware;


iv. a change in workstation furniture, layout or immediate environment;


v. a substantial increase in the amount of time using DSE;


vi. re-location of workstation;


vii. significant modification of lighting.

Users

All members of staff identified as ‘users’ must comply with this procedure by: 


(a) Being trained on:
· the risks of working with DSE; 

· how to work safely with DSE; and

· how to complete a self-assessment checklist.

This training will be done by completing the Workstation Safety Plus on-line training course. Users will get logon details sent to them individually by e-mail and assistance can be obtained from the Health, Safety and Environment Team if required.
(b) Carrying out a self assessment of their workstation(s) by completing the Workstation Safety Plus on-line self assessment checklist.  This checklist can only be completed after the on-line training and test has been completed.  The completed checklist will then be assessed by the Health, Safety and Environment Team who will provide advice and assistance to resolve any problems identified, and/or carry out a more formal assessment of the workstation if required.

(c) Co-operating with the  requirements of this DSE procedure and complying with any actions / recommendations arising from the assessment;


(Where members of staff are experiencing any health problems which may be linked to using their DSE they should contact their General Practitioner as soon as practicably possible.)
Eye and Eyesight Tests

Entitlement

Members of staff deemed to be ‘users’ under this procedure and who so request are entitled to an appropriate eye and eyesight test.  Further tests will be provided at regular intervals, the interval to be determined at the initial test as this will vary between individuals.

Any corrections for vision defects or examinations for eye complaints that are not related to work with DSE are not the responsibility of the Students’ Union but of the individual concerned.  However, if a member of staff experiences visual difficulties which may reasonably be considered to be related to display screen work, the Students’ Union will provide an appropriate eye and eyesight test.

Arrangements and cost for eye and eyesight tests
The Students’ Union will meet the cost of eye and eyesight tests, provided that the testing has been agreed by the line Manager. Where a member of staff obtains a test independently and without the knowledge and consent of their Line Manager, even if the test is specifically related to DSE use, the Students’ Union will not be responsible for the costs incurred and no refund will be made to the member of staff.

Provision of glasses
Where an eye and eyesight test identifies that ‘special’ corrective appliances
 are necessary the member of staff will be provided with a pair of glasses for DSE work, selected from a range available from the optician.  

The Students’ Union is not obliged to pay for upgrades to more ‘designer frames’ or to provide lenses with optional treatments not necessary for the DSE work.  

Where a member of staff’s normal glasses are suitable for display screen work there is no requirement by the Students’ Union for the provision of ‘special’ corrective appliances as these are deemed to be ‘normal’ corrective appliances.

Care and replacement of glasses

‘Users’ are personally responsible for the safekeeping and maintenance of these glasses.  It is a legal requirement not to interfere with, or misuse, anything provided in the interest of health and safety.  Members of staff are expected to show the same degree of care for glasses as for any other item of Students’ Union property.

Where there is change in a ‘users’ vision and this results in a change to prescription requirements, the Students’ Union will bear the cost of replacement subject to the procedures outlined above.  Similarly, where glasses are damaged through normal wear and tear, and not negligence, the University will also bear the cost of replacement.  

Appendix A
DISPLAY SCREEN EQUIPMENT 

POSSIBLE EFFECTS ON HEALTH - THE QUESTIONS ANSWERED

Display Screen Equipment (DSE) has been blamed - often wrongly - for a wide range of health problems.  In fact, only a small proportion of users actually suffer ill health as a result of their work.  Where problems do occur, they are generally caused by the way in which DSE is used, rather than the actual equipment.  So problems can be avoided by good workplace and job design, and by the way you use DSE. 

Are aches and pains caused by using DSE?  What about RSI?

Some users may get aches and pains in their hands, wrists, arms, neck, shoulders or back, especially after long periods of uninterrupted work on DSE.  Repetitive strain injury (RSI) has become a popular term for these aches, pains and disorders, but can be misleading - it means different things to different people.  A better medical name for this whole group of conditions is work-related upper limb disorders (WRULD).  Usually these disorders do not last, but in a few cases they may become persistent or even disabling. 

How can I avoid these aches, pains and disorders?

 Problems of this kind may have a physical cause, but may also be more likely if a user feels stressed by the work (see next question).  If aches or pains are experienced your line manager and/or the Occupational Health Team should be informed. 

Problems can often be avoided by good workplace design, so that the user can work comfortably, and by good working practices (like taking frequent short breaks from working with DSE).  Prevention is easiest if action is taken early, before the problem has become serious.  

What can be done to reduce stress in my  DSE work? 

People who use DSE  sometimes complain of stress, but this usually arises from increased pace of work or pressure to meet deadlines.  Some users find stress reduced because the technology available (hardware and software) makes their job easier or more interesting, but for others stress becomes worse.  This can happen when a system does not work well or when the user does not feel in control or competent to operate it. 

Stress can be overcome by providing the right training, and by designing systems and tasks to match the abilities of the people who work with them. 

Can DSE work  affect eyesight? 

Extensive research has found no evidence that work with DSE  can cause disease or permanent damage to eyes.  But long periods of  DSE work can lead to tired eyes and discomfort.  Also, by giving eyes more demanding tasks, it might make the user aware of an eyesight problem they had not noticed before.  A user can help their eyes by ensuring their screen is kept clean, is well positioned and properly adjusted, and that the workplace lighting is suitable.  A user can ask for an eye test if they still think there is a problem (see paragraph 5, above  in this section for details of this procedure). 

What about problems with my contact lenses or bifocals?

The heat generated by DSE  can make the air seem drier, and some contact lens wearers find this uncomfortable.  If you have this problem but don't want to change to spectacles, you can try blinking more often or using tear-substitute drops.  Where the air is dry, employers can help by taking steps to increase the humidity. 

People with bifocal/varifocal spectacles may find them less than ideal for DSE  work.  It is important to be able to see the screen easily without having to raise or lower your head.  If you can't work comfortably with multifocal lenses you may need a different type of spectacles.  

Can  DSE work cause headaches? 

Headaches may result from several things that occur with  DSE work, such as: 

(a) screen glare; 


(b) poor image quality; 


(c) a need for different spectacles; 


(d) stress from the pace of work; 


(e) anxiety about new technology; 


(f) reading the screen for long periods without a break; 


(g) poor posture; or 


(h) a combination of these.

Many of these things can easily be put right once the cause of the problem has been found. 

Does DSE  give out harmful radiation? 

No.  DSE  gives out both visible light, which enables us to see the screen, and other forms of electromagnetic radiation which can be harmful above certain levels.  However, the levels of electromagnetic radiation emitted from DSE  is  well below the safe levels set out in international recommendations.  So your employer doesn't have to check radiation levels from your DSE , and you do not need any special devices such as spectacles, screens or aprons when using it. 

What should I do if I'm pregnant? 

You don't need to stop working with DSE .  Past concern, about reports of miscarriages and birth defects among some groups of DSE  workers, has not been borne out by more recent research.  Many scientific studies have now been carried out and, taken as a whole, these do not show any link between miscarriages or birth defects and working with DSE . 

If you are anxious about working with DSE  or about work generally during pregnancy, you should talk to your doctor.  Or you could talk to someone who is well informed about current scientific information and advice on DSE. 

Can working with DSE  cause skin disorders? 

This is rare.  A few people have experienced irritation, rashes or other skin problems when working with DSE .  The exact cause is not known, but it seems possible that a combination of dry air, static electricity and individual susceptibility may be involved.  If this is the case, increasing the humidity or allowing more fresh air into the room may help. 

Can work with DSE  trigger epileptic fits?

Most people with epilepsy are unaffected by DSE .  A few who suffer from photo-sensitive epilepsy and are susceptible to flickering lights and striped patterns may be affected in some circumstances.  But even they can often work successfully with DSE  without provoking an attack. 

Is it true that using a mouse can cause problems?

Intensive use of a mouse, trackball, or similar pointing device may give rise to aches and pains in the fingers, hands, wrists, arms or shoulders.  This can also happen with a keyboard, but mouse work concentrates activity on one hand and arm (and one or two fingers), and this may make problems more likely.  Adopting a good posture and technique can reduce risks. 

It is really important to take breaks from intensive mouse work - even short pauses can help, as can spells of  non-DSE  work.  If you use a mouse a lot, you can try changing from right to left-handed use (and vice-versa) from time to time.  It can also help to take your hand off the mouse during short pauses and let your mouse arm hang straight down from your shoulder in a relaxed fashion.  Try rolling your shoulders backwards and forwards and turning your neck from right to left and up and down.  These exercises may help to relieve any tension that may have built up through concentration.  If you find gripping your mouse awkward, you could try a different shaped or sized one.  The Occupational Health Team can advise on what is currently available.

Where can I find out more information?

Further information on working with Display Screen Equipment can be found on the Health and Safety Executive’s website at:

http://www.hse.gov.uk/msd/dse/index.htm
Appendix B
WORKSTATION AND USER REQUIREMENTS

1.
Minimum Standard for Workstations

(a) Adequate lighting, temperature and ventilation.


(b) No glare or distracting reflections in the screen.


(c) Distracting noise minimised.


(d) Sufficient leg room, to allow postural changes.

(e) Blinds or similar on windows to reduce glare.

(f) Keyboard adjustable and legible.


(g) Work chair adjustable, backrest with lumbar support and height adjustment, with a 5 castor base.

(h) Footrest and document holder if required.


(i) Work surface which has enough space for the task and is glare free.

(j) Software appropriate to the task.

(k) Software must be easy to use and adaptable to the level of knowledge or experience of the operator or user.

(l) Monitoring of performance of  DSE work may not be done without the knowledge of the operator or user.

(m) Systems must display information in a format and at a pace which are adapted to operators or users.

2.
Breaks from  DSE Work

Breaking up long periods of  DSE work helps to prevent fatigue and upper limb problems.  As a general guide, individuals should not work for more than an hour without taking time away from the screen for approximately five to ten minutes.  Frequent short breaks are better than longer, less frequent ones.

Changes of activity (doing other tasks not using DSE) are more effective than formal rest breaks in relieving visual fatigue.

 Appendix C 
‘Are You Sitting Comfortably Guide’

Helpful Tips for Display Screen Equipment Users
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Is the back adjustable?


Is there good lumbar support?


Is the seat adjustable?


Avoid excessive pressure on the backs of your legs and knees.


Use a foot support if needed.


Is there space for postural change?

When keying your forearms should be parallel to the floor and your elbow level with the middle row of your keyboard.

Use a soft touch on the keys and do not overstretch your fingers.  Position your mouse within easy reach so it can be used with a straight wrist.  Sit well supported and close to desk so that you do not have to work with your arm outstretched and do not grip the mouse too tightly.  Use a mouse rest if necessary. 

Make sure that your eyes are level with the top of the screen and approximately an arm’s length away.  If necessary use a document holder to prevent twisting of the neck and upper body.
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Make sure that there is space in front of the keyboard to support your hands and wrists.  

Further guidance
1. Organise your workload to avoid sitting in the same position for too long.  Take regular breaks, at least 5 minutes every hour but approximately 10 minutes if possible.  Change your posture as often as practicable.  Rather than working in a single posture, find your “comfort zone”.  Your “comfort zone” is a range of positions which is generally appropriate and comfortable for your particular work situation.

2. Pay particular attention to modifying your posture in the afternoon when you may tend to get more fatigued.  Avoid slouching forward and do not lean back too far.

3. Make sure you have enough space around you to take whatever documents you need.  Remember to adjust your screen to the correct height; it may need a stand to obtain this.  The screen could be put on a desk top flat box computer (as opposed to a tower computer).

4. Try to arrange your desk and screen so that bright lights are not reflected in the screen.  It is not advisable to face windows directly.  Adjust curtains/blinds to prevent unwanted light.

5. Make sure there is enough space underneath your desk to move your legs freely.  Move obstacles out of the way, but remember, do not leave combustibles near electric sockets.

6. When keying try to use the CTL and character keys or ‘F’ /shortcut keys.

7. If you work from home on a computer remember that these tips apply there as well.  If you are undertaking work at home for the University it is a requirement that you complete a DSE assessment.  If you are keying regularly for long intervals do not use a laptop, notebook or palmtop or other portable device.

8. Make sure you have the correct software for the job. Check the brightness, colour, font type and font size etc on your screen. Ensure that there is adequate spacing between characters and between lines.

9. Avoid having an excessive number of windows open on the screen at the same time.

10. Avoid browsing files on the screen which are best saved onto appropriate electronic media and printed versions produced.

If you suffer from any eye problems when using your DSE , please contact your line manager.

Alcohol and Drugs in the Workplace

General

Students’ Union managers have responsibility for Health and Safety in the areas under their control. One part of this duty is to ensure a safe work environment and the safety of all those affected by activities in the area(s). Consumption of alcohol or drugs covered by the Misuse of Drugs Act 1971 (MDA) in the workplace are covered by this general duty.

A manager should take a reasoned approach to this topic. There is a range of behaviour and illness connected with the use of alcohol and drugs: at one end of this spectrum there may be nothing more that an occasional drink, on or off Students’ Union premises, in recognition of a special event. The scenario at the other end may be that of an employee who is alcohol or Class A drug dependent, whose competence is severely impaired. The latter is a serious safety risk individually and to all those around the work setting.

In considering how to meet the duty of care a manager firstly may need to decide whether there are risks created in his/her area if alcohol is consumed at all. Account will need to be taken of the nature of the work activities and the possibility that additional risk might be incurred in some activities if staff have consumed alcohol. The obvious example is in the operations of plant, machinery and equipment.

Specific Guidance
See the Students’ Union Staff Handbook
Statement

It is indisputable that the consumption of alcohol and some drugs impairs performance and competence in virtually every skill. The implications of this for the Students’ Union are extensive. The under mentioned points are intended as guidelines for Managers but it should be remembered that the Students’ Union as employer and Managers with responsibility for staff must at all times exercise a duty of care towards those staff and towards others who may be affected by the activities and actions of staff.

This duty extends to ensuring that no-one's health and safety is endangered because a member of Students’ Union staff has consumed alcohol or taken drugs that impair abilities shortly before or whilst carrying out his or her duties.

Guidelines

Since alcohol and some drugs impair skills and abilities, any member of staff who operates plant, equipment, machinery, tools or drives Students’ Union vehicles, having consumed alcohol or certain drugs, is likely to be less capable of operating safely.

It is recommended that any person in this category should not consume alcohol in the four hours before coming on duty and should not do so whilst on duty.

(Note: It is not possible to quote an accurate figure for the rate at which alcohol and drugs are metabolised in the body. This rate depends on a variety of factors such as gender, body mass, ethnicity, task, activity rate, health, medication etc. Various figures for the rate of metabolising alcohol are quoted and it may be that managers would wish to work on the basis of 2 hours for every 1.5 units as an approximate guide to when an employee may be fit to operate plant and machinery after having consumed alcohol.)

The above guidance should also apply to:

(i) Any member of staff who uses or is likely to use dangerous chemicals, hazardous or flammable substances, or is involved in a hazardous work process or activity.

(ii) Any Contractor or Sub-Contractor working on University premises. These guidelines should be included in the Safety Statement given by the commissioning department to the Contractor.

A Manager who suspects that a member of staff, a Contractor or Sub Contractor has consumed alcohol or taken drugs and may not be able to operate with complete safety has a duty to decide whether or not to allow that person to continue working. Failure to do so may leave the Manager open to claims of negligence if there was an accident in which impaired facilities may have been a factor.

While the above guidelines are aimed at activities on Students’ Union premises, they should be applied in exactly the same way to any Students’ Union activity which takes place off premises. This will normally be taken to mean seminars and off-site training.

Lone Working and Out of Hours Working

General

As an employer the Students’ Union is responsible for ensuring so far as is reasonably practicable the health, safety and welfare of its employees and other people who may be affected by its activities.  Whilst working alone is not the subject of any general prohibition in health and safety legislation, the Students’ Union’s responsibility remains the same and in the absence of any specific legislation or predefined statements every situation should be assessed through risk assessment. 

In addition, employees have duties to take reasonable care for their own health and safety, and for that of anyone else who may be adversely affected by their actions. 

Lone and Out-of-Hours Working examples in the Students’ Union

(i)
A member of staff who spends considerable amounts of time in an office or area where he/she is usually the only occupant;

(ii) A member of staff who works alone at ‘out-of-hours times’, i.e. after 18.00hrs and before 08.00hrs and at the weekend;
(iii) A member of the Cleaning staff working in an isolated building or area and not within easy reach of colleagues;

(iv) A member of bar staff working in a ‘non-working’ space (e.g. cellar) both within normal working hours and out-of-hours;

(v) Any member of staff walking through campus grounds late at night.

Managers must always:

a) Ensure that a Risk Assessment
 has been carried out on the situation or work activity in question;

b) Ensure all appropriate controls measures are put into place to safeguard the health, safety and welfare of those working alone.

In particular:

c) Consider if the risks of the job can be adequately controlled by one person;

d) Decide if any training is required to enable the lone worker to work safely;

e) Make certain that the person is considered medically fit by his/her medical practitioner and suitable to work alone, or in the case of a disabled person consider what adjustments and adaptations might be necessary. In both cases this should take account of any Personal Emergency Evacuation Plans drawn up 

in accordance with the policy on the Emergency Evacuation of Disabled People. Care must be taken to preserve confidential information unless there is agreement on both sides that not to do so would put the individual or others at unnecessary risk;

f) Decide how the safety of the person will be monitored if working alone. This might be through ensuring that security staff on duty are aware of who is working and check on their presence generally at regular intervals.

g) Put in place procedures to cover a situation where the lone worker becomes ill, has an accident, has to cope with an emergency, or has to deal with an intruder;

h) Consider what aids and technology might reduce the risks;

i) Provide any necessary equipment and safety information appropriate to the situation;

j) Ensure that your staff are given the information detailed below.
What staff working alone must remember

(a) You have a legal duty to take reasonable steps to look after your own health, safety and welfare;

(b) You must not take short cuts in a work task or disregard any instructions you have received relating to health and safety;

(c) Any piece of work equipment can be a hazard.  A filing cabinet drawer left open can be as damaging as a piece of unguarded machinery;

(d) If you are using any substances, find out from a Control of Substances Hazardous to Health (COSHH) assessment, the container or a product safety data sheet what precautions you must take and what Personal Protective Equipment you must wear;

(e) If you are working alone out-of-hours always ensure that the area you are in is secure against intruders.  But also make sure you know how to exit in an emergency. Always let the Campus Office know you are working alone, where you will be working and when you expect to finish, and they will ensure that a Porter or Security staff member is informed. Always ensure that the Porter or the Security Staff know when you are about to leave;

(f) If you regularly work alone, out-of-hours, notify your line manager; 

(g) If you do have an accident whilst working alone or out-of-hours always begin by seeking assistance immediately from a First Aider
.  Remember that although an accident may not seem serious at the moment it occurs, delayed-action shock can worsen your condition, or cause further complications, very quickly. Should a First Aider not be available security staff should be advised and an ambulance should be called if necessary;

(h) Leave your transport as near to your work area as possible and try to use an open and well-used route to and from your transport.

If you are interviewing or meeting someone alone:

(i) arrange appointments to ensure that you are not alone in a building, if you are alone ensure that help can be summoned if required;

(ii) try to use rooms with telephones or have a mobile phone available;

(iii) avoid a small room, where open doors are a problem because of confidentiality;

(iv)  choose a room with a vision panel or glass door;

(v) adopt a formal approach, e.g. have a table which forms a barrier;

(vi) if you think the person may be ‘difficult’ ensure a third party is present;

(vii) ensure someone knows where you are, whom you are with and how long you will likely to be;

(viii) agree a record of the meeting.

Children on Students’ Union Premises
The Students’ Union recognises that many of its members and visitors have child care responsibilities and would not wish to put additional difficulties in the way of their or employment.
However, the Students’ Union is subject to legislation concerning children in the workplace and children on premises where alcohol is served and has a general duty of care towards all who use its premises.

To meet those obligations the following policy shall operate: 

While on Students’ Union premises or involved in any Students’ Union activity, children under the age of sixteen years must be supervised by a parent or other responsible adult at all times. The exception to this is within the bar area where any children under the age of 14 must not be in the licensed area after 8pm.
To enable the Students’ Union to comply with current Health and Safety legislation, children must not, under any circumstances, be allowed to enter the areas behind the Students’ Union bars. 

The Students’ Union bars are licensed premises to which the Regulations Relating to Children and Alcohol apply. There is a clear requirement in these Regulations for children who are permitted by law in these areas (i.e. children aged 14 and over) to be properly supervised at all times and to leave the areas at or before any time determined by the General Manager and elected Officers of the Students’ Union. 
Children who are on University premises must never be allowed to operate any lift machinery or ride unaccompanied in lifts. 
Minibus Driving
The Students’ Union is responsible under health and safety legislation for ensuring, so far as is reasonably practicable, the health, safety and welfare of its employees and of others who may be affected by its activities. In fulfilling this responsibility the Students’ Union requires that all minibus drivers undergo formal training prior to being granted permission to drive a minibus on behalf of the Students’ Union. Driving a Minibus on behalf of the Students’ Union is not normally a contractual requirement for members of staff.
Driving a minibus is significantly different from driving a car. Minibuses are larger, longer, wider and heavier than a car, and steering, cornering and braking characteristics are markedly different. Another crucial difference is that the driver is likely to be transporting a greater number of passengers, all of whom need care and supervision.

Those members of staff or students who wish to become minibus drivers are required to attend a Minibus Capability Assessment,  which is organised by the elected Sports Officer. 

Members of staff or students undertaking minibus training in order to drive a minibus on behalf of the Students’ Union must hold a clean and valid Driving Licence issued by the Driver and Vehicle Licensing Agency (DVLA) if they are UK citizens, or an appropriate licence recognised by the UK authorities. They must be at least 21 years of age. 
Drivers must be approved to drive a vehicle under the Students’ Union motor insurance. To be allowed to drive a minibus on Students’ Union business they must be at least 21 years of age

Insurance Information

Any driver who wishes to drive a vehicle under the Students’ Union motor insurance cover must be approved by the Students’ Union insurers to do so. Those members of staff or students who wish to drive a minibus under the motor insurance cover must first have successfully completed the minibus training, and must show their certificate of competence when applying to become an approved driver.
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�  See R v British Steel plc [1995] IRLR 310 and R v Gateway Foodmarkets Ltd [1997] IRLR 189.





�  See the Health and Safety Commission’s enforcement policy statement issued 28 January 2002.





�  A door with a ‘closer’ automatically closes when a fire alarm is sounded. Doors with particular kinds of fitting may be operated open normally, but will close automatically.  Such doors should not be retained open by any other device other than the automatic one.





�  Not all doors are fitted with glass panels. The size and placement of these panels follow the relevant regulations.  In some situations the fitting of such a panel would not be compatible with the activity being undertaken within the room e.g. medical situations, Life Drawing classes.


� See section ‘Risk Assessment Procedure’ in this Handbook.


3  The Health and Safety Executive (HSE) expects every employer to conduct risk assessments for health and safety hazards, including work-related stress.





�  See ‘Display Screen Equipment Procedure’ in this Handbook.


� ‘Campus’ should be understood to include other equivalent sites which the Students’ Union uses and for which it is responsible.


� ‘Special’ corrective appliances are those prescribed to correct vision defect at the viewing distance or distances used specially for display screen work.  ‘Normal’ corrective appliances are those prescribed for any other purpose.


�  See ‘ Risk Assessment Procedure’ in this Handbook for full information and forms.





�  The names of First Aiders are displayed on First Aid notices identified by a white cross on a green background located at strategic positions throughout the Students’ Union and University, and are available from the Human Resources Department web pages.
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