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Health & Safety Procedures
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Introduction
    This section contains the detailed policies and procedures for the situations as set out in the index.

MONITORING & REVIEW OF SAFETY PROCEDURES

1.	All staff & volunteers will be expected to bring to the notice of the Chief Executive any areas where the Student Life Policy of Health, Safety and Welfare appears to be inadequate or it is felt that it is not being complied with.  

Problems, where possible, should be dealt with locally. Suggestions or any other matters that cannot be resolved will be passed to the Chief Executive for consideration.

2.	All staff will receive such training in health and safety as is required for them to be able to carry out the functions for which they are responsible in a safe manner.  

3.	The Chief Executive is responsible for ensuring, on a day to day basis, that the Student Life Policy and Procedures for health, safety and welfare are complied with, that Statutory Regulations are not breached and that any hazards or defects noted are immediately dealt with.  

4.	The Chief Executive will keep an overview of all matters concerning health, safety and welfare within Student Life.  He will liaise closely with personnel at all levels - providing practical help and guidance. 

5.	The Safety Policy and Safe Working Procedures Manual will be updated whenever necessary due to a change in legislation or in the Student Life Policy. In any event the whole document will be reviewed and amended as necessary at least annually.	

Consultation with staff

Under the Health and Safety (Consultation with Staff) Regulations 1996, employers are required to consult with those staff outside the scope of the Safety Representatives and Safety Committees Regulations 1977 in good time, on issues which may affect their health & safety. 


General Statement

Student Life acknowledges the importance of staff involvement in health and safety matters. As such, it is the intention of Student Life to provide the facilities and assistance such staff can reasonably require.


Information, Instruction and Training

In addition, Student Life will assent to paid time off to attend such training as may enhance the staff member’s safety performance.

Training

Student Life is aware of the need to make provision for adequate training in order that staff are competent to discharge their health and safety responsibilities.

The relevant staff are responsible for identifying training needs and where necessary will seek advice from the Chief Executive or the appointed Safety Advisor for specific areas of health and safety training.

Where there are identifiable training needs, arrangements will be made to provide suitable training for all levels of staff to include new starters, change of roles within Student Life and following any performance appraisals carried out. 

Current arrangements are as follows:

1.	New entrants receive induction, job training and health and safety training.

The Chief Executive carries out the induction, to ‘health and safety’ 

During this period, training includes instruction and information on, the use and maintenance of personal protective equipment, safety at work, health and safety law, Student Life policies and procedures and the existing emergency arrangements.  

2      Refresher training is provided as required, especially when new or proposed legislation, codes of practice, or technical data indicate that changes are required in safety standards.

The level, depth and suitability of the training provided shall be periodically reviewed by the Chief Executive, additional resources will be made available where required.








Fire prevention

General Statement

As far as reasonably practicable, all steps shall be taken by Student Life to prevent, or minimise the probability of, all causes of fire, in accordance general fire safety in England and Wales is delivered through compliance with the Regulatory Reform (Fire Safety) Order 2005

Staff should report any concerns they have about fire hazards, etc to a responsible person, so that Student Life can take the appropriate measures to eliminate the problem. 

Arrangements for the Health and Safety of Workers

In accordance with the Fire Safety (Workplace) Regulations 1999 a risk assessment of the premises and activities undertaken will be carried out by the nominated Safety Representatives.

Periodic inspections and assessments shall be carried out to identify fire risks and ensure that appropriate precautions are in place.  Student Life will ensure that housekeeping standards are such as to minimise the risk, and development, of fire. 

Smoking

Student Life operates a no smoking policy in the workplace at all times, in accordance with the Health Act 2006. 

Electrical safety

Much can be done to prevent fires of electrical origin simply by good maintenance and routine inspection of equipment. 

Student Life will therefore:

(a)	arrange for testing and inspection of the fixed electrical installations and portable appliances in accordance with the current edition of the Institution of Electrical Engineers' Regulations for Electrical Installations (equivalent to BS 7671: 1992

(b)	arrange for staff' personal electrical equipment intended for use on Student Life premises to be inspected and tested by a competent person before use and at regular intervals;

(c)	arrange for any portable heaters (to be provided by Student Life only) to be inspected and tested by a competent person before use, sited so as to avoid any risk of ignition of combustible materials and returned to store after use (radiant bar electric fires are prohibited under all circumstances).

Safe working

In all fire prevention instructions to staff the following items should be included to ensure safe working arrangements.

1.	Observe the following safety measures with regard to electrical equipment:
(a)	avoid temporary connections and joints in cables
(b)	avoid the use of adaptors and extension leads as far as practicable
(c)	do not carry out work on electrical installations; only competent, qualified persons should undertake this work
(d)	ensure that there is a clear space around light fittings and appliances that are sources of heat
(e)	avoid bringing your own electrical appliances to work if at all possible, but if you do, ensure that the equipment is inspected and tested before use and put on the same maintenance routine as the Student Life electrical appliances
(f)	switch off all electrical equipment at the end of the working day unless its operation is required; in small premises, complete isolation of the entire electrical installation may be necessary.
(g)	Keep your work area clean and dispose of waste regularly and safely.

Fire procedures

In the event of fire, the safety of life shall override all other considerations, such as saving property and extinguishing the fire.
If a fire is discovered:
1.      Activate the nearest and/or safest fire alarm call point on discovery of any fire, however small. Do not wait until you have informed another person, such as a manager, reception, etc.
2.	Do not rely on automatic fire warning systems; summon the fire brigade without delay by the usual method as automatic methods of transmission can fail.
3.	Do not attempt to tackle the fire, unless you have been trained to do so and are not putting yourself at risk. Maintain a means of escape at all times.
4.	Evacuate the building as soon as the evacuate signal is given. (Staff should be familiar with the procedure through the staging of regular fire evacuation drills.) Do not wait to conclude meetings or telephone calls or to collect belongings.
5.	Switch off any equipment which, if left unattended, may itself constitute a fire hazard.
6.	As you make your escape, close doors, particularly those designated as fire resisting doors.
7.	Report to the pre-determined assembly point(s). Do not re-enter the building until the fire brigade officer in charge declares it is safe to do so.
8. Provide reassurance to service users where possible.

Staff should report any concerns regarding fire procedures, so that Student Life can investigate and take remedial action if necessary. 

First Aid

Student Life is committed to providing sufficient numbers of first aid personnel to deal with accidents and injuries occurring at work.

To this end, Student Life will provide information and training on first aid to staff to ensure that statutory requirements and the needs of Student Life are met.







First aid personnel


The ‘appointed person’ (1-day first aid course) need not necessarily be a qualified first aider (4-day course) but he or she will be given a clear indication of his or her responsibilities and the training required in order to effectively discharge them.

First aiders are qualified personnel who have received training and passed an examination in accordance with Health and Safety Executive requirements. First aid personnel will be provided with retraining at regular intervals (not exceeding three years) in order to ensure that their skills are maintained.

Notices shall be displayed in the workplace giving the location of first aid equipment and the name(s) and location(s) of personnel concerned.

First aid boxes

A suitable amount of first aid equipment is provided by Student Life. First Aid kits are located at appropriate well signed points.

The First Aid kits will contain at least the minimum supplies, which are required under law. Only specified first aid supplies will be kept. No creams, lotions or drugs, however seemingly mild, will be kept in these boxes.

First aid boxes will display the following information:

(a)	the name of the person responsible for their upkeep
(b)	the contents of the first aid box and replenishing arrangements
(c)	the location of the accident book.

Recording accidents and near misses

All accidents and near misses must be recorded, however minor.  Student Life has provided an accident book in which all incidents must be noted. 

Accident — an unplanned event which causes injury to persons, damage to property or a combination of both. Examples include: a fall resulting in a fracture, incorrect operation of machinery leading to breakdown.

Near miss — an unplanned event which does not cause injury or damage, but could do so. Examples include: articles falling near to people, short-circuits on electrical equipment.

It is the responsibility of staff to ensure that they complete an entry in the accident book as soon as possible after the injury has occurred. 

Where the injured person is unable to enter his or her account into the accident book, the first aider or witness (where relevant) should enter details on their behalf. Where an accident results in admittance to hospital, or inability to continue work, the Chief Executive must be informed immediately.

For the purposes of maintaining first aid supplies, first aiders should keep a record of those supplies that are used, by whom and for what reason.

Safe System of Work

The following arrangements should be followed in order to ensure that suitable and sufficient provision of first aid personnel and equipment is available at the workplace.

1.	First aid personnel must inform Student Life when their training certification period is nearing expiry.
2.	Management must ensure that staff and service users are familiar with the identity and location of their nearest first aider and first aid box.
3.	The name(s) and location(s) of first aid personnel and equipment must be displayed on the first aid box and on notice boards (where practical).
4.	Ensure that the contents of the first aid box are regularly checked to establish that supplies are sufficient to meet requirements.
5.	Order replacement supplies immediately after equipment has been used.
6.	Ensure that there is easy access to first aid equipment and facilities at all times.
7.	Summon professional medical assistance where necessary.
8.	Ensure that details of all accidents are reported and entered into the accident book.

Alcohol and Substance misuse

All staff should be aware that under Section 7 of the Health and Safety at Work Act 1974 “it shall be the duty of every staff member while at work to 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”

Student Life is committed to prevent alcohol and substance misuse by education, training and raising the awareness of staff members to the dangers of misuse and the framework for the procedure.

Policy

Student Life has a responsibility to ensure that standards of work and conduct are maintained in the workplace. 

Student Life will support and help staff identified as having alcohol or substance misuse problems wherever possible.

Every attempt will be made to help a staff member whose work problems are related to alcohol or substance misuse.  Wherever possible managers should ensure that the staff member retains their present job with no detriment to promotion opportunities or other benefits.  In cases where it is not considered feasible for them to retain their present job and where doing so might undermine their rehabilitation. Disciplinary action for alcohol or substance misuse problems should be seen as a last resort.

An employment definition of alcohol or substance related work problems or difficulties is:
“any use of alcohol or other substances which interferes with a person’s health and social functioning and/or work capability or conduct”.


Legal obligations:

Staff are individually legally obliged under the Misuse of Drugs Act (MDA)1971 to prevent the following activities taking place on the premises, if aware that they are taking place:

· Production or attempted production of controlled drugs.
· Supply, attempted supply or offers to supply a controlled drug
· Preparing opium for smoking
· Smoking cannabis or prepared opium

The Anti-Social Behaviour Act 2003 gives the Police the power to close down premises if they believe they are being used for the production or supply of Class A drugs

Student Life will be obliged to deal with the following situations in accordance with the Disciplinary Policy and Procedure:

a) unlawful dealing in drugs by a member of staff on any Student Life premises or other designated work areas  will be classed as gross misconduct and the member of staff will be liable to summary dismissal and the circumstances will be referred to the police

b) where offers of help and support have been rejected by the individual and where an staff member’s conduct and/or standards of work performance continues to be unacceptable

c) where the manager considers that a staff member may be putting themselves or others at risk

d) where excessive consumption on isolated or random occasions leads to unacceptable behaviour with regard to appropriate standards of safety and conduct

e) Being found in possession, without good cause, of prescription medication intended for another person.

f) Leaving prescription medication unattended and a potential hazard to others.

g) where a staff member reports for work after having consumed alcohol/drugs/illegal substances and is considered to be a threat to health, safety or professional standards.

Alcohol at Work

Alcohol should not be consumed during working hours, including lunch breaks and other rest periods.  Anyone who attends a special function where alcohol may be available e.g. Christmas lunch should bear in mind drink driving legislation and use this as the maximum limit when working in a professional capacity. Staff are still representatives of Student Life at these events and must adhere to the Behaviour policy.

Employees also need to be aware of the effects of drinking alcohol before they start or resume work.

	Warning!

	The legal drink drive limit cannot be safely converted into a certain number of units, as it depends on a number of factors to include gender, body mass and how quickly your body absorbs alcohol into the blood stream.



The UK BAC limit is 80mg per 100ml blood, allowing you to drink a pint to a pint and a half of beer, or one glass of wine at 13% without exceeding the drink-drive limit. It is your responsibility to know what this means for you given the warning above.

Access and egress

General Statement

Student Life is committed to providing a safe place of work and a safe means of access and egress within all parts of the workplace. Safe access and egress includes movement in and out of the workplace, and safe access within the workplace. The Chief Executive is responsible for implementing this policy which covers the following:

Safe System of Work

The following points will assist in ensuring that safe access and egress is achieved.

1.	Do not store objects on the floor or in walkways; return articles or equipment to their designated storage point when they are no longer required.
2.	Ensure that articles are not stored precariously on top of cabinets or on shelves. These could fall on to a passer-by.
3.	Carry out regular inspections of walkways to ensure that they are free from obstructions.
4.	Dispose of obsolete and waste items immediately.
5.	Regularly check the suitability of lighting.
6.	Ensure that flooring is suitable for the purpose and is maintained in safe condition.
7. Regularly check that there is sufficient space to move freely.

Control of Substances Hazardous to Health (COSHH)

Under the Control of Substances Hazardous to Health Regulations 2002 (COSHH) employers are required to make arrangements to control the exposure of their staff to all substances which may affect their health. 

Exposure must be prevented or, where this is not reasonably practicable, adequately controlled.

General Statement

Student Life acknowledges that no substance can be considered completely safe. All reasonable steps will be taken to ensure that all exposure of staff to substances hazardous to health is prevented or at least controlled to within statutory limits.

Student Life undertakes to control exposure by the substitution of harmful chemicals and substances for those which pose no threat of injury to the user, alternatively and where also necessary engineering methods and staff training will be provided.



Safe System of Work

All substances regulated by the Control of Substances Hazardous to Health Regulations 2002 will be stored in suitable locations which will be clearly marked in accordance with the Health & Safety (Safety Signs & Regulations) 1996. 

Staff are encouraged to report defects and utilise the systems in place for prompt repair and maintenance and for the provision of temporary replacement controls (eg PPE).

The following steps can be taken to minimise the risk:

(a)	ensure hazard information is kept up to date
(b)	ensure assessments are reviewed annually and reassessed every three years or when material changes are made
(c)	ensure staff are trained in the nature of the hazards and use of control measures
(d)	ensure controls are maintained and monitored
(e)	ensure all documentation is comprehensive and comprehensible
(f)	encourage staff to report faults and problems.

Since the hazard to health posed by many substances is not known it is good practice to use working methods to minimise exposure. 
Where the hazards are known specific steps can be taken. The seven most important steps are:

(a)	identify the hazard
(b)	assess the risk
(c)	eliminate, prevent or control the risk
(d)	maintain and monitor the controls
(e)	monitor the health of the workforce
(f)	ensure assessments and controls are up to date
(g)	inform and train the workforce.

Record Keeping

Under the provisions of COSHH Regulations 2002, records should be kept of the following.

1.	Inventory of hazardous substances.
2.	Assessment of risks of exposure.
3.	Control measures provided.
4.	Methods of use of control measures and defect/fault reporting.
5.	Examination, testing and repairing of control measures. Either the record itself, or a summary, must be kept for a minimum of five years (regulation 9).
6.	Exposure monitoring: for five years if a record of background exposure or control proving record, and for 40 years if a record of exposure of an identifiable employee (regulation 10).
7.	Individual health record of exposure or potential exposure for 40 years from date of last entry (regulation 11).
8.	Training given to staff.

Although COSHH specifically requires records of 5, 6 and 7 above, other items (1, 2, 3, 4 and 8 above) will assist in demonstrating full compliance.



Appendices:
Health and safety forms

1. Employee acknowledgement

2. Maintenance of workplace checklist 

3. Workplace safety inspection report


Safety forms

4. Monthly fire safety checklist - offices and projects

5. Initial Fire Risk Assessment / Survey

6. Display Screen Assessment: Self-assessment Questionnaire

7. Control of substances hazardous to health (C.O.S.H.H.) assessment












Health and safety: employee acknowledgement



Name:


Department:


I have read and understood the requirements of Student Life’s Health & Safety Policy and agree to comply with the responsibilities and safe systems of work contained therein; in addition to my responsibilities as an employee which are detailed in the Health & Safety at Work Act 1974 (Sections 7a,7b & 8).

I am also in receipt of the following documentation which is directly relevant to my position / activities within Student Life.

(Insert Document Titles)






I understand that failure to implement / comply with the policy may render me liable to disciplinary action and could also lead to prosecution by the Enforcing Authority where my acts or omissions contravene existing legislation or best practice.




Signed:



Date:


          





Maintenance of Workplace Checklist

	Quarterly Check
	
	Assessor
	

	Area Checked
	
	Date
	



This checklist provides a basic framework for the inspection of the workplace.  It may require to be amended and/or expanded to address fully the specific requirements of the area to be inspected, and therefore should not be regarded and exhaustive.

In order to assist the person(s) carrying out inspections, the following model checklist of points to be looked at has been formulated. The model checklist can be tailored to suit the needs of the auditor by adding reference to any particular hazards which are presented by specific departmental activities.

	A. GENERAL MAINTENANCE
	YES
	NO

	1. Is all equipment in work area regularly maintained / serviced / cleaned?
	
	

	2. Are maintenance records kept?
	
	

	3. Defects remedied as soon as possible?
	
	

	4. Clear guidelines / procedures for any specialised equipment
	
	

	
	
	

	B. VENTILATION
	YES
	NO

	1. Is workspace sufficiently ventilated?
	
	

	2. Any fans provided work properly?
	
	

	3. Is any Local Exhaust Ventilation (LEV) working properly?
	
	

	
	
	

	C. TEMPERATURE
	YES
	NO

	1. Is it reasonable and comfortable during working hours (usually min of 16c)
	
	

	2. Is local heating / cooling available if needed?
	
	

	3. Thermometers available at convenient locations?
	
	

	
	
	

	D. CLEANLINESS & WASTE MATERIALS
	YES
	NO

	1. Workplace and equipment kept clean?
	
	

	2. Rubbish in bins and regularly disposed of?
	
	

	
	
	

	E. ROOM DIMENSIONS AND SPACE
	YES
	NO

	1. All workstations and rooms have sufficient space for ease of movement?
	
	

	2. Room sufficient for the number of people working therein?
	
	

	

	
	

	F. WORKSTATION AND SEATING
	YES
	NO

	1. Workstations safely and comfortably arranged?
	
	

	2. Sufficient clear and unobstructed space?
	
	

	3. VDU operators - are regular breaks taken / free access to eye tests?
	
	



	G. FLOORS
	YES
	NO

	1. Of sound construction and suitable for the purpose?
	
	

	2. Are the floor surface free from defect, obstruction or slippy etc….
	
	

	
	
	

	H. TRAFFIC ROUTES
	YES
	NO

	1. Can people circulate in a safe manner?
	
	

	2. Are they free of obstructions?
	
	

	
	
	

	I. RISK OF FALLS AND FALLING OBJECTS
	YES
	NO

	1. Where there is such a risk - are suitable and sufficient measures being taken? (apart from PPE, info, instruction, training or supervision)
	
	

	2. Secure fencing where necessary (if danger of falling 2M +)
	
	

	
	
	

	J. WINDOWS
	YES
	NO

	1. Are all window controls accessible in a safe manner
	
	

	2. Danger of falling out of any windows?
	
	

	3. Window guards operable and in safe condition?
	
	

	
	
	

	K. WINDOW CLEANING
	YES
	NO

	1. Are windows cleaned?
	
	

	2. Can they be cleaned in a safe manner?
	
	

	3. Are risk assessments in place?
	
	

	
	
	

	M. SIGNAGE
	YES
	NO

	1. Is there appropriate and adequate health and safety related signage?
	
	

	2. Employers Liability Insurance in-date & on Display
	
	

	
	
	

	N. PROHIBITED AREAS
	YES
	NO

	1. Are such areas (roof, lift motor room, etc…) fitted with secure locked doors?
	
	

	. 
	
	

	O. FACILITIES FOR REST & TO EAT MEALS
	YES
	NO

	1. Are suitable and sufficient facilities provided?
	
	

	2. Areas for pregnant women and nursing mothers?
	
	

	
	
	

	P. DRINKING WATER
	YES
	NO

	1. Is adequate supply of drinking water provided?
	
	

	2. Are the outlets labelled / clear and fully functional?
	
	

	


	
	

	Q. W.C's
	YES
	NO

	1. Suitable and sufficient facilities for male, female and disabled workers?
	
	

	2. Are facilities clean?
	
	

	3. Are well maintained / well light, well ventilated?
	
	

	4. Basins with hot / cold water and soap?
	
	

	5. Hand dryers?
	
	

	6. Sanitary disposal? / nappy disposal?
	
	




	R. GENERAL COMMENTS


	





	S. CORRECTIVE ACTIONS REQUIRED
	PERSON RESPONSIBLE
	ACTION BY
	DATE
COMPLETED

	

	
	
	



Once the inspection is completed, those items which have attracted a "No" Response, will normally require remedial action.  Deficiencies should be notified to the Chief Executive

Copies of the inspection form and requests for remedial action are to be retained on file.

Workplace safety inspection report

Location / Activity:		                                                         DATE: 

	
No
	
DESCRIPTION
	
YES
	
NO

	
1
	
Is there a safe system of work / procedure for this activity ?
	

	


	
2
	
Has a specific risk and other assessments (coshh / m/handling etc.) been completed
	

	


	
3
	
Have those personnel involved, been made aware of the significant findings of any relevant assessments?
	

	


	
4
	
Is the workplace clean and cleared of any obstructions or other hazards?
	

	


	
5
	
Are there any risks to third parties in the area (Service Users and other staff)?
	

	


	
6
	
Is there safe access and egress to the workplace (slip, trip, fall hazards or other obstructions)
	

	


	
7
	
Are there any unprotected edges or openings or other dangers?
	

	


	
8
	Has any electrical equipment in use, been tested and then inspected by the user?
	

	


	
9
	
Is there sufficient lighting and ventilation to the work area?
	

	


	
10
	
Are persons trained for the activity, (operation of work equipment, use of cleaning chemicals etc)?
	

	


	
11
	
Are the extinguishers that are in the immediate area charged?
	

	


	
12
	
Are there any other problems that are not mentioned above? If so inform your Manager.
	

	


	Other Comments



Having completed this inspection of the workplace, I am of the opinion that the area is in a safe / unsafe* condition. 


	Signed: .				Position:  				Date:


	*Where an unsafe situation is identified, a member of the management is to be informed 
           immediately and the activity must cease until corrective action is taken.





Monthly fire safety checklist - offices and projects (where Student Life is not responsible for the building maintenance)

	
No
	
Description
	
Yes or No
	
Comments
	
Sign Off

	1
	
All areas clean, Clear of debris & free of combustibles / flammables?
	

	

	


	2
	
All materials stored safely & correctly (flammables etc.)
	

	

	


	3
	No Smoking rules being adhered to where applicable?
	
	
	

	3
	All waste receptacles emptied and stored externally?
If “No” who and when did you report this 
	
	
	

	4
	Fire Plan / Location / Assembly Point Clearly Displayed?
	

	

	


	5
	Date of last Fire Risk Assessment survey
	
	
	

	6
	
There is access to fire escapes / exits clear, signed & Maintained?
	

	

	


	7
	
Please provide the date of the last fire drill?
	

	

	


	8
	
Date of last fire alarm test?
	

	

	


	9
	
All fire extinguishers in your project/office spaces in date?
	

	

	


	10
	
All fire extinguishers in your project/office spaces unobstructed?
	

	

	


	11
	
Any fire extinguishers in your project/office spaces damaged?
	

	

	


	12
	
Any fire extinguishers in your project/office spaces misused?
	

	

	


	13
	
Are There Sufficient Extinguishers to each area in your project/office spaces?
	

	

	


	14
	
If you answered Yes to any question from 8 -13 when did you report them and who to?
	

	

	


	15
	
Fire action notices on display in all communal areas?
	
	
	

	16
	
Heating appliances free / ventilated / unobstructed (clothing etc.)
	
	
	

	17
	
Responsible person present to act as Fire Marshall  to cover activities - (Insert Names).
	
	
	

	18
	Electrical equipment turned off at end of shift – as appropriate
	
	
	

	
19
	All Student Life and personal electrical equipment is PAT tested and certificated
	
	
	

	20
	General Comments:




Signed: 	_____________________________

Position:	_____________________________

Date:		_____________________________


Summary









Signature:							Date:	  				


Print:								Position: 				
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Display Screen Assessment: Self-assessment Questionnaire

	Name:
	Date:

	Department:
	Report to:

	Employee:
	Assessment No:

	The purpose of this check list to evaluate Health and Safety factors associated with your workstation.
	Complete all questions and put a tick in the appropriate YES or NO box.



	Display Screen
	Yes
	No

	Does the screen tilt / swivel?
	
	

	Is the screen clear & free from flicker
	
	

	Can contrast and brightness be adjusted?
	
	

	Is screen positioned at a comfortable height and viewing distance?
	
	



	Keyboard      
	Yes
	No

	Is the keyboard tiltable?
	
	

	Are symbols on keys clearly legible and easy to use?
	
	

	Does keyboard have matt surface?                                
	
	

	Is keyboard separate from screen?
	
	



	Work Chair    
	Yes
	No

	Is chair adjustable in height?                 
	
	

	Does the chair provide adequate lumber support?
	
	

	Is the chair stable and allows freedom of movement?               
	
	

	Do you know how to adjust your chair?
	
	



	Desk / Worksurface
	Yes
	No

	Is the desk / work surface of adequate size for you to use a P.C?
	
	

	Does the desk / work surface have a low reflective surface?
	
	

	Is the desk / workstation equipment layout arranged so you can carry out your tasks comfortably?
	
	

	Does the desk / work surface foot well allow freedom of movement?
	
	



	Posture / Ergonomics
	Yes
	No

	Can you sit comfortably and easily change posture?
	
	

	Can your feet comfortably reach the floor?
	
	

	Can you support your wrists on the desk / workstation when keying in information?
	
	

	Do you need a wrist support?
	
	

	Are you free from aches, pains or sensory loss? (Tingling pins & needles) in neck, back, shoulders, upper limbs or lower limbs, while using your workstation?
	
	

	Do you need a document holder?
	
	

	If you need a document holder – is it stable, adjustable and positioned to minimise head and eye movements?
	
	



	Visual Factors
	Yes
	No

	Did you take advantage of the eye screen test?
	
	

	Are you satisfied there is adequate lighting to carry out your task?
	
	

	Is your screen free from glare and reflections?                    
	
	

	Is your screen information clear and legible?
	
	

	Has the screen a stable image – free from flicker or other forms of instability?
	
	



	Environment   
	Yes
	No

	Are you free from excessive noise, emitted from environment?
	
	

	Is the overall level of heating, air conditioning or ventilation where applicable adequate in your working environment?
	
	

	Is your workstation area free from any trip hazards from cables etc.?
	
	



	Task Requirements
	Yes
	No

	Can you clearly understand the software design on your P.C?
	
	

	Is it easy to read?                     
	
	

	Is the software suitable for the task?
	
	

	Have you received training in the use of the software?
	
	

	Are breaks from continuous screen work made available to you?            
	
	

	Have you adjusted the workstation equipment to meet your own needs and achieved a comfortable working posture?
	
	



	How much time is spent daily using your display screen?
	
	



	0 TO 1 HOUR
	1 TO 2 HOUR
	2 TO 4 HOUR
	4 TO 6 HOUR
	6 TO 8 HOUR

	
	
	
	
	



	ANY OTHER COMMENTS:    





	SIGNATURE:

PRINT NAME:
	DATE:



	INFORMATION / INSTRUCTION.



Control of substances hazardous to health (C.O.S.H.H.) assessment

PRODUCT:...................................................................................................................

WHAT ARE THE HAZARDS: (REFER TO TOXILOGICAL SECTION ON DATA SHEET): 
	

	



WHO IS AT RISK FROM THE PROCESS: (CIRCLE):           USERS                 THIRD PARTIES 

WHAT CONTROLS ARE REQUIRED: 	
			
	
 USERS:  
	
 PRECAUTIONS BELOW + USER INSTRUCTION

	
THIRD PARTIES:
	




RISK CATEGORY:
      	            (circle)          IRRITANT    TOXIC    CORROSIVE    HARMFUL    FLAMMABLE

FIRE REQUIREMENTS:

	



HANDLING REQUIREMENTS:
	


STORAGE REQUIREMENTS:
	


WHAT P.P.E IS REQUIRED: (CIRCLE):
	
   HARDHAT       BOOTS       GOGGLES       GLOVES       MASK       OVERALLS

	
   OTHER:(Specify):


FIRST AID MEASURES:
	SKIN: 
	

	EYES:
	

	INHALATION:
	

	INGESTION:
	


ARE THERE ANY OTHER SPECIFIC CONTROL MEASURES REQUIRED:
	

	



ASSESSMENT MADE BY:  .............................................................   SIGN
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Stress – Health and Safety

General Statement


The Organisation is committed to ensuring that its staff are able to work in a harmonious and productive environment conducive to promoting a stress free workplace.


In the first instance, individual Line Managers are responsible for the implementation of the requirements detailed within this safe system of work. Where the immediate Line Manager cannot resolve specific concerns, these must be referred to a senior member of the management team immediately.


Background Information


Stress can be defined as ‘the adverse reaction people have to excessive pressure. It isn’t a disease, but if it continues for a prolonged period of time it can inevitably lead to mental and physical ill health.


In the UK, as many as one in five people are suffering from high levels of work-related stress. That’s around 5 million workers. The cost to Britain’s economy is estimated at approximately 6.7 million working days lost per year at a cost of approximately £3.7 billion.


The causes of stress can be fairly rudimentary; they can also be masked by other factors, typical causes of work related stress are as follows;


· Poor management culture,


· Unreasonable demands,


· Lack of control,


· Poor relationships,


· Change Management,


· Inadequate training and support,


· Insecurity and uncertainty.


If the situation does not improve then work-related stress can lead to:


· Poor mental health,


· Heart disease,


· Back pains, gastrointestinal disturbances and other miscellaneous minor injuries,


· An increase in unhelpful health patterns and habits such as skipping breakfast, excessive drinking and smoking.


The implications for the employer are also worth considering as increased sickness absence, poor staff morale and performance can be symptoms of an underlying work-related stress problem.


Arrangements for Ensuring the Health and Safety of Workers


Where the potential for workplace stress is identified, the Organisation shall conduct a risk assessment to determine who is at risk and how they shall be affected. The risk assessment hierarchy shall then be used to reduce the risk to the lowest practicable level.


As part of the controls adopted to reduce the levels of workplace stress all staff shall adopt the following measures;


1. All staff are actively encouraged to discuss problems with their Line Manager, a blame culture is to be avoided where it is practical to do so.


2. Employee’s are to be encouraged to plan and organise their own jobs in a manner which suits them, provided this does not interfere with the operational needs of the business or affect the level of customer service expected by our service users.


3. Where staff have concerns regarding the level of work this should be communicated to their Line Manager for further discussion.


4. Line Managers are responsible for providing all relevant on-the-job training to ensure that staff can perform the tasks required, to an acceptable level of competence. Where additional training needs are identified, these are to be communicated to a member of the management team.


5. Where it is foreseeable that violence and aggression may be encountered, staff are to be provided with the relevant training to enable them to deal with the situation effectively.


6. Employee’s are to be encouraged to report all acts of aggression or violence within the workplace, in accordance with the ‘Violence and Aggression’ Policy.


Advice to Managers & Supervisors


If an employee complains about being stressed, it is important that you listen to them!


If the source is work-related:


· Try to address the source(s);


· Involve the employee in decisions;


· If necessary encourage them to seek further help through their doctor;


· If you are not their Line Manager ensure that you treat the matter with confidentiality.


Where you cannot control the source of the problem it may be appropriate to move the employee to a different task or work area. If a period of sick leave is recommended, keep in touch with them and their Doctor.


It is not acceptable to implement the disciplinary procedure when an employee comes to you requesting assistance. Any form of action leading to dismissal may result in a claim for unfair dismissal. If in doubt, take no immediate action and seek further advice.


Advice to Staff


You can help the Organisation by:


· Talking to us! I f we don’t know there is a problem, then we can’t help;


· Support your colleagues, if they are experiencing problems as a result of work related stress;


· Consult your G.P. if you are worried about your health;


· Discuss the possibility or altering aspects of your job or position with your immediate superior, even if only temporarily;


· Try to focus on solving any problems you may have, rather than just worrying about the problem;


· Look after your health, eat healthily, stop smoking, reduce alcohol consumption, consider learning relaxation techniques;


· Talk to family and friends about what you are feeling.


Record Keeping


Where the intervention of the Organisation is required as a result of deteriorating performance, the Organisation shall maintain records of any interviews and recommendations to ensure that the appropriate course of action is taken and that the employee receives every possible assistance in resolving the problem, where it is within the power of the Organisation to do so.


These records shall be considered confidential and are not to be divulged to other employee’s
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Pregnant Workers – Health and Safety

General Statement


This procedure has been drafted to state our commitment to provide a safe working environment for pregnant workers and to protect new or expectant mothers from any potentially hazardous process or working conditions or certain physical, chemical and biological risks within the workplace as defined by the Management of Health and Safety at Work Regulations 1999 


Line Managers shall be responsible for ensuring that a safe working environment is achieved and maintained at all times and that where risks to the safety of ‘pregnant workers’ are identified, that the appropriate control measures are adopted.


Definitions


The phrase ‘new or expectant mother’ is defined as a worker who is pregnant, who has given birth within the previous six months or who is breast-feeding.


‘Given birth’ is defined as having delivered a living child or, after twenty-four weeks of pregnancy, a stillborn child.


Arrangements for Ensuring the Health and Safety of Workers


The primary requirement is for the organisation to conduct a ‘risk assessment’ of the specific risks posed to the health and safety of pregnant women and new mothers in the workplace and to then take steps to ensure that those risks are avoided.


It must be remembered that risks included those to the unborn child or child of a woman who is still breastfeeding – not just risks to the mother.


Risks tend to fall in to one of the following categories;


· Physical agents:- shocks, vibrations, manual handling, noise and extreme heat or cold;


· Biological agents:- listeria, rubella, chicken pox virus, toxoplasma, hepatitis B, HIV and Cytomega lovirus.


· Chemical  agents:- such as mercury, antimiotic drugs, carbon monoxide and other substances listed as capable of percutaneous  absorption.


· Working conditions:- working with ionising radiation, VDU’s.


Where a risk has been identified following the assessment, affected staff or their representatives should be informed of the risk and the preventative measures to be adopted. The assessment shall be reviewed where it is suspected that circumstances may have changes so as to render the original assessment invalid.


The pregnant employee must notify the Organisation, in writing that she is pregnant, has given birth within the last 6 months or is breast-feeding before the following courses of action are considered.


Where it is practical to do so, the hazard must be removed or exposure to the hazard prevented.


a) If the risk is still prevalent then due consideration is to be given to temporarily adjusting her working conditions or working hours (MHSW Reg 16(2))


b) If it is not reasonable to do so or this would not reduce the risk, then suitable alternative work should be offered.


c) If neither of the previous options are viable then it may be necessary to suspend them on full pay for as long as is necessary to protect her health and safety or that of the child.


Practical Precautions


		Risk

		Precautions



		During manual handling, increased risk of postural problems when pregnant or limitations of ability when the woman has had a caesarean section.

		Ensure the woman has light duties not requiring excessive physical exertion.



		Risk of heat stress, dehydration or fatigue from extremes of hot or cold.

		Ensure they have access to refreshments and can take regular short breaks. Managing the climate of the working conditions to avoid extremes of heat or cold.



		Fatigue from prolonged periods of standing or workload involving physical effort can lead to problems with the development of the baby.

		Ensure they can take short breaks. Ensure that seating is available where possible.



		Raised blood pressure associated with stress.

		Discuss and agree the volume of work and the pace of the work.



		Morning sickness arising from early shift work.

		Flexible rostering.



		Morning sickness associated with nauseous smells.

		Flexible work allocation



		Poor balance in later stages of pregnancy can increase the risks from slippery surfaces.

		Clean pillages immediately and ensure that sensible footwear is worn.





Night Work


Night work in itself is not thought to present any special risks to new and expectant mothers or their children. However in some cases a doctor or midwife may consider that a risk exists and produce a certificate, in which case the Organisation shall offer alternative daytime work or suspend the employee on paid leave.


Record Keeping


Risk Assessments shall be retained for a minimum period of two years. All documentation received from the expectant or new mother will be retained in the employee’s personnel file.



image4.emf
H&S Welfare  Facilities - sanitation draft 09.doc


H&S Welfare Facilities - sanitation draft 09.doc
Welfare Facilities – H&S 

The Approved Code of Practice accompanying the Workplace Health Safety & Welfare Regulations 1992 requires that every employer must provide a working environment which is safe and without risk to health, so far as is reasonably practicable, and must make suitable arrangements for welfare.


This will include the provision of adequate washing and toilet facilities. 


Guidance to the Control of Substances Hazardous to Health Regulations 2002 requires the provision of adequate washing facilities to meet a standard of personal hygiene consistent with the control of exposure to, and the need to avoid the spread of, substances hazardous to health.


A common feature of all statutory requirements is that the locations of washing and toilet facilities should be accessible.


General Statement


It is the policy of the Organisation to ensure the health, safety and welfare of all staff, so far as is reasonably practicable. We recognise the need to provide a safe working environment and that this includes the provision of sufficient washing and sanitary conveniences.


We shall therefore ensure that suitable and sufficient facilities are readily available and maintained in a hygienic manner.


Safe System of Work


In order to assist the Organisation in maintaining suitable washing and sanitary facilities the following procedures must be followed.


1.
Only use those facilities that you are authorised to use and for the intended purpose. 


2.
Leave the facilities in clean and tidy condition after use.


3.
Report any defects or problems to a responsible person.


3. Ensure that spillages of water or other slip hazards are cleared up 


immediately.


5.
Use sanitary disposal units for their intended purpose.


6.
Do not leave spare toilet rolls or towels, etc on the floor. Keep them in their designated locations.


7.
Inform management of any special needs in relation to provision or use of sanitary or washing facilities.


8.
Do not smoke in toilets or washrooms.


9.
Report any damage, blockage, leakage or other defect to your Line Manager immediately.
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Display Screen Assessment – Health and Safety

Introduction


Display Screen Equipment assessments are a legal requirement for all members of the EU and is covered in the UK by the “Management of Health & Safety at Work Regulations 1992”. 


In particular this process aims to meet the requirements of specific regulations, the Health and Safety (Display Screen Equipment) Regulations 1992. 


Responsibilities


Line Managers


Line managers are legally responsible for the health and safety of the people directly under their control. They are ultimately responsible for facilitating the workstation assessment process in a given area and for ensuring that appropriate and timely action is taken to eliminate significant risks reported from the assessments.


Line Managers are supported in discharging their legal responsibility by suitably trained local risk assessors (H&S Representatives).


Risk Assessors 


The risk assessor is a suitably trained, competent person with the necessary skills and experience to carry out workstation assessments. They act as the agents of line managers, but do not carry any legal responsibility for health and safety other than their duties as staff. 


User

DSE users have a duty under health and safety legislation to follow the organisation’s safety procedures and to take reasonable care of their own safety. 


It is vital that users experiencing any form of pain or discomfort whilst using their workstation immediately consult their manager and, if appropriate, their GP.


Self Assessment Questionnaire


A self assessment questionnaire is an essential part of the assessment process. 


Users of DSE know what the problems are and whether they are comfortable.  A questionnaire has been devised and included as part of the safety management system


A self assessment questionnaire is the starting point for the assessment and should be sent to the DSE user before the assessment date. The assessment itself should be carried out at the DSE user’s workstation and with the DSE user present.


A questionnaire is completed for each workstation by its main user. Where more than one user has access to a workstation, the individuals may well have very different requirements which may affect the safe and efficient use of the workstation. Under these circumstances workstation assessors use their discretion to ask additional users to complete a questionnaire.


Reviewing the Questionnaire


Wherever a problem is flagged on the questionnaire, i.e. a “no” answer, some remedial action may be required. It is also possible that the question may have been misunderstood and no problem exists.


“Yes” responses on the user questionnaire do not necessarily mean that there are no problems. The user may have missed something important or there may be a cumulative effect of a number of relatively insignificant items, which in combination cause a problem. 


The risk assessor is trained to look beyond the obvious for these subtle interactions.


Training and Informing the User


The assessment is a good opportunity to give the user information about health and safety, such as the organisations eye test policy, the importance of regular breaks and where to go for assistance if they have problems using their workstation. 


It is also a suitable occasion to train the user in adjusting their workstation furniture, particularly the chair, for good posture. A12-point workstation set-up plan is included in this policy for reference.


Identifying and Recording Problems


The risk assessor works systematically through the questionnaire recording the problems found, deciding on the appropriate remedial action and nominating a person to carry out each action. 


It is usually necessary to observe the user performing common tasks in order to identify problems, e.g. typing style, getting out of the chair, etc. 


It must be a dynamic, not a static assessment. It is also important to note any non-DSE health and safety hazards such as:


· Trip hazards;


· Electrical hazards;


· Unsafe stowage of equipment and materials;


· Access / egress obstructions;


· Manual handling risks, e.g. the need to lift boxes of photocopy paper.


DSE risk assessors do not diagnose or recommend improvements for these hazards, but simply pass the information to the appropriate quarter e.g. the Line Manager.


Reducing and Eliminating the Risks


Many problems can be dealt with at the time of the assessment. For example, adjusting the chair, setting the screen at a comfortable viewing distance, closing window blinds, etc. 


These actions should be recorded along with the name of the person who took the action and the date when it was completed. The remaining actions are passed on to the appropriate department within the organisation. 


In all cases, users are to be informed of the outcome of the assessment and are given some idea of the likely time-scale in dealing with problems identified.


Line managers are responsible for signing off risk assessments. They process action requests by forwarding them to the appropriate department in the organisation and ensure that risk is reduced as far as is reasonably practical. 


As actions are completed the workstation assessment record is to be updated to show the date when the action is cleared.


Recording the Assessment


It is essential to have a written record of the assessment. This enables everyone concerned to keep track of which actions have been completed and those which are still to be done. 


A good workstation assessment record should include the following:


· The user’s name, workstation location and date of the assessment. It should identify problems, risk ratings, actions taken at the time of the assessment and actions which still need to be taken;


· User’s signature to show that they took part. Line manager’s signature to



acknowledge receipt of the action list. Risk assessor’s signature;


· Kept with the completed self assessment questionnaire in a safe but accessible location.


Record Keeping


Written records provide an audit trail to demonstrate that the Organisation has complied with the DSE Regulations. They also help to defend the Organisation in the event of litigation.


Workstation assessment records should be treated in the same way as other personnel records and archived accordingly.


The risk assessor acts as the local point of contact to keep users and line managers informed and to instigate any interim remedial measures which may be necessary. 


They keep copies of all assessments conducted and generate a summary sheet to record dates and outcomes of their assessments.


Non confidential records of eyesight test results relevant to DSE usage are kept with the personnel record of the individual.


Reviewing and Monitoring Assessments


The risk assessor monitors for significant changes to the workstation or to the user’s job and can decide to review or repeat the assessment. If there haven’t been any significant changes, then the assessment should be repeated after two years.


A significant change to the workstation would be:


· A major change in workstation furniture (e.g. new chair, new desk);


· A major change in the working environment (e.g. lighting, heating)


· If the workstation is relocated;


· A substantial increase in the amount of time required to be spent using DSE;


· A major change to the hardware (screen, keyboard, other input devices, etc.);


· A major change to the software used;


· A substantial change in task requirements (e.g. more speed or accuracy).


Assessments are also reviewed if research findings indicate an increase in likelihood, a significant new risk, or show that a recognised hazard needs to be re-evaluated.


12 Point DSE Workstation Set-Up Plan


1 Chair Height


Adjust the seat height so that your elbows are approximately level with the desk. Your wrists should be in a relaxed, neutral position. Ensure armrests do not prevent you getting close enough to the desk / keyboard or obstruct your elbows whilst typing.


2 Footrest


If your feet do not touch the floor, use a footrest to support them and ensure that there is no undue pressure on the bottom and/or thighs (your thighs should be approx. horizontal).


3 Chair Back


Adjust the chair back height to give support to the small of your back. Adjust the chair back angle for comfort and support, this should be fairly upright when typing.


4 Keyboard


The keyboard should be a comfortable distance from (depending on typing style) and parallel with the front edge of desk. There should be space in front of the keyboard to rest your hands / arms when not typing.


5 Mouse


Create enough space so that the mouse (and mouse mat if used) can be moved close enough to prevent you overstretching. There should be room in front of the mouse so that your hand/forearm is not obstructed when using it.


6 Monitor


Adjust the viewing distance and screen height to suit but ensure a slightly downward viewing angle to the screen. As a rough guide, eyes should be about level with the top of the computer casing and the screen should be at approximately arm’s length.


7 Screen


It should be possible to avoid glare and reflections by adjusting the screen tilt. The correct viewing position is with the screen at right angles to the line of sight (it should not be necessary to work with the screen angled down in order to avoid reflections). Use blinds if available.


8 User Position


Do not work at odd angles if it can be avoided – your body position should be ‘squared-up’ to the desk. Therefore, if you are interacting with the computer the


screen should be directly in front of you. If you are copy typing, place the copy directly in front of you.


9 Documents


If working from hard copy, use a document holder whenever possible. Ideally you should position documents at the same viewing distance as the screen. If it is not possible to use a document holder consider placing the document between the screen and keyboard.


10 Equipment Position


Think about the positioning of other equipment, especially any items that are frequently used. You should not have to stretch excessively for the telephone, or


regularly used reference material. Printers, however, should not be positioned close to users (e.g. on users’ desks).


11 Breaks


Organise your work so that you take regular short breaks away from the screen e.g. collecting documents from the printer, filing, making coffee, etc. When not engaged in sustained keyboard work – change your workstation setup so that through the day you adopt a variety of working postures.


12 Any Problems?


If you experience any problems whilst using your workstation or have any health and safety related concerns you should contact your line manager
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