
Revisions to the Local Rules template – Version 3.2, June 2018
The following revisions have been made to the local rules template:
	Update number
	Section
	Brief summary of update

	1
	5.26
	Drivers and vehicles. The addition of a section outlining local arrangements to be in place. This section has been added due to recommendations made from the Driving At Work audit undertaken by Safety and Health Services in 2017


Revisions to the local rules template – Version 3.1, March 2014
The following revisions have been made to the local rules template:
	Update number
	Section
	Brief summary of update

	1
	All
	Health and Safety Office changed to Safety and Health Services

	2
	4.14
	Update of legislation to the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013.

	3
	5.5
	Security Services external emergency number corrected to 0117 331 1223


Revisions to the Local Rules template – January 2013
The following revisions have been made to the local rules template:
	Update number
	Section
	Brief summary of update

	1
	3
	Shared workplace agreements. The addition of a section outlining shared workplace agreements. The reason why this has been added is the realisation that many university schools and services share their workplace with external bodies. Therefore there is a need to formalise current arrangements in a signed agreement. Safety and Health Services does have a template for a shared workplace agreement that can be shared as necessary.

	2
	5.4
	Fire safety section. The template now has a paragraph with regard to the management of Personal Emergency Evacuation Plans (PEEP’s). 

	3
	5.12
	Workstations section. A paragraph has been added on the use of laptops and other portable devices, providing advice on the use of docking stations and external equipment such as keyboards and mice to ensure a more ergonomic working position.

	4
	5.14
	Accident and incident reporting. The previous template had very little information on accident and incident investigation. The revised document outlines how this should be achieved.

	5
	5.15
	First aid provision. There have been minor updates asking the SSA to add details on the location of first aid boxes and any first-aid rooms.

	6
	5.23
	Working at height.  There has been advice added on the use of ladders and step ladders as most workplaces have these which are used by many members of staff.

	7
	5.24
	Drivers and vehicles. The final revision has been clarification in the driving and vehicles at work section, to state ‘where the service has a vehicle, employees must submit their licence for inspection on recruitment and on an annual basis’. This previously did not make it clear that the inspection of licences is for those areas that have departmental vehicles rather than all staff who my drive their own vehicles on University business.
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1. Scope
These local rules outline how health and safety is managed within the Faculty/School. The local rules will be reviewed annually and amended as necessary.

	Add brief description of the service, this may include:
· Location;
· Whether the service is a process owner and therefore the location of staff within Faculty’s and Schools;
· The service provided etc.


2. Health and safety responsibilities
2.1 Dean

The Dean is responsible to the Deputy Vice-Chancellor for the line management of the Head of School. The Dean also acts as head of section for the faculty support team. As such the responsibility for health and safety is cascaded through the management structure.
2.2 Head of School 
The Head of School has a responsibility for ensuring a safe and healthy working environment for their staff, students, visitors and others who may be affected by the work and activities of the School. The Head of School must ensure that the University health and safety policy and key objectives are met which are outlined in the University Statement of Health and Safety Policy.
2.3 Faculty Manager

The Faculty Manager oversees faculty level administrative and operational processes and is responsible for the health and safety of their staff and others who may be affected by the activities. 
2.4 School Manager
The School Manager manages and leads the school’s research, teaching and learning administration. They have a responsibility to ensure that high degrees of professional and quality service standards are reached including in relation to health and safety.  In many cases it is the School Manager (rather than the head of school) who is responsible for managing the School Safety Advisor (SSA), monitoring health and safety performance and outlining an action plan to address any identified health and safety concerns.
2.5 Divisional Head 

Each Divisional Head has a responsibility for ensuring a safe and healthy working environment for their staff, visitors and others who may be affected by the work and activities of the service. This can be achieved by arranging a workable health and safety management system within their division. The Divisional Head must ensure that the University health and safety policy and other key objectives are met as stated in the University Statement of Health and Safety Policy. 

Divisional Heads who are process owners are responsible for the health and safety of their staff that are located within faculty teams; this includes completing risk assessments for lone working, management of work-related stress and process-specific activities. However, ensuring a healthy and safe workplace, including managing the completion of display screen equipment assessments and maintenance of the immediate workplace is the responsibility of the faculty.
2.6 Estates
Estates are responsible for providing and maintaining safe buildings. Facilities Managers (FM’s) represent Estates and are the liaison between the occupier and Estates. The role of the FM is to provide and maintain building services including the building fire documents, statutory testing of building fabric and services and all building related responsibilities for common and shared areas.

2.7 School Safety Advisor (SSA)
(Name) is the SSA for (name of service). The role of the School Safety Advisor is to create and maintain the health and safety management system for the School (Faculty) on behalf of the head of school or faculty manager. Their key functions are outlined below; please note that these may not be comprehensive as the role may be enhanced depending on the needs of the service.

1. reviewing and amending the service local rules as necessary;

2. ensuring that accidents, dangerous incidents, near miss reports and reports of occupational ill health are investigated and reports made to the Director of Health and Safety;

3. receiving notifications of conditions or working practices that are perceived as unsafe or unhealthy or other suggestions for improvement from trade union appointed safety representatives; 

4. having an effective system in place  to ensure that staff receive a health and safety induction ;

5. arranging for formal safety inspections to be carried out that covers every workplace, with the production of a written report;

6. devising and monitoring the procedure for the completion of display screen equipment risk assessments;

7. devising and monitoring the procedure for the maintenance of portable electrical appliances;

8. completing generic risk assessments for office activities and ensuring records of these and records of testing and maintenance are kept as necessary;
9. attending the school or faculty health and safety committee or presenting an agenda item at staff meetings to ensure effective communication and consulting of health and safety matters
10. liaising with the University Safety and Health Services and the Facilities Manager;

11. maintaining liaison with trade union and appointed safety representatives on safety matters; and
12. reporting on achieved health and safety performance and any identified concerns to the head of school/faculty.

2.8 Line managers

Line managers have health and safety responsibilities for both the staff that they manage and others who may be affected by the work undertaken by their staff. This includes ensuring that staff are provided with adequate supervision, information, instruction and training.
2.9 Staff
All staff are responsible for ensuring that they conduct their activities, and those activities over which they have control, in a safe manner and in accordance with the University's health and safety policies, associated guidance and relevant statutory provisions. They must co-operate with their line manager and Head of School so that responsibilities at their level can be discharged.
Academic staff must be aware of their responsibilities with regard to the supervision of students and to emergency evacuation procedures where staff in control of students will have a duty to ensure their safety, for example in the safe evacuation of buildings during a lecture.
3. Shared workplace agreement

Where several employers share a building, health and safety responsibilities and a means of co-operating on and co-ordinating in health and safety matters must be clearly defined. A shared workplace agreement where necessary should communicate responsibilities for the shared workplace; including for example who is responsible for the general fabric of the building, fire and emergency arrangements and maintenance of equipment. An agreement of the identification and management of risks may also be necessary, for example with regard to risk assessment of work activities, training and supervision of staff and responsibilities for routine inspections.   

The workplace of ....... is shared with ..... The working arrangements have been defined in a shared workplace agreement. This agreement has been provided to key members of staff and current risk assessments and working procedures take into account shared facilities and practices. The shared working agreement is available through your line manager, however if you have any concerns over health and safety matters and co-ordination of procedures please bring this immediately to the attention of your line manager.


4. Health and safety organisational arrangements

	(Add organisational chart)



5. Local rules
5.1  Inspection
Health and safety inspections must be undertaken and formally recorded annually or more frequently for high risk areas such as workshops.  Inspections cover issues including fire safety, housekeeping, electrical safety, signage and first-aid. Members of staff should report any defects to buildings or equipment to their line manager as soon as they become aware of them. 
	Add detail of how inspections are undertaken in the faculty/school. Details would include:
· who is going to carry out the inspections;
· how often;
· how the inspections are going to be recorded;
· what the reporting procedure is and how Trade Union Representatives are going to be notified of significant findings;

· who is responsible for initiating any actions.


5.2 Risk assessments

Generic service risk assessments have been produced for general office activities. These risk assessments have led to the control measures outlined in these local rules. The SSA is responsible for completing these risk assessments and for ensuring that they are kept up to date and that they are reviewed annually and as necessary.  All members of staff will be made aware of the risk assessments that are applicable to their work at induction and following any reviews. Staff have signed that they have understood the control measures outlined within this document. The office risk assessment has been shared with the divisional staff who are situated in the faculty.

Line managers must ensure that all hazardous activities, not covered by the Local Rules that they manage are subject to a risk assessment.  They should:

· identify hazards;

· decide who might be harmed and how; 
· outline whether statutory provisions are met;
· evaluate the risks and decide on what control measures are necessary to minimise those risks, as far as is reasonably practicable.
The risk assessments must be recorded and any significant hazards and the arrangements in place for controlling the risks from them must be communicated to relevant persons. Assistance is available from Safety and Health Services.
	Add detail of how risk assessments are undertaken, this will include such details as:
· who carries out generic risk assessments; 

· how any risk assessments are communicated to staff;
· What signing off procedures are in place locally;
· How the assessments should be recorded;
· How often risk assessments need to be reviewed.


5.3 Training and competence
Suitable training enables staff to acquire the skills, knowledge and attitudes necessary to ensure competency in all aspects of their work, including health and safety. Training should embrace initial inductions, formal off-the-job training, individual and group instruction and job-specific training. Competency requirements should form part of the initial specifications for the job or activity and individual training needs should be determined before starting work and reassessed periodically as work progresses, a good opportunity for review is during annual staff review.

All new members of staff receive induction training within their first week of work from their line manager.

Any training needs are established during the induction process and on an ongoing basis. It is the responsibility of an individual’s line manager to ensure that staff have undergone suitable training.

Training is reviewed in one to one meetings and staff appraisals.

Staff and students must inform their line manager or supervisor if they feel that they do not have the suitable skills to carry out their role safely or that they would benefit from further training, refresher training or supervision.

Health and safety training courses are available and are advertised on the Staff Development web site.

	Add local specific training arrangements, this will include such information as:
· who is responsible for arranging induction training;
· how induction training is managed;
· how specific job training is arranged;
· how any student training is managed;
· whether there is any essential training for any roles;
· whether there is any specific systems in place to measure and record competency levels;
· how training arrangements are reviewed.


5.4 Fire safety

Estates are responsible for providing and maintaining safe buildings. Estates are responsible for all fixed fire fighting systems, fire signage, emergency lighting, fire escapes and escape routes. Facilities Managers will update the building fire risk assessments and ensure that statutory checks are carried out. 
All members of staff must ensure that they are using the building correctly and comply with the following fire prevention actions:
· Be fire safety aware;
· Control ignition sources;
· Do not store excessive amounts of combustible materials anywhere in the workplace;
· Only use electrical equipment that has a current PAT test;
· Turn off all electrical equipment at the socket that is not being used;
· Abide by the University no smoking policy;
· Do not block fire exits, call points or extinguishers.  Keep corridors and emergency exits free from obstruction;
· Ensure good housekeeping;
· Do not prop open fire doors;
· Maintain effective security;
· Where a work process risk assessment identifies that the work is likely to affect the fire alarm system or that a change to the building fire precautions will be required, suitable control measures need to be adopted to reduce risks to staff, students or anyone else affected;
· Where control measures would involve a temporary isolation of automatic fire detection equipment, including "bagging-off" individual detector heads, the Estates permit to work system must be used to enable official methods of alarm isolation to be put in place. Automatic fire detectors must not be isolated by using any other means;
· Report any bad practice or risks immediately to your line manager.
All members of staff must make themselves familiar with the actions to be taken upon discovering a fire or upon hearing a fire alarm. 
Action to be taken on discovery of a fire: 
· shout ‘FIRE’; 
· raise the alarm by breaking the glass on a RED fire alarm call point. 

· call Security Services on 112233. Security control will call 999 on your behalf but you can always call the Fire Services directly (on 999) if you know that there is a fire (but inform Security Services that you have done this); 

· do not return to your desk or work area to collect personal belongings;
· leave the building by the nearest available fire escape route;

· encourage others to leave;
· go to the assembly area and await instruction. 

Action to be taken on hearing the fire alarm:
· call Security Services on 112233 and advise of the fire alarm – do not assume that someone else has done this;
· leave the building by the nearest available fire escape route but do not use any lifts;
· DO NOT delay your escape, but if you can turn off equipment and close doors and windows as you leave then do so;

· Encourage others to leave;
· go to the assembly area and await instruction.

5.4.1 Personal Emergency Evacuation Plans (PEEPS)

If a new member of staff has a disability or an existing member of staff develops an illness or sustains an injury that would prevent them leaving the building in an emergency and the passenger lift in the building could not be used, it is a management responsibility to ensure suitable measures are in place to enable assisted escape.

PEEPs are intended to be used to plan in advance for those who may need assistance or special arrangements during an emergency evacuation of the building.  

Guidance on what is required to complete the PEEP, and the form that must be completed, can be found at http://www.bristol.ac.uk/safety/fire-safety/  under the Evacuation tab.

Every university building has an access statement which provides detail on the access arrangements and the means of assisted escape available in the building.


5.5 Emergency response

If you believe that a major incident or crisis is developing that involves the University, it’s staff or students then call Security Services on 0117 331 1223 (internal 11 22 33). 

If there are any problems calling this number or you are experiencing other difficulties trying to speak to Security Services, then call 999 immediately to alert the emergency services directly.
For all major incidents the response should be:
· identify the nature of the incident; 

· raise the alarm, if required;
· evacuate the building or area, if necessary;
· communicate the  nature of the incident to Security Services (0117 331 1223) and if you have any problems contacting Security Services call 999 to alert the emergency services directly;
· Security Services will inform the emergency services and other key contacts if appropriate e.g. The Registrar and Chief Operating Officer (COO), Estates, key school contacts and Safety and Health Services;
· if required, cordon off the area and prevent individuals from entering (Security Services can provide help with this);
· consider the health and safety implications of the incident e.g. pollution and contamination (Safety and Health Services can provide help with this);
· implement any specific incident plan if appropriate (see the Planning, Policy and Project Support web site for further details).
5.6 New and expectant mothers
It is the responsibility of an employee's line manager to undertake a specific risk assessment when becoming aware that a member of their staff is pregnant. The outcome of the risk assessment may indicate that an adjustment in work activities is necessary to remove the hazard for the period of the pregnancy, while breast-feeding or during both of these periods. 
There is a requirement that staff inform their line manager and Human Resources in writing at least 15 weeks before the expected week of childbirth. Further information is available on the Human Resources website (1)
5.7 Slips and trips
Members of staff must take reasonable care for the health and safety of themselves and of others who may be affected by their acts or omissions at work and must use any safety equipment provided in the interest of their health and safety. Staff must embrace their responsibilities to clear any spillages immediately, to ensure that high standards of housekeeping are maintained in their areas and to report any defects that present or could present a hazard, to their line manager or School Safety Advisor for appropriate action to be taken.
	Add any local risk areas and specific rules including:
· any specific requirements such as a footwear policy;
· information on the use of bins;
· training requirements;
· use of warning signs;
· cable management systems;
· inspection regimes.


5.8 Lone working

Any lone working during specific projects and activities must be authorised by the line manager responsible. This is to ensure that lone working activities are formally identified and appropriate risk assessments undertaken, which identify the risk to lone workers and the control measures necessary to minimise these risks, as far as is reasonably practicable. 

It is the responsibility of the line manager to monitor the lone working practices that are in place and to ensure that control measures identified in the lone working risk assessment are being adhered to. 
	Add local service or process owner’s arrangements for lone working including:
· specific roles or activities that cannot  be carried out by a lone worker;
· instruction and training requirements;
· means of communication;
· emergency arrangements;
· support for lone workers including Security Services ‘walk to car service’.


5.9 Working outside normal working hours
Staff are expected to manage their individual workload.  It is appreciated that there may be occasions when the working day has to be extended outside of those associated with a normal working day. 

	Add local school/faculty arrangements for out of hours working including:
· specific roles or activities that cannot be carried out after hours;
· instruction and training requirements;
· means of communication;
· emergency arrangements;
· support including Security Services ‘walk to car service’.


5.10 Work-related stress
The Faculty/School has a generic work-related stress risk assessment which is based on the six primary stressors identified by the Health and Safety Executive. These stressors are: control, role, change, support, demands and relationships. It is the responsibility of the line manager to ensure that control measures from the risk assessment are being implemented including:
· One-to-one meetings to clarify workloads and priorities;
· Staff reviews;
· Ensuring that any issues that are brought to them are taken seriously with the aim of resolving quickly;
· Staff encouraged to use their own initiative and develop new skills;
· Ensuring that as far as possible individuals have control over their own workload;
· Flexible working patterns where possible;
The Faculty/Service also has regular team meetings to ensure effective communication.

The University Staff Wellbeing; Policy for the Avoidance and Management of Work Related Stress is available at (2). 

If, as an individual, you are experiencing symptoms of work related stress then speak to your line manager.  If for any reason you cannot speak to your manager then the Human Resources Manager assigned to the school/faculty will be able to assist.
	Add local arrangements for managing work related stress including if appropriate:
· who to go to if you are experiencing signs of stress;
· local and University support mechanisms;
· staff training.


5.11 Electrical safety
The Electricity at Work Regulations 1989 requires that all electrical systems are maintained so as to prevent danger as far as is reasonably practicable. 

All items of portable electrical equipment (i.e. any item with a plug) within the service will be subject to inspection and testing may be required. This will be arranged through the Service Safety Advisor. The faculty has responsibility for testing the workstation equipment used by members of a process owner’s staff including their computer and monitor but not for specific work equipment required for members of a process owner’s staff to carry out their role. Process owners are required to maintain this latter equipment including any chargers for mobile phones, torches or testing equipment.

The testing and inspection also applies to privately owned items that are plugged into the University electrical system. If anyone objects to their private items being inspected or tested then the item must be removed from the University workplace.  All items that have passed an inspection and testing will be labelled accordingly with any item that fails taken out of service.

Every user of electrical equipment has a responsibility to ensure that each time they use that equipment it is safe to use by doing a very brief user check (no loose wires, no obvious damage to equipment, cable, plug or socket). It is not expected that you would check every item on a daily basis, checks must be risk related for example high risk items are those which are moved around frequently, not used often, have heating elements, used in adverse environments etc. If any member of the team finds any item that they deem to be unsafe, they should take it out of service immediately and inform their Line Manager. 

Fixed equipment statutory testing is managed by Estates. The line manager responsible for any equipment that is routinely tested is responsible for monitoring that the work is completed and that any specialist equipment is effectively maintained according to manufactures recommendations.

Staff must report to the SSA if any fixed equipment is added to their area of responsibility, the SSA can then inform the Facilities Manager to ensure that the statutory testing is carried out. 

	Add any local arrangements that are different to the generic information above which may include:
· who is responsible for arranging PAT testing;
· frequency of testing for specific equipment or areas;
· Arrangements for fixed equipment testing and any monitoring.


5.12 Workstation assessments

Workstations and allied equipment must comply with the minimum requirements outlined in the Health and Safety (Display Screen Equipment) Regulations. The minimum requirements for workstations apply to all elements of the workstation including furniture, software and environmental factors. If you believe that your workplace does not comply with minimum standards please discuss this with your Line Manager.

All members of staff who use a computer are required to complete a display screen equipment risk assessment.  This is a self assessment which the SSA or DSE assessor will check on completion. The assessment must be completed on induction and then repeated approximately every three years unless there are significant changes, such as staff being relocated. Research Post-graduate students are classed as members of staff.

The faculty is responsible for ensure that members of a process owner’s staff have completed the self-assessment form and for checking that form after completion. The process owner is responsible for ensuring that any control measures are instigated, such as the provision of specialist ergonomic equipment including chairs to alleviate individual musculoskeletal health conditions. 

Staff should take short, frequent breaks rather than occasional longer breaks: For example a five to ten minute break after 50 to 60 minutes continuous screen or keyboard use will be more beneficial than a 15 to 20 minute break every two hours. Staff should ensure that they take their breaks away from the DSE workstation; this will allow them to stand up, move about and change their posture.

If you experience any aches or pains that could be work related and associated with your workstation, then ensure that you inform your line manager immediately. A work station assessment can be repeated and staff referred to the University Occupational Health Service if necessary.

Staff can obtain a free eye test and support solely towards the cost of spectacles if they are required for the use of display screen equipment at work.  An authorisation form can be found on the health and safety website (3).

Laptops and other portable devices are designed to be compact and easy to carry. The resulting design features, like small keyboards, can make prolonged use uncomfortable, unless steps are taken to avoid problems, e.g. by using a docking station with an external keyboard, mouse and monitor.

It is best to avoid using a laptop on its own if full-sized equipment is available. And like other VDU users, staff who habitually use a laptop or other portable device should be trained how to minimise risks. This includes sitting comfortably, angling the screen so it can be seen clearly with minimal reflections, and taking frequent breaks if work is prolonged. Wherever possible, laptops and other portables should be placed on a firm surface at the right height for keying.
	Add local arrangements such as the:
· name of DSE assessor if different from the SSA;
· details on how to claim for an eye test;
· staff training arrangements;
· specific equipment requirements for laptops.


5.13 Lifting and carrying (manual handling operations)
No significant manual handling operations are carried out in the school/faculty, however please ensure that care is taken with the storage of items and that top shelves are used for light equipment only. 

Good handling techniques for lifting include:
· Plan before you lift. Remove anything that is in the way. Pushing is easier than pulling. Pulling is easier than carrying. Lowering loads causes less strain than lifting. Know your limit and do not try to exceed it. 
· Get help for heavy or bulky loads. Use equipment like a trolley to help when possible.
· Warm up your muscles with gentle stretches before you lift. This is very important if you have been sitting for more than 15 minutes before lifting.
· Test the weight of the load first. Be sure that you can handle it safely. A big load of the same weight will put more strain on your body than a small load. Break your load into smaller or lighter loads. 
· Face the way you need to move. Avoid twisting or side bending. Turn your entire body. Place your feet wide apart to keep your balance. 
· Hold the load close to your body. Grip the load using your whole hand not just the fingers. Using your whole hand will give you the greatest grip area and strength. Balance your load evenly between both arms.
· Lift with as straight a back as is comfortable. Tighten your abdominal (stomach) muscles. Bend your legs so they do the lifting. 
· Keep the load between shoulder and knee height. Avoid reaching.
· Plan where to set the load down. Place loads on raised platform. Leave enough room for your hands to grip the load. Avoid placing loads directly on the floor.
· Ensure that you let your line manager know if there is any reason why you cannot lift, for example if you are pregnant or have an injury. Individuals also have different capabilities and are advised to ask for assistance to handle items if they feel that they are not able to do so safely.
Managers must ensure that a specific risk assessment is carried out for a significant manual handling task that they manage and that could lead to an injury. The risk assessment must be recorded for one-off high risk lifting or carrying activities. Tasks that are easily repeated or low risk in nature and only going to last a very short time do not need to be recorded especially if the time taken to record the assessment is disproportionate.

	Add local arrangements for manual handling including if appropriate:
· provision of sack trucks;
· training arrangements and refresher period;
· specific arrangements for lifting and storage of specific equipment.


5.14 Accident and incident reporting
All accidents, incidents, and cases of occupational ill-health however minor, must be reported and recorded using the University accident report form as soon as is reasonably practical.  This form is available from the administrative office or can be downloaded from Safety and Health Services web site (4).
It is the responsibility of line managers to investigate any accident/incident related to a member of their staff aiming to prevent a possible reoccurrence. The SSA will provide any necessary guidance and advice in this process.

Any accident that results in an employee sustaining a major injury, or is off work for more than 7 days or a member of the public (this definition includes students) suffers an injury and is taken to hospital, the accident must be reported to Safety and Health Services without delay so that a report can be sent to the enforcing authority under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013.
5.15 First aid arrangements
A first aid risk assessment has been completed for the school. The list of volunteers trained as first aiders are displayed throughout its buildings. 
	Add and edit local details of;

· where the first aiders are displayed,

· location of first aid boxes, 

· location of first aid room (if appropriate),

· arrangements for dealing with an incident such as going to the service main office, and 

· how to deal with first aid type waste.

First aid and related waste:

· All syringes and needles and any contaminated glass or other sharps – should be placed in a suitable sharps box (one bearing the label UN3291). Please contact the SSA to obtain these. These are collected by a contractor managed by Sustainability. Security Services can be contacted to deal with needles and syringes that have been discarded on University property (they will not collect work-related sharps).

· First aid dressings that are contaminated with blood or small amounts of similar items resulting from injury or first aid treatment – should be disposed of in the ‘clinical waste’ bins in the school’s first aid room or can be placed in one of the sanitary towel waste bins present in lavatories.

· Body fluid spillages – Site Services may be contacted to deal with such spillages in communal areas. The area should be treated, while wearing suitable gloves, using a spill kit containing a suitable disinfectant (preferably powder-form to prevent spreading contamination), allowed to stand and mopped up with paper towels. The waste from this, including the gloves, can then be double-bagged in black bin liners and placed in an external waste bin.


5.16 Work experience
A risk assessment for any work experience carried out within the school/faculty must be carried out by the member of staff who will be responsible for the individual participating in the work experience. It is also their responsibility to ensure that the work experience participant has an induction when they start and are adequately supervised during the work experience period. 
When engaging children on work experience it is a statutory requirement to provide a copy of the risk assessment to, and consult with, their parents or guardians. As such encounters are usually arranged through the individual’s school they will normally manage this process.

	Add local arrangements for managing work experience including:
· name of the work experience coordinator if necessary;
· areas that accept work experience and others where it is not possible;
· supervision arrangements in place.


5.17 Children

Any children (under 16 years of age) who are brought on to University premises should be accompanied and supervised by a responsible person at all times. 

5.18 Student placements
The school has an appointed placement organiser who has a robust procedure to assess health and safety procedures in force during student placements. All students are briefed before the placement commences and the placement is monitored and reviewed as far as is reasonably practicable.

Any member of staff organising student placements must ensure that the placement organiser has been informed so that the correct procedures can be followed.
	Add local school arrangements for student placements including:
· Person responsible for advising on health and safety issues;
· Any local authorisation process.


5.19 Work activities away from University premises
Any off-site working carried out by staff including activities such as attendance at conferences should be agreed by their immediate Line Manager or Head of School.  There should be a means of contacting staff when they are working away in case of an emergency. 

Staff must ensure that they update their personal details on PIMS (5). 
All transport and accommodation needs to be booked through the University approved agents, details are available through the Purchasing office website (6).

The University provides competitively priced travel insurance for employees travelling abroad on University business and for students on field trips and on electives etc. Further details are available from the University Secretary’s office (7).

It is University practice that visits to countries or regions where the Foreign & Commonwealth Office (FCO) advises against travel on their travel advice web site should be avoided wherever possible.  If you are planning such a trip or visit or what might be considered to be high risk off-site working a risk assessment should be completed for the work. It is the responsibility of the line manager/supervisor to ensure the risk assessment is carried out. Further details are available in Safety and Health Services guidance note on Off-Site Working.

	Add local service or process owner’s arrangements for off-site working including:
· any authorisation process in place;
· risk assessment requirements;
· emergency arrangements to be put in place.


5.20 Biological safety
Members of staff or students who may be exposed to infectious or otherwise harmful biological materials (whether from laboratory or non-laboratory based activities) must ensure that a suitable and sufficient risk assessment of those activities has been undertaken that follows the activity from procurement of materials through to waste treatment and disposal. This assessment should be made by a competent person who will usually be the principal investigator or line manager or other senior member of their staff. Where a hazard exists, then exposure should be prevented or where this is not reasonably practicable then control measures must be identified to adequately control that risk. Any assessment must also consider whether there is any risk of environmental contamination or harm from the activity, including any wastes produced.

	Add local service or process owner’s arrangements including:
· risk assessment requirements;
· personal protective equipment requirements;
· waste disposal arrangements.


5.20.1 Deliberate work with biological agents

Where an activity involves deliberate work (e.g. laboratory based) with natural or genetically modified biological agents (bacteria, viruses, fungi, cells cultures, protozoa and prions), specified animal pathogens (as defined by Defra) or a material which contains (or might contain) these substances then the school must adhere to specific procedures for the management of biosafety and biosecurity. If this is applicable to your work, you should read the school’s local rules for the management of biorisk and consult with your SSA.
5.20.2 Exposure to respiratory allergens 
Any member of the school who could be exposed to animal-related or other respiratory allergens is required to undergo health surveillance which may include a lung function test.  Your line manager will arrange any health surveillance with the University Occupational Health Service. 

5.21 Health surveillance and immunisation
If you believe that you are undertaking any work that requires health surveillance or that would require any vaccinations you should contact your line manager.  Activity risk assessments should indicate any requirements for that activity.
If a member of staff has a health concern which they think may be work related they should report to their line manager who will liaise with the relevant Human Resources Manager who will decide whether a referral to the Occupational Health Service is appropriate.
	Add local service or process owner’s arrangements including:
· any role/activity that would require health surveillance or immunisations.


5.22 Chemical Safety

	(delete and edit from the two following paragraphs as appropriate)

Chemical substances can present health hazards and also physical hazards, e.g. fire and explosion. The risk from these hazards will often depend upon the way in which are used. Task-related risk assessments must therefore be undertaken to address both types of hazard where chemical are used so that systems can be put in place to remove or adequately control any risk. In some circumstances it may also be necessary to update the fire risk assessment for the building, in which case the building fire co-ordinator will be involved in the process. The SSA will co-ordinate the completion of these risk assessments. Procedures are also in place for monitoring the use and security of these chemicals. Staff and students should familiarise themselves with the requirements of school and laboratory procedures when using chemicals, including any drugs or their precursors. Details can also be found in the University Chemical Safety Policy (8).
or:

No hazardous substances are used by the school other than normal household cleaners and stationery products for which the generic risk assessment applies.  These substances should be used in accordance with the manufacturers’ instructions on labelling and safety data sheets.


5.23 Use of lasers 
All lasers that are above Class 1 should be identified and a laser inventory maintained and checked at least annually.

Members of staff must report the purchase of any lasers including any laser pointer pens to their line manager for inclusion on the register as appropriate.  Any new Class 3B/4 lasers need to be reported to the University Laser Safety Advisor, based in Safety and Health Services and entered onto the laser safety database.
	Add local arrangements including:
· arrangements for managing laser inventory;
· name of individual to be contacted regarding the inventory;
· specific arrangements for purchase, storage and maintenance.


5.24 Work equipment
All work equipment must be suitable for use and maintained in a safe condition. It is the responsibility of the member of staff who is in control of the equipment to ensure that it is maintained effectively. This can be achieved through a planned preventative maintenance regime that should be based on manufacturer’s recommendations.

All persons using any work equipment must be properly instructed and trained in how to do so safely.  Information will be provided to reinforce any training provided.  How detailed the instruction and training will depend on the equipment and those using it and should be related to the risk assessment. 

It is the responsibility of all staff to ensure that they follow safe working procedures and not use any equipment that they have not been trained or authorised to operate.  
	Outline any specific school work equipment that requires additional controls:
· risk assessment requirements;
· maintenance arrangements;
· training and supervision requirements.


5.25 Work at height
The Work at Height Regulations 2005 applies to all work at height or where there is a risk of a fall liable to cause personal injury. 
If working at height is a key component of an individual's role, control measures will be outlined in a specific risk assessment coordinated by the line manager. Risk assessments must be reviewed on an annual basis or more frequently if necessary to make sure controls are still effective. If you have any concerns over your safety and believe that existing control measures are not adequate contact your line manager immediately.

Top tips for the use of ladders and step ladders

Set-up

· Carry out a pre-use check on the condition of the equipment, including the feet

· Secure it

· Ensure that step ladders can be fully opened and any locking device is used

· Ground should be firm and level

· Maximum safe ground side slope 16 º (level the rungs with a suitable device)

· Maximum safe ground back slope 6º
· Have a strong upper resting point (not plastic guttering)

· Floors should be clean, not slippery
Use of ladders and step ladders

· Short duration work (maximum 30 minutes)

· Light work (up to 10 kg)

· Ladder angle 75 º– 1 in 4 rule (1 unit out for every 4 units up)

· Always grip the ladder when climbing

· Do not overreach - make sure your belt buckle (navel) stays within the stiles and keep both feet on the same rung or step throughout the task

· Do not work off the top three rungs – this provides a handhold

· For step ladders do not work off the top two steps (top three steps for swing-back/double-sided stepladders) unless you have a safe handhold on the steps

· Avoid side-on working for step ladders

	Add specific arrangements for service ladder inspections and working at height arrangements including:
· storage of ladders;
· who is responsible for maintenance and inspection;
· training requirements;
· any specific storage arrangements for equipment.


5.26 Drivers and vehicles
Driving at work refers to any work carried out on behalf of the University that involves the employee in time spent driving a vehicle and covers all journeys other than to and from their normal place of work at the University.

Staff that drive on University business must:
· hold the appropriate driving licence entitlement;
· report to their manager immediately with notice of any medical condition that prevents them from meeting the legal medical standards for safe driving as outlined by the Driver and Vehicle Licensing Agency (DVLA);
· ensure that they are fit to drive, free from medication or the effects of alcohol or fatigue;
· ensure that the University policy on smoking is adhered to in University vehicles;
· not use a hand-held mobile phone or other device to make or receive calls whilst driving on University business;
· ensure that loads are securely stowed and that the carrying capacity of the vehicle is not exceeded;
· inform the person in charge of the vehicle if they become aware of any faults with that vehicle;
· where the school has a vehicle, employees must submit their licence for inspection on recruitment and on an annual basis.  

Primary responsibility for the operation of any vehicle rests with the driver, and they have to be satisfied that the vehicle is fit for its purpose and roadworthy. The school has a procedure that each vehicle is checked weekly/monthly and the details recorded in the log book (a check list template is available from Safety and Health Services web site Document Section).  All vehicles are regularly services and have a current MoT. Drivers must assure themselves that these checks have been carried out before setting off. 
The law requires all persons who drive on the public highway to be adequately and appropriately insured. This means that any person driving even very occasionally on University business must be covered for ‘business use’. It is the responsibility of that person to ensure that their personal insurance policy covers them for such activities. Further guidance is available from the Insurance Officer (9).
	Add local arrangements to include :
· Ensure reference to the UoB policy and guidance document is detailed in the local safety rules and that the requirement of drivers to read the document is either written in the local rules and/or risk assessment

· Ensure the process for making sure that current driver licences and driver declarations are updated annually is detailed in the local safety rules

· Ensure the requirement to formally sign off against driving at work risk assessments is written within the local safety rules

· Ensure the requirement for drivers to provide a copy of specialist driver training to the school/service SSA is written within the local safety rules
· Ensure the requirement for journey logs to be completed by drivers is written within the local safety rules

· Ensure the requirement and process for reporting vehicle faults in a timely manner is written within the local safety rules

· Ensure the process for hiring of vehicles is detailed in the local safety rules.
· Ensure car park management is detailed in the local safety rules where applicable.

· Ensure management of loading bay and deliveries is detailed in the local safety rules where applicable.


5.27 Smoking

Smoking is not permitted in University buildings, in a University owned vehicle or any place where smoke may permeate the building.  This is in line with the University Smoking Policy (10). Any breach of the policy will be dealt with under University disciplinary procedures.

5.28 Contractors

Any work involving external contractors in the school must be arranged through Estates.  If for any reason there is a need to use a contractor other than through this route then it must be agreed by the Head of School and measures put in place to ensure that those contractors are competent to carry out the work and are monitored throughout the process. 
5.29 Asbestos 

There is a presence of asbestos containing materials (ACMs) in the school and these are labelled accordingly.  A register of asbestos is held by Estates.  These ACMs do not in themselves present a danger while they remain intact. If you have any reason to believe that you are at danger from exposure or if you observe damaged materials please report this at once to the SSA who will liaise immediately with the relevant contacts in the Estates.
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Establishing and co-signing a written shared workplace agreement would be a way of achieving co-ordination of health and safety matters between employers sharing a workplace.  A template to help with this is available by contacting the Health and Safety Office.





Add specific requirements for fire safety including:


any specific arrangements for assembly;


managements systems in place for the completion of personal emergency evacuation plans (PEEPs);


equipment for evacuation including whether lifts can be used in a fire


training and drill arrangements.





XXXXX is not accessible to people whose disability prevents them using stairs as there are no passenger lifts.


People who can use the stairs but will move slowly can still access the building and all floors, but will need to complete a PEEP indicating their understanding that, in the event of a fire alarm, they will leave the building as part of the rear of the escaping mass of people, to avoid being pushed down the stairs and to avoid delaying others.


The PEEP will be completed by the (accommodation manager/line manager) and the individual and be signed-off by the Fire Safety Adviser. 
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