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[bookmark: _GoBack]Health and Safety Policy - General Arrangements
Objective
To ensure that effective and efficient arrangements are in place to support the management of health and safety within the University to reduce adverse effects from hazards and risks associated with work activities and the site, on staff, contractors and visitors.
Scope
This section contains details of the general arrangements for securing the health and safety of individuals at work.  
Process
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It is a requirement of health and safety legislation that employees receive sufficient health and safety information, instruction and training.
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The University will ensure that suitable and relevant information relating to health and safety is disseminated to staff and non employees.  Statutory notices will be displayed throughout the workplace.
Units must have a suitable system for communicating health and safety information to staff, students, visitors, contractors and others who use the premises or are exposed to Unit activities.
Such information includes:
Unit health and safety policy 
Potential hazards in the department
Risk assessments undertaken in the Unit and the measures taken to control risk in the Unit
Health surveillance arrangements
Supply and use of protective equipment
Accident and emergency procedures
Detailed information on the arrangements that are necessary to be made to satisfy the relevant legislation is available to all staff via The Open University intranet.
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All staff, students and others must receive sufficient instruction and training to enable them to work safely and without risk to health.
Training may be provided in house or by outside bodies but all health and safety training must be delivered by competent persons, defined as persons with sufficient relevant skill, education, training and/or experience.
Heads of Units are responsible for ensuring that managers identify and assess training needs, including those of new staff, temporary staff and staff on short term contracts. Assessment should also be made of the requirement for refresher training in health and safety.
Records must be kept of all health and safety training and instruction within the Unit.
Health and Safety induction must be completed for all new staff.
Information on specific health and safety training for your unit or staff, should be discussed with the Health and Safety Departmen.t
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Regulation 3 of the Management of Health & Safety at Work Regulations 1999 requires a 'suitable and sufficient' assessment of the risks to health and safety to be carried out unless assessments to a different standard are required by more specific legislation (e.g. COSHH Regulations and DSE Regulations).  Many areas will carry out informal risk assessment on a day to day basis during the course of their work.  This Regulation and the others referred to above however require a systematic general examination of work activity and specify that significant findings of the assessment should be recorded.
A risk assessment should:
identify the significant risks arising out of work, 
enable the University and Heads of Unit to identify and prioritise the measures to be taken in order to control risk and comply with the relevant statutory provisions,
be appropriate to the nature of the work and such that it remains valid for a reasonable period of time.
It is the responsibility of Heads of Unit, aided by the USC/DSA to satisfy themselves that risk assessments:
are completed and are of a consistent and reasonable standard,
relate to the actual work being undertaken,
are reviewed regularly,
are supported by adequate and properly maintained records including a hard copy signed by the Manager.
Guidance on the principles and practice of risk assessment is available on the H&S intranet site as well as the risk assessment form to assist individuals in undertaking risk assessment.  Further information and advice can be obtained from the Health and Safety Department.
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The control measures which must be taken as a result of risk assessment depend on the relevant legislation.  When the risk presented by a work activity cannot be adequately controlled by other means, the University, via unit arrangements will provide personal protective equipment (PPE) to individuals.
The type of PPE provided will be identified as part of the risk assessment carried out by units and will be provided by the unit.  Specialist advice is available from the Health and Safety Department.
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The Management of Health and Safety at Work Regulations 1999 require that University employees receive health surveillance relevant to the identified risks to health, where applicable the health surveillance should be extended to students and others who may be affected. 
Health surveillance should be introduced where the assessment shows the following criteria to apply:
there is an identifiable disease or adverse health condition related to the work concerned;
valid techniques are available to detect indications of the disease or condition;
there is a reasonable likelihood that the disease or condition may occur under the particular conditions of work; and 
surveillance is likely to further the protection of the health of the individual to be covered.
The purpose of health surveillance is:
to facilitate the early detection of disease or condition
to check the effectiveness of control measures
to provide feedback on the accuracy of risk assessment  and
to identify and to protect people at increased risk.
Departments must consider whether there are any hazards present which may give rise to foreseeable risks to health.  Persons at risk must be identified and notified to the Occupational Health in Human Resources.
Staff and students should be encouraged to report any adverse condition which they feel may be caused or made worse by their work.
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There is a requirement under health and safety legislation for employers to develop emergency procedures.  The Management of Health and Safety at Work Regulations 1999 state that every employer must:
establish procedures to follow in the event of serious and imminent danger to persons at work, including risks from non-occupational sources such as bomb alerts.
nominate competent persons to implement the above as regards evacuation of premises.
ensure that no employee has access to a restricted area unless that employee has been appropriately trained.
It is the intention of the University to ensure that any risks arising from work activities are eliminated or reduced to a minimum, however it cannot be assumed that a major incident will never occur.  Although such an incident is highly unlikely if all risks are adequately controlled, Heads of Units should satisfy themselves that Unit emergency plans and procedures exist to ensure injury and damage limitation in the event of such an incident.  The University Health and Safety training will include information and instruction in emergency procedures and appropriate information will be given to other persons such as contractors and visitors.
Anyone who has a concern regarding the University's emergency procedures should report them to a responsible person immediately so that investigation and necessary action can be implemented.
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The University will take all steps, so far as is reasonable practicable, to prevent or to minimise the probability of all causes of fire and to comply with the Regulatory Reform (Fire Safety) Order 2006.  Despite these measures it cannot be assumed that fire will never break out.  Systems are in place to deal with this eventuality and these will be regularly tested to ensure that they are adequate i.e. fire evacuation drills, inspections of means of escape and maintenance of fire warning systems and fire fighting equipment will take place regularly.
All employees will be given suitable instruction in basic fire prevention measures.  Any employees involved in processes or activities that give rise to special fire hazards must be given appropriate training in advance.  It is the responsibility of Heads of Unit to ensure systems exist for identifying the need for general and specific fire awareness training.  Advice is available from the Health and Safety Department.
In order to minimise the risk of outbreak of fire, the four most important measures are to:
ensure there is adequate security to prevent the risk of arson.
regularly inspect, test and maintain all electrical installations and electrical appliances.
restrict smoking to designated, suitable areas as outlined in the University Smoking Policy.
ensure effective and safe systems of control for maintenance and building work, including the control of contractors.
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All accidents, incidents and near misses occurring on University premises or whilst undertaking tasks related to employment with the University, regardless of location, must be reported.  This also applies to students and visitors.
The University has established arrangements for reporting and investigating accidents and near misses with the aim of fulfilling statutory requirements and preventing recurrence.
All accidents and incidents must be reported to the Health and Safety Department as soon as possible on the University Accident/Incident Form.  This form should be countersigned by the Head of Unit or nominee who must also provide details of the measures taken to prevent recurrence.
The Reporting of Injuries Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 require that certain work related accidents, diseases and dangerous occurrences are reported to the local enforcing authority.  Events which must be reported under RIDDOR are:
a fatality
a specified major injury (e.g. fractures, severe electric shock or any injury which results in hospitalisation for more than 24 hours.)
any injury which results in the injured person being away from work or unable to do their normal work for more than 7 days, including non work days.
any defined reportable work related disease.  This will be identified by a doctor and notified to the individual who must then report it.
any dangerous occurrence which does not result in a reportable injury but which clearly could have done.
The Health and Safety Department must be notified immediately that one of the above events has occurred, or if there is any doubt as to whether the accident/incident falls or may fall into the above categories.  Further information regarding accident reporting is available on the Health and Safety intranet site or from the Health and Safety Department.
Monitoring and Review
Health & Safety Inspections
The systematic inspection of premises, plant and equipment by line management or nominated representatives plays an essential part of any active monitoring programme to ensure the continued and effective operation of hardware controls. 
The Head of Unit is responsible for ensuring that regular safety inspections of the offices and work environments are undertaken. The Head of Unit may delegate this task to the USC, DSA, Line Manager or other responsible persons who are competent to identify the relevant hazards and risks and to assess the conditions found.
The types of routine inspections and frequency include:
Fire Wardens Monthly Inspections 
Office Quarterly Inspections 
Workshop Quarterly Inspections 
Laboratory Inspections  (frequency dependant on risk)
Full records should be kept of each inspection with details of both positive and negative findings.
When shortcomings are found, Line Management shall identify any instances where immediate action is necessary, undertake sufficient investigation to identify both the immediate and underlying causes of the shortcomings, analyse and review the findings, plan remedial action and ensure its implementation.
Inspection forms should be analysed periodically to identify if there are any common features or trends which reveal underlying weaknesses in the health and safety management system.
Results, findings and trends of Safety Inspections should be discussed at Local Health and Safety Meetings.
Health & Safety Audits
All control systems tend to deteriorate over time and become obsolete as a result of change. This effect can be reduced by regular auditing. Health and Safety auditing complements planning and control and is similar to the concept of any other financial or quality audit.
Auditing aims to provide an independent assessment of the validity and reliability of the health and safety management system. The audit report provides information to senior and line management on the implementation and effectiveness of plans, processes and performance standards. It also provides a check on the reliability, efficiency and effectiveness of the arrangements for policy making, organising, planning, implementing, measuring and reviewing performance. 
The Health and Safety Manager will prepare an audit plan based on the level of risk posed to the University or to specific areas. The frequency of audits will depend on the nature of the risks and the completion of objectives.
In order to maximise the benefit of the auditing process, audits shall be conducted by competent persons independent of the area or activities being audited. Auditors will be from within the Health and Safety Department or other areas such as Open University Internal Audit Department.
The nominated auditor shall arrange a suitable time and location of the audit with the head of unit and/or the Unit Safety Coordinator. 
Aspects of the management of health and safety risks (e.g. risk assessments, fire safety, information for employees etc) and the condition of the work environment (e.g. welfare, work equipment, access/egress) will be assessed using both qualitative and quantitative audit tools.
The auditor shall consider the effectiveness of the control measure, implementation, documentation, and condition and shall rate the effectiveness accordingly.
Observations and non conformance shall be noted plus any actions needed to remedy or improve.
The findings and results of the audits shall be passed to the Head of Unit for review and action. It is the Head of Units responsibility to ensure that actions are completed and any information, instructions or guidance is disseminated to employees.
The results of audits shall be presented and discussed the Senior Health and Safety Management Review Meeting and Health and Safety Committee.
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