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University of Huddersfield Student Union

Health and Safety Policy

Statement of Intent

The Executive Committee of the Students’ Union of Huddersfield University recognise their duty to take all reasonable and practicable precautions to ensure the Health Safety and Welfare of all who may be affected by their acts or omissions in both activities on the premises and off the premises.

Those who may be affected include: Students, Members, Customers, the Public, Contractors, Visitors, Children, Volunteers and Employees.

Activities include: Licensed premises, Catering, Offices, Minibus service, Sports clubs, Societies and control of premises.

The elected President of the Students’ Union and elected sabbatical officers accept their responsibility to ensure effective measures are taken to ensure the implementation and ongoing development of the safety policy. 

The General Manager accepts responsibility for ensuring the safety of all activities under his/her control. He/she also accepts responsibility for the safety of all persons affected by activities under his/her control.

Signed: Elected executive 


______________________________ President 


______________________________ Academic & Welfare officer


______________________________ Communications officer

______________________________ Finance & Commercial Services officer


______________________________ Sports & Societies officer

Signed: General Manager


______________________________ Paul Lloyd
ORGANISATION

PROCEDURE / ARRANGEMENTS

It is recognised in this safety policy that hazards can be applicable to all members of staff whilst others may be specific to an individual or work area. Policy within this document covers that which could apply at any time to any member of staff, and any other person affected by our activities, acts or omissions. 

Potential hazards that are area or task specific are covered only in brief in this document and dealt with in depth under the departmental risk assessments and action plans. 

Job specific safety issues are detailed in manuals tailored to the potential hazards of a given job or work area containing rules, information, instruction and training.

Organisation of responsibility

Elected executive body;

President



Vice President Finance and Commercial Services

Vice President Academic & Welfare

Vice President Communication

Vice President Sports & Societies

The Student Union Executive bear the collective overall responsibility for the safety of all activities and the duties carried out by Students’ Union employees including all actions taken by employees in pursuit of fulfilling specific roles.    

The executive is responsible for maintaining health, safety and welfare by:

· Appointment of suitable and competent management staff

· Appointment of suitable and competent safety advice.

· Development of general policy that incorporates health and safety considerations.

· Act upon advice received regarding safety issues and legal compliance.

· Monitor the suitability of management action.

· Ensure advised action is adequately implemented.

General Manager

The General Manager is responsible for maintaining health, safety and welfare by:

· Making available all necessary resources to maintain safety and comply with statutory duties.

· Ensuring communication of necessary information and adequate employee consultation throughout the company regarding health and safety matters.

· Ensuring the safety of all student union premises, equipment and activities.

· Providing for information, instruction and support for all employees as is necessary to ensure health and safety.

· Providing for adequate training as required for employees.

· Determination of suitable risk assessment in all departments and activities and that appropriate action has been implemented.

Senior Management Team (SMT)

The SMT is responsible for maintaining health, safety and welfare by:

· Ensuring rules and codes of practice regarding safety are upheld at all times by all employees under their responsibility.

· Applying the UHSU safety policy throughout their area of responsibility.

· Controlling the activities of those under their supervision to ensure compliance with statutory duties.

· Establishing written procedures to ensure systems of work are safe.

· Ensuring that employees receive appropriate information, instruction, training and supervision to undertake their duties in a safe manner.

· Ensuring that communication can flow to and from employees and that employees are consulted regarding issues that effect their health safety and welfare. 

· Ensure recorded action is taken regarding safety issues brought by department supervisors under their area of responsibility.

Specific areas of responsibility

Deputy General Manager

Assistant General Manager, specific responsibility for all aspects of financial management and administration including reception.

Membership Services Manager: 

Specific responsibility for the Student Advice and Information Centre, the Student Activities Centre, the minibus service and student membership of clubs and societies.

Bar and Catering Manager:

Specific responsibility for all UHSU catering services, licensed bar services, and games machines.

Shop Manager:

Specific responsibility for general shop outlet

Areas of responsibility include the Health, Safety and Welfare, where appropriate, of the staff employed, equipment used, premises and workstations and persons not employed who may be effected by the acts or omission of the operations within.
The Senior Managers will ensure:

Suitable and sufficient risk assessment is carried out and reviewed annually or where significant changes occur including new processes or equipment.

Action plans formulated from risk assessment are carried out and systems are maintained by the installation of suitable monitoring and review.

Ensure the competence of department supervisors under his/her responsibility by:

· Thorough screening of qualification and suitability for the post

· Ensure they are trained to a standard recognised as suitable to the post i.e. level of responsibility held.

· Establish and maintain compliance with rules and procedures designed to ensure safe systems of work.

· Ensure that suitable lines of communication are established and known and that consultation takes place prior to proposed implementation of any change to work procedure, introduction of new system or appliance or work area that may affect the safety of operations. 

· Providing an adequate level of supervision and information so as to allow the department supervisor to carry out their duties without ambiguity.

· Ensure operations and facilities are run in accordance with local authority licences and fire authority approval. 

Department Supervisors, Assistant Bars Managers, and Shift Leaders


These members of staff are responsible for maintaining health, safety and welfare by:
· Carrying out their specified duties in accordance with the safety policy and any training given related to safety of actions or procedure.

· Demonstrate the control of employees working under their supervision to ensure that duties are carried out at all times in accordance with training and information supplied and in any case without risk to themselves or others.

· Demonstrating compliance with all safety requirements by example.

· Take action to ensure that safety is maintained by employees whom are specified as being under their Managerial responsibility.

· Carry out all required maintenance and safety checks that are specified as pertaining to their specific trading area.*

· Report immediately that they become aware of anything that could be a health, safety or welfare issue.

· Inform of anything that could be beneficial to their area of responsibility regarding health safety or welfare.

· Consider at all times the safety implications of all activities and action taken.

· Communicate and co-operate with line managers and safety officer to achieve the above.

Casual Staff Supervisors

It will be recognised that the supervisory role of any casual staff relates only to a team leader role to assist with co-ordination of work duties. Responsibility for Health and Safety remains with the full time staff department supervisor and to this end casual staff must not, under any circumstances operate without supervision.

All Employees 

All employees are responsible for maintaining health, safety and welfare by:
· Taking all reasonable care to ensure the health, safety and welfare of themselves and those who could be affected by their acts or omissions at work.

· Co-operate with the employer to ensure safety is maintained.

· Not interfering or misusing anything provided in the interest of safety.

· Conduct themselves, and use equipment within the instruction and training given.

· Inform supervisors immediately of anything that could present a danger to health and safety.

· Notify the employer where there may be shortcomings in health and safety within the premise or duties carried out.

Specific duties

Catering and food service 

Critical control points, personal hygiene, safe use of specific equipment, monitoring procedures, maintenance.

Bars and Glass collectors

Hygiene, cleaning chemicals, glass, job specific manual handling, access to height, rubbish disposal.

Cash handling procedure, theme events procedure.

Cellars 

Safe use of specific equipment.
Procedures – Line cleaning, barrel changing, deliveries (handling and storage), Gas.

Safety bus – first aid appointed persons, MiDAS, operational rules.

Offices – DSE assessments, violence.

Cleaning – Safe methods, body fluids, needles, manual handling

Security Critical control points, monitoring procedures, violence.
Shop 

Cash handling, manual handling, Coffee machine manual handling, filling procedure, hygiene

Sports clubs and societies

Driving, equipment, membership, leadership, first aid, individual risk assessment

Contractors

Out of term operating, noise, fumes, dust, physical materials hazard, restricted access to work site, signage, vetting (electrical, gas, structural), heights.

Repairs

Individually assessed, restriction of access to tools

Reporting of Incidents and Accidents

Accident forms are used to record ALL accidents, incidents and other events that could have resulted in injury, the near miss. These are in line with the University format and are the equivalent of an accident book. 

Accident forms are located in:

Reception

Bar office

Buildings office

Main bar

Coffee bar

Full time staff supervisors and department managers only should be responsible for completing the forms. These must be complete in detail and signed before returning to the UHSU safety officer. All forms must be returned at the earliest convenience. 

Though recording is to be carried out by specified staff, it is the responsibility of all staff to report all incidents, accidents and near misses. This duty must be made clear at staff induction stressing the need to report incidents of danger, near misses as well as accidents causing injury. Sometimes accidents go unreported due to the member of staff feeling that it was their fault. UHSU does not operate in a blame culture. All accidents are investigated to eliminate re-occurrence or to ensure suitable risk assessment has been carried out. If a staff member feels uncomfortable with reporting to his/her line manager they should report to the safety officer. Staff should be aware that having an accident is not a breach of policy, failing to report the accident is.

Employee duties: 

To report accidents, incidents, dangerous occurrences and near misses.

Supervisor/line managers duties: 

Ensure forms are readily available in their area.

Fill out accident form as soon as aware of incident.

Ensure details are correct and sign the form.

Return the form within 24 hours to the building officer. 

Building officer duties:

     

Investigation of all reported incidents with records kept.

Inform the Health and Safety Executive where a reportable injury has occurred.

Inform the General Manager in instances where other official bodies are required to be informed.

Liase with any official body as required regarding any given incident.

Formulate corrective action plans where shortfalls in health and safety provision have been identified by an investigation.

Note: Corrective action often will require measures to be taken by individual managers or supervisors. Where an individual responsibility for action is identified named persons will be identified in the accident investigation. 
 

First aid

Whenever the facility is open to customers there will be at least 2 trained first aid staff on duty. 

These staff members will be identified within this policy document by name and job title. First Aiders are selected so as to afford suitable cover throughout the long opening hours in each day and weekends.

The first aid trained staff should be known to all staff and should always be referred to in the instance of a staff member or customer requiring attention. 

If a first aider attends an accident they will take responsibility for the completion of the accident report form and its prompt delivery to the safety adviser.

A list of staff is posted at:

Reception

Main Bar

Coffee Bar

Shop

First Aid trained staff

Ian Dyson

Building Officer

Gary Barlow

Bar and Catering Manager

Gary Marsland   
Assistant Bar Manager

Sarah Dixon

Assistant Bar Manager

Adam Poots

Assistant Bar Manager

Andrew Brooks
Support Staff Supervisor

A N Other

Support Staff

Paul Lloyd

General Manager

Further first aid support, 24 hours a day, is available from the main campus security desk at the Harold Wilson building.

Internal telephone: 2220 or 2221

First Aid boxes

These are located in: 

Reception

Coffee bar

Main bar.

Access to first aid boxes is restricted to supervisors and first aiders. No other staff has access to first aid materials and breach will be regarded as abuse of equipment provided for safety. The building officer will ensure that adequate first aid materials are available for restocking of first aid boxes. Supervisors or department managers will ensure that the first aid box held within their area of responsibility contains all the required equipment.

First aid boxes do not contain creams, sprays or any kind of oral medication. 

Employee duties: 
Not to misuse or abuse anything provided for safety. 

Know the first aider and where they can be found. 

First aider duties: 
Use contents of first aid box as required. 

Record and report accidents in the specified manner. 

Supervisor/

department manager: 
Use contents of first aid box as required. 



Record and report accidents in the specified manner. 

Ensure first aid boxes are restocked after use. 

Ensure staff under his/her responsibility are aware of procedures.

Building Officer duties: 

Ensure suitable supplies of first aid equipment is available on site

Investigating accidents

It is the policy of UHSU to investigate all accidents.  

All investigation will be carried out by the Building Officer or General Manager. They will be given access to all persons and information that they deem relevant to the investigation. Conclusions drawn from investigation will be brought to the attention of the department manager, the General Manager and President. Any action recommended will specify who should carry out the action and when it should commence. If any recommendation is disputed it will be in writing stating the reasons within 48 hours of the recommendation being known. For the purpose of thorough investigation it is important that accident records are complete and promptly returned to the safety adviser. The Reporting of Injuries Disease and Dangerous Occurances Regulations (RIDDOR), specifies where the Health and Safety Executive has to be informed of certain injuries. The Building Officer is responsible for reporting in the manner specified by the regulations. It will be considered serious misconduct for any member of staff to interfere with this process. 

Fire and Emergency

This section covers events that would require the evacuation of all building occupiers such as fire, bomb threat, explosion, or unsafe structure.

Every member of staff has the responsibility of evacuating the premises in the manner described below:

Discovering a fire

Do not hesitate to raise the alarm at the nearest break glass point.

Exit the building by the nearest safe route

Assemble designated assembly point

Do not re-enter the building until the evacuation warden gives permission.

DO NOT TAKE ANY PERSONAL RISKS

Raising the Alarm 
The responsibility for raising the alarm is that of any member of the University who has reason to believe there is a fire.  If in doubt, raise the alarm. You will not be criticised if the alarm was made with good intent. Seconds can save life. Delay could have fatal consequences.

The alarm may be raised by breaking the glass of a fire alarm call point.  If a hammer is not attached to the call point a pen, pencil or stiletto heel can be used.  For certain call points, applying pressure at the location will trigger the alarm.

On Hearing the Fire Alarm
All staff who have not been assigned fire marshalling duties must leave the building immediately by the nearest available exit.

Department supervisors or managers should ensure that equipment within their work area is made safe and electrical equipment is isolated if it is safe to do so. In departments where casual staff are employed supervisors should be the last to leave the area.

Staff must go directly to the exits and not divert to any other activity. Once outside the building all staff must go to the assembly point.

Evacuation of People with Disabilities
People with a wide range of disabilities may have difficulties in getting in and out of building, especially in an emergency situation.  The Union is required to take account of people with disabilities when determining fire safety arrangements and evacuation procedures.

Personal Emergency Evacuation Plans
Personal Emergency Evacuation Plans (PEEPs) will take account of the specific needs of individuals having disabilities, setting out an evacuation procedure appropriate to them and their location.

PEEPs will be drawn up by the following staff, in conjunction with the individual concerned: -

	
	Member of staff
	-
	their line manager


Visitors with Disabilities
Visitors with disabilities must informed, in the most appropriate way, the arrangements that are in place to ensure their safety during an evacuation.

Bomb Threats - Policy
Any intimation, no matter how vague, that an explosive device has been placed in the University must be regarded as a threat until investigation and subsequent proof otherwise.
Any member of staff receiving a bomb threat must inform Security immediately.
 
The General Manager or, in his absence, the Deputy General Manager must be informed immediately.
Where necessary, the building will be evacuated and searched.
Where evacuation has taken place, the building will not be reoccupied, except under the discretion of the General Manager or, in his absence, the Deputy General Manager.
 
Bomb Threats - Searches of Premises
The responsibility for the search of the premises lies with the Union and with University security.  The police cannot be expected to accept responsibility and, although they may assist, they will be unfamiliar with both the building and contents.  On University premises searches will be carried out at the discretion of, and under the direct of, the University Security Manager.
Bomb Threats - Suspicious Packages 
Any person discovering a suspicious package on Union premises, or receiving what they perceive to be a suspicious package, must inform the General Manager immediately.
Under no circumstances must any attempt be made by the individual discovering or receiving the package to open that package.
Information will be displayed in areas (e.g. reception, offices) in respect of suspicious packages and action to take.
Staff Health and Safety induction will identify the fire and bomb evacuation procedures in full. On understanding and acceptance of the procedures all members of staff will sign the confirmation sheet. Induction will adequately identify:

Locations of call points

Escape routes and emergency exits

The sound of an emergency evacuation alarm

Location of the assembly point.

Some departmental staff will be given further instruction:

Shop-

Coffee Bar-

Bar-

Emergency Evacuation Marshals  

UHSU has adopted a Marshalling system in the event of emergency evacuation.

Named persons will act in accordance with procedure specific instruction and training.

The system takes in to account the extended operational times of the activities within the Student Union building.

The system takes into account times when particular named persons may not be present.

Fire marshals

In the event of an emergency evacuation some members of staff have been nominated as fire marshals. The nominated persons are named in this policy. These persons are fully trained in their specific duties and are approved through the General Manager. No other member of staff must assume evacuation control duties, specifically, wearing of the distinguishing bib, giving direct instruction to permanent staff and reporting to the warden regarding evacuation status. 

Staff who are assigned evacuation marshal duties will be distinguished by wearing a florescent yellow bib marked marshal. In evacuation conditions instruction from these staff must be adhered to by all other staff without delay. Failure to comply with a given instruction will be considered a breach of an employees health and safety duties. Fire marshals are under instruction to report any member of staff not complying.

All building evacuations including false alarms, fire drills or genuine emergencies must be recorded. For activities outside normal office hours security staff, who are assigned marshal duties, must record the event on their security log sheets.

Within office hours the fire warden will record the event details.

The details will include: Date, time, numbers in building, comment on how well evacuation carried out, problems, suggestion of changes to procedure.

Where no evacuation has occurred by other cause, a fire drill will commence at least once each term.

Fire marshals will be trained in the use of fire fighting equipment. Other staff should not attempt to fight a fire.

Employees: 
Evacuate from the building and assemble at the specified location.

Supervisors/ 

Department Managers: Ensure you are last to evacuate your area of responsibility. 

Take instruction from the evacuation marshals. 


Assemble at the specified location. 

Fire Marshal: 

Evacuate the premises in the manner determined by training. 

Report your area status to the evacuation warden. 

Prevent re-entry to the building of staff and customers until cleared through evacuation warden. 

Write a report of the evacuation using the Evacuation report form that is located in Reception. Security report forms, located behind the main bar, can be used. 

The report must contain the following details:

1. Date and time of evacuation

2. Name of person making report 

3. The reason for the evacuation

4. A description of the evacuation process including how total building clearance was assured, any problems incurred and an approximation of the time taken to clear the building. 

Reports must be submitted as soon as possible for the attention of the Safety Officer, either directly or to the reception pigeon holes.

Manual Handling

Areas of work or members of staff that have been identified as being exposed to potential risk from unavoidable manual handling, due to the nature of their normal duties, have been identified in the ‘local’ safety arrangements. Persons at risk are named and must in every case receive suitable and sufficient ‘general’ Manual Handling training, as well as training and information regarding the arrangements for specific handling tasks. 

Monitoring systems must be in place to continually review the suitability of handling operations and the conformity of employees to agreed limitations and method for each identified task.

Task specific risk assessments are in place and activities controlled to reasonably practicable levels.

Employees must be made aware of manual handling that will be expected of them, prior to commencing any task. 

Employees must be have explained to them arrangements for handling operations including posture and procedure to minimise physical strain.

Employees must be given the opportunity to express any concerns regarding a manual handling duty prior to commencing the duty and at any time during their employment.

It is recognised by UHSU that every member of staff could at sometime be involved in manual handling operations. 

All employees should be aware of the risk of injury from manual handling operations.

Manual handling is the lifting, lowering, pushing, pulling, supporting or carrying of loads using bodily force or effort. 

Specific legislation details the course of action that is to be taken on considering a manual handling operation. 

1. Avoid the operation where it is reasonable and practicable to do so. 

2. Assess the operation prior to carrying it out. Assessment will involve examination of:

a. Task. What is it that you want to do? e.g. lift something from the floor to a desk, carry something upstairs. 

b. Load. What is it that is being lifted, transported, pulled etc? Is it heavy, awkward shaped, containing a potential hazard e.g. a box of glasses. Does it have information on how to handle it, carrying handles, weight markings?

c. Environment. The task may be carried out outdoors on uneven or slippery ground. It may involve transporting up or down steps, or through areas busy with customers.

d. Capability. Each person will have differing ability when it comes to physical actions. Be aware of not exceeding your body’s limits. Any manual handling that causes physical discomfort is potentially doing harm.

Employers are obliged to minimise manual handling tasks in the workplace and to monitor those that remain to ensure they are carried out in accordance with instruction given and modified where seen to be unsuitable. Employees should remember their duty under safety law to inform their employer where they identify a shortfall in health and safety information, instruction training and supervision. Where manual handling is concerned this would involve reporting to a line manager about unsuitably managed tasks, identified hazards or unreasonable requests. It also requires the handler to inform the line manager of any physical or medical reason that prevents them from, or could exacerbate a condition when carrying out a handling operation.      

Electrical safety

All portable electrical appliances owned by the Student Union and used on or off the premises must be logged and include a schedule of periodic testing by a qualified electrician, known as PAT Testing. 

Do not bring from home

Do not lend to non staff

Any bought must be logged with schedule

Visual inspections by users

Extension leads

Overloading sockets

Leaving on

Non-portable appliances

Heating system

Kitchen equipment

Video machines

Hand dryers

Smoke eliminators   

Maintenance schedules for above

Circuits

Lighting 

Sockets

University test rota

Smoking   

Due to the multi-function of the Student Union premises smoking is permitted in some areas.

Smoking is NOT permitted in the following areas:

All areas on the first floor

Kitchen store, preparation and service area

Shop store and service area

All bar store and service areas

Barrel cellar

Radio station

Safety bus service

Smoking is permitted in the following areas:

Customer areas of the main bar.

Customer toilets servicing the main bar.

Rules regarding smoking areas must be adhered to at all times.

Passive smoking

Scientific evidence shows that a level of risk to health exists from passive smoke inhalation.

All employees working within the Union building will be subjected to some level smoke polluted air during their hours of employment, due to the open-plan space incorporating a licensed premises.

The Student Union recognises a duty to protect employees from health risks as far as is reasonably practicable.  

Violence to staff and members 

It is the policy of the Union to reduce, so far as is reasonably practicable, the risk of violence to staff and members, to keep records of incidents of violence and to provide support to staff and members in matters arising from any incidents.
Housekeeping

This heading covers the hazards causing  slips trips and falls. 

Things to be aware of are:

Items or boxes left on floors in such positions as could cause a hazard on stairs, walkways, or emergency escape routes.

No items are to be placed or stored in such a position as could cause a tripping hazard

Trailing cables across staircases or walkways

Stacking or storing items that are at risk of toppling and overloading shelving.

Overreaching to stack or retrieve items. Using the correct access equipment (purpose built stepladders). Not using desks chairs etc. to stand on.

Steps and ladders are positioned correctly on a safe surface. Any work carried out at 2 metres or more platform height must have a minimum of 2 persons present.

Access equipment used must be approved through the building officer and must not be of wooden construction.

Spillages that could cause staff to slip must be cleared up immediately, and particular attention should be paid to public areas.

Emergency call points and fire fighting equipment must never be restricted from easy access.  

Workstation – Office, desk, area of normal duties, must be kept in a manner that will minimise the risk of injury.

It is every employee’s duty to ensure that their work activities do not adversely affect other people.

Defects and other hazards

Defects to any part of a walkway or stairway such as damage to floor coverings or stair nosings or faults in the structure of the floor or stair can create trip hazards. 

It is the duty of all employees to report such defects to their line Manager or Building Officer as soon as they become apparent.

Suitable warning must be given to alert users of the area to the hazard, such as signage and isolation of the area. 

Workplace issues (environment)

Records of maintenance that must be kept up to date at all times;

Catercleans

Pest control

Gas appliance testing

PAT

Microwave

Refrigeration

Fly killers

Washroom cleaning

Mains electricity 

Fire alarm

Fire drill

Emergency lighting

Lift

Heating

Minibus service/maintenance

Records of training that must be kept up to date at all times;

Basic food hygiene

Agreement to report infection

Food safety act

Induction generic and department specific

Cellar work 

Drivers

First aiders

Fire marshals

Procedures to be available to relevant staff;

Changing a barrel

Line cleaning

Glass washer detergent changing

Waste disposal

Temperature testing

Probe testing

Critical control

Fire evacuation

Accident reporting

Communication of hazards

Glass collecting

Emptying chipper

Heating in Microwave

Fire marshal checks

Induction

Building safety checks

Minibus reporting procedure

Accident investigation 

Policy review

Risk assessment review

Audit

Event booking

Trip registration

Equipment checking

