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Summary and Purpose
This Health, Safety and Wellbeing (HSW) Policy provides an overarching framework and strategy and
identifies the specific arrangements necessary for managing all aspects of HSW at work and across
all activities carried out by staff, students, contractors or visitors at or on behalf of the University of
Plymouth (hereafter referred to as “the University” or “the organisation”).
This policy applies to all staff and students of the University, visitors, contractors and the Board of
Governors.
This policy is supported by a comprehensive suite of Codes of Practice which detail the
arrangements for managing specific risks. All Codes of Practice are available on the HSW Department
Site.
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Part 1 – Policy Statement
We are committed to providing a supportive, safe and healthy environment and creating a culture
which promotes the health, safety and physical, mental, social and emotional wellbeing of staff and
students.
The HSW of staff, students, contractors and visitors is fundamental to our core values and is integral
to the success of the University and supports the realisation of the 2030 Strategy: A Future of
Excellence and its four underlying principles: Quality, One Team, Reputation and Sustainability.
We are committed to ensuring that there is visible, strong and active HSW leadership from the
highest level, also ensuring the development of a positive HSW culture which encourages the
reporting of incidents in order that controls can be implemented and lessons can be shared.
We recognise that the workplace has a significant impact on people’s HSW and are therefore
committed to ensuring that all staff and students work in an environment where they can remain
healthy and well-motivated and where services are well managed.
We will ensure that HSW awareness and good practices are integrated into the everyday activities of
our staff, students, contractors and visitors. These activities include those that take place on or offsite including fieldtrips and travel within the UK and overseas.
We recognise the value of individual consultation prior to allocating specific HSW functions and will
ensure that staff and students are consulted in matters relating to HSW management.
In addition, it is the responsibility of all our staff and students to ensure the HSW of themselves and
others affected by their activities, reporting any issues immediately.
Specifically, we recognise our obligations to:
 Identify all significant hazards that may arise through the activities of the University and ensure
these risks are assessed in order to institute effective control measures to eliminate, minimise or
manage these risks
 Provide, promote and maintain safe and healthy working conditions, equipment and systems of
work for all staff and students, at least to the standards required by legislation and recognised
good working practices
 Ensure staff have access to competent occupational health advice and support
 Implement safe systems of work and provide such information, instruction, training and
supervision as is necessary to ensure the HSW of staff, students and others who may be affected
by the activities of the University
 Ensure that this Policy and all associated Codes of Practice are current and relevant, reflecting the
most up to date legislation, standards and guidance
 Monitor and review effectiveness of HSW arrangements and make improvements where required
 Ensure that all relevant legal requirements, policies and systems are communicated, followed and
enforced.
Signed:

Date:

Signed:

Date:

Vice-Chancellor and CEO

Chair of Board of Governors
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Part 2 – Organisation, Duties and Responsibilities
2.1 Terminology
Hazard – That which has the potential to cause injury, harm or loss.
Risk – The likelihood that injury, harm or loss will be realised.
Risk Profile – Identifies the nature and level of threats faced by the University including the
likelihood of these threats occurring and the level of disruption / cost they would cause. The risk
profile also considers the control measures in place to mitigate the risks.
School or Service - Throughout this document the following terminology has been adopted: a
professional service division or an academic school; or a department, unit or a subdivision of such a
division or school will be referred to as a ‘school or service.’
Safety Culture – is a part of the overall shared corporate values of the organisation and is seen as
affecting the attitudes, beliefs, perceptions and values of its members in terms of HSW performance.
Health – The protection of the bodies and minds of people from illness resulting from the materials,
processes or procedures used in the workplace.
Safety – The protection of people from physical injury.
Wellbeing – World Health Organisation definition (WHO): ‘A state of complete physical, mental and
social wellbeing and not merely the absence of disease or infirmity.’
HSG65 – ‘Managing for Health and Safety’ is guidance produced by the Health and Safety Executive
which explains the Plan, Do, Check, Act approach to HSW management and shows how it can help
achieve a balance between the systems and behavioural aspects of management. It also treats the
management of HSW as an integral part of good management generally rather than as a standalone
system.
Fig 1 – Plan, Do, Check, Act Model
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HASMAP (Health and Safety Management Profile) is a management standard developed for use in
Higher Education Institutions (HEI) and has been endorsed by the Universities and Colleges
Employers Association (UCEA) as a scheme for measuring HSW management performance within
HEI’s. This standard reflects the HSE HSG65 Guidance, the British Standard BS OHSAS 18001 –
Occupational HSW Management and the 2015 USHA guidance on ‘Leadership and Management of
HSW for Higher Education Institutions’.

2.2 Organisation, Duties and Responsibilities
All staff are responsible for ensuring that they conduct their activities, and those activities over
which they have control, in accordance with the University's HSW policies and relevant statutory
provisions. They must co-operate with their line manager and head of school or service so that HSW
responsibilities can be discharged.
Students have a duty to take care of their own HSW and that of others who may be affected by their
actions. This includes listening carefully, following instructions, using any safety equipment that has
been provided and taking part in relevant training.
HSW is managed throughout the University by delegation of responsibility through the line
management structure. Each act of delegation must be accompanied by a realistic and workable
system of monitoring or supervision to ensure that the delegated task has been adequately
implemented (i.e. the responsibility is not met by giving directions; it is only met when those
directions have been confirmed as carried out). This organisation is complex, but the management
of HSW has been divided into eight levels of responsibility. The schematic Fig 2 outlines the
governance, strategic management and operational management levels of HSW responsibilities.
Generic HSW responsibilities have been allocated to each level and these are described in detail in
this section.
Fig 2 - HSW Strategic and Operational Responsibilities Schematic:
Level 1

Level 2

Level 3

Level 4

•Board of Governors
•Vice-Chancellor and Chief Executive Officer
•Executive Deans and Directors of Services
•Heads of Services, Schools and Faculty Business Managers

Level 5

•Managers, supervisors and leaders (ie, those directing or supervising the activities of
students/staff/PGRs)

Level 6

•Employees (includes postgraduate research students, other employed students and
employees of other organisations and visitors working in University facilities and premises)

Level 7

Level 8

•Students
•Contractors
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2.2.1.Level 1 – Board of Governors
The Board of Governors has overall responsibility for the strategy of the University and is responsible
for strategic oversight of all matters related to HSW for the University.
The Board of Governors in accordance with their areas of responsibility will:
Ensure a positive HSW culture across the University
Appoint the Vice-Chancellor and CEO as head of the University and put in place
suitable arrangements for monitoring their performance particularly with
regard to the management of HSW
Review the University HSW Policy on a regular basis

PLAN

Review the University HSW objectives/ benchmarking on a regular basis
Ensure that HSW appears regularly on the agenda of Board of Governors
meetings
Be aware of significant HSW risks faced by the University
Consider the HSW implications of strategic decisions such as capital
development projects and tender / due diligence processes
Ensure that emergency planning arrangements are kept up to date and
resource allocated
Ensure that appropriate systems are in place to seek assurance of HSW
performance, through the standard University governance processes
Seek assurance that:
HSW arrangements are adequately resourced

DO

There is an effective process to identify training and competency needs in
keeping with HSW responsibilities
There is a process to review and test emergency and fire policies and
procedures for effectiveness
There is a process for auditing HSW performance

ACT

CHECK

There is a University HSW Committee chaired by the University executive Lead
with responsibility for HSW.
The University has access to competent HSW advice
There is a process for employees or their representatives to be involved and
engaged in decisions that affect their HSW
Receive and reasonably evaluate leading and lagging data relevant to HSW
Ensure that management systems allow the Board of Governors to receive
assurances about all University activities and undertakings
To be satisfied that there are regular independent reviews of HSW
management across the University
Be satisfied that lessons are learnt and shared following accidents and nearmiss incidents
Be satisfied that policies and procedures are subject to appropriate
enforcement
Review audit processes to ensure they are appropriate for the University
Regularly review the University HSW risk profile
HS/P/001 Health, Safety and Wellbeing Policy Version 2.0
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2.2.2.Level 2 – Vice-Chancellor and Chief Executive Officer (CEO)
The Vice-Chancellor as CEO has the ultimate accountability for ensuring that the University complies
with the statutory requirements of the Health and Safety at Work etc. Act 1974.
Although accountability rests with the Vice-Chancellor and CEO, responsibility for the operational
aspects of HSW management will be delegated to other tiers of managers. However, a process must
be implemented to gain assurances that these responsibilities are being fulfilled.

DO

Lead and encourage a positive HSW culture across the University
Ensure the University receives and has access to competent HSW advice
Ensure that an executive lead with responsibility for HSW is appointed to
provide operational oversight and assurance and to chair the University
Health, Safety and Wellbeing Committee (UHSWC)
Ensure that a UHSWC is established chaired by the executive lead with
responsibility for HSW
Demonstrate ownership of University HSW Policy Statement and communicate
its values across the University
Ensure that benchmarking standards are developed and that monitoring,
measurement and reporting procedures are in place
Ensure adequate resources are allocated to the management of HSW. This
should include any necessary specialist support e.g. Competent HSW Advisors,
Radiation Protection Advisor, Fire Safety Advisor, Biosafety Advisor, and
Safety Coordinators where they are required
Ensure that HSW is embedded within the University strategic corporate
objectives
Ensure the integration of the Occupational Health Service into the University
HSW management system
Ensure that HSW risks are included in the University Corporate Risk Register
where appropriate
Ensure the creation of a University wide HSW internal auditing programme
based on the HSW risk profile
Ensure emergency procedures encompass all relevant risks
Ensure that the HSW implications of strategic decisions such as capital
development projects and tender / due diligence processes are considered
Implement and champion the University HSW Policy and arrangements
Ensure that the membership (including trade union representation) and Terms
of Reference of the UHSWC is identified
Lead on campaigns to raise HSW awareness and promote behaviour change
Lead by example, taking an interest in HSW activities
Follow local procedures when on tours and visits and enquire about HSW
issues and how they are managed
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Ensure HSW processes are working
Ensure that appropriate health surveillance is in place for occupational
illnesses
Ensure that appropriate HSW inspections, audits and investigations are
conducted across the University and that any recommended actions are
carried out
Receive and review HSW performance data e.g. benchmarking standards
Ensure the staff PDR process is used to check the delivery of HSW objectives
across the University
Review the deployment of HSW resources to ensure they are sufficient,
competent and effective
Review HSW performance across the University. Ensure achievements are
acknowledged, lessons learned and shared and corrective action is taken
where appropriate
Ensure that the results of HSW performance is communicated to the University
community (staff and students)
2.2.3.Level 3 – Executive Deans and Directors of Services
Executive Deans and Directors of Services are responsible for implementing the HSW management
policy and strategy across their area of responsibility.
Specifically they will:
Establish a positive HSW culture across their area of responsibility
Ensure that HSW is considered alongside the University Planning Process

PLAN

Define the membership (including trade union representation) and terms of
reference for their local HSW committees
Ensure all staff consultation and communication involves appropriate
stakeholders such as trade union and student union representatives
Ensure induction arrangements include all relevant information for all new
starters including mandatory training requirements
Plan arrangements for managing HSW e.g. set up committee meetings,
monitoring processes, determine local KPI’s and identify training, competency
and development needs
Assign sufficient resources (competent personnel, with enough time and
facilities)
Make arrangements to ensure the HSW of all persons who may be affected,
including contractors, students, visitors and members of the public
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Ensure that local HSW Plans for their Faculty or Department align with the
University’s HSW Policy
Include appropriate HSW risks in Faculty or Department HSW risk registers

ACT

CHECK

DO

UNIVERSITY OF PLYMOUTH
HSW DEPARTMENT
Put in place processes to ensure all activities are appropriately risk assessed and
control measures are implemented
Ensure arrangements and responsibilities are appropriately designated and
understood by relevant staff for tasks such as the completion and review of risk
assessments
Chair or ensure there is suitable representation for the local HSW committee
meetings, attending wherever possible
Develop, review and communicate a Faculty or Department HSW Plan and
ensure all actions are completed within the appropriate timescale, escalating
any concerns where necessary
Receive summary reports of accident and incident investigations and follow up
outstanding actions as appropriate
Identify and agree HSW competencies and development needs for staff and set
training objectives with senior team members
Assess the HSW impact of new projects at planning stages and liaise with the
HSW Department e.g. refurbishment of facilities or procurement of systems and
assets
When purchasing equipment, consider the HSW requirements and implications
such as installation, set up, use, maintenance, inspection, servicing and
decommission
Embed HSW arrangements during selection and procurement of contractors
Take appropriate action when HSW is likely to be compromised, suspending an
activity if required - contact the HSW Department for advice and support
Attend HSW inspections of area of responsibility at appropriate intervals
Check that agreed HSW training objectives are being met. Use the staff PDR
process to support this
Analyse HSW information data (accident, sickness absence and training data) to
identify emerging trends in the Faculty or Department
Keep staff informed by monitoring progress and actively seek their
feedback/views on improvements e.g. via local HSW committees and surveys
Check that all actions and recommendations from HSW processes (e.g. plans,
audits and inspections) are implemented
Review risk management processes regularly and take action to implement
recommendations
Consider information from external and internal sources (e.g. audits,
inspections by the HSW Department) and consider how corrective actions /
recommendations are to be implemented
Review your own HSW performance and that of your direct reports and
acknowledge their achievements
Use the information to review and inform planning processes
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2.2.4.Level 4 – Heads of Services, Schools and Faculty Business Managers
School, Service and Faculty Business Managers are responsible for implementing local HSW
management arrangements and to monitor and check their effectiveness.

CHECK

Establish a positive HSW culture across their area of responsibility
Ensure that HSW is considered alongside the University Planning Process
Set reasonable objectives for areas of responsibility, including allocation of work
for risk assessments based on the Senior Manager’s plan
Develop or use existing communication processes (such as team meetings) to
keep teams informed and to receive information back from them
Plan the deployment of resources to achieve HSW objectives (e.g. training)
Implement the local Faculty / Directorate HSW Plan and arrangements
Ensure risk assessments are undertaken and recorded and ensure staff,
contractors and students are following safe systems of work and control
measures
Provide induction training for the staff and students in accordance with the
training and competency framework and risk assessments
Ensure new processes are risk assessed before implementation
Ensure all new equipment is checked for hazards and users are trained in safe
systems of work and risk control measures
Provide staff with health surveillance if identified in risk assessments including
pre-employment health checks
Ensure there is a programme of inspections and be involved in audits if required
Lead on investigations into accidents and near miss incidents
Take appropriate action when HSW is likely to be compromised, suspending an
activity if required - contact the HSW Department for advice and support
Keep up-to-date with relevant HSW requirements using appropriate guidance
for support
Set up / monitor and review an appropriate programme for statutory
inspection, maintenance and testing of equipment, e.g. local exhaust
ventilation, pressure systems and lifting equipment etc. Ensure that all Faculty
owned equipment is logged centrally
Monitor that risk assessments have been carried out, recorded, and, where
appropriate, reviewed. Ensure control measures are effectively implemented.
Use observation, monitoring and inspections
Check that all statutory examinations, maintenance and tests (e.g. LEV, pressure
systems and lifting equipment) are carried out within prescribed timescales,
ensuring that requirements and recommendations are acted upon
Monitor the progress and completion of actions arising from audits and
inspections
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ACT
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Monitor progress and achievements against Faculty / Directorate HSW Plans
and objectives
Monitor your training plans and inductions. Utilise staff PDR process to do this
Analyse HSW information data (e.g. accident, sickness absence and training
data) to identify emerging trends in area of responsibility
Report on findings from inspections and actions undertaken to the local HSW
committee. Use HSW information data in presentations and when discussing
trends
Review actions arising from audits to ensure they have been completed or to
monitor progress
Follow up actions from accidents and incidents investigations and share learning
to prevent reoccurrence
Contribute to Faculty or Department annual HSW reviews
Respond to external influences such as the Health and Safety Executive [HSE] or
other regulatory body visits, audits and changes in legal requirements
Use the information to review and inform planning processes

2.2.5.Level 5 – Managers, Supervisors and Leaders
(Those directing or supervising the activities of students/staff/PGRs)
Managers, supervisors and leaders are responsible for monitoring and checking that local
arrangements and rules are being followed. This includes the supervision of students under their
control.

DO

Establish a positive HSW culture across area of responsibility
Ensure understanding of local HSW Plan and procedures
Plan any skill, knowledge or refresher training for self, team members and
students where appropriate, based upon Faculty, School or Department HSW
Plans (local arrangements), training objectives and competency framework
Consider how procedures based on risk assessments can be effectively
communicated
Plan resources and ensure all staff understand what is expected of them
Ensure staff, students, visitors and contractors are aware of and follow all
relevant safe systems of work
Ensure visitors and contractors are provided with relevant HSW information
Develop clear and concise procedures and include key safety information in
them
Implement relevant aspects of the Faculty / Directorate HSW Plan
Ensure that staff teams and students where appropriate, have received
induction training appropriate to activities / studies
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A critical aspect of this role is to ensure that any concerns with the effectiveness of local HSW
arrangements are communicated to the appropriate person to ensure continual improvement of the
local and University-wide HSW management system

ACT

CHECK
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Raise issues concerning non-conformance through the line management
structure
Take part in local workplace inspections / audits and attend local HSW
committees where appropriate
Provide feedback on HSW issues
Take part in / lead accident and near miss incident investigations
Ensure risk assessments have been carried out, are up-to-date, recorded and
control measures are effectively implemented, communicated and understood
Ensure actions from audits and inspections have been completed or that
progress is monitored at relevant local HSW committee
Check that local HSW objectives are being met
Provide feedback on HSW performance to managers and acknowledge
achievements
Review accidents and incidents and ensure lessons learnt from investigations
are shared and embedded into local procedures
On request from managers, contribute to local annual HSW reviews
Use the information to review and inform planning processes

2.2.6.Level 6 – Employees
(Including postgraduate research students, other employed students and employees of other
organisations and visitors working in University facilities and premises)








University employees are required to comply with this HSW Policy and associated Codes of
Practice and Guidance
They must not interfere with or misuse facilities that are provided in the interests of HSW
They must report any problems or shortfalls such as defective / unsafe equipment,
environments or processes
They are expected to comply with all HSW arrangements that are in force across the
University and are also under a legal obligation to take reasonable care for the HSW of
themselves and others
Any employees contravening these instructions may be subject to University disciplinary
proceedings and possible legal action
Employees must report accidents, incidents, dangerous occurrences, unsafe circumstances
and work-related ill health in accordance with the University Incident Reporting and
Investigation Code of Practice.
2.2.7.Level 7 – Students

Students are not in the legal sense employed persons and hence many of the specific provisions of
the HSW at Work etc. Act 1974 do not apply to them. Equally, they are not bound by the duties of
employees as laid down in the Act.
Nevertheless students must comply with HSW instructions, including the University procedures for
students, not to misuse or damage equipment provided and may be responsible for the
consequences should they neglect to carry out a task required for the HSW of others.
HS/P/001 Health, Safety and Wellbeing Policy Version 2.0
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Students have a duty to take care of their own HSW and that of others who may be affected by their
actions. This includes listening carefully, following instructions, using any safety equipment that has
been provided and taking part in relevant training.
If students have any concerns about their HSW or that of others they must raise these with their
supervisor. They must also report any near misses, accidents or illnesses which they think may be
related to their academic activities.
2.2.8.Contractors
The University has a duty under the Health and Safety at Work etc. Act 1974 to provide a safe
environment for contractors working on University managed property. Contractors must be
informed of the University's emergency procedures so that they are able to take the correct action in
an emergency. Where there are known hazards these should be clearly communicated to
contractors for inclusion in their risk assessment process. By the same token contractors are
required to provide a description of their method of work to the University so that there is an
effective dialogue on HSW issues before work commences.
Specifically:





All contractors are expected to comply with HSW arrangements that are in force within the
University and must take reasonable care for the HSW of themselves and others
They must not interfere with or misuse facilities that are provided in the interests of HSW
They must comply with the University’s Policies and Codes of Practice and relevant
arrangements for the area or activity
Contractors must comply with the Management of Contractors Code of Practice.
2.2.9. Competent HSW Advisor

The Management of HSW at Work Regulations require the University to appoint “Competent
Advice”. This is provided by the professionally qualified staff of the HSW Department under the
responsibility of the Head of Organisational Resilience. All staff acting in this capacity will be (as a
minimum) Chartered Members of the Institution of Safety and Health (CMIOSH).
Main responsibilities:










Ensure compliance with the universities legislative obligations and lead continuous
improvement of HSW Management
Ensure an effective HSW Policy is implemented and embedded across the University
Ensure an effective HSW culture is embedded, underpinned by a suite of policies and
practices which demonstrates the institutions position as a proponent of best practice in the
field of HSW management
Develop and monitor a suite of Key Performance Indicators (KPI), metrics and local targets
Provide advice and information to staff, students, visitors and contractors across the
University
Provide expert advice to the Vice Chancellor and the University Executive Group on HSW
related matters working directly under the responsibility of the nominated executive lead
for HSW
Provide strategic HSW leadership across the University
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Hold a holistic role across the University, supporting projects and collaborating with
Faculties and Services to drive innovation and action against a shared vision.
2.2.10. Fire Safety Advisor

The Regulatory Reform (Fire Safety) Order 2005 requires the University to appoint a competent
person to assist in undertaking any of the preventative and protective measure required by the
order.
Main responsibilities:










2.3

Support the Health, Safety and Wellbeing Manager to ensure the day to day management of
Fire Safety
Support nominated Fire Marshals across the University in their role and provide adequate
training
Undertake (or commission) and, where appropriate, revise Fire Risk Assessments on all
premises within appropriate timescales
Ensure a training programme is provided for general staff regarding fire safety awareness
Liaise with the Estates and Facilities Department on all matters relating to fire safety across
University premises ensuring that corrective actions are followed up, escalating any issues
where required
Liaise with the Devon and Somerset Fire and Rescue Service on all statutory fire safety
matters
Ensure all fire incidents are investigated, controls implemented and lessons shared
Ensure that Personal Emergency Evacuation Plans (PEEP) are in place for all staff and
students that require one.

Specific HSW Roles

The schematic below details the HSW Department and the relationship with other HSW specialists
both employed and contracted and those with accountable or nominated HSW roles across the
University.
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2.3.1. Safety Coordinators
There is no legal requirement for Deans, Heads of School or Service to appoint a Safety Coordinator,
however, the UEG have agreed that all Faculties, Schools and Services must appoint, or arrange
access to a Safety Coordinator. Appropriate training commensurate with this role will be provided
through the HSW Department. If no Safety Coordinator is nominated then the Head of School,
Service or Faculty Business Manager will fulfil the role.
The Safety Coordinator will normally be appointed according to the level of risk in their area of
responsibility see table below for guidance:
Risk Level of School /
Faculty / Service *
High risk areas

Medium risk areas

Low risk areas

Competency Required for Safety Coordinator Role
Senior managers / managers / academics / specialist technical managers
competent in their area of work, with appropriate level of authority and
ability to make autonomous decisions.
Managers / technicians / team leaders competent in their
area of work in a supervisory role; decision-making may need
escalation
Staff at all grades, competent in their area of work, normally supervised

*Key
High Risk – Technical / laboratory / workshop / construction site areas with additional hazards or high
risk activities – those with the potential to lead to serious harm or death e.g. radioactive materials and
lasers, biological materials, machinery, chemical processes, high risk field work
Medium Risk – Technical / laboratory areas with medium risk activities e.g. Computer labs
Low Risk – Office / general classroom environments and low risk activities
Safety Coordinators will require sufficient time to discharge their duties effectively and should have
the necessary expertise and the authority to perform these duties. They should also be involved in
the decision-making process for all local safety matters.
All nominated Safety Coordinators will have this element of their role documented and reviewed
through the PDR process.
The Safety Coordinator should act as a focus for the flow of HSW information to and from and within
their School / Faculty / Service. They will also support the Head of School / Faculty / Service
discharge their legal responsibilities regarding the management of HSW.
Where there are more than one Safety Coordinators within a School / Faculty / Service, a lead
coordinator can be identified locally in order to ensure consistency across that area.
Main duties:




To keep up to date with the requirements of University policies and codes of practice and to
promote a positive HSW culture within their area of responsibility
To assist the Head of School / Faculty / Service with ensuring that the HSW management in
that area complies with University HSW Policy
To assist the Head of School / Faculty / Service with the preparation of a the Faculty /
Directorate HSW Plan and any local HSW operational procedures, and monitor the
effectiveness of both

HS/P/001 Health, Safety and Wellbeing Policy Version 2.0

17

UNIVERSITY OF PLYMOUTH
HSW DEPARTMENT













To work in partnership with the HSW Department, other specialist advisors and Trade Union
Safety Representatives, acting as a positive role model for HSW leadership
To be a member of the appropriate School / Faculty / Service HSW Committee where
formed and submit reports as requested
Ensure that all HSW accidents, incidents and near misses in their area are reported and
investigated in accordance with the University Incident Reporting and Investigation Code of
Practice
Disseminate the necessary information, instruction and training to enable local staff and
students to perform their work in a safe manner, and encourage and support their
attendance at relevant University and external safety training events
To deliver local HSW inductions to new staff in their area of responsibility
To maintain official HSW notices, including fire and first aid information
To support managers with the preparation of local risk assessments
To ensure that DSE self-assessment checklists are undertaken by all staff within their area of
responsibility (unless there is a nominated DSE Assessor in place). Ensuring that any followup workplace assessments are undertaken where required
To assist the HSW Department and managers with HSW inspections and audits and carry out
peer audits across the University.
2.3.2. Radiation Protection Advisor (RPA)

The RPA is a specialist in radiation protection and is formally appointed by the University as required
by Ionising Radiations legislation. The RPA is accountable to the HSW Manager to advise the
University in respect of Radiation Protection, policy formulation and development and to give
impartial professional advice to senior management and to employees.
The RPA will support the work of the Radiation Protection Supervisors.
Main responsibilities:




To undertake annual radiological audits of each registered premises, provide a revised
Radiation Management System file and an annual audit report
Attend the Radiological Protection Sub Committee meetings
Provide radiological protection and legislative advice on the following legislative
requirements:
o Appointment of competent RPA
o Health and Safety Executive (HSE) notification
o Risk assessments and local rules
o Contingency plans – emergency and local rules
o Adequacy of training
o Dose limitation and ALARP (As Low as Reasonably Practicable)
o Radiological designation of areas and restriction on access
o Co-operation between employers on application of legal requirements
o Control and accountability of radioactive substances
o Disposal of radioactive substances
o Personal Protective Equipment (PPE)
o Appointment of Radiation Protection Supervisors and other radiation safety roles
o Selection and use of radiation monitoring equipment
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Provide advice and solutions to support the University to ensure safe working with ionising
radiation and legal compliance
Calibrate all radiological protection instruments
Liaise with enforcement agencies (HSE, Environment Agency) where required on behalf of
the University.




2.3.3. Radiation Protection Supervisors (RPS)
For schools that use Ionising Radiation, one or more Radiation Protection Supervisors must be
appointed with responsibility for monitoring the extent of radiation work and compliance with safe
working practices and the appropriate legislative requirements. The RPS must be in a position to be
aware of practice in their area of responsibility and be able to exercise supervision over that
practice.
Instructions by an RPS within their area of responsibility on a matter regarding Ionising Radiations
Protection must be followed by all persons
Main responsibilities:






Ensuring that Local Rules in their area of responsibility are developed and followed,
alongside the RPA
Carry out and record area monitoring according the Ionising Radiation Code of Practice
under the supervision of the RPA
To ensure that radioactive materials are ordered, received, transferred, used, stored and
destroyed of according to the Ionising Radiation Code of Practice
Ensuring that no radiation work is undertaken in their area of responsibility that is not
covered by Local Rules
Report to the Radiological Protection Sub-Committee.
2.3.4. Biological Safety Advisor (BSA)

The Biological Safety Advisor is a specialist in Biological and Genetic Modification risk control and is
formally appointed by the University. The BSA is accountable to the HSW Manager and will provide
advice across the University in respect of biological safety hazards and work with Genetically
Modified Organisms (GMO’s) including policy formulation and development, application review (and
approval or improvement advisory information) and provision of impartial professional advice to
senior managers, staff and students where required.
The RPA will support the work of the local Biological Safety Supervisors.
The duties of the University BSA will include:






To be the University’s Competent Advisor for all matters relating to biological safety
including the use of GMO’s
To develop, review and communicate policies, procedures and guidance relating to
biological safety including the use of GMO’s in accordance with the appropriate
statutory provision
To plan and deliver training to those staff at the University of Plymouth who require it
To provide advice to PI’s and others regarding the risk assessment and application
processes for working with biological substances and GMO’s
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To attend GM and Biosafety Committee and provide competent advice to the
committee regarding the standard of applications received, making recommendations
for improvement where necessary
To undertake / lead investigations into incidents involving biological agents and GMO’s
Notifying the HSE of all new Class 2 or above GMO projects and significant changes to
existing Class 2 an above projects, once approval has been granted by the GM and
Biosafety Committee
Notifying the HSE of the use of Hazard Group 2 agents specifically listed in Schedule 3
(Part V) of COSHH and all Hazard Group 3 agents, once approval for these activities have
been granted by the GM and Biosafety Committee. Note that the use of Hazard Group 4
agents or Class 4 GMO’s is strictly prohibited within the University
Notifying the HSE in a timely manner of all other applicable administrative changes to
existing GMO risk assessments, including changes to locations of work or where projects
are transferred between Principal Investigators
Notifying the relevant enforcement agency of reportable accidents and incidents or
unintended releases of GMO’s
Notifying the Home Office of the holding or usage within University premises of any
biological materials listed under Schedule 5 of the Anti-Terrorism Crime and Security Act
(ATCSA) 2001.
2.3.5. Biological Safety Supervisors (BSS)

Where work is carried out involving biological agents within a department, a suitable person shall be
appointed by the Head of School / Department to carry out the functions of the Biological Safety
Supervisor (BSS). The duties of the BSS will include:















Liaise with and seek advice from the Biological Safety Advisor
Advising on the containment and training aspects of the work
Advising on risk assessment and coordinating the notification procedures
Approving GMO project proposals on behalf of the school / department, ahead of
submission for peer review by the GM and Biosafety Committee
Ensuring that local rules for the safety of personnel are drawn up and followed.
Ensuring appropriate training of personnel has been carried out
Ensuring incidents / spillages etc. in the laboratory (or other containment facility) are
appropriately reported, investigated, remedial action carried out and lessons learned
Advising on the safe storage, transport and disposal of GMOs and other harmful or
potentially harmful biological material, and ensuring that the records kept are current
and accurate
Ensuring that laboratories are appropriately disinfected at the end of a project or before
the entry of maintenance personnel or other authorised non-laboratory workers.
Appropriate disinfection could range from swabbing down work surfaces to complete
fumigation and will be dependent on the risk assessment
Participating in locally organized inspections
Advising on appropriate methods for testing for the presence of viable process organisms
outside the primary containment, if deemed necessary
Ensuring that control measures and equipment are tested and maintained at
appropriate intervals
Liaising with the University’s GM and Biosafety Committee on behalf of the school /
department on risk assessments and GMO classification as necessary
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Informing the HSW Department of the addition of new laboratories as well as any
decommissioning, change of use or change of containment level of any existing laboratories
Communicating any changes to relevant regulations, policies or procedures to all
affected members of their department
Advising on the physical security of the laboratory spaces within their department
Acting upon on matters relating to biosecurity from HSW Department and/or Home
Office Counter Terrorism Security Advisors, where appropriate.





2.3.6. Laser Protection Advisor (LPA)
The LPA will carry out the following duties:


Provision of Laser and NIR safety advice on the observance of the requirements of relevant
legislation including The Control of Artificial Optical Radiation at Work Regulations 2010
(AOR10), and The Control of Electromagnetic Fields at Work Regulations 2016 (CEMFWR16),
and relevant Standards and guidance
Review and provide advice regarding the current Laser and NIR safety arrangements within
the University.



Main responsibilities:








LPA and Non-Ionising Radiation (NIR) Specialist Appointments
Management and procurement of lasers and NIR sources across the University
Risk assessments, their content and reviews
Contingency Plans for laser incidents
Training requirements and the adequacy of safety training
Designation of areas and restriction on access
Co-operation between employers on application of legal requirements
Personal Protective Equipment (PPE)
Local Rules and written operating procedures for equipment use
Safety role appointments such as the Laser Safety Officer.




2.3.7. Laser Protection Supervisors (LPS)
For schools and departments that use Lasers and NIR, one or more Laser Protection Supervisors
must be appointed with responsibility for monitoring the extent of work involving lasers and NIR and
compliance with safe working practices and the appropriate legislative requirements. The LPS must
be in a position to be aware of practice in their area of responsibility and be able to exercise
supervision over that practice.
Instructions by an LPS within their area of responsibility on a matters regarding NIR use and
protection must be followed by all persons.
Main responsibilities:




Ensuring that Local Rules and written operating procedures in their area of responsibility
are developed and followed, alongside the LPA
Carry out and record area monitoring under the supervision of the LPA
To ensure that NIR equipment is ordered, received, transferred, used, stored and
destroyed of according to the Laser and NIR Code of Practice
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Ensuring that no NIR work is undertaken in their area of responsibility that is not covered
by Local Rules
Report to the Radiological Protection Sub-Committee.
2.3.8. Occupational Health Service

Occupational Health Services are provided by Medigold Health on behalf of the University. The role
of the Occupational Health Service is to support and promote the HSW of University of Plymouth
staff. See the Wellbeing Site for more information.
Main responsibilities:





Health surveillance as required under COSHH Regulations 2002 and any other legislation or
guidance
Confidential appointments for staff for HSW issues
Providing reports for line managers which includes rehabilitation plans / fitness for work
advice
Providing advice on request from managers or the HSW Department following issues
identified through workplace / workstation assessment processes.
2.3.9. Estates and Facilities Department

The Estates and Facilities Department takes the operational lead for University site safety and
security for all users and ensures compliance with the following areas of HSW across the
organisation in partnership with the HSW Department:












Asbestos management
Legionella (and general water safety) management
Gas safety management
Electrical safety (high and low voltage) and PAT Testing
Lifting operations and lifting equipment installation and maintenance (management of
passenger and goods lifts)
Some elements of pressure vessel safety
Control of work in confined spaces
Estates and Facilities transport issues
Construction safety including the Construction (Design and Management) Regulations (CDM)
2015
The Director of Estates and Facilities is the ‘Client’ for all construction work carried out
under the CDM Regulations at the University.
Lockdown (security of buildings).

Where required in accordance with specific legislation, Accountable Persons will be appointed
formally in writing by the Director of Estates (e.g. Asbestos, Water Hygiene, Electricity etc.).
2.3.10. Trade Union Safety Representatives
In accordance with the Safety Representatives and Safety Committees Regulations 1977, Trade
Union Safety Representatives have been appointed by a number of trade unions recognised by the
University. Further details regarding the Trade Union Recognition Agreement are available from the
Human Resources Department. These Trade Union Safety Representatives have clearly defined legal
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rights and responsibilities in matters of HSW at work and the UEG offers them all reasonable
facilities for the discharge of these functions.
Recognised trade unions wishing to nominate safety representatives should, in writing, advice the
Director of Human Resources and Head of Organisational Resilience.
2.3.11. Fire Marshals
Staff expected to undertake the role of Fire Marshal require detailed knowledge of the fire strategy
for the premises they are responsible for and must receive comprehensive training in order to
competently fulfil this role.
Main responsibilities:









Assist those within the premises to leave
Check the premises to ensure everyone has left
Use firefighting equipment if it is safe to do so
Liaise with the security and/or fire and rescue service on arrival
Shut down vital or dangerous equipment
Perform a supervisory / managing role in a fire situation
In multi-occupancy buildings liaise with other nominated Fire Marshals with responsibility
for that building
Undertake and record quarterly fire inspection checks within their areas of responsibility.

All nominated Fire Marshals will have this element of their role documented through the PDR
process.
2.3.12. First Aiders
The Health and Safety (First Aid) Regulations place a general duty on the University to make
adequate first aid provision for all employees should they be injured or become ill at work. Each
School and Service must ensure that they provide in the buildings and work areas under their
control, the following:







A number of properly stocked first aid boxes appropriate to the risks of accidents or injuries
that could arise from the activities in the work area and / or building. These boxes must be
placed in the care of a qualified First Aider who will be responsible for review and
replenishment
Access to the services of one or more qualified First Aiders as appropriate to the work area
or building
Notices giving the names and locations of the qualified First Aiders and the locations of the
first aid boxes
Certain high risk schools and services may require to provide a first aid room where the risk
indicates this
Where a building is occupied outside of normal working hours, the Head of School / Service
must make arrangements to provide adequate and first aid cover for the potential accidents
or injuries taking into account the type of activities being carried out during these times.

All nominated First Aiders will have this element of their role documented through the PDR process.
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Note: The HSE also suggests that Mental Health First Aiders should also be considered in First Aid
Needs Assessments.
2.3.13. Health and Wellbeing Champions
Wellbeing Champions play a key role in developing and supporting a culture that contributes to
improved mental, physical health and wellbeing. Champions support the delivery of the Health and
Wellbeing Action Plan, working to embed health and wellbeing at a departmental level. Local work
areas benefit through increased engagement around health and wellbeing matters, improved
employee health, both physical and mental as well, as improved culture within the working
environment.
The role may include:











Liaising with the HSW Department on wellbeing interventions
Attending Health and Wellbeing Committee meetings if required
Providing updates at local (Faculty / School / Service) level HSW Committees
Organising / promoting activities and events
Encouraging staff / students to access relevant health and wellbeing opportunities
Collaborative working with other champions
Sharing best practice and stories of success with the Health and Wellbeing Committee
representatives
Signposting staff to relevant resources and services
Role modelling and promoting a healthy culture within the University
Inputting into health and wellbeing reviews/audits e.g., you may be asked to provide
evidence by way of documentation or interview.
2.3.14. Display Screen Equipment (DSE) Assessors

Display Screen Assessors are nominated by managers to support them to manage DSE assessments
at a local level.
A DSE Assessor is a person trained to complete DSE risk assessments and provide basic advice and
guidance to users on appropriate controls.
This role may include:




Liaising with local Safety Coordinators and managers
Ensuring that all staff complete a DSE assessment within three weeks of starting in post and
thereafter as required, particularly if workstations or personal circumstances change
Coordinating all local work area DSE information and maintaining records.

HS/P/001 Health, Safety and Wellbeing Policy Version 2.0

24

UNIVERSITY OF PLYMOUTH
HSW DEPARTMENT

Part 3 – Arrangements
The schematic below details the governance and assurance committee structure for all matters
relating to HSW at the University of Plymouth.

3.1.

HSW Governance and Assurance Committee Schematic
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HSW Assurance
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3.1.1. Board of Governors
The Board of Governors has overall responsibility for the strategy of the University and is responsible
for strategic oversight of all matters related to HSW for the University. The Board of Governors seeks
assurance from the University Executive Group that effective arrangements are in place and are
working.
The Board of Governors comprises of:




Chair of the Board of Governors
Vice Chancellor and CEO
Appointed members (including student, staff and independent members).
3.1.2. HSW Assurance Committee

An expert group appointed by the Board of Governors to provide assurance that appropriate HSW
management processes are in place and embedded.
3.1.3. University Executive Group
The University Executive Group is required to demonstrate ownership of the University HSW Policy
and to communicate its values and expectations across the University. The University Executive
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Group must gain assurance that these responsibilities are being fulfilled and to ensure resources are
available to fulfil HSW objectives.
The University Executive Group is comprised of:






The Vice Chancellor and CEO
Deputy Vice Chancellors
Chief Finance Officer
Executive Deans of Faculties
University Registrar and Secretary.
3.1.4. University HSW Committee (UHSWC)

The objectives of the University HSW Committee are as follows:












3.2

To promote a high standard of HSW compliance across all areas of the University and to
demonstrate a positive HSW culture
To ensure effective communications with all staff across all work areas on HSW matters
through the cascade of information by attendees (including Managers, Safety Coordinators
and Trade Union Safety Representatives)
To encourage co-operation between University and Trade Union Safety Representatives in
instigating, developing and carrying out measures to ensure the HSW at work of employees
and others
To monitor compliance with action plans resulting from safety audits/inspection reports
To facilitate development and implementation of University-wide HSW policies and codes of
practice and to promote development of local HSW rules based on these codes of practice to
ensure safe systems of working
To address significant University-wide HSW issues that cannot be addressed at local level
To create sub-committees where required (see Appendix B for details)
The Committee itself may carry out an inspection.

Arrangements for Shared Workplaces and Premises

The University is responsible for the HSW of all staff, students, contractors, visitors and employees
of other organisations, working on its premises. Where two or more employers share the workplace
there must be demonstrable evidence of co-operation and co-ordination of HSW measures. Where
the activities of different employers interact their senior and local managers must co-operate with
their counterparts to ensure their respective statutory obligations are met. This will include:




3.3

Exchanging information on risks in the work environment and safe systems of work
Co-operating on implementing evacuation procedures, first aid arrangements, and waste
disposal
Routine inspections in common parts of the premises.

Arrangements for Fieldwork, Off-Site Visits and Travel in the UK and Overseas

Fieldwork, off-site visits and travel within the UK and overseas must be authorised at a level
appropriate to the risk. The person authorising the activity is responsible for ensuring that due
regard has been paid to the HSW considerations.
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Responsibility for the HSW of all those engaged in fieldwork, off-site activities and travel in the UK
and overseas lies with the Head of School/Department, or the person with overall authority
approving the activity. They should ensure that leaders and supervisors are authorised and
competent, and that there is clarity of roles and responsibilities.
The Head of School/Department should ensure that the risk assessment of the activity is undertaken
and that a safe system of work has been established for all staff, students and other participants.
Frequently, the Head will delegate this duty to the member of staff organising or leading the
fieldwork, but overall accountability for HSW cannot be delegated.
Refer to the Off-Site Activities and Fieldwork Code of Practice for full details.

3.4

Incident Reporting

All accidents, incidents, near misses and instances of occupational ill health must be reported to the
HSW Department using the online incident reporting system as soon as practicable (at least within 7
days) in accordance with the Incident Reporting and Investigation Code of Practice. Serious incidents
must be reported by telephone (5)88555 immediately.

3.5

Enforcement

The University is subject to both planned and unplanned visits by HM Inspectors from the Health and
Safety Executive (HSE), Devon and Somerset Fire and Rescue Service and other relevant enforcing
authorities. Recommendations arising from these visits are generally received in the form of a formal
letter sent to the University’s senior management.
There is a system of notices and formal action which may be served on the University, this may
include the immediate termination of dangerous activities.
If an inspector deems that a material breach has occurred, they are able to charge the University a
Fee for Intervention (FFI).
An inspector may, in the event of a fatality, carry out a joint investigation with the Police with a view
to establishing whether there is evidence of corporate manslaughter on the part of any corporate
body or gross negligence manslaughter on the part of any individual in which case a prosecution will
be brought by the Crown Prosecution Service. HSE Inspectors themselves may institute prosecutions
for breach of HSW legislation against any individual or corporate body including the University under
the Health and Safety at Work Etc. Act 1974
Schools and Services must inform the Head of Organisational Resilience or any member of the HSW
Department immediately if the HSE make contact with them on any matter relating to University
activities. A member of the HSW Department will accompany HSE representatives on their visits
wherever possible.
Refer to the Guidance for Investigations into critical HSW Incidents.

3.6

New Facilities and Equipment

HSW must always be taken into consideration when planning a new facility or upgrading or
refurbishing an existing one. It is essential that the designers / architects consult at an early stage
with the users as to specific requirements and it is recommended that a member of the HSW
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Department attend early project design meetings to ensure that HSW matters are raised and
considered and that appropriate expertise is made available.
Equipment should be selected after careful consideration (using the risk assessment process) of all
requirements including specific HSW requirements such as level of containment required,
mechanical ventilation, space, utilities, cost considerations, disposal, compliance with HSW
legislation and guidance.
All equipment must be bar-coded and logged on the Zeta System in accordance with the University
Equipment Maintenance, Inspection and Testing Strategy (Contact E&F Directorate for details).

3.7

Student Residences and Relationship with UPP and Other Providers

The University has a partnership arrangement with UPP and other providers of student sleeping
accommodation who are specialists in the design, construction, financing and operating of university
estates and infrastructure. These providers as ‘Controllers of Premises’ retain duties under the
Health and Safety at Work Act 1974 and the Regulatory Reform (Fire Safety) Order 2005.

3.8

The Use of Animals in Research

The HSW of staff and students working with animals in research and the enforcement of such
matters falls within the scope of this policy. Specific Code of Practice and procedures are in place in
accordance with legislative requirements.
The use of animals in research is regulated under the Animals (Scientific Procedures) Act 1986
(ASPA). ASPA is implemented by the Home Office in England, Scotland and Wales and by the
Department for Health, Social Security and Public Safety in Northern Ireland. In tandem with this the
University has in place a regulatory structure which includes a Governance Board and Animal
Welfare and Ethical Review Board. https://www.plymouth.ac.uk/research/animals/ethical-review
The use of animals at the University of Plymouth is only permitted after close scrutiny shows that
there are clear benefits and no alternatives. Where animals are used they are treated with respect
and the highest levels of care. Our researchers are active in findings ways to avoid or reduce the
number of animals used in research. More information is available on the University website ‘Our
use of animals in research.’

3.9

Young People and Children

The University recognises that young people and children may be on University premises for work or
planned events, where their activities are managed in accordance with the requirements therein.
However, children may also be present on the premises for a number of other reasons not directly
related to work. For example:





For access along with other members of the public, to public events and facilities, gardens,
parks, sports facilities or other leisure facilities
Where the children (or their parents / carers) are subjects of study, or parents / carers are
attending for medical / dental examination or treatment
During open days and other promotional events
Where they are enrolled in established nurseries or crèches

HS/P/001 Health, Safety and Wellbeing Policy Version 2.0

28

UNIVERSITY OF PLYMOUTH
HSW DEPARTMENT


On rare occasions, where special events have been arranged for staff who may have infants
or young children.

Children and young people must be accompanied while on University premises and must not be
permitted unsupervised access even to low risk areas. Children and young people must not be
permitted access under any circumstances to areas where there may be significant hazards present.
Parents / carers must not bring children into their workplace or study areas as an alternative to
arranging appropriate childcare.
Parents / carers cannot delegate their responsibilities for supervising children and young people
whilst on University premises unless the children are in the temporary care of professional childcare
/ educational providers.
For more details regarding work experience please refer to the Work Experience Policy available on
the HSW Team Site.

3.10

Domestic Animals in University Buildings

With the exception of Registered Assistance Dogs, staff and students are not permitted to bring pet
animals into University buildings. If present on the grounds the owner is required to be responsible
for the safe removal of animal waste and all dogs must be kept on a lead.
Non registered dogs such as support/therapy dogs may be permitted at local manager discretion
following a suitable and sufficient risk assessment.
Animals can present particular risks in the working environment causing allergies, bites or scratches,
or the production of waste material, which can have its own particular health risks. Additionally
animals can present a trip hazard to staff, students or visitors.
Registered Assistance Dogs, for example, those accompanying the visually or hearing impaired will
normally be permitted unrestricted access to University premises. However, the nature of risk in
particular areas such as laboratory or workshop environments may make it necessary to limit or
restrict access to such animals. Conducting a risk assessment of the working environment will
determine the appropriate precautions for specific circumstances.

3.11

Codes of Practice and Guidance

The HSW Department have developed a suite of supporting documents in the form of Codes of
Practice (CoP) and Guidance which are published on the HSW Team Site.
In every area of activity, the University HSW Policy and associated CoP and Guidance must be
considered as the minimum standard to be achieved by Schools and Services.
Local procedures and guidance can be developed by Schools and Services in order to provide further
details to staff and students within that area to ensure compliance with the University HSW Policy
and CoP.
The HSW Department can provide additional supporting information relating to specific risks if
required.
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3.12

Training

It is essential that staff at all levels, should be competent to undertake the HSW responsibilities
commensurate with their role.
Local management should assess any training needs for their direct reports and put in place
arrangements for suitable training. Refer to Training Matrix Appendix A.
Advice on the levels of training that would be deemed reasonable can be obtained from the HSW
Department.

3.13

Inspection, Monitoring, Audit and Supervision
3.13.1 Inspections

Inspections mainly involve observation of facilities and working practices with a view to assessing
whether standards are adequate when compared to those required for the particular work activities.
The purpose is to identify any unsafe or unhealthy conditions or work practices that may already be
occurring and prevent any arising in the future.
Heads of Services and Schools must ensure that regular and systematic local HSW inspections are
carried out across their area of responsibility (with the support of Safety Coordinators). Refer to the
HSW Inspections Code of Practice.
Where it is identified that improvements need to be made, these must be implemented and records
retained. Inspection records will be used as evidence for HSW audits.
3.13.2 Monitoring
Monitoring and analysis of accidents, incidents and near misses is vital in order to identify trends
and patterns so that remedial action can be taken to prevent recurrence or escalation.
The HSW Department monitors all incident reports and will ensure that where appropriate these are
reported either internally within the University or externally to enforcing authority (e.g. as required
under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013).
Heads of Services and Schools must ensure that all incidents are reviewed and investigated to a
proportionate level, putting in place mitigation controls in order to prevent recurrence.
Refer to the Incident Reporting and Investigation Code of Practice.
3.13.3 Audit
Audit is an essential element of the HSW management system ensuring continuous improvement.
The University HSW Audit Programme and Code of Practice lays out the system for critically
analysing the University’s HSW management processes to determine how effective and consistent
these are across all school and service areas.
The audits will provide a tool for measuring HSW performance and for identifying and implementing
remedial actions.
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The HSW Department will lead and advise on the audit programme, however Heads of Services and
Schools must actively demonstrate their commitment to this process and ensure that appropriate
staff at a local level are released to take part in the audit programme.
3.13.4 Supervision
All staff who supervise work carried out by students (under graduate and post graduate), research
assistants and technical staff are responsible for ensuring the HSW of those under their supervision.
This applies not only to work carried out on University premises but also to University work carried
out elsewhere either in the UK or abroad. The degree of supervision must have reasonable regard
for the level of training and expertise of the staff or students being supervised.
The University has a duty to ensure that students do not create unsafe conditions by unauthorised
initiatives and supervision must be adequate to meet this requirement. Accordingly, prior to the
commencement of any hazardous work or activity, the supervisor should undertake and
communicate suitable and sufficient risk assessments and operating procedures which seek to
minimise foreseeable risks. The supervisor must maintain appropriate supervision for the duration of
the work.

3.14

Review

This policy will be reviewed in full every three years or earlier if there is a change in evidence.
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Level 5









Level 6







Level 7

Fire Evacuation
Chair



SIA Security



Mental Health
First Aid Training



First Aid (Initial +
Refresher)



Level 4

GM Biosafety
Practitioner

Level 3

Risk Assessment



CDM Training



Ionising Radiation
Training



Laser Safety



COSHH
Assessment



Manual Handling



Fire Marshal

Leading for Health
& Safety



NEBOSH General
Certificate

Local Area
Induction



Level 2

IOSH Managing
Safely

Online H&S
Mandatory
Refresher 3 Yearly

Level 1

Staff

Management
Basics – Managing
H&S

Online H&S
Induction Training

Appendix A: Training Matrix









Safety Coordinators –
High Risk
Safety Coordinators –
Medium Risk
Safety Coordinators –
Low Risk
Security Personnel

































Assessors of Hazardous
Substances







Fire Marshals







GM Biological Safety
Supervisor
Radiation Protection
Supervisor
LSO’s and Work with
Lasers



















First Aiders
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Staff

Mental Health First
Aiders
Work on Design /
Building Projects
Assessors of Manual
Handling Processes
Staff responsible for
general risk assessment
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Fire Evacuation
Chair

SIA Security

Mental Health
First Aid Training

First Aid (Initial +
Refresher)

GM Biosafety
Practitioner

Risk Assessment

CDM Training

Ionising Radiation
Training

Laser Safety

COSHH
Assessment

Manual Handling
Assessment

Fire Marshal

NEBOSH General
Certificate

IOSH Managing
Safely

Management
Basics – Managing
H&S

Leading for Health
& Safety

Local Area
Induction

Online H&S
Mandatory
Refresher 3 Yearly

Online H&S
Induction Training
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Appendix B: Sub Committees of the UHSWC
1.

Radiological Protection Committee

The Radiological Protection Committee is a sub-committee of the UHSWC and supports the
functions of the Radiological Protection Advisor and Supervisors with objectives as follows:









2.

Report to the UHSWC on all matters relating to safe transport, use, storage and disposal of
materials producing ionising and non-ionising radiation and the use of all equipment which
generates X-rays, ultra-violet, laser, microwave and EMF radiations
Study reports of accidents and dangerous occurrences involving ionising and non-ionising
radiation, ultra-violet and microwave radiations and lasers and will recommend corrective
action
Oversee compliance with relevant Statutory Provisions and Approved Codes of Practice
relating to these radiations and recommend any action to ensure, so far as is reasonably
practicable, the HSW of employees, students and others entering the precincts of the
University
Approve the local school rules and monitor their implementation and advise on the
provision of appropriate laboratory facilities and monitoring equipment
Advise the University on the provision of appropriate instruction for employees and students
with regard to the hazards arising from the use of the aforementioned radiations and
monitor the effectiveness of such instruction.

GM and Biosafety Committee

The University’s GM and Biosafety Committee which is a sub-committee of the UHSWC supports the
functions of the Biological Safety Advisor and Supervisors and comprises:







Chair: HSW Manager
Biological Safety Advisor
Biological Safety Supervisors from all Schools / Departments
Technical representation
Research representation
Occupational Health Service.

The University GM and Biosafety Committee is responsible for:






Reviewing and approving applications and assessment for all proposed work involving
hazardous biological agents at a classification of Hazard Group 2 or above, and all work
involving GMOs
Reviewing and approving all work involving organisms listed under Schedule 1 of SAPO.
Reviewing the GM and Biosafety Committee terms of reference and membership expertise
at least on an annual basis
Report back to the UHSWC (via the HSW Manager or Biological Safety Advisor) on all matters
relating to GM and Biological safety.
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3.

Health and Wellbeing Committee

The Health and Wellbeing Committee is a sub-committee of the UHSWC and includes
representatives from across the University to support the implementation and continuous
improvement of the health and wellbeing of both staff and students and monitor the action plan and
program. See the Wellbeing site for further information.
The group is responsible for:







4.

Promoting health and wellbeing within the University community
Developing a shared understanding of wellbeing initiatives and developments in the
University and within the HE sector
Identifying key concerns and priorities to help inform the development and implementation
of the Health and Wellbeing Action Plan and programme
Monitoring progress against the action plan
Reporting and feeding back on health and wellbeing activities and initiatives taking place
across the University
Ensuring effective communication within local areas and liaising with Wellbeing Champions
to promote health and wellbeing initiatives.

Faculty / Directorate / Building Safety / Assurance Committees

Faculty / Directorate / Building Safety / Assurance committees are established in order to ensure
effective operational management and oversight of HSW at a local level, specifically;












To meet regularly to consider all relevant aspects of HSW within the faculty / directorate /
building / school
To promote a positive HSW culture by encouraging engagement of the workforce and
delivering safe and healthy working conditions
To implement and monitor the University HSW Policy, Codes of Practice and any local
procedures, making recommendations as appropriate
To review, monitor and report on local safety performance
To establish a local HSW management system which facilitates and promotes effective
upward and downward communication
To ensure incorporation of safe working practice into the planning process
To receive regular HSW inspection and audit reports and agree and monitor any corrective
actions required
To ensure the provision of sufficient local HSW personnel, e.g. First Aiders, Fire Marshals,
Safety Coordinators
To advise on appropriate HSW training and staff development
To implement the HSW Risk Management process, ensuring that risk assessments are
suitable and sufficient and reviewed appropriately
To provide representation for the UHSWC.

Suggested Agenda Items:




Reports from UHSWC
Feedback from Safety Coordinators
Feedback from any local Trades Union Safety Representatives
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Review of local incident statistics and investigation reports and agree remedial actions
Review of inspections and audits and actions outstanding
Review of statutory inspection regimes/requirements (e.g. LOLER)
Review of Faculty / Directorate HSW Plan and associated action plan.
Set local HSW priorities for the short, medium and long term
Risk Assessments and any controls outstanding
COSHH Assessments and any environmental monitoring actions
Training – including local induction
Fieldwork and Offsite Activities
School specific hazard areas – e.g. Radiation, GM and Biological safety, Diving Activities
Student HSW issues.
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