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Foreword

This is the | atest r e vlthadSefety Pdidy, anditintagst on Uni v «
document | am pleased to add this foreword and introduction to. Although we are required

to produce a document like this by law, this is more than a statement of Policy: it sets out a

fundamental principle that underlines how the University will operate in all its activities, and

describes how we will do it. This is one of several Policies that affects and assigns

responsibilities to everyone reading it, whether a member of staff, a student, a contractor or

a visitor.

Kingston University aims to ensure that it has the highest possible standards of Health and
Safety. Providing a safe environment for everyone to visit and work in is an absolute priority
and one that we must all share.

This document sets out the specific responsibilities for individuals, including me, but that
only tells part of the story —what we are aiming for is sensible risk management in all of our
activities, considered at the outset and embedded throughout. We will never be able to
eliminate all risks, but by preparation and good choice of working method, we can manage
them and reduce them to the lowest practicable level.

As Vice-Chancellor, | hold specific responsibilities for Health and Safety — 1 am ultimately
accountable for all aspects of Healthand Saf ety and the named
Safety, as required by the Legislation. To discharge my ultimate responsibility effectively, |

resp

need, require and ask for the full co-operation of everyone in trying to maintain the highest
standards of safety in all activities.

Sir Peter Scott

Vice Chancellor, Kingston University

1.0 STATEMENT OF INTENT
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The Vice Chancellor and Board of Governors are committed to their corporate responsibility for
all matters related to the management of Health and Safety. Their position is that the minimum
acceptable standard is legal compliance, and will continually seek to improve our safety
arrangements. They will seek assurance through the Committee structure and by either regular
reports or specific studies that we are providing a working environment where the Health and
Safety of all staff, students, contractors and visitors is, so far as is reasonably practicable,
assured,

Their oversight and promotion of the safety arrangements will not only aim to ensure everyone
using the Estate complies with the relevant legislation but takes positive action to prevent ill
health, injury or loss. They will commission reports or audits to review the safety management
systermn and existing arrangements, often through the University Safety Office, to promote the
continuous improvement of Health and Safety performance.

Whether working or studying, Health and Safety is an area in which we all share a common
interest and ane in which we are all stakeholders. We all have a personal responsibility for our
own Health and Safety and that of others. Health and Safety is a core management function and
one which we will try to integrate into other management tasks, particularly at the outset of any
new activities — in this way safety will be built in from the start,

The Vice Chancelior and Board of Gavernors also undertake to ensure adequate resources are
provided to allow high standards of Occupational Health and Safety are achieved.

This policy statement, together with the sub policies, guidance and procedures published on
StaffSpace pages and elsewhere, comprise the arrangements for managing Health and Safety
within the University.

We will take all reasanably practical steps to promote and maintain both a positive Health and
Safety culture and high standards of Health and Safety throughout our Estate, paying particular
attention to the following objectives;

o Toensure that all significant risks arising from our activities are subject to a suitable and
sufficient risk assessment carried out by a competent person and that such an
assessment can be produced when requested. Where possible risk assessments will be
held on the University's safety management software systems.

e To provide and maintain safe plant, structures, fabric, equipment and facilities of the
working environment that is, as far as reasonably practicable, without risk to Health and
Safety.

e Toensure that appropriate arrangements are in place for the assessment, safe use,
handling, storage and transport of articles and substances.

e To provide infarmation, instruction, training and supervision for all staff, students and
other persons that is relevant and appropriate for our activities.
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« Taprovide and maintain safe access to and egress from all sites and places of work

» To provide and maintain 2 working enviranment that is safe and without health risks,-
including adeguate arrangements for the welfare of employees while at work,

« Todesign, operate'and maintain safe systems of work based on sound risk management
principles ; ¢

« Tomonitor, evaluate and audit the effectiveness of Health and Safety performance,
plans and strategies and provide reports to the University Safety, Health and Security
Committee and Board of Governors. '

»  Toreview the Health and Safety Policy statamert, organisation and arrangements avery
2 years, and to bring the latest version to the attention of all staff and students.

s To maintain effective communications and consultation on Health and Safety issues in
pursyit of our aims

As spacified in the “arrangements” section below, it will be the responsibility of Deans and
Haads of Departments to ensure that such arrangements are in place in the areas they control.

Signed

,,{_J.-t/J!UW

/ ol
W , Chaif, Bo

of Governors

2.0 ORGANISATION

Everyone employed by the University holds a responsibility for health and safety, whether to
take reasonable care of themselves, to organise the work of others safely or to ensure the
safety qualifications of contractors being asked to undertake a major project, depending on
their role. Health and safety is to be seen as an integral function of management and
considered on a par with teaching, research and support activities.

2.1 The Vice-Chancellor/Deputy Vice-Chancellor

The Vice Chancellor is responsible to the Board of Governors for all Safety and Health
aspects of the work undertaken by and the fabric of the University.

The Vice Chancellor is responsible for:

9 Setting policy and seeing that a Safety Policy exists and operates within the

University

 Ensuring adequate provision to ensure appropriate standards of health, safety and
welfare;

9 He is ultimately responsible for ensuring compliance with the policy throughout the
University.
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2.2

The Vice Chancellor is also the responsible person for fire safety throughout the University
estate, although he is supported in this by staff from the Safety Office, KUSCO and PMD. The
Deputy Vice Chancellor acts for the Vice Chancellor in his absence and will assume University
wide responsibility on such occasions.

Deans/Heads of Corporate and Service Departments

The individual post holders are responsible to the Vice Chancellor, or via the Deputy Vice
chancellor, for the safety, health and welfare of all staff, students, visitors or contractors
who come under their respective areas of control and for meeting the aims of this policy.

They must ensure:-

i Effective arrangements for the implementation of the Health and Safety Policy
and for monitoring its performance within their specified areas of managerial
responsibility. This is likely to be through the operation of a local safety group
providing regular summary reports to the Dean and/or Management Group.

1 The provision of a suitable number of staff to undertake risk assessment
training, sufficient to ensure that suitable and sufficient risk assessments can be
compiled for the activities undertaken.

9 Adequate provision of resources (including financial and time) for activities/
situations they control: budgets for Health and Safety matters within the
University are delegated, meaning that Deans and Heads of Departments are
asked to make a reasonable provision to cover any expenditure on safety
equipment or workstation adjustments likely to be needed.

A written Code of Practice (CoP) is developed for their areas of responsibility,
stating how the policy aims stated here will be implemented.

9 That there is an effective structure for ensuring the communication of health
and safety issues — this may be through briefings, noticeboards or electronic
means, but all staff in the Department / Faculty needing the information should
be able to access it easily.

'  An annual report on safety performance is prepared for inclusion in the
University Occupational Health and Safety Annual Report, presented to the
autumn meeting of the University Safety, Health and Security Committee.

The responsibilities include:

All authorised activities, including field trips.

All areas and processes under their control.

All equipment, substances and materials used, or acquired for use.

The appointment and control of contractors according to Policy and recognised
procedures.

= =4 =4 A

The Director of Student Services & Administration and staff working within that Department
are also responsible for overseeing safety arrangements for students while on University
premises, and for providing the necessary support arrangements. For any residential student
this may be in conjunction with KUSCO staff.
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2.3

2.4

2.5

2.6

Heads of Schools, Section Managers

The Heads of Schools and Section Managers are responsible for ensuring the health, safety
and welfare of persons within their remit through the implementation of this policy and in
accordance with any Faculty/Departmental Codes of Practice.

When considering risks to employees and others, it is imperative that the risks of any 'off
site' activities/processes, such as field trips, are included.

General Responsibilities of Managers and Supervisors

It is the duty of all University Managers and Supervisors (i.e. all those who control the work
of others) to ensure that everything reasonably practicable is done to prevent personal
injury and to maintain a safe and healthy place of work. Specifically, they are required to:

I  Maintain safe working systems and set a good example to subordinate or less
experienced staff.

1 Ensure staff, including temporary staff, are competent to carry out tasks
required.

9 Secure the co-operation and involvement of University staff and students in
achieving safe working.

I Keep themselves informed of technological advances or developments relevant
to their respective roles in the
and health at work.

1 Tocirculate such information as appropriate including any safety instructions.

Technical Staff

Technical staff have an implicit supervisory role. Their knowledge and experience is valued
highly in hazardous areas and when dealing with any hazardous activities.

Technical staff must ensure that safe working procedures are observed and, in particular,
maintain close liaison with academic and research staff working in the same area. They must
ensure that equipment is in good order, carrying any required certification and, in
conjunction with lecturing/academic staff, ensure that correct procedures are maintained.
Any activity, behaviour or piece of equipment which is of concern to them should be
reported immediately to their line manager, who, under the requirements of this Policy
statement must assess the situation, taking advice if necessary and then implement any
selected remedial measures. In urgent situations, they are to take all reasonable measures
to prevent harm (such as closing a process or location if necessary) and report the situation
to the line manager, Faculty Technical Manager or the Safety Office.

General Responsibilities of Staff
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2.6.1

Staff are responsible to their Heads of Schools/Managers or Supervisors for:

9 Taking all reasonable care for their own safety and health and that of others
who may be affected by what they do, or fail to do.

1 Co-operating with anyone who has duties to perform under the Health and
Safety at Work Act 1974. This includes following agreed safe working
procedures, including the use of appropriate control measures or protective
clothing.

I Reporting hazards (please see below).

9 Bringing any perceived shortcomings in the arrangements for health and safety
and/or any situation that is believed to represent a serious and imminent danger
(also discussed in further detail below) to the employers attention

f Reporting accidents and “near miss

injury or loss. The exact method for accident and incident reporting is carried on
the Safety, Health and Security pages on the Intranet system.

9 If chairing a meeting or providing a lecture, to know, and advise everyone
present at the start of the gathering about basic safety procedures — what to do
in the event of an alarm sounding, where the assembly points are located and
what arrangements are to be followed by any disabled people present. This
point is particularly important should the audience or delegates be unfamiliar
with the building.

All University personnel must be aware that it is an offence to interfere with, either

intentionally or recklessly, or misuse anything provided in the interests of safety and health.
(The word, “misuse” has been interpret
protective equipment.)

Members of staff and/or students must use any safety devices in accordance with training
and instructions received respecting the use for which these have been provided.

Hazard Reporting by a Member of Staff

Staff are required to report any hazards they see to their line managers / supervisors who
are expected to assess the situation, take any immediate steps needed and then take
forward having them resolved. This may include reporting the situation to the KUSCO FM
Helpdesk. Hazards may also be reported to a Safety Representative, who may choose to
take up any issues with local managers.

Where the risk of injury is imminent or very high, staff must exercise common sense, taking
actions as appropriate to reduce the likelihood of any injuries.

Managers and supervisors told about hazard(s) believed to constitute an immediate threat
of injury or damage must take any appropriate action needed to reduce or eliminate the
hazard. If the hazard reported is not in their remit, the report must be passed to the
Manager(s)/supervisor(s) responsible, or notified to the KUSCO FM helpdesk if it is a
maintenance issue.

Should the matter remain unresolved, the Safety Office can be contacted for advice on
further courses of action or may take up the matter for further investigation/ action as
appropriate.
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2.6.2 Hazards Reported to KUSCO Help Desk

Any Faculty or Department identifying hazards in an area under their control must arrange

to rectify it. Again, if maintenance work is required, managers are requested to contact the
KUSCO FM helpdesk, at least in the first instance.

Any hazards reported to the KUSCO Help Desk will be categorised according to the degree of

urgency. The highest priority will be assigned to any situation where there is an imminent

safety concern, in accordance with the service level agreement.

Any

ssues reported that are outside

providers or teams within the University as appropriate.

2.6.3 Imminent Danger

Staff and/or students must inform their supervisors or line managers of any work situation,
which might present serious and imminent danger immediately. They should take
reasonable steps to ensure that harm does not result to either themselves or others. All
staff should, as a matter of course, report any shortcomings in Health and Safety
arrangements through their line management. Where there is any doubt in respect of local
safety arrangements, the Safety Office can be contacted for advice.

2.7 Temporary Workers

Any temporary workers, for example, those on a fixed term contract, must be provided with

comprehensive information on:

)l
)l

General staff responsibilities as outlined above.

Any special qualification or skill required to carry out their work safely. Itis a
line management responsibility to ensure that temporary workers are
competent to undertake the tasks for which they are employed.

Any necessary protective equipment which has been identified above and
beyond what would reasonably be required by the task in hand.

Any significant hazard present in the type of work being undertaken and the
identified control measures.

Any health surveillance required to be carried out to those staff under any
relevant statutory provision.

Appropriate information on procedures for emergencies, including first aid
arrangements and how to summon help.

2.8 Students and Visitors
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2.9

The University has a responsibility to maintain the health, safety and welfare of students and
visitors as far as is reasonably practicable. In order to discharge that responsibility the
University requires them to:

i Obey warning signs and notices.

i Behave at all times in such a way that does not compromise the safety and
health of themselves and others who might be affected by their acts or
omissions.

I Comply, as appropriate, with all safe working procedures and instructions.

I Co-operate with University staff to ensure that any duty or requirement for

safety and health imposed on the University is performed or complied with.
1 To neither intentionally nor recklessly interfere with or misuse anything
provided in the interests of safety, health and welfare.
Staff who consider any students or visitors are behaving in a way that would constitute a
hazard may intervene directly to prevent harm or report the facts to the appropriate
University Manager or Supervisor.

All students and visitors to the sites should be reminded that it is a fundamental condition of
entry into the University that they agree to comply with the above requirements.

Kingston University Service Company Limited (KUSCO)

KUSCO are employed by Kingston University to provide facilities management services.
These include:

Halls management

Communications (Receptions; Switchboard; Transport; Postal Service; -
Shops; Helpdesk)

Maintenance according to agreed specification — some items may be
chargeable

Portable appliance testing

Security

Campus support (Caretaking; Grounds maintenance; Goods Inwards)
Cleaning Services

)l
)l

= =4 -4 =9

In addition, KUSCO also;

I Let and manage certain building services contracts (in accordance with the
relevant SLA procedure)

I Monitor the catering and bus contracts on behalf of the University.

KUSCO has its own Safety Policy, which aims to complement this Policy, which is applicable
across the whole University. To ensure that the closest co-operation exists between KUSCO
and the University, KUSCO and its staff will comply with the University Policy. Appropriate
arrangements for communicating this point are reflected in the KUSCO Safety Policy.

The nominated KUSCO Board member responsible for Health and Safety is accountable to
the KUSCO Board of Directors for Health and Safety performance and has similar
responsibilities to those for Deans and Heads of Departments as set out above.
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2.10

2.11

2.11.1

KUSCO is specifically responsible for areas of the University as defined within the contract,
e.g. common areas within main campuses including lifts, heating and ventilation and
responsive maintenance of building fabric, and the pastoral care for residential students, in
conjunction with Student Services and Administration.

KUSCO, and representatives from their major contractors, are invited to attend the
University's Safety, Health and Security Committee.

Kingston University Students Union

The Kingston University Students' Union (KUSU) has specific responsibility for the health and
safety of KUSU activities, regardless of where they are carried out. KUSU must ensure that all
clubs and activities (including the operation of bars/shops etc.) are subject to an appropriate
risk assessment process.

KUSU has its own Safety Policy, which, in a similar way to that operated by KUSCO aims to
complement this Policy. To ensure that the closest co-operation exists between KUSU and
the University, KUSU and its staff will comply with the University Policy. Appropriate
arrangements for communicating this point are reflected in the KUSU Safety Policy.

KUSU are members of the University's Safety, Health and Security Committee and asked to
attend each meeting.

Other Staff with Particular Safety Roles
University Health and Safety Manager and the Safety Office

TheUniver si ty Health and Safety Manager i s
with the management of Health and Safety in the University under section 7 of the
Management of Health and Safety at Work Regulations 1999. They report for management
purposes to the Director of PMD but have direct access to the University Secretary or Vice
Chancellor as appropriate for safety, health and welfare issues of University staff, students,
visitors and neighbours to whom the University owes a duty of care if they deem the matter
to be of sufficient significance. They have direct access to the General Manager of KUSCO in
matters of safety, health and welfare in regard to the activities of KUSCO staff, visitors and
others for whom KUSCO owes a duty of care.

The University Health and Safety Manager has line management responsibilities for the
Safety Office and the Occupational Health Service, collectively known as The Occupational
Health and Safety Team.

Among the responsibilities of the Safety Office are the following:

9 Providing advice and assistance as required to the Director of PMD
or HR as appropriate.
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9 Advising Deans, Heads of Departments and other members of staff in carrying out
their responsibilities for Health and Safety. Although their advice can be sought in
relation to matters to be reflected in risk assessments, and they can provide
templates which may suggest control measures, the responsibility for the
assessment and safety of the function or activity undertaken rests with the manager

runningit(ie t hey do not have a role to “approve
9 Promoting safety awareness throughout the University.
I Keeping themselves, and others, informed as necessary of new
Legislation and directives relevant to the University on health and safety matters.
1 Identifying and reporting on overall safety performance.
1 Liaising with external enforcing authorities including the HSE and Fire Brigade
9 Carrying out safety audits across the University
9 Prohibiting any clearly unsafe acts or situations — please see below.

2.11.2 Occupational Health

An Occupational Health Service is provided by the University and comprises Occupational
Health Nurse Advisors and an Occupational Health Physician employed on a contract basis.
The service aims to ensure all statutory Occupational Health requirements are met, in
particular the monitoring of those members of staff exposed to hazardous materials in the
course of their work.

Where there are concerns in regard to the system of work, they will inform the appropriate
Manager, with recommendations for remedial action.

The Occupational Health Service will promote good health through clinics and screening
programmes. Where necessary, the Personnel Department will recommend that a member
of staff visit the Occupational Health Service for medical purposes, e.g. to assess fitness for
work or a given task.

The Occupational Health Service, while respecting confidentiality, will make
recommendations to the Director of HR, as appropriate. In this regard, it is obligatory that
members of staff make themselves available for Occupational Health purposes (as part of
their statutory duty).

Among other responsibilities, Occupational Health is responsible to the Health and Safety
Manager for:

Appropriate reporting of health issues in regard to the appointment of staff.
Advice on particular cases, as necessary, with regard to staff ill health.

Ensuring adequate provision for the maintenance of first aid boxes.

Making available any materials, as necessary, to maintain them to a suitable
standard, upon request from either the First Aider or Manager.

Maintaining a record of the location of all first aid boxes and from time to time
inspecting their condition.

= =4 =4 -4
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2.11.3 Enforcement Action through Occupational Health and Safety

2.11.4

The role of Occupational Health and Safety is primarily in supporting the University in
achieving the aims of this policy and compliance with Health and Safety legislation.
However, there may be occasions where it is apparent that compliance with the above is not
being achieved within certain areas of the University, or that situations or conditions
represent serious and imminent danger. In such situations, the Health and Safety Manager
will seek compliance through the line management structure of the University. In extreme
situations, typically where death or serious injury is possible, the Health and Safety Manager
is authorised to stop any work of the University (whether being undertaken directly, or via
third parties, i.e. contractors), pending further enquiries or implementation of additional
control measures as appropriate.

Radiological Safety Officer (RSO)

The Radiological Safety Officer is appointed by the Vice-Chancellor and will be responsible,
through the Dean of his Faculty, to the Vice-Chancellor. Responsibility for radiological safety
rests with the Dean of the Faculty to which the Radiological Safety Officer is permanently
attached.

As far as is reasonably practicable, the RSO should co-ordinate radiological safety matters
within the University in liaison with the Radiation Protection Advisor and Radiation
Protection Supervisors. The RSO will advise the Vice-Chancellor through the Dean of his
Faculty on radiological safety matters and the advice will be mandatory. The Radiological
Safety Officer will be responsible for liaison with all statutory bodies in regard to licenses.

No movement of radioactive substances throughout the University sites is allowed without
the express permission of the Radiological Safety Officer, who will ensure that it conforms to
the due requirements for transportation by road or any other means, as required by current
legislation.

This formation of the SEC Faculty in 2011 may affect the organisation of this function,
requiring this section of the Policy to be reviewed.

2.11.5 Radiation Protection Supervisors

Radiation Protection Supervisors are responsible to Deans of Faculties and are appointed by them, in

consultation with the Radiological Safety Officer, to control and monitor the use of ionising radiation

in their areas. They have authority to prohibit any work involving radiation they believe is unsafe or

n

contravention of the University’'s |icence

consulting the RPO as necessary.
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2.12 Organisational Chart (Summary)

Board of Governors

7

Vice-Chancellor «———
A
Pro-Vice Chancellor (Employer

Engagement)and University Secretary
o

Health and Safety Executive Group <—

Director PMD HR Director
7 7
KUSCO FM Services Occupational Health and Safety Team —

I

University Safety and Security Committee

I

Staff Association Safety

AT s Local safety groups

3.0 ARRANGEMENTS

3.1 Consultation and Communication

The University has in place a Safety Committee structure, which acts as the formal channel
for communication on matters relating to health and safety. However, many issues are
discussed and resolved between parties and through the line management structure.

The safety culture is such that all staff are encouraged to contribute to the communication
of health and safety issues and are invited to raise issues through the Safety Committee
Structure, whether represented via a recognised trade union or not.

It is recognised that to ensure effective management of health and safety throughout the
University, there must be two-way communication as appropriate.
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3.2 University Safety, Health and Security Committee (USHSC)

The University Safety, Health and Security Committee fulfils the following role:-

T

Keeping under review the measures taken to ensure that health, safety and
welfare is being properly attended to throughout the University in accordance
with Section 2(7) of the Health and Safety at Work etc. Act 1974.

Fulfils the requirements of the Safety Representatives and Safety Committee
Regulations 1977.

Monitors progress toward meeting Safety Policy aims.

3.2.1 USHSC - Safety Functions

1

1

1

To promote co-operation between all Faculties and Departments of the
University on matters of Safety, Health and Welfare at work.

To be the University’s recognised
health and welfare at work.

To consider any health and safety issues brought to its attention by any of its
members or by a local Safety Group.

To monitor and review periodically the University Safety Policy and related
documents required by virtue of this Policy.

To consider reports, information, and new legislation from the Health and Safety
Commission or Executive, or local enforcement officers.

To consider the safety, health and welfare aspects of the introduction of new
technology, organisational or staffing location changes and the adequacy and
effectiveness of training.

To compile and submit an annual report on health and safety to the Executive
and the Board of Governors.

It should be clearly understood that it is not the function of the University Safety, Health and

Security Committee to take over the safety and health responsibilities of line management

or functions of the local Safety Groups.

Individual items in regard to health and safety issues are not to be brought before the

Committee unless they have been previously considered through normal channels, including

the Local Safety Group, and remain unresolved.

3.2.2 Security Role

The University undertakes to provide a working environment that is not only safe and

healthy but ensures both personal and general security. A permanent Security presence (via

KUSCO) has been appointed to help meet this aim and a separate Security Policy works in

tandem with the Safety Policy. The USHSC monitors the implementation of the Security

policy.

3.2.3 Terms of Reference and Membership of the USHSC
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Terms of Reference and Membership of the USHSC are updated by the USHSC as and when
required and submitted to the Executive for approval.

3.2.4 Frequency of Meetings

The USHSC meets twice a year, spring and autumn. The main meeting is the autumn when
the annual reports are considered.

3.3 Local Safety Groups

The complexity of the University organisation is such that the University Safety, Health and
Security Committee is able to monitor only the general arrangements for Safety and Health.
In order that the detailed Safety Issues are dealt with satisfactorily, Deans and Heads of
Service are required to establish local Safety Groups as outlined below:

Faculty of Business and Law

Faculty of Art, Design and Architecture

Faculty of Health and Social Care Sciences

Faculty of Arts and Social Sciences

IS

KUSCO

Academic Registry, Academic Development, External Affairs, Finance, Human
Resources, Student Administration, University Secretary's Office, Planning, Vice-
Chancell or’'s of fice, Pr opet, tenterpristba n a g e me
Strategic Development, Student Services and Administration (known as 'the 900
Group')

=4 =8 =4 -8 -8 8 -9

1 Faculty of Science

1 Faculty of Engineering

1 Faculty of Computing, Information Systems and Mathematics
The three faculties above will become Science, Engineering and Computing in 2011: this
will have implications for the organisation of Health and Safety within the new Faculty.
For the purposes of this document, the intention is that there will be a Committee, but
the detailed arrangements are yet to be finalised.

The Functions of the Local Safety Groups are:

 To promote co-operation on matters of Safety, Health and Welfare at work
within Faculties/Departments.

9 To be the Faculty's/Department's recognised forum for consideration of matters
of safety, health and welfare at work: specifically to consider the risks faced by
the Faculty / Department(s) concerned by maintaining a risk register and using
proactive monitoring methods (inspections, audits and other reviews) to judge
the effectiveness of the controls used to manage the risks presented.

9 To consider any health and safety issues brought to its attention by any of its
members.

 To communicate and consider implementation of the University Safety Policy
and related documents

9 To consider reports, information, and new legislation from the Health and Safety
Executive or other enforcing authorities
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3.4

3.5

3.6

1 To ensure completion, update and implementation of Faculty/Departmental
Codes of Practice as required

9 To consider the implications for the safety, health and welfare aspects of staff
for the introduction of new technology, organisational or staffing location
changes, the adequacy and effectiveness of training.

 To compile and submit data to the USHSC, as agreed by that committee, to
enable an annual report on health and safety to be submitted to the Executive
and the Board of Governors by the USHSC.

Local Safety Groups meet at least twice a year.
Circulation of Information

The Safety Office will make available to the University copies of all relevant health and safety
legislation. Copies of British Standards are available through Information Services.

Managers are responsible for ensuring that manufacturers of equipment or suppliers of
substances used in their areas supply safety information. They will ensure that this
information is circulated to their subordinate staff who will be working with the equipment
or substances concerned. Managers will also make arrangements for this information to be
kept where it can be referred to by staff.

Faculty/Departmental Codes of Practice

Where it is necessary to clarify or make explicit the roles and responsibilities for the
management of health and safety within any Faculty or Department, a Code of Practice is to
be written and implemented via the Local Safety Group.

Such document must explicitly assign responsibilities for laboratories and workshops and
define responsibilities for multi-disciplinary areas.

Codes of Practice are also to detail arrangements for safety issues outside the scope of this
Policy and related procedures (i.e. Faculty specific requirements).

Codes of Practice are requested to be reviewed at a minimum of every 2 years.
Field Trips

It is the responsibility of the staff initiating and organising field trips to consider the risks
involved in the proposed trip and the need for supervision, training, first aid etc. A risk
assessment mu st be undertaken and a
trip changes significantly, this system should be revised and amended as appropriate.

“

Reference should be made to the CVCP Code of Practice on Field Trips.
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3.7

3.8

3.9

3.10

Secondments/Placements

It is the responsibility of person(s) arranging secondments/placements to ensure that
adequate arrangements exist to ensure the health, safety and welfare of staff/students on
secondments/placements. The arrangements should be proportionate to the degree of risk
and have regard to the employment status of those on secondment/placement.

Further guidance is available from the Safety Office.
Health and Safety Training

Occupational Health and Safety provide training courses to achieve compliance with the
core health and safety requirements, including Risk Assessment, COSHH, Manual Handling,
DSE Assessment, Fire Safety and First Aid. A full list is available at
http://staff.kingston.ac.uk/C1/Training/default.aspx

It is a Faculty/Departmental responsibility to assess the requirement for numbers with the
requisite skills and to ensure that sufficient persons are trained in accordance with the
above to achieve compliance with both this Policy and relevant legislation.

Where there are Faculty/Departmental specific requirements, appropriate training must be
provided by the Faculty/Department. Occupational Health and Safety will assist in
identifying suitable training providers if required.

Integral Service Providers

The University engages the services of partners/contractors to provide services which are
integral to the business of the University (e.g. Halls Management, Catering).

To ensure continuity of provision and effective management of health and safety, it is
required that the health and safety Policies and arrangements of contractors/partners
dovetail with those of the University.

It is responsibility of the person(s) engaging the services of such contractors/partners to
ensure the above in consultation with the Health and Safety Manager.

Role of Safety Representatives

Recognised Staff Associations representing University personnel have statutory rights to
appoint safety representatives to consult with management over health & safety issues. The
University will aim to consult with them both formally and informally, and specifically
consult with them in respect of the employees they represent concerning:

1 The Introduction of any measure at the Workplace which may substantially
affect Health and Safety
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T The Uni versity’'s arrangements for nomi
persons” for Health and Safety Managemer
Any Health and Safety information the University is required to provide by law
Planning and organisation of any Health and Safety training the employer is
required to provide
9 Health and Safety consequences of the introduction of any new technologies

into the workplace
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3.11 Monitoring and Review

This Policy is monitored by both the University Health and Safety Manager and the
University Safety, Health and Security Committee. It will be reviewed at least every 2 years.

4.0 Change History
02 15.11.07 Re-formatted, updated. Reviewed extensively. Presented to
USHSC.
03 27.11.07 Reflects changes suggested by KUSU & Student Services and
Administration and further development by Safety Office
04 6.2.08 Reflects changes suggested by UCU at JNC on 5.2.08 and further
development by Safety Office
05 26.3.10 Updated version to reflect changes to the Committee structure
and other changes since the February 2008 version
06 28.9.10 Updated to reflect SEC and minor grammatical points for clarity
following circulation at the April 2010 University Safety, Health
and Security Committee.
07 22.10.10 Updated following circulation and discussion at the October
2010 meeting of the University Safety, Health and Security
Committee - changes to the Radiological protection section
only.
5.0 Approvals
Issued by: lan Appleford
Date: 15" November 2007
Approved University, Safety Health
By: and Security Committee | pate: 15" February 2008
Approved University Executive
By: Committee Date:
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