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HEALTH AND SAFETY POLICY

ORGANISATION AND RESPONSIBILITIES

In order to ensure that health and safety is successfully managed within Leicester College (hereafter referred to as the College) the following responsibilities have been allocated.

1.
The Governing Body

The Governing Body has the corporate role of providing health and safety, including fire safety, leadership for the College.

General Duties:

· Ensuring Board decisions reflect its health and safety intentions as articulated in the health and safety policy statement;
· Ensuring the Health and Safety Policy Statement reflects current priorities;
· Ensuring management systems provide for effective monitoring and reporting of health and safety performance;
· Reviewing health and safety performance regularly;
· Ensuring health and safety risk management systems are in place and remain effective.
2.
College Principal

The College Principal is the nominated director responsible for all aspects of health and safety.  However, the responsibility to ensure compliance with legislative requirements and this policy is devolved to College management.
3
College Secretary 

General Duties:

· Chair the Health and Safety Committee;
· Ensure that the College has a current certificate for Employers’ Liability and Public Liability and to liaise with the College’s Insurers in dealing with accident claims.
4.
Deputy Principal Finance and Corporate Services has the delegated responsibility from the College Principal to: 

General Duties;

· Ensure that the College Health and Safety Policy is monitored and its objectives achieved;

· Ensure the Health and Safety Policy remains appropriate and is annually reviewed;
· Report health and safety issues to the Principal on a regular basis;

· Act on the Principal’s behalf on all matters relating to health and safety;

· Report health and safety issues to the F&GP Committee on a regular basis;
· Act in the capacity of Responsible Person as laid down in the Fire Reform Order 2006.

Specific Duties;

· Ensure adequate funding is identified for maintenance purposes to ensure all legislative and end user requirements are met;
· To be responsible for ensuring sufficient resources are made available for health and safety;

· Ensure a visitors list is maintained at each reception for accountability of persons in the event of an emergency;

· Ensure staff are trained in duties relevant to emergency situations.
Additional Responsibilities;
· Staff are trained in duties relevant to emergency situations
· Deliverers and internal verifiers have relevant health and safety knowledge and qualifications;

· Relevant health and safety training as identified by staff and/or line managers is made available;

· Health and safety training including H&S induction training is recorded;

· Personal emergency evacuation plans (PEEPS) are prepared and implemented for all staff students and visitors requiring assistance in the evacuation of the workplace in the event of an emergency;
· All designated work areas conform to the legislative requirements;

· All statutory health & safety requirements are implemented and maintained;

· All building designs and modifications whilst conforming to legislative requirements take into account the needs of the end user;

5.
Deputy Principals/Assistant Principals
Deputy Principals/Assistant Principals have responsibility for ensuring that the health and safety policy is implemented within their own areas of responsibility and with all employees they manage. They must ensure suitable arrangements are in place to monitor the workplace and maintain safe conditions. Where hazards are identified, the risks must be controlled, so far as is reasonably practicable.


General Duties

· Ensuring that systems are in place for employees, contractors and visitors to be made aware of safety procedures.

· Ensuring that systems are in place for all equipment, plant and substances used to be suitable for the task and to be kept in good working condition.  This includes the regular maintenance and servicing of equipment.

· Ensuring adequate training, information, instruction and supervision is provided to ensure that work is conducted safely.

· Ensuring systems are in place to take immediate and appropriate steps to investigate and rectify any risks to health and safety arising from work activity.

· Bringing to the prompt attention of the Health and Safety Advisor / Officer any health and safety issues that require their attention.

· Ensuring that all accidents and near misses are properly recorded, reported and investigated to determine causal factors and implementing remedial action.

· Ensuring that systems are in place for maintaining safe access to and egress from the place of work at all times.
5.1
Deputy Principal Curriculum and Quality – responsibility for ensuring that:
· Procedures are in place to ensure the College’s ‘Duty of Care’ extends to student activities both in College and at external training venues;
· To ensure procedures are in place to enable all learning to take place in a safe and healthy environment including employers premises for work based learning
· To ensure all curriculum staff teaching or giving advice on health and safety, fire or first aid to students are competent to do so;
· To ensure health and safety hazards are considered within the Capital Project and risk is designed out so far as is reasonably practicable.
6.
Line Management/College Leadership Team
All levels of line management are responsible for ensuring that:

· The health and safety policy is implemented within their own areas of responsibility and with all employees they manage/supervise;
· Monitoring the workplace to ensure that safe conditions are maintained.  Where hazards are identified, they must ensure the risks are controlled, so far as is reasonably practicable.
Management duties include the following:

· Ensuring that employees, contractors and members of the public are aware of safety procedures;

· Establishing that all equipment, plant and substances used are suitable for the task and are kept in good working condition; this includes the regular maintenance and servicing of equipment;

· Providing adequate training, information, instruction and supervision to ensure that work is conducted safely;

· Taking immediate and appropriate steps to investigate and rectify any risks to health and safety arising from the work activity;

· Bringing to the prompt attention of their senior manager any health and safety issues that require their attention;

· Ensuring that all accidents and near misses are properly recorded, reported and investigated to determine causal factors and implement remedial action;

· Ensuring general and specific risk assessments are carried out for all tasks and significant hazards are recorded and controlled;

· Maintaining safe access to and egress from the place of work at all times;

· Ensuring that no alterations or modifications shall be carried out to the fabric and /or fittings of the College buildings without consultation with the Health and Safety department.

7.
Director of Human Resources – responsibility for ensuring that:
· Employees’ specific health and safety responsibilities are included within their job description; 
· The general health and safety responsibilities as defined in the HASWA 1974 sections 7-8 are included in the contract of employment;
· Organizing occupational health assessments and monitoring and maintaining employee records;
· Maintaining Occupational Health resources 
8.
Head of Accommodation and Campus Services – responsibility for ensuring:
(
That all designated work areas conform to the legislative requirements for the type of work to be performed with particular regard to the Workplace regulations taking into account the space, environment and welfare requirements and the Fire Reform Order with the required physical controls;

(
That all statutory testing is carried out on the College’s plant and equipment and that remedial action is implemented;

(
The provision of safe access and egress of the College buildings.  This includes safe methods of cleaning, waste disposal and personal security of staff and students;
· Routine monitoring.  Fire precautions, to include regular fire drills, inspections of fire exits and emergency fire fighting equipment. 
9.
Curriculum Area Managers – responsibility for ensuring that:
· The hazards and risks to staff and/or students are identified and controlled;
· Relevant health and safety issues are communicated to staff and students;
· Relevant employers and contracting agencies are informed of student accidents;
· Suitable PPE is provided to staff and staff and students are wearing appropriate PPE so that the Colleges ‘duty of care ‘is not breached.

10.
Lecturers – responsible for ensuring:

· The health and safety of their students while under their supervision and including organised out-of-College activities;
· The inclusion of students as a category within risk assessments; 
· As part of the student induction, general college hazards are included;
· Any health and safety issues that require their attention are brought to their line manager.
11.
Employees -All employees of the College have the following personal

responsibilities under the Health and Safety at Work Act 1974:

· To comply with the College Health and Safety Policy;

· To take reasonable care of their own health and safety and that of others affected by their acts or omissions;

· To co-operate with management in complying with relevant statutory provisions;
· To make proper use of safety equipment provided;

· Not to intentionally misuse items or articles provided in the interests of health, safety and welfare;

· To report all accidents to their line manager whether injuries or damage occurred or not;

· To report to their line manager any health and safety hazards, safety problems or any shortcomings they find in the College environs or health, safety and welfare arrangements.

12. 
Students
All students of the College have the following personal responsibilities under Common Law duty of care:
· To comply with the College health and safety policy;

· To take reasonable care of their own health and safety and that of others affected by their acts and omissions;

· To co-operate in complying with relevant statutory provisions;

· To make proper use of safety equipment provided;

· Not to intentionally misuse items or articles provided in the interests of health, safety and welfare;

· To report all accidents to their lecturer /supervisor whether injuries or damage have occurred or not;

· To report to their lecturer/supervisor any health and safety hazards, safety problems or any shortcomings they find in the College environs or health, safety and welfare arrangements.

13.
Designated Responsibilities

13.1
Health and Safety Officers

The College Health and Safety Officers, reporting to the Estates & Facilities Manager, is the appointed competent person in compliance with regulation 6 of the Management of Health and Safety at Work Regulations 1999.  The duties include the following:

· The provision of professional advice to all members of the college, including the student body;

· To maintain and communicate information on changes in legislation pertinent to the College;

· To carry out accident investigation when required;

· To liaise on behalf of the College with Regulatory Authorities.


In order to fulfil these duties the Health and Safety Adviser has the authority, when circumstances require it, to require any staff or student to stop any work, pending corrective action, which poses immediate or imminent danger to health, safety or welfare of staff, students and visitors.  Additionally, and acting with appropriate medical or HR advice, to require a line manager to remove a person from a work activity who is especially and immediately at risk, as a consequence of a disability, an illness, a medical condition or a non-medical condition.


In compliance with the Fire Reform Order to act as the Adviser to the College on fire related matters, with the authority to delegate actions with regard to fire to college employees.

The College Health and Safety Officers shall under the direction of the Estates & Facilities Manager monitor that the staff comply with the Colleges Health and Safety Policy. The duties shall include the following:

· To monitor and where appropriate investigate accidents, including near misses, reporting them to the health and safety adviser;

· To organise and participate in workplace inspections within the allocated campuses;

· When requested, assist management in the undertaking of “Risk Assessments”;

· To provide, within their capability, or co-ordinate the provision of specialist advice, processes and support services to the campus;

· To promote a positive safety culture within the campuses;
· To liaise and communicate with other specialists, employees, employee representatives and Regulatory bodies.

In order to fulfil these duties the Health and Safety Officer has the authority, when circumstances require it, to require a line manager to stop any work activity, pending corrective action, which poses immediate or imminent danger to the health, safety or welfare of personnel.  Additionally, and acting with appropriate medical or HR advice, to require a line manager to remove a person from a work activity who is especially and immediately at risk, as a consequence of a disability, an illness, a medical condition or a non-medical condition. 

14.
Health and Safety Committee

The role of the Committee is to promote co-operation between employer and employee in instigating, developing and monitoring measures to ensure the health and safety at work of employees and students.  The College Secretary will be the Chair of the Committee with the responsibility for submitting reports, studies, evaluations etc for the Principal’s attention.  The composition of the Committee will be a matter for agreement between management, trade union representatives and representatives of employee safety.


The role and responsibilities of the Committee will include the following:

· To promote co-operation between employers and employees in instigating, developing and monitoring measures to ensure the health and safety at work of employees and the health and safety at college of students and visitors.
· To monitor and consider accidents and notifiable diseases and trends so that reports can be made to management on unsafe and unhealthy conditions and practices, together with recommendations for corrective action.

· To examine and consider safety audit reports, questionnaires or other similar assessments of health and safety that may from time to time be relevant.

· Consideration of reports and factual information provided by the Health and Safety Advisor and the inspectors of the enforcing authority appointed under the Health and Safety at Work Act.

· Consideration of reports or concerns that safety representatives or Representatives of Employee Safety (ROES) may wish to submit.
· To assist in the development of safety arrangements and safe systems of work.

· To monitor the range, appropriateness and effectiveness of safety training undertaken by college employees.

· To monitor and make recommendations on the adequacy of safety and health communication and publicity in the college.

· To approve the College’s Health and Safety Annual Review to be submitted to the Governing Body.

· To approve the Health and Safety Action Plan on an annual basis and monitor the same on a termly basis.
15.
Consultation with Employees


In accordance with the Health and Safety (Consultation with Employees) Regulations 1996 and the Safety Representatives and Safety Committee Regulations 1977 the College will consult through the College Health and Safety Committee with elected Representatives on issues to include the following:

· The introduction of measures which could substantially affect the health and safety of employees or students;

· The appointment of competent persons under the Management of Health and Safety at Work Regulations 1999 for the purpose of health and safety assistance;

· Health and safety information which the employer is required by law to provide to employees; 

· The introduction of new technologies into the workplace;

· The organisation or planning of any health and safety training which the employer is required by law to provide.

16.
Safety Representatives / Representatives of Employee Safety 

The College acknowledges the importance of employee involvement in health and safety matters and the importance of the positive role-played by safety representatives and representatives of employee safety.  As such, it is the intention of the College to provide the facilities and assistance that such representatives might reasonably require in order to carry out their functions which may include:

· Consultation with the College on health and safety matters;

· The investigation of hazards and dangerous occurrences;
· Examination of the causes of accidents;

· Representation to the college concerning hazards, dangerous occurrences and accidents.
· Attendance at meetings of the Health and Safety Committee within their capacity as safety representative or representative of employee safety.
· Assist the Duty Manager in the implementation of the emergency evacuation procedures
17.
Audit and Review

The principle means of auditing and reviewing the College Health and Safety Policy and detailed arrangements will be:

· Inspections by, Safety Representatives, Representatives of Employees Safety and Management, also other arrangements in individual departments and corporately;

· Annual review and evaluation of the College Health and Safety Policy by the Health and Safety Committee ensuring that new legislation and/or other changes in circumstance are incorporated and that the policy remains effective;

· In alternate years a Health and Safety audit based on the AOC College audit procedures or a Stress Audit based on the HSE’s audit tool will be carried out;
· Investigation and reporting of all major injuries and dangerous occurrences (as specified in the Reporting of Injuries and Dangerous Occurrences Regulations 1995) by the College Health and Safety Adviser and nominated Representatives will be reviewed;
· Annual auditing to be undertaken in order to complement the above measures by providing an objective and qualitative self-assessment report of all the elements of the health and safety management system. 
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