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Introduction

This policy sets out Dunstable College’s commitment to ensuring appropriate standards of health and safety are applied in all of its activities and describes the systems in place for achieving the objectives outlined in the policy statement.

The Policy is divided into four sections:-

1. Health and Safety Policy Statement – sets out the College’s commitment and ethos towards health and safety.

2. Organisation for the Management of Health and Safety – describes in detail the structure for managing health and safety and key responsibilities within that structure.

3. General Statement of Health and Safety Arrangements – describes the practical arrangements and systems in place for managing health and safety and implementing the Health and Safety Policy.

4. Supporting Guidance and Procedures – the College health and safety procedures and guidance that support the policy.

This Policy is available direct from the Estates Manager or can be viewed and downloaded from the Health and Safety web pages of the Dunstable College Intranet under Systems and Procedures.



SECTION 1

HEALTH AND SAFETY POLICY STATEMENT

1. It is the policy of the College to ensure the health, safety and welfare of its employees, students, contractors, visitors, customers and others who may be affected by its operations.  The College believes that effective management of health and safety is an essential part of its business strategy and is fully committed to providing the highest standards of health and safety at work.

2. The College will meet its legal obligations under the Health and Safety at Work Act 1974 and associated regulations by providing, so far as is reasonably practicable:-

a) Safe and healthy places of work with safe access and egress.

b) Safe plant, equipment and systems of work.

c) Safe handling, storage and transport of articles and substances.

d) Information, instruction training and supervision.

e) Adequate welfare facilities at work.

3. It is the objective of the College to promote a positive health and safety culture in all of its activities and through its taught courses.

4. The College recognises that young persons, who participate in College activities, generally do so whilst facing unfamiliar risks.
The College will assess the risks, so far as is reasonably practicable to young people, taking into account their psychological and physical immaturity and lack of awareness. These risks will be communicated to interested parties.
5. All employees and learners have a duty to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions and to co-operate with the College in meeting its statutory requirements.  In addition all persons have a duty not to interfere intentionally with anything provided in the interests of health and safety. 

6. In order to ensure the health, safety and welfare of employees, students and others, the College will make suitable and sufficient assessment of the risks associated with its activities and take appropriate preventative and/or protective measures.

7. The College considers the active involvement of its employees and students to be vital in achieving these objectives.  Therefore the College will consult with its employees through appropriate employee safety representatives and committees on all matters affecting their health, safety and welfare.

8. The College will monitor and periodically review its safety policies, procedures and assessments to ensure they are appropriate and relevant.

9. In order to help achieve its objectives the College will ensure it has provision for competent advice and guidance on health and safety matters.

Chris Vesey 







Date:

Principal and Chief Executive, Dunstable College

SECTION 2

ORGANISATION FOR THE MANAGEMENT OF HEALTH AND SAFETY

1. Introduction

The purpose of this section of the policy is to define responsibilities and relationships that promote a positive health and safety culture, and secure the implementation and continued development of the Health and Safety Policy.  This section of the policy should enable the College to:-

· Establish and maintain management control of health and safety.

· Promote co-operation between individuals, safety representatives and groups so that health and safety becomes a collaborative effort.

· Ensure the communication of necessary information throughout the College.

· Secure the competence of employees.

2. The Board of Governors

As the employer the Board carries the ultimate responsibility for health and safety.

The Board acknowledges that effective health and safety policies contribute to business performance by:-

· Supporting human resource development.

· Minimising financial losses which arise from avoidable unplanned events.

· Recognising that accidents, ill health and incidents resulting from failings in management control are not necessarily the fault of individual employees.

· Recognising that the development of a culture supportive of health and safety is necessary to achieve adequate control over risks.

· Ensuring a systematic approach to the identification of risks and the allocation of resources to control them.

· Supporting quality initiatives aimed at continuous improvement.

In order to perform their duties the Board will:-

· Accept individually and collectively their role and responsibility for providing health and safety leadership and actively promoting and supporting health and safety standards.

· Appoint one of their number to champion health and safety at Board level.

· Satisfy themselves that a policy on health and safety is prepared and periodically reviewed, including details of the organisation and arrangements for its implementation.

· Satisfy themselves that management responsibility for health and safety is clearly designated.

· Satisfy themselves that effective management of health and safety is an integral part of the College’s overall business strategy.

· Monitor the effectiveness of the Health and Safety Policy by receiving appropriate minutes, reports and by being represented on the Health and Safety Committee.

3. The Principal/Chief Executive Officer

The Principal as the Chief Executive Officer (CEO) has overall responsibility for the health, safety and welfare of employees, students and others, and is personally accountable to the Board in the exercise of that duty.  In order to fulfil this duty the Principal/CEO will:-

· Ensure a written policy on health and safety is prepared, reviewed and developed, including details of the organisation and arrangements for its implementation in the activities of the College.

· Ensure that the effective management of health and safety is an essential element within the overall business strategy of the College.

· Clearly designate management responsibility for health and safety.

· Ensure the College has access to competent advice and information regarding health and safety.

· Ensure employees are consulted on matters affecting their health, safety and welfare;

· Ensure the allocation of sufficient resources to enable the effective implementation of the Health and Safety Policy.

· Seek the commitment of employees in achieving continuous improvement in standards of health, safety and welfare in the College.

· Provide appropriate reports to the Board on the management of health and safety in the College.

· Support initiatives aimed at improving standards and raising awareness of health and safety issues.
4. Members of the Senior Management Team 

Report to the Principal/CEO.  They shall:-

· Assist the Principal/CEO in the implementation of the College Health and Safety Policies and Procedures.

· Deputise on health and safety matters in the absence of the Principal/CEO.

· Liaise closely with the Director of Resources to ensure that operational managers and staff take their health and safety responsibilities seriously.

· Oversee the organisational arrangements for training of staff in program areas for managing health and safety in the College.

5. Director of Resources

Appointed by the Principal/CEO as being responsible for the management of health and safety at directorate level. The Director of Resources will:-

· Report to the Principal/CEO on the implementation of the Health and Safety Policy.

· Establish as chair person of the Health and safety committee, the implementation and management control of health and safety within the College.

· Ensure systems are in place for monitoring the implementation and effectiveness of the Health and Safety Policy (e.g. audit).

· Line manages the Estates Manager.

· Liaise with the Human Resources Manager where Health and Safety issues overlap with staff welfare and contractual issues. 

6. Director of Academic Standards
· Appointed by the Principal/CEO as being responsible for the ensuring that departmental managers comply with health and safety policy, procedures and guidance within the College.

7. Estates Manager

Reports to the Director of Resources.  The Estates Manager will:-

· Provide advice to the College on matters of occupational health, safety and welfare.

· Consult with the Director of Resources, and the Safety Committees on the organisation, arrangements and procedures for managing health and safety.

· Organise and arrange the management of health and safety through the formulation and development of safety policies for existing and future acquisitions and activities.

· Prepare strategies and action plans for the effective implementation, monitoring, review and audit of the management of health and safety within the College.

· Prepare guidance, procedures and information relating to health and safety.

· Prepare and assist in the delivery of Health and Safety induction training for all new employees.

· Prepare and assist in the delivery of specific training for managers with delegated responsibilities for Health and Safety if suitable.

· Where appropriate organise additional training for employees on Health and Safety.

· Review and update the College Health and Safety Policy and Procedures to reflect organisational changes and comply with best practice, technical and legal standards.

· Establish and maintain procedures for reporting, investigating, recording and analysing accidents and incidents.

· Organise and undertake periodic audits and inspections.

· Establish systems for the effective communication of Health and Safety information throughout the College.

· Liaise with trade union and employee safety representatives, the enforcement authority and others as appropriate.

· Bring to the attention of the Senior Management Team and Principal/CEO any serious irregularities (legal or otherwise) in the College associated with health and safety.

· Advise on the development and implementation of Risk Control Systems (RCS).

· Provide guidance to Heads of Departments in the preparation and implementation of local College safety policies.

· Provide reports to the Director of Resources and the Principal/CEO on the management of Health and Safety within the College.

· Ensure systems are in place for carrying out emergency evacuation practices.

· Liaise with the Human Resources Manager where Health and Safety issues overlap with personnel issues.

· Ensure that the College operates in accordance with College Health and Safety Policies and Procedures and promote a positive safety culture to staff and students.

· Attend the Health and Safety Committee.

· Ensure emergency evacuation systems are administered and adhered to.

· Ensure arrangements are in place for the provision of adequate and appropriate first aid facilities and equipment for the College, including liaising with Human Resources to ensure that there are appropriately trained personnel.

· Ensure appropriate audits of compliance are conducted.

· Investigate serious accidents and incidents.

· Ensure new and existing College buildings, grounds and associated plant and equipment are maintained so as not to put at risk the health, safety and welfare of employees and others persons so far as is reasonably practicable.

· Ensure compliance with the Construction and Design Management Regulations and associated regulations where necessary.

· Prepare safe systems of work and procedures to ensure maintenance personnel and contractors carry out their activities safely and without risks to others.

· Ensure contractors employed to undertake work on College premises carry out their activities in accordance with Health and Safety legislation and College Safety Policies and Procedures.

· Ensure all maintenance and repair work carried out by staff is undertaken in accordance with Health and Safety legislation and College Safety Policies and Procedures.

· Arrange for the inspection, testing and maintain records of statutory inspections of plant and equipment.

· Arrange for the inspection, testing and maintenance of fixed and portable electrical equipment and systems.

· Ensure the regular inspection, maintenance and testing of fire warning systems, fire fighting equipment and emergency lighting.

· Establish and maintain systems for the management of materials likely to contain asbestos in College property.

· Establish and maintain systems for the effective control of legionella bacteria in the College's hot and cold water services.

· Oversee and maintain arrangements for controlling asbestos in College property.

8. Human Resources Manager

Reports directly to the Director of Resources.  The Human Resources Manager will:-

· Oversee arrangements to ensure compliance with the Health and Safety (First Aid) Regulations 1981 regarding the administration of persons to carry out first aid.
· Inform the Estates Manager of any accidents or ill-health to employees arising out of or in connection with work, resulting in them being off work or unable to do their normal job for more than 3 days.
· Compile data and produce statistical reports on occupational ill health within the College.
· Establish and maintain systems for the provision of employee medical health surveillance and appropriate record keeping.

· Prepare and implement policies and procedures for preventing and controlling occupational stress as far as is reasonably practical.

· Liaise with Estates Manager in areas where roles overlap, e.g. staff welfare/training.

9. Heads of Departments, Unit Managers ( Members of College Management Team)

Report to the Senior Management Team and are responsible for the health, safety and welfare of employees, students and visitors within their areas of operation (including off campus businesses and activities).  They shall:-

· Operate all courses and activities in accordance with relevant Health and Safety legislation, College Safety Policies and Procedures.

· Ensure the College safety policy is promoted and implemented on a day to day basis.

· Ensure responsibilities for health and safety are clearly allocated through the completion of a job description and that these are regularly reviewed and amended to ensure that they are up to date.

· Prepare, as part of the operational capital planning round, a plan of action for addressing and continuously improving health and safety within their area(s).

· Ensure risk assessments are undertaken and appropriate control measures implemented for all courses, activities and areas for which they are responsible.

· Monitor and review health and safety assessments as necessary and take appropriate action to address any uncontrolled hazards.

· Ensure COSHH assessments for substances and processes used are carried out in their areas of responsibility.

· Ensure all chemicals are used, stored, transported and disposed of in accordance with COSHH and environmental regulations.

· Ensure fire precautions and emergency evacuation procedures are complied with within their areas of responsibility.

· Ensure health and safety is an integral part of all taught courses and activities and a culture positive of health and safety is promoted.

· Provide employees, students and visitors with information on emergency and accident procedures.

· Ensure all plant and equipment within their area of responsibility is regularly examined, tested and maintained in a safe condition and any defective equipment is effectively disabled, appropriately labelled and if possible physically removed from use.

· Ensure any work equipment for which they are responsible requiring a statutory inspection is brought to the attention of the Estates Manager (see 'Machinery and Equipment' section 3) particularly in the case of any new equipment purchased.

· Ensure employees and students receive appropriate training (including induction) instruction, information and where necessary supervision to enable them to carry out their duties/activities safely and without risks to others.

· Ensure written safe working practices are developed and implemented in respect of any potentially hazardous equipment, process or activity.

· Assess hazards arising out of any new or changed programme, activity, equipment, process or layout of premises and take appropriate action before the changes take place.

· Ensure that, where necessary, appropriate personal protective equipment is supplied, correctly used, stored and maintained.

· Liaise with the Estates Manager to record, report and investigate accidents, incidents (including damage to equipment and property), near misses, fires and occupational ill health in accordance with College procedures.

· Bring to the attention of the Estates Manager any defects, uncontrolled or newly identified hazards that present a significant risk to the safety or health of employees, students or others.

· Ensure the interests of the employees or personnel within areas of work for which they are responsible are represented on Health and safety Committee.

· Monitor the effectiveness of Health and Safety management systems within their areas of responsibility.

· Ensure the effective communication of health and safety information to staff, students and others within their areas of responsibility.

10. Staff responsible for Off Campus training/work placements and outreach businesses.
Report to the Operations Manager of Chiltern Business Training.  They will:-

· Ensure that the activity/business operates in accordance all LSC and legal requirements, relating to health and safety, College Health and Safety Policies and Procedures where appropriate.

· Prepare in partnership with partners if required, a Health and Safety Statement that details local Health and Safety organisation and arrangements.

· Arrange consultation and or inspection with employees on health and safety matters.

· Ensure emergency evacuation systems are administered and adhered to.

· Ensure appropriate audits of compliance are conducted.

· Investigate serious accidents and incidents.

11. Operations Manager - College Training Agency and Chiltern Business Training Ltd.

Report to the Deputy Principal and are responsible for managing the activities of Chiltern Business Training Ltd and College Training Agency.  

The College Training Agency is tasked with assessing the health and safety standards of employers offering work-based training and work experience to students of the Dunstable College group.  The Operations Manager shall:-

· Approve College Training Agency placement vetting procedures respectively.

· Liaise with external audit bodies.

· Negotiate changes to procedure and practice suggested by audit and the Estates Manager.

· Advise Liaison Officers on routes of referral for concerns relating to the health and safety standards of placement providers.

· Review management information with regard to outstanding follow up health and safety assessments and instigate remedial action where necessary.

· Ensure Liaison Officers have appropriate health and safety and relevant procedural training before undertaking work place assessments.

· Prepare an annual report on Health and Safety for the Corporation Health and Safety Committee in collaboration with the Estates Manager.

· Encourage Liaison Officers to seek the support of more experienced colleagues where necessary.

· Support Liaison Officers in refusal of placement where health and safety standards are unacceptable.
· Bring to the attention of the Deputy Principal or Estates Manager any defects, uncontrolled or newly identified hazards that present a significant risk to the safety or health of employees, students or others.

· To be responsible for, or in absence of, appoint a designated manager to act as, the site Health and Safety/Fire Officer for the Kingsland Campus.

12. Employees

All employees have, in addition to any delegated responsibility for health and safety, statutory duties under the Health and Safety at Work Act 1974.  Employees are required to:-

· Take reasonable care for the health and safety of themselves and others who may be affected by their acts or omissions.

· Co-operate fully with the College Management in meeting its statutory duties and assist with the implementation the College Health and Safety Policy and associated procedures.

· Not intentionally interfere with or misuse anything provided in the interests of health and safety.

· Familiarise themselves with and conform to the College Health and Safety Policy and Procedures.

· Report promptly all accidents, incidents, unsafe conditions and practices to the appropriate line manager.

· Ensure that any persons, for whom they are responsible, are aware of the College's accident and emergency procedures and that they comply with the College's Health and Safety Policy.

· Ensure the highest standard of house keeping within their workplace.

· Be expected to personally display good standards of health and safety and promote a culture that is positive to health and safety at all times.

13. Employee Safety Representatives

It is the responsibility of each of the Resources and Curriculum Manager to ensure that the health, safety and welfare of employees for whom they are responsible are represented on the College Health and Safety Committee.  The role of employee safety representatives is detailed in The Health and Safety (Consultation with Employees) Regulations 1996.  Employee safety representatives will attend the College Health and Safety Committee so as to:-

· Bring to the attention of College management potential hazards and dangerous occurrences or any issue affecting the health and safety of employees.

· Enable consultation on matters relating to health and safety between management and employees.

· Represent employees in consultation with enforcement authority inspectors.

14. Trade Union Health and Safety Representatives

The Safety Representatives and Safety Committees Regulations 1977 (SRSCR) provide for the appointment of Safety Representatives by recognised trade unions.  The function of Trade Union Safety Representatives is detailed in SRSCR.  Safety Representatives are entitled to:-

· Consultation with College Management on matters affecting the health, safety and welfare of employees.

· Carry out workplace inspections after giving reasonable notice, in writing to College Management.

· Investigate potential hazards and dangerous occurrences at the workplace.

· Investigate complaints by any employee they represent.

· Make representations to management on matters affecting the health, safety and welfare of employees.

· Represent their members in consultation with and receive information from the enforcement authority inspectors.

· Attend Safety Committee Meetings in their capacity as a Safety Representative in connection with any of the above functions.

15. Students, Visitors and Contractors

Students, visitors and contractors whilst not having any specific role relating to health and safety do have legal duties under the Health and Safety at Work Act 1974.  They shall:-

· Not intentionally interfere with or misuse anything provided in the interests of health and safety.

· Comply with the requirements of the College Health and Safety Policy, procedures or systems of work and any relevant health and safety legislation.

· Conduct themselves in a manner so as not to put their own or any other persons' health or safety at risk.
16. 14-16 Co-ordinator
Under Health and Safety law, the co-ordinator will assess the risks to young people under 18 years old, before they start training or work related activities and tell them what the risks are.
The co-ordinator will work with Program Managers where young people are in teaching and learning activities to ensure that current risk assessments take into account that these young people are likely to be inexperienced, unaware of health and safety risks and physically or mentally immature.
Managers will then put in place measures to control the risks which will remove them altogether or reduce them to the lowest possible level; with advice and guidance from the Estates Manager.
The co-ordinator will then let the parents/guardians or school of any students below minimum school leaving age, know the key findings of the risk assessment and the control measures taken before the young people start at the College
Specific training plans will need to be developed in each area considering what type of work equipment will be used and how it will be handled and organised given the reduced levels of maturity.
The co-ordinator will hold responsibility for ensuring that any necessary personal protective equipment is provided.

SECTION 3
GENERAL STATEMENT OF HEALTH AND SAFETY ARRANGEMENTS

1. Introduction

This section of the Health and Safety Policy gives an overview of arrangements, responsibilities and guidance to ensure the effective management of all aspects of health, safety and welfare throughout the College and its activities.  Where appropriate related College policies, procedures and guidance have been referred to.  Reference has also been made to relevant health and safety legislation and associated guidance.

‘Designated Senior Managers’ in this section refers to Heads of Department, Unit Managers and any Senior Manager with designated responsibilities under Section 2 of this Policy.

2. Health and Safety Committees

Legislation

The Safety Representatives and Safety Committees Regulations 1977 and The Health and Safety (Consultation with Employees) Regulations 1996 provide for the setting up of safety committees and consultation with employees on health and safety matters.

Arrangements/Responsibilities

The arrangement of College Health and Safety Committees is shown below:
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Employees working in other college businesses (Learning Shops, etc) will be consulted directly on health and safety via their line managers. 

The Dunstable College Corporation Health and Safety Committee comprises:

	1. The Estates Manager, as the nominated Health and Safety Officer.

	2. A nominated representative from the Governing Body.

	3. A nominated representative from the Senior Management Team who shall be Chair.

	4. A nominated representative from NATFHE.

	5. A nominated representative from Health and Social Care.

	6. A nominated representative from Personnel.

	7. A nominated representative from Art, Design & Media.

	8. A nominated representative from UNISON.

	9. A nominated representative from Technology.

	10. A nominated representative from Student and Learner Services.

	11. A nominated representative from the External Development.

	12. A nominated representative from IT Services.

	13. A nominated representative from Communications.

	14. A nominated representative from the Estates Team.


The Role of the Safety Committee

In order to comply with the law the Corporation must consult with its employees, as well as using the committee as a forum to provide and disseminate information.  Consultation in this context means providing employees with information about health and safety issues and then listening and taking account of their views before any decision is taken.

The main role of the Dunstable College Corporation Committee is to ensure, on behalf of the Board that the local systems are effective and to make any changes necessary.

The Corporation has a statutory duty to consult with its employees, either through representatives or directly on the following:-

· The introduction of any measure that will affect the health and safety of its employees.

· The persons nominated to provide health and safety assistance/advice, and assist in emergency procedures.

· Any health and safety training or information the Corporation is required to provide employees under other statutes.

· The health and safety consequences of the planning and introduction of new technologies into the workplace.

The Corporation has a statutory duty provide the following information:-

· Sufficient information to enable safety representatives to participate fully in the consultation and carry out their function.

· Enough information to allow employees to understand what the likely risks and hazards arising from their work, or changes to their work maybe.

· Details of injuries, diseases and dangerous occurrences that have been reported.

· The measures in place or that will be introduced to eliminate the above.

· What employees ought to do when encountering hazards?

Functions of safety representatives at committees:

The Safety Committees and Safety Representatives Regulations 1977 and the Health and Safety (Consultation with Employees) Regulations 1996 specify the functions of safety representatives.  The main function of safety representatives at safety committee meetings is:-

· To bring to the attention of college management potential hazards and dangerous occurrences, which have not been dealt with by normal processes.

· To raise with management any issue affecting the health and safety of employees.

· To represent employees in consultation with HSE inspectors.

The goal of the Health and Safety Committees should be:-

To keep under review measures taken to ensure the health and safety at work of employees and students, and to promote co-operation between college management and its employees in instigating, developing and carrying out measures to ensure the health and safety at work of employees and others.

Dunstable College Corporation Committee will: -

· Monitor operation of the College Health and Safety Committees and consider key issues arising from minutes of their meetings (including monitoring relevant statistics/audits).

· Oversee provision of training.

· Meet at least once every term where ever possible.
· A special meeting of the Health and Safety Committee may be called at any time by the Chair or at the request in writing of any 4 members.
· Monitor the operation of college policies and procedures relating to health and safety.

· Review reportable accident/incident information and statistics and suggest preventative measures.

· Consider any new measures or technologies that could affect health and safety.

· Keep a watch on the effectiveness of the safety content of employee training.

· Receive internal safety reports/audits and reports from the enforcement authority.

· Assist in the development of procedures and safe systems of work.

· Address and suggest measures to control hazards or dangerous occurrences identified by safety representatives.

· Monitor the adequacy of safety and health communication and publicity in the workplace.

· Suggest programmes for improving health and safety in the workplace.

Committee Secretaries should ensure:

· The time, date and location of meetings are agreed and widely publicised well in advance.

· Any papers and the agenda are received by members at least 5 days in advance.

· Accurate minutes of meetings are recorded.

· Minutes are widely publicised for all employees to read.

3. Risk Assessment

Legislation

The Management of Health and Safety at Work Regulations 1999 require employers to assess the health and safety risks involved in all work activities in order that unacceptable levels of risk may be eliminated, or reduced to an acceptable level.  

Arrangements/Responsibilities

Members of the College Management Team are required to ensure risk assessments have been completed and appropriate control measures implemented within their areas of responsibility.  Assessments should be reviewed at least annually or when circumstances within the scope of the assessment change.

Guidelines on how to complete risk assessments have been prepared in the guidance notes, risk assessments should only be recorded on these templates.  This document has been circulated to all Managers and can also be downloaded from the College intranet/computer network.  Managers can delegate the task of carrying out risk assessments to a competent person within their area of responsibility.  Records of risk assessments should be kept by Managers and a copy given to the Estates Manager.  These must be available for inspection when required.

A number of other regulations require specific risk assessments to be carried out such as “The Health and Safety (Display Screen Equipment) Regulations 1992”, “The Manual Handling Operations 1992”,  “The Control of Substances Hazardous to Health Regulations 1994”.  Details of these are provided below.

Guidance

Dunstable College guide to Risk Assessment 

4. Control Of Substances Hazardous to Health (COSHH)

Legislation

The Control of Substances Hazardous to Health Regulations 1999 (COSHH) require the employer to control exposure to hazardous substances and so prevent ill health to employees and others.  The regulations cover any substance or micro-organism that is hazardous to health and is used or generated by a work activity.  For example:-

a) Chemical substances: used directly in work activities which are usually purchased from a supplier (e.g. adhesives, paints, cleaning agents, pesticides).

b) By-products: substances generated or given off during work activities (e.g. fumes from welding, wood dust, brick or cement dust, dust from grain).

c) Biological agents: such as bacteria and viruses contracted from people or animals, either by direct contact or indirectly via contaminated water, bedding, body fluids, or during experiments with micro-organisms.

Arrangements/Responsibilities

Managers are required to ensure COSHH assessments are carried out and appropriate controls are implemented within their areas of responsibility.

It is the responsibility of the Estates and Human Resources Managers to advise on the need for employees to receive medical health surveillance as identified under COSHH.  The Human Resources Manager will arrange and keep records of medical health surveillance.

Guidelines on COSHH and how to carry out assessments have been prepared in the College procedure, on which assessments should be recorded.  Records of COSHH assessments should be kept by managers and a copy given to the Estates Manager.  These assessments must be stored within the vicinity of the product use /storage and be available for inspection when required.

Guidance
Dunstable College guide to COSHH assessments 

5. Manual Handling

Legislation

The Manual Handling Operations Regulations 1992 apply where there are risks to employees from the manual handling of loads. Manual handling operations are defined as “any transporting or supporting of a load (including the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or by bodily force”.

Arrangements/Responsibilities

Managers are responsible for ensuring that where the possibility of risks to the health and safety of employees or students from manual handling activities exist the following hierarchy of control measures is applied.

· Avoid hazardous manual handling operations as far as is reasonably practicable – this may be achieved by redesigning the task to avoid moving the load or by automating or mechanising the process.

· Make a suitable and sufficient assessment of any hazardous manual handling operations that cannot be avoided.

· Reduce the risk of injury from those operations so far as is reasonably practicable.  Consideration should be given to the provision of mechanical assistance (trolleys, sack trucks) or where this is not possible, improvements made to the task, the load and working environment.

Managers are responsible for arranging manual handling training as appropriate to their areas of operation.  Corporate Health and Safety training will be arranged periodically by the Estates Manager.  Records of manual handling assessments should be kept by managers and a copy is to be given to the Estates Manager.  These should be available for inspection when required.

Guidance 

Manual handling assessment checklist. 

Guidance to the Manual Handling Operations Regulations 1992, available from HSE books or via the Estates Manager.
6. Display Screen Equipment

Legislation

The Health and Safety (Display Screen Equipment) Regulations 1992.  These regulations relate to the use of Display Screen Equipment (DSE).  DSE is defined as any alphanumeric or graphic display screen (computers, laptops etc.).

The College as the employer is required to make an assessment of the health and safety risks to its employees who are classified as users and self employed persons classified as operators of display screen equipment.  Having made such an assessment the employer is then required to reduce the risks so far as is reasonably practicable.

· A USER is defined as “an employee who habitually uses DSE as a significant part of their normal work”.

· An OPERATOR is defined as a self employed person whose use of the client employer’s DSE equipment is such that they would be a user if employed.

Arrangements/Responsibilities

The College will provide eyesight tests for employees who are Users of DSE and if required, basic corrective appliances for DSE work.  Requests for eyesight tests should be made to the Estates or Human Resources Managers. 

Employees may use the optician/optometrist of their choice and having been assessed as a User will be reimbursed to the value of the test and if necessary a contribution made towards the cost of corrective eyewear if required for DSE work.  Employees must produce valid receipts for the cost of the test and evidence confirming the need for corrective eyewear.  Claims for eyesight tests and corrective appliances should be sent to the Human Resources Manager for authorisation.  

Guidance on conducting DSE assessments has been prepared and should be followed where a User or Operator has been identified.  The ergonomic principles set out in these regulations will be applied to all employees and students using DSE in addition to those classified as users or operators.

Maximum contribution of £20 for eye tests and £50 towards glasses but only if they are specified as being just for VDU use; if they are required for reading, etc. then no payment assistance is made.

Guidance
Dunstable College guide to DSE assessments.
7. Accident Reporting and Investigation

Legislation

The College has a legal duty to report certain accidents, incidents and diseases to the Health and Safety Executive (HSE) and the Learning and Skills Council as  required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 and the LSC funding contractual obligations.
The College is also required to keep a written record of accidents as required by the Social Security (Claims and Payments) Regulations 1979.

Arrangements/Responsibilities

All accidents (minor cuts, bruises and more serious accidents or 'near misses' (an incident that did not result in injury or damage to property)) should be recorded on the College Accident Form and sent to the Estates Manager for investigation. 

These accidents will be investigated and progressed through the appropriate manager to ensure that risk assessments are suitable and sufficient and what further controls need implementing, if necessary to minimise a reoccurrence. 

The Human Resources Department is responsible for informing the Estates Manager as soon as they are aware that an employee is absent from work or unable to do their normal duties for more than 3 days due to an accident, incident or ill-health attributed to work.

The Estates Manager is responsible for reporting fatalities, major injuries, certain occupational diseases, over 3 day injuries, and dangerous occurrences (as defined under RIDDOR) to the HSE.

Accidents to persons not at work (which includes students) resulting in the injured person being taken from the site of the accident to hospital are also  reportable to the HSE, regardless of the length of stay at hospital or whether any treatment is administered.

Therefore it is vital that any serious injury is reported to the Estates Manager (Tel: 01582 678714 or 07980894404).  A completed College accident form should be sent to the Estates Manager as soon as possible and at least within 3 days of the accident occurring.

Employees should refer to the guidance Accident Reporting Procedure for further information.
Managers are responsible for ensuring accidents within their areas of responsibility are reported in accordance with College procedures.  They are responsible for assisting with investigating accidents and occupational ill-health (in consultation with the Human Resources/Estates where appropriate) within their areas of responsibility.  They are also responsible for reviewing accident records in order to identify trends or problems that may require action.  

Guidance

Accident reporting and accident investigation procedures.
Dunstable College Incident Report Form.

8. Electricity and Electrical Equipment

Legislation

The Electricity at Work Regulations 1989 requires the employer to provide and maintain electrical equipment and systems in a safe condition.

The main hazards associated with electricity are:-

· Contact with live parts causing shock and burns.

· Faults which could cause fires.

· Fire or explosion where electricity could be the source of ignition of a potentially flammable or explosive atmosphere.

Arrangements/Responsibilities

In order that the College may satisfy its legal duties, the Estates Manager is responsible for ensuring electrical systems and equipment are correctly installed, regularly inspected and maintained.  Arrangements for testing and maintenance are:-

· Heating plant and associated equipment serviced annually.

· Quadrennial testing of fixed electrical installation.

· Annual testing of kitchen equipment.

· Annual testing of workshop equipment.

· Annual testing of portable appliances.

· Annual certificated testing of fire alarm/emergency lighting with weekly tests.

· Annual testing of stage lighting if required.

The Estates Manager keeps records of electrical testing and maintenance.

A competent person should check all electrical systems and equipment before it is put into use.  Managers are responsible for assessing risks and implementing appropriate control measures within their areas of responsibility including hazards associated with electrical systems or equipment.

Should the safety of any electrical system or equipment be in doubt or be identified as being faulty, it should be isolated, removed from use and measures taken to ensure it cannot be used. Only competent persons should undertake repairs to electrical systems or equipment and faults must be reported to Estates Office by completing a maintenance request form.
It is prohibited to use privately owned electrical equipment that has not been tested for work activities on College premises.

Guidance

ACOP to the Electricity at Work Regulations 1989, available from HSE books or via the Estates Manager.

9. Machinery and Equipment 

Legislation

The Provision and Use of Work Equipment Regulations 1998 (PUWER) imposes duties on the employer in respect of equipment provided for use at work.

The Regulations require risks to people’s health and safety, from equipment they use at work, to be prevented or controlled.  In addition to the requirements of PUWER, lifting equipment is also subject to the requirements of the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER).

Woodworking machinery is also subject to the requirements of PUWER but due to the more hazardous nature of this type of equipment is specifically covered by an Approved Code of Practice (ACOP).  Pressure systems (air receivers, autoclaves etc.) are covered by the Pressure Safety Systems Regulations 2000.

Generally any equipment which is used by an employee at work is covered, for example hammers, knives, ladders, drilling machines, circular saws, photocopiers, lifting equipment (including lifts), motor/agricultural vehicles and agricultural/horticultural machinery.

Examples of uses of equipment which are covered by the Regulations include starting or stopping the equipment, repairing, modifying, maintaining, servicing, cleaning and transporting.

Arrangements/Responsibilities

Managers are responsible for ensuring that all work equipment within their areas of responsibility complies with the requirements of PUWER and associated regulations, and more specifically must ensure that work equipment is:-

· Suitable for the intended use, and for the purpose and conditions in which it is used.

· Maintained in a safe condition for use so that employees, students and others health and safety is not put at risk.

· Inspected to ensure that it is, and continues to be safe for use.  Any inspection should be carried out by a competent person (this could be an employee if they have the necessary competence to perform the task) and records kept.

They must also ensure that risks created by the use the equipment are eliminated where possible or controlled by taking appropriate ‘hardware’ and ‘software’ measures.  Hardware measures include:-

· Suitable guarding.

· Protection devices.

· Marking and warning devices.

· System control devices (such as emergency stop controls).

· Personal protective equipment.

Software measures include:-

· Safe systems of work (written procedures).

· Providing adequate information, instruction and training.

· Providing adequate supervision.

Some work equipment requires a statutory inspection; a specialist engineer would normally carry out such an inspection. Work equipment requiring a statutory inspection includes:-

· Air receivers (including associated pipework) where appropriate.

· Hot water boilers (including associated pipework) where appropriate.

· Hot water calorifiers.

· Sterilisers.

· Lifts and lifting equipment (vehicle and passenger lifts, lifting tackle).

· Runway tracks and trolleys.

· Manual blocks and cranes.

· Jacking beams.

· Pallet trucks and jacks.

· Local exhaust ventilation plant and fume cupboards.

· Gas appliances.

It is the responsibility of the Estates Manager to oversee arrangements for carrying out statutory inspections, ensuring appropriate remedial works or repairs is made and retaining appropriate records.  Records of inspections should also be held by Managers for work equipment for which they are responsible within their own areas of responsibility.

It is the responsibility of Managers to ensure any work equipment for which they are responsible requiring a statutory inspection, is brought to the attention of the Estates Manager.  If there is any uncertainty, advice should be sought from the Estates team.

Guidance

ACOP to the Provision and Use of Work Equipment Regulations 1998 available from HSE books or via the Estates Manager.

10. Personal Protective Equipment

Legislation

The Personal Protective Equipment at Work Regulations 1992 imposes duties on the employer relating to the provision, suitability and use of personal protective equipment (PPE).

Personal protective equipment is defined as ‘all equipment (including clothing affording protection against the weather) which is intended to be worn or held by a person at work and which protects them against one or more risks to their health and safety’.  Examples include, eye protection, safety boots, gloves, helmets, aprons, etc.  

Suitable PPE shall be provided, free of charge to all employees who may be exposed to risks to their health and safety that cannot be controlled by other means and SHOULD only be used as a last resort.

Arrangements/Responsibilities

Managers are responsible for the provision and use of PPE within their areas of responsibility and in this regard must ensure:-

· PPE is used only as a last resort because other precautions cannot adequately control the risk of injury or ill-health.
· PPE is supplied and used by employees, students and other persons where appropriate, wherever there are risks to health and safety that cannot be adequately controlled in other ways.

· An assessment is made as to the suitability of the PPE to be provided in controlling the risks of injury or ill-health.  For example the assessment must consider the type and standard of ear defenders or eye protection needed.

· PPE meets the European Product Directive and is marked accordingly (CE).

· PPE is maintained to ensure it continues to provide the degree of protection for which it was designed.  Maintenance includes cleaning, disinfecting, examination, replacement, repair and testing.  Manufactures guidelines should also observed when maintaining PPE.

· PPE is stored appropriately to protect it from contamination, loss or damage.

· Suitable information, instruction and training are provided to persons to ensure PPE is used effectively.

· PPE is used in accordance with instructions issued by management and the manufacturer and adequate levels of training and supervision are provided to ensure it is used and used properly.

· Arrangements for reporting the loss of PPE are established.

Guidance

Further information is available in ‘Personal Protective Equipment at Work, Guidance on Regulations’ available from HSE books or via the Estates Manager.

11. Health and Safety Training

Legislation

The Health and Safety at Work etc. Act 1974; The Management of Health and Safety at Work Regulations 1999 and associated regulations require the employer to provide employees with appropriate information, instruction, training and supervision.

Arrangements/Responsibilities

All new employees/students will receive basic health and safety induction training as part of the induction processes.

The location of Corporate and College Health and Safety Policies/Statements and Procedures (i.e. intranet, hard copies etc.) should be brought to the attention of new employees as part of the induction process.

Managers are responsible for ensuring local induction training and job specific training is provided to all new members of staff.  Local induction training should include:-

· Fire and Evacuation

· First Aid/arrangements

· Accident Reporting

· Safe Systems of Work/Codes of Practice

· Location of Welfare Facilities

· Any appropriate task/equipment specific training

The Estates Manager will also periodically arrange additional Health and Safety training that may be offered to staff.

12. Fire Safety

Legislation

The Fire Precautions (Workplace) Regulations 1999 require the employer to make an assessment (fire safety risk assessment) of the fire safety measures necessary for their premises and apply appropriate control measures; The Fire Precautions Act 1971 (as amended) covers the issue of fire certificates.

Arrangements/Responsibilities

Employees will receive general induction training in fire and emergency procedures.  Employees should be familiar with the nearest exit routes, assembly points and location of fire alarm call points and extinguishers.  Notices detailing the action to take in the event of an emergency are displayed throughout the College buildings.

On hearing the alarm all persons should evacuate the building without delay and report to the assembly point.

On discovering a fire the following actions should be taken:-

· Sound the alarm.

· Ensure the evacuation of your area of responsibility.

· If you have had training, feel confident and it is safe to do so tackle the fire using the appliances provided.

· If the fire is not immediately extinguished, isolate the fire by closing windows and doors where possible.

· Leave the building by the nearest exit and do not leave the College without reporting to the appropriate assembly point, do not obstruct access roads.

· Do not re-enter the building until told to do so by an authorised fire marshal.

The Estates Manager is responsible for ensuring fire risk assessments are carried out and appropriate control measures implemented.  This Manager will hold records of fire risk assessments.

The Estates Manager is responsible for ensuring regular fire drills are carried out and monitored, fire fighting equipment is regularly inspected and maintained and appropriate notices and signs are displayed on the College noticeboard.

Fire drills are carried out in all areas of the College where feasible, at least once each academic term.  Fire drills, maintenance and testing of fire fighting equipment and signage of escape routes are organised by the Estates Department.

Managers are responsible for monitoring fire safety precautions within their areas of responsibility.  Such monitoring includes:-

· Escape routes are clear of obstructions and properly sign posted.

· Fire doors are kept closed except when people are passing through them.

· Exits are unlocked whenever people are present.

· Exits are kept clear of obstructions externally.

· Employees, students and visitors are informed of evacuation procedures and escape routes.

Managers are responsible for ensuring disabled employees, students and visitors can be evacuated, this includes persons with impaired vision or hearing.  A PEEPS (Personal Emergency Evacuation Plan) procedure for the evacuation of wheel chair users is available from the Estates Manager. The Head of the Department and Student Services are responsible (with support from the Estates Manager) for ensuring that a PEEP is completed for every student with a mobility/disability which reduces their ability to evacuate the building in an emergency.

A NO SMOKING policy is in operation on all College premises.

Guidance

Procedure for the evacuation of disabled persons (PEEPS) 
13. Bomb Threat or Suspect Package/Device

Legislation

Health and Safety at Work etc. Act 1974, Management of Health and Safety at Work Regulations 1999.

Arrangements/Responsibilities


Procedures and arrangements for responding to bomb threats are the College guidance note. However in the unlikely event that a bomb threat is received or an employee discovers a suspect package/device on College property the guidelines described below should be followed.  The majority of bomb threats are hoaxes, however all such incidents should be treated as a real threat until identified as otherwise by the emergency services.

1) Telephone Calls Relating to Suspect Devices/Packages

Should any personnel receive a telephone call relating to a suspect device or package (bomb) they should REMAIN CALM and follow the guidance given below.

If you are switchboard staff you should have immediate access to the bomb threat proforma.

a) Switch on any recording apparatus if available.

b) Allow the caller to complete the message without interruption.

c) Confine any responses to one or two words where possible.

d) Whilst the caller is delivering the message make accurate notes of the details, including any code word mentioned.
e) Endeavour to identify the caller’s sex and approximate age.

f) Note any conditions affecting speech, such as evidence of drunkenness, laughter, anger, excitement or incoherence.

g) Bear in mind peculiarities of speech, such as foreign accent, mispronunciation of words, speech impediment, tone and pitch of voice.

h) Listen for any background noises such as traffic, music, other persons talking and machinery.

2) Further information

When the caller has delivered the message, endeavour to ascertain the answers to the following key questions if these have not already been given: -

a) Exact location of the bomb?

b) What time it will explode?

c) When it was placed?

d) Why it was placed?

3) What action to take

Upon receipt of such a phone call the following steps should be taken:-

a) Where possible evacuate the building or area at risk by activating the fire alarm.

b) Inform the Police.

c) Contact the Principal/ member of SMT or CMT or the Duty Principal 

Do not leave your telephone, make any further calls or communicate the message to any other member of staff.  For all other sites contact the Senior Manager.

4) Discovery of Suspect Device/Package


Should a suspect package or device be discovered on site the following actions should be taken:

a) Dependant on availability the Estates Manager or a College Management Team a member of staff should be informed.

b) The senior member of staff responsible will assess the situation and advise on the appropriate course of action, with reference to the guidelines listed below.

Guidance

Bomb threat proforma. 

Suspect package guidelines. 
14. First Aid

Legislation

The Health and Safety (First Aid) Regulations 1981 require the employer to ensure adequate first aid provision has been made for employees who are injured or become ill at work.

Arrangements/Responsibilities

The Estates Manager is responsible for ensuring an assessment of first aid needs is made so adequate provision can be made for the College.

Guidance to the regulations suggests 1 trained first aider for every 50 persons employed in a ‘medium risk’ undertaking such as a College.

The Human Resources Department is responsible for keeping records of and monitoring First Aid training.

The Estates Manager is responsible for ensuring adequate numbers of appropriately stocked first aid boxes are available and appropriate first aid signage and information is displayed throughout the College.  

Guidance

First aid policy
15. Contractors

Legislation

Health and Safety at Work etc. Act 1974, Construction and Design Management Regulations 1996 and associated health and safety regulations.

Arrangements/Responsibilities 

As part of the Dunstable College’s safety policy, contractors are required, at all times, to comply with the appropriate legislation and codes of practice for all matters relating to Health and Safety and must ensure their actions or omissions do not put themselves or others at risk.  They will also comply with all aspects of the College Health and Safety Policy including the Colleges Contractors Code of Practice and Permit to Work system.

The Estates Manager is responsible for overseeing the activities of contractors on College premises and implementing procedures and policies relating to contractors.  Contractors not employed by the Estates Manager must be advised to him.

Guidance

Contractors Code of Practice  

Management of Contractors Policy 

Permit to Work System 
16. Outdoor Pursuits and Educational Visits

Legislation


Health and Safety at Work etc. Act 1974 and associated regulations, Adventure Activities Licensing Regulations 1996, The Activity Centres (Young Persons' Safety) Act 1995.


Arrangements/Responsibilities


In order to ensure the safety of staff and students undertaking adventurous activities and educational visits the College has prepared an off site activities procedure.


Staff organising off-site activities are required to undertake a risk assessment and ensure appropriate control measures are in place before the activity takes place.


Off-site activities and educational visits are categorised in the procedure as being either high or low risk.  All activities off site can only proceed once a risk assessment has been completed and approved by the Managers and be forwarded to the Deputy Principal and Estates Manager for authorisation (activities operated by licensed outdoor activity centres within the College are exempt from this requirement).  In normal circumstances requests for authorisation of high risk activities must be received by the Estates Manager at least 2 weeks before the activity takes place.

Only appropriately qualified and experienced employees are permitted to organise and supervise high risk activities.

Managers are responsible for ensuring the off-site activities procedure is operated within their areas of responsibility.

Guidance
Dunstable College Educational Visits Procedure.
17. Control of Legionella 

Legislation

Control of Substances Hazardous to Health 1999 


Arrangements/Responsibilities


The Estates Manager is responsible for ensuring the proliferation of Legionella Bacteria is controlled in College water supplies and storage systems.


Records of control measures and testing will be kept and maintained by the Estates Manager.

Guidance


The Control of Legionella Bacteria in Water Systems - ACOP (2001), available from HSE books or via the Estates Manager.

18. College Minibuses

Legislation


Health and Safety at Work etc. Act 1974, The Management of Health and Safety at Work Regulations 1999 and associated regulations, The Provision and Use of Work Equipment Regulations 1998.


Arrangements/Responsibilities


The following restrictions apply:

· College vehicles cannot be used on or off college property without prior authorisation and booking.

· It is the policy of the College to permit only those persons who have received appropriate minibus driver training and assessment or can demonstrate competence by other means to drive College minibuses.

· Persons under the age of 21 are not permitted to drive College minibuses.

· Only persons who have held a full driving license for more than 2 years are permitted to drive College minibuses subject to the criteria in the minibus policy.
It is the responsibility of each person driving to make simple vehicle safety checks before setting off, e.g. lights, brakes, mirrors, oil, water, tyres.

Guidance

Minibus driving procedure 
19. Work Based Learning Health and Safety Assessments

Legislation

Health and Safety at Work etc. Act 1974, The Management of Health and Safety at Work Regulations 1999 and associated regulations.
Arrangements/Responsibilities

The College has a responsibility to ensure, so far as is reasonably practicable, the health, safety and welfare of its students whilst undertaking work based training (i.e. Foundation and Advanced Modern Apprenticeships) or work experience that is a required and necessary part of their programme and is authorised by the College.

The College cannot accept responsibility for the welfare of students who undertake activities that do not meet the above criteria, or for students who accept placements overseas where it is not reasonably practicable for the College to make an assessment of the suitability of the placement with regard to health and safety.  

It is the responsibility of the Manager of Chiltern Business training and The College Training Agency to ensure that staff undertake Health and Safety assessments of placement providers/employers and authorise work-based training and work experience placements. 

Work based learning and placement provision

The work based learning provision of Dunstable College is carried out within controls of Chiltern Business Training Ltd.

There are assessors to ensure that work placements provide suitable and sufficient information, instruction and training whilst on placement by the delivery of an effective Health and Safety induction on recruitment and regular reviews with the student and employer.

They also monitor and ensure that standards are maintained to provide a safe and healthy working environment, welfare facilities, equipment, safe systems of work and that emergency arrangement are in place.

They will ensure that the placements welfare and health and safety is paramount by ensuring   that the placement has adequate Employers and Public Liability Insurance cover in respect of employer’s activities and that of the learner whilst at work.

Through regular inspections they monitor that employers provide any necessary personal protective equipment/clothing and ensure its proper use.

They will audit the work placement to ensure that the requirements for risk assessment and prohibitions from specific tasks are in place. This will be carried out by the completion of health and safety audit forms
Guidance
Youth training contact
Employer/ Placement Health and Safety Assessment Record

20. Reporting of Services and Building Maintenance Defects

Legislation

Health and safety at Work etc.Act 1974, The Management of Health and Safety at Work Regulations 1999, The Workplace (Health, Safety and Welfare) Regulations 1992 and other associated regulations.

Arrangements/Responsibilities

The Estates Manager is responsible for organising repairs to College buildings and services and for ensuring such repairs are made without compromising the health and safety of College employees, students and visitors.

Should staff identify a need for repairs to buildings, services etc. a maintenance request form must be completed and returned to the College Estates Office.  In the event that the defect has health and safety implications, the Health and Safety box on the card should be ticked.

Maintenance request cards are available from the Estates Offices and from the intranet. In the event of an emergency the Caretaker’s Office should be contacted immediately by telephone.

21. Control of Materials Containing or Suspected of Containing Asbestos

Legislation

The Control of Asbestos at Work Regulations 2001, The Asbestos (Licensing) (Amendment) Regulations 1998, The Asbestos (Prohibitions) Regulations 1992.

Arrangements/Responsibilities

The Estates Manager is responsible for the identification, management and where appropriate removal of materials containing or suspected of containing asbestos.  A register of material containing or suspected of containing asbestos on all College premises is kept by the Estates Manager.  

Under no circumstances should any material containing or suspected of containing asbestos be subject to any maintenance, alteration or removal without consulting the Estates Manager.  Under no circumstances should any material containing or suspected of containing asbestos be purchased or brought onto any College premises.

Some items of equipment may contain asbestos based material (e.g. kilns) and should be handled appropriately, particularly when such equipment is being disposed of.  In such instances advice should be sought from the Estates Manager.

Should any employee, student or visitor become aware of damage to material containing or suspected of containing asbestos it should be brought to the immediate attention of the Estates Manager so the appropriate action can be taken. 

Guidance

Asbestos Register (held by Estates Manager).
22. Health and Safety Monitoring and Audit

Legislation

The Health and Safety at Work etc. Act 1974, The Management of Health and Safety at Work Regulations 1999.

Arrangements/Responsibilities

The Estates Manager is responsible for arranging periodic audits of the College’s health and safety management systems and where necessary drawing up plans for corrective action.  

Managers are required to assist the Estates Manager to devise and implement systems for ‘active’ and ‘re-active’ monitoring of the effectiveness of measures for managing health and safety within their areas of responsibility. 

Active Monitoring includes:-

· Inspections

· Audits

· Surveys

· Direct observation of activities

· Examination of health and safety documentation

· Health surveillance

Reactive monitoring includes:

· Accident and occupational ill-health investigations

· Accident and occupational ill-health statistics

· Other losses such as damage to property/equipment

· Incidents (including those with the potential to cause injury, ill-health or loss)

· Identification/reporting of hazards

Documentation relating to health and safety monitoring (inspection reports, accident investigation etc.) should be held by the designated manager with copies given to the Estates Manager and a copy to the Health and Safety Committee.  These must be available for inspection upon request.

Managers are also required to undertake an annual health and safety audit/tour within their areas with the Estates Manager. 

Lone working
It is inevitable that at certain times, staff, students and others will find themselves working alone. These occasions can occur, for example, at the beginning and end of flexible working periods, during holidays, evenings, during night call-outs and at weekends.
There is no overall legal prohibition on working alone, but the general duties of the Health & Safety at Work Act and the specific duties of the Management of Health and Safety at Work Regulations still apply.  These require the identification of the hazards of the work, assessment of any significant risks involved, and devising and implementing safe working arrangements to ensure that the risks are either eliminated or adequately controlled.

Many staff and students work alone at some time during their working periods at the College and in the majority of cases they do so without significant risk.  For example, persons working alone in offices carrying out typical office activities outside normal working hours are unlikely to be at significant risk provided the appropriate fire precautions are in place.  However, there are occasions when it is not possible to devise arrangements for work to be done safely by one person.  In these cases, alternative arrangements involving help or back-up have to be put into place.

This document lays down guidelines for managers to assess which tasks may be undertaken by a lone worker and which may not.
When staff members are working away from the office, they must inform their line manager of their meeting schedule. This should include the location, start and finish time, contact telephone number and the time expected of the next appointment or back in the office.

Staff should ensure that if attending meetings in other buildings that such buildings are safe and fit for purpose. 

Arrangements for working away from the Office outside normal office hours must be noted in advance, for example evening meetings etc.

Each member of staff is required to use the tools supplied to ensure a safe working                    environment, including:-
· Personal Alarm- available from the Estates Department

· The use of the incident book and accident book

Staff should ensure that all face-to-face meetings are safe and, in normal circumstances, within public buildings.

23. Stress Management

Dunstable College recognises that work related stress can lead to organisational problems such as an increase in sickness absence, lower levels of staff morale and poor staff performance amongst many other employment/ industrial relations issues.

The College actively encourages staff and Managers to report and manage the working stress levels of staff within their areas of operations by implementing the College Stress Policy.

We monitor the effectiveness of this policy through both a formal and informal feedback from the Investors In People (IIP) process, sickness absence data, incidences noted under the Stress Policy and Union involvement through JCNC and the Health and Safety Committee.

We set clear expectations of post holders and time management through the appraisal process.

Future plans include the monitoring and reporting of sickness/absence and staffing levels at SMT, CMT and Corporation (or Reporting Committees).

By working within existing control measures, the College and Managers will endeavor to ensure that each and every employee has clearly defined objectives and responsibilities linked to College business objectives. 

As an Investor in our people, the College offers job specific and corporate training; 

The College has existing control mechanisms or is working towards changing the culture or climate by:

· Positive reinforcement, clearly defined job roles and lines of management.

· Open and transparent pay policies.

· Measures to ensure that recruitment and retention issues are addressed.

· Reasonable and achievable workload and performance targets.

· Provision of family/flexible working arrangements. 

· Appropriate and efficient use of appraisal and review systems. 

· Equal opportunities for training and career progression. 

· Provision of clean and pleasant working environment.

Secondary Control Measures 
(Designed to reduce the level of stress to a minimum) 

· Provision of training.

· For managers about stress and its management.

· For employees about recognition of stress and college policies and procedures.

· Clear and confidential lines of reporting incidents. 

Tertiary Control Measures 
(Designed to minimise the effects of stress after it has occurred) 

· Provision of Occupational Health Services, Counselling and other support services 
Section 4

Guidance Notes
1.1 Dunstable College Guide to Risk Assessment

RISK ASSESSMENT CODE OF PRACTICE

1.
Introduction
The College has agreed this general purpose Risk Assessment Code of Practice and subsidiary specialist Codes based upon current legislative requirements and best practice.  

The College is responsible for monitoring and reviewing the Code in the light of further developments and it will be reviewed periodically by the Health and Safety Committee.


The purpose of the Code is to:

· Promote practical measures to minimise the risk to the health, safety and welfare of staff, students, visitors and others who may be affected by the work activities of the College.

· Meet the minimum requirements of the Health and Safety at Work etc. Act and subsidiary health and safety legislation

2.
Implementation

Heads of Department are responsible for the implementation of the Code of Practice within their area of control.


Heads must identify who will be responsible for carrying out risk assessments in their Department.  They must be competent to carry out the assessments, through sufficient training and knowledge, recognising their own limitations and seeking specialist advice where necessary.  In practice the person who creates the risk or who is in a supervisory position with regard to the activity must be involved in the assessment of that risk.


Heads of Department, assisted by Health & Safety Officer, must satisfy themselves that risk assessments are


2.1.
Completed.

2.2.
Consistent and to a reasonable standard.


2.3.
Relate to the actual work being undertaken.


2.4.
Recorded (where appropriate) and proper records maintained.

2.5. Reviewed.

Heads must also ensure that action is taken to implement any required remedial measures arising from risk assessments as soon as is reasonably practicable.

3.
Risk Assessment Principles

The Management of Health and Safety at Work Regulations require employers to assess the risks to employees and others who may be affected by their undertaking.  The purpose of the risk assessment is to determine the measures that must be taken to eliminate or reduce to an acceptable level the identified risks.


The assessment depends upon the nature of the work and the type and extent of the hazards and risks. 

· ‘Hazard’ is something with the potential to cause harm and this can include substances or machines, energy sources, methods of working and other aspects of work organisation.

· ‘Risk’ means the likelihood that the harm from a particular hazard is realised. 

· ‘Extent of the risk’ covers the number of people who might be exposed and the consequences for them.

· Risk assessment is an evaluation of the above reflecting the likelihood that harm will occur, its severity and extent, reaching a conclusion on whether and how management of such factors need to be implemented to eliminate or lessen that chance.


There are no fixed rules as to how risk assessments should be undertaken, but it is essential that any risk assessment is carried out before work starts.  All hazards need to be considered both on and off campus.  However it is only necessary to record the ‘significant’ findings of an assessment including any group of employees and others identified by it as being especially at risk. It is not necessary to catalogue every potential hazard. 


The Regulations require that the assessment be `suitable and sufficient' and should

· Identify the significant risks arising from work activities.

· Enable the assessor to identify and prioritise control measures.

· Be appropriate to the nature of the work and remain valid for a reasonable period of time.

4.
Risk Assessment in Practice
4.1. STEP ONE involves identifying the hazards which could reasonably be expected to result in significant harm.  The following lists examples but it should not be regarded as exhaustive:-
	DESCRIPTION OF HAZARD
	POSSIBLE OUTCOME
	SOME FACTORS AFFECTING THE LEVEL OF RISK



	Poorly maintained floors and stairs
	Slips, trips and falls
	Type of surface/footwear, speed, age, inclination of surface, weather.


	Machinery in motion
	Physical injury, entrapment, crushing
	Guarding, experience of operator, training, type of operation.


	Ejection of material from machinery
	Physical injury, eye injury
	Guarding, wearing of eye protection, type of material being worked.


	Vehicles


	Physical injury
	Age and experience of driver, segregate pedestrian  walkways.

	Manual handling
	Physical injury (back, arm, etc.)
	Lack of proper evaluation, lack of experience/
awareness/training.


	Chemicals, Dusts and Fume  (e.g. welding)
	Exposure
	Type and quantity of substance, efficiency of control measures.



	Flammable materials
	Fire
	Type and quantity of material, storage, protective measures.



	Hot surfaces
	Burns
	Accessibility, temperature, signage/information, protective measures.


	Cold surfaces, Very Low 
Temperatures
	Burns, Frostbite
	Accessibility, temperature, training and awareness, protective measures.



	Display Screen Equipment
	Work Related Upper Limb 

Disorder (WRULD)
	Proper assessment and layout of workstation, training of staff.


	Pressure systems
	Explosion
	Construction, proper use, location, protective  devices.


	Noise
	Hearing damage
	Proper assessment and control, location, use of protective equipment.


	Electricity
	Electric shock
	Correct installation, testing and use of equipment, environment, protective devices.


	Poor lighting
	Physical injury, eye strain
	Proper assessment of requirements for specific tasks, eradication of glare.


	Working at height
	Falls
	Proper access equipment, training, experience of operator, safety equipment (harnesses etc).


	Aggression
	Physical injury or mental trauma
	Avoidance of situations, training provision of physical protection.


	Poorly stacked materials
	Physical injury
	Provision of correct storage facilities, use of proper handling equipment/ techniques.


	Trailing leads

Field work/outdoor activities
	Trips and falls

Physical injury


	Provision  of adequate socket outlets, location of equipment, good housekeeping.
Proper assessment of activities and  implementation of remedial measures.



4.2
STEP TWO involves identifying all the groups of employees and others who might be affected and how e.g.

· Academic Staff

 



 

· Office Staff






· Out of Hours Staff

· Security Staff

· Technical Staff

· Students


· Contractors

· Maintenance Staff

· Visitors and others



Identify those who might be particularly at risk e.g.

· Those with special needs

· Pregnant women and nursing mothers
· Inexperienced Staff/Students

· Lone Workers

· Young Persons

· Visitors e.g. children

4.3.
STEP THREE involves identifying existing preventive or precautionary measures that are in place against the risks identified.  These may already reduce the risk sufficiently, but further action may be necessary to ensure that they are properly maintained.  Precautions may:

· represent a legal requirement

· represent good practice

· comply with a recognised standard e.g. BSI

4.4 STEP FOUR involves assessment for risk rating, for example HIGH, MEDIUM or LOW.  There are different methods for achieving this but a popular method establishes a risk rating for each hazard by multiplying a "likelihood rating" by a "severity rating".  The assessor uses two scales forming a matrix, such as in Diagram 1 below. 

The process of establishing individual ratings is a matter of judgement and foresight based on the assessor’s knowledge and experience.  Having agreed on the individual ratings, the risk rating for each hazard can be calculated by simple multiplication.  Thus a hazard whose likelihood rating is 4 (Very likely) and whose severity rating is 3 (Moderate harm) has a risk rating of 12; this hazard, before other factors are considered, is therefore rated as a higher priority for control than another hazard whose likelihood rating is 2 (Unlikely) and whose severity rating is 4 (Serious harm).  When agreeing the severity rating, any existing control measures normally in use, e.g. guarding, partial enclosure of process, must be taken into account.  A final risk rating from 1 to 5 is regarded as a LOW risk, from 6 to 10 regarded as MEDIUM risk with 12 and above regarded as HIGH risk. 
	Risk Assessment Matrix
	Likelihood of Occurrence

	
	Almost certain
	Very likely
	Likely
	Unlikely
	Almost impossible

	
	5
	4
	3
	2
	1

	Consequence or Severity of Outcome
	Major or catastrophic harm
	5
	25
	20
	15
	10
	5

	
	Serious harm
	4
	20
	16
	12
	8
	4

	
	Moderate harm
	3
	15
	12
	9
	6
	3

	
	Minor harm
	2
	10
	8
	6
	4
	2

	
	Negligible harm
	1
	5
	4
	3
	2
	1



4.5.      STEP FIVE involves identifying any further action to control the risk.  Priority must be given to those risks which could result in serious harm and/or affect several people.  The control measures that have to be taken as a result of the risk assessment may depend upon relevant legislation.  However the purpose of risk assessment is not to catalogue every potential hazard. In deciding upon control measures the following hierarchy should be followed:-

· Avoid the risk.
· Evaluate the risks which cannot be avoided.


· Combat the risks at source.
· Adapt the work to the individual, especially regarding design of           workplaces, choice of work equipment and choice of working and production methods.
· Adapt to technical progress.

· Replace hazardous items, processes etc. with those that are less hazardous.
· Develop a coherent overall prevention policy, covering technology, organisation of work, working conditions, social relationships and the influence of factors relating to the working environment.
· Give collective protective measures priority over individual protective measures.
· Give appropriate instructions to employees.
4.6. 
STEP SIX involves recording the significant findings of the risk assessment. The Risk Assessment Form may be used to record assessments.  Completed risk assessments should be retained for future reference and if there are any significant changes or new work practices then the assessment will need to be reviewed.  There is no need to review assessments for every trivial change, only if significant new hazards are introduced.  However a date should be set for a formal review of each risk assessment and it is recommended that this be undertaken at periods not exceeding 12 months.

6. ‘One Off’ Activities

‘One off’ activities must be risk assessed using the generic Risk Assessment form.
7. Risk Assessment of Specific Activities

Separate specific risk assessment procedures have been adopted for specific health and safety legislation, such as the Control of Substances Hazardous to Health Regulations, the Display Screen Equipment Regulations and the Manual Handling Operations Regulations, etc. 
Specific risk assessments are required in relation to particular work activities (such as those mentioned above).  The assessments must be undertaken with reference to the relevant Codes, each of which includes a specific risk assessment pro forma. There is no need to repeat risk assessments under the general Risk Assessment Code of Practice where the risk has been adequately assessed in relation to one of the specific Codes of Practice.

6.
Management Action

Completed risk assessments will form the basis for Departmental Procedures, arrangements and procedures and will need to be included in each Department's documentation.  The risk assessments are a basis for Departmental health and safety planning by which goals and objectives are set in response to the results of risk assessments.  The final outcome of a risk assessment should be the implementation of safe working practices or safe systems of work.  Departments will need to monitor and provide feedback with regard to the implementation of the health and safety plan.


Departments will need to establish systems to ensure that the Risk Assessment Code of Practice is being adhered to at all levels in the Department and that control measures are effectively implemented e.g. through routine inspections.  Particular attention should be paid to research projects i.e. that any control measures identified in the risk assessment have been provided and are being properly applied.

6. Training

Heads of Department must identify nominated risk assessors.

2.1 Dunstable College Guide to COSHH Assessments
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3.1
Manual Handling Assessment checklist
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4.1
Dunstable College Guide to DSE Assessments
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5.1
Accident Reporting and Accident Investigation Procedures
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5.2
Dunstable College Incident Report Form



Awaiting information

6.1
Procedure for the evacuation of disabled persons



Awaiting information

7.1
Bomb Threat Profoma
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7.2
Suspect Package Guidelines
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8.1
First Aid Assessment Needs Checklist
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9.1
Dunstable College Contractors Code of Practice
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9.2
Dunstable College Management of Contractors Policy
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9.3
Dunstable College Permit to Work System
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10.1
Dunstable College Outdoor Pursuits and Educational Visits Procedure
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11.1
Dunstable College Minibus Driving Procedure
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12.1
Lone Worker Guidance
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13.1
Dunstable College Guide to Health & Safety Monitoring and Audit
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14.1 
Dunstable College Guide to Health & Safety in Work Placement

Guidance Notes to Health & Safety in Work Placement
1. 
Where possible all health and safety check should be carried out prior to placing a learner with a company.

The initial visit will be carried out by an appropriately trained member of college staff, typically a Work Based Learning Training Officer.

2. 
The Training Officer will conduct a Health and Safety review and record detail on Employer/Location Health & Safety Assessment Record (appendix 1).

3. 
As part of the company briefing process the training officer will discuss any area of concern highlighted following the review and complete the appropriate action plan to ensure any necessary remedial action.  Failure of the company to comply with such request may result in the removal of the learner from this environment.
4.
The employer or their representative will countersign the review document and the agreed action plan, confirming their responsibility for health and safety of the learner whilst on their premises.

5. 
Any remedial action will be diarised and followed up to ensure completion and it is the responsibility of the training officer to confirm once action plan has been completed.

6. 
Further more the employer or their representative will sign a company briefing checklist confirming they have received information regarding RIDDOR, COSHH, 5 steps to Risk Assessment, Managing Health and Safety, 5 Steps to Success, Notice of Occupation (Health & Safety Executive), Equal Opportunities Is Your Business Too, Manual Handling, Fire Notice, A Guide to Health and Safety Induction Procedure for Trainees.

7. 
A copy of the employers current valid Certificate of Employers Liability is also taken and CBT will diarise to obtain valid copies of the certificate for subsequent years.

8.
It is the responsibility of all members of college staff to ensure that all learners are working in a safe environment.  All staff have a responsibility to ensure that when visiting a learner in the workplace that all reasonable precautions to ensure the learners health and safety are taken.  Where a member of staff thinks that this is not the case they must report their concerns to their line manager.

9.
All accidents on work placements will be notified to the Colleges Health & Safety Officer for investigation and reporting to funding organisation.
15.1 Guidance Notes on Working  at Heights

Working at Heights

1.
Scope

These guidelines are aimed at persons working at Dunstable College.  These guidelines have been produced in conjunction with HSE and represent good practice.

2. General principles for working at height.

The traditional approach to working a t height as developed to involve a mix of access equipment.  Current industry good practice is based on the general principles detailed on the following pages, which should be followed at all times:-

1. Each job which involves working at heights must have a specific risk assessment carried out by a competent person prior to the start of work to ensure that all Health & Safety requirements have been met.  This must be recorded and will determine what the most suitable access equipment is and the control measures to be followed for that specific job.


2. Ladders will not be used above first floor window level.


3. Ladders must only be used for removal or installation where all of the criteria specified in the Use of Ladders Section 5 of this document can be met.  If they cannot, then another form of access equipment must be specified as appropriate.


4. Mobile towers will only be used where all of the criteria specified in Section 7 of this document can be met.  If they cannot then another form of access equipment must be used.


5. All access equipment must be fit for purpose, regularly checked and inspected at least twice per year and property maintained, in accordance with the manufacturer’s instructions.  Records must be kept of inspection and maintenance activity.


6. Any access equipment, ladders or mobile towers be used in line with the safe systems of work defined in this document.


7. Persons involved in any work at height must be competent through training, and be fully conversant with all appropriate procedures, work instructions, safe systems of work, pre-use checks and manufacturer’s information.  Certification may be required for certain equipment (e.g. MEWP’s).


8. All persons working above ground level should be instructed during training, of the specific risks and limitations that are associated with the equipment that they are required to use, of the dangers of falling, and of the potential for serious or fatal injury, either to themselves or others, while carrying out works.


9. During all works at height, effective measures should be taken to protect/prevent other people from the dangers of falling materials.  For example, the placing of safety sights to provide hazard warning information to any person who could be affected by such works and barriers erected if appropriate.


10. All working platforms must be maintained in a clean condition, with debris cleared on a regular basis.  Strict attention must be paid at all times to tripping hazards caused by such debris and equipment.  


11. Inclement weather such as rain, snow, ice, high winds etc increases the danger associated with the use of any form of access equipment.  As such, all persons must take such conditions into consideration when assessing the risks involved in working at height, and if such risks are unacceptable, the works must be aborted until environmental conditions improve.


12. Careful consideration should be given to the selection of access equipment for any work at height in public areas.  Where adequate separation is not possible, special precautions such as debris nets or scaffolding fans may be required to protect members of the public from falling debris etc.

3. Control Measures

Safe systems of work must be produced and communicated for the safe use of each type of access equipment.  These will define the control measures needed to reduce risk to the minimum that is reasonably practicable.  Generic systems from which individual companies may develop their own safe systems of work are defined in this document.  The main priorities in consideration of your control measures prior to starting the work should be:-

1. Can the need for working at height be avoided?  As much work as is possible should be carried out from inside the building.

2. What access equipment is required taking into account:-


· Where work at height has to be carried out what can be done to prevent any person falling a distance likely to cause personal injury?


· What can be done to prevent any person being struck by falling object likely to cause personal injury?

3. Consider and define what safe systems of work will need to be in place and train people in their use.


4. Assess and define what Personal Protective Equipment (PPE) is required.


5. Review access equipment, site conditions and PPE while the particular job is in progress to ensure that measures are and continue to be adequate.


6. Have appropriate systems been put in place to check, inspect and maintain access equipment, PPE and other work equipment?


7. Control measures should be regularly reviewed throughout the life of any project to ensure that they remain effective.

4. Equipment

When seeking equipment for working at heights the following should be considered (these considerations are to some extent built into the following sections regarding ladders, mobile towers and full scaffold):-

· Ground conditions

· Site access

· Existing structures on site

· Amount of weight place on working platforms

· Volume of use

· Present of overhead cables

· Space available on site

· Length of project

· Required maintenance of equipment

· Method of erection of equipment

· Material movement to working location

· Training required to work on site, including the loads being handled at height and any special precautions that arise

5. Use of Ladders – General Safe System of Work 

Ladders can be used as a place of work or means of access for surveying, cleaning, trimming , removal or installation up to and including first floor providing that the safe system of work includes the following:-

· The ladder must be serviceable in all respects.  Prior to use, all ladders must be checked for defects such as:-

· Missing or damaged rungs

· Cracks to the assembly

· Damaged feet

· Serviceability of locking or pulley devices for extensions

· Bending or twisting of stiles and rungs


· All ladders must be long enough and positioned correctly, to allow persons a safe access to the working location without requiring over reaching.  There must always be a minimum of three ladder rungs above the one that is being stood on.


· All ladders must be secured during use.  Wherever practicable ladders should be tied, by both stiles, at the top.  Where this is not practicable, ladders should be fitted with suitable proprietary stabilisers both at the base of the ladder to prevent bottom and at the top of the ladder to prevent side slip.  These are referred to as ladder stability devices and wall stand-offs.


· Ladders must only be used on firm level ground and must form an angle of approximately 75° to the horizontal i.e. 1m out for each 4m of height.  Such an angle minimises the potential for base slippage when in use.  This angle is indicated on Class 2 ladders by a line or arrow on one stile, when this mark is vertical the ladder is at the correct angle.


· Working time from a ladder should be kept to a minimum.  Normal activity should only involve continuous work of between five and ten minutes.  Breaks must be taken to ensure that no single ladder event lasts more than twenty minutes.


· To prevent overreaching, the “belt buckle” of the ladder user must remain within the ladder stiles and both feet on the same rung.  If work must be carried out further away then the ladder must be moved.


· The manufacturer’s instructions for the use of the ladder must always be followed.


· The ladder user will always face the ladder.


· The correct footwear to give a secure grip must be used at all times together with appropriate gloves to protect the hands.


· Tools must be carried up and down the ladder using a tool belt or a hand line, and be carried in accordance with the Manual Handling Regs (see “Manual Handling Guidance on Regulations L2, HSE edition 2004).


· Metal ladders should be carried horizontally by two people, and not used, when in the direct vicinity of overhead power cables.  Such handling can lead to an electrical discharge, especially in damp or wet conditions, which could result in severe or fatal electric shock to the user by transmission through the ladder.


· All ladders will be maintained free of defects and will be inspected twice per year by a competent person.  Any inventory will be kept and inspections logged.  Any repair work must only be carried out by competent personnel.


· Only Class 1 ladders should be used; domestic ladders, with a red label are Class 3 and are not suitable for commercial work.

6. Use of Ladders – Safe System of Work for worming at first floor level

In addition to Section 5:

· Ladders stays must be used and where practicable the ladder must be tied off to an appropriate location in order to prevent sideways movement of the ladder in either direction




· Ladders are not suitable for heavy strenuous work.  If a task involves carrying more than 10kg up or down a ladder it will need to be justified by a detailed manual handling assessment.  The maximum load should not exceed 25kg for a single person or 36kg for a tandem lift.


· Any carrying of weights up ladders and especially tandem lifting imposes eccentric loadings on ladders which might lead to stability problems.


· When carrying items up or down a ladder one hand must be free and that hand must be used to hold onto the ladder.  Ladder users should be able to grip the load with their free hand leaving the other hand free to grip the ladder.

· As far as is practicable, the amount of material carried down a ladder should be kept to a minimum and as much material as is possible should be taken back through the building or lowered to the ground safely.  If material has to be carried down a ladder those parts to be carried down a ladder should be reduced to 25kg or less.


· Heavy materials should be taken back through the building.  Large objects such as windows should be removed by at least two people working together in accordance with a safe system of work.

· No item should ever be thrown down to the ground.

· As far as is practicable the amount of material carried up a ladder should be kept to a minimum and as much of the materials as is possible should be taken through the building.

· It should be possible at all times for a ladder user to be able to place one hand on a secure handhold on the ladder.
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7.
Safe Systems of Work for mobile towers

All mobile towers must be erected as shown in the Manufacturer’s/Supplier’s instructions, by a competent person.  For example those trained to PASMA (Prefabricated Access Supplier’s and Manufacturer’s Association) or an equivalent standard.

The equipment must be examined for defects or damage prior to assembly, and any defective components replaced prior to use.

As a rule of thumb the maximum platform height of the tower must not exceed 3 times the minimum base measurement 

E.g. tower length 1.5 metres, width 1.0 metres, maximum platform height – 3 metres, or ensure compliance with manufacturer’s instructions.

The tower must be erected on a firm, flat base capable of supporting the combined weight of the assembly, personnel, tools, materials, and equipment.

The S.W.L (Safe Working Load) for the tower should be marked on the framework, for the user’s information.  Where any doubt as to the stability exists e.g. on a grassed area or loose surface, scaffold or similar boards must be placed under the base/stabilisers/ outriggers to spread the load.

For enhanced safety, the mobile tower should be physically tied into the property, where practicable, and at all times when the required height/base rate cannot be achieved due to lack of ground space for the fitting of outriggers/stabilisers.  The use of strong chains, wire cable or tubing attached to fixing anchors, or the fitting of tubing to through ties, is required in such instances.  At no time must fixings such as ropes be attached to down pipes or similar weak structures.

Equipment such as gin wheels or pulleys must not be fitted to lift or lower loads up the outside the tower due to the risk of the tower toppling or tubing breakage as towers are of a light alloy construction.  Lifting equipment can be used to lift or lower items internally within the tower, provided the proposals for lifting are agreed as acceptable by the tower manufacturer in advance and the lifting support beam and it’s attachment to the tower is designed by a competent person.

Wheels fitted to mobile towers must be locked in position prior to use.  During movement between locations, all equipment/materials must be removed from the platform.  In addition, no personnel must remain on the platform during such movement.

Access ladders to the working platform must be attached to the inside face of the tower assembly and must provide safe access to the platform by use of a trap door where possible.  Such trap doors must always be closed when working on the platform.

If a half platform is in use, a guard rail must be fitted, with toe-board, to prevent falling from the inside of the platform.  At no time should operatives climb on the outside of the tower scaffold, particularly during erection and dismantling.

All working platforms must be fitted with guard rails and toe-boards on all exposed sides.  Where deck-boards are used to join two towers they must create a walkway width of at least 600mm or a working space of at least 850mm width and also be fitted with handrails and toe-boards.

8 
Safe Systems of Work for scaffolding

All scaffolding must be erected by a competent person, and prior to use a signed inspection certificate must be issued confirming that the equipment has been erected in accordance with construction legislation and is safe to use.  British Standards on scaffold use (BS EN 12811-1: 200) should be adhered to at all times.

Where work extends beyond a week then weekly inspections of the equipment must be carried out to ensure that the scaffold is safe to use and a record kept.  

All users must carry out additional checks on the equipment on a daily basis before use.  The check should include visual examination for:

· Stability and serviceability of all fixings/ tubes/base plate/sole boards.

· Ladder access/security.

· Identification of any obvious defect in the general structure.

· Serviceability of guard rails/toe-boards/platform boards.

On completion of daily works, base access ladders must be removed to prevent access by non-authorised persons.  Base areas should have a barrier or be fenced at all times to prevent injury through unauthorised access.  In most instances, the equipment should be contained within the site boundary minimising the action to be taken.  However, if general external access is identified, the erection of security fencing around the base may be warranted.

Any scaffolding encroaching onto a public road or walkway must only be erected after the issue of a local authority licence authorising such a structure.  The fitting of reflective tape and/or lighting up to a height of 2.5 metres on the structure, to provide hazard identification, are a requirement in such instances.  The provision and fitting of such items should be carried out by the Supplier in compliance with the terms of the licence.

The need for hoists/gin wheels must be specified to the supplier at the order stage to enable the appropriate design calculations to be produced.  They should only be fitted by the supplier and should not be fitted retrospectively by the end user.

Strict attention must be paid at all times to the potential hazards associated with working from scaffolding.  The hazards when using such scaffold with outside contractors or when there are a number of contractors using the scaffolding increase the risks generated, and all personnel must maintain a high degree of Safety Awareness, especially in terms of housekeeping, the identification of moved or missing platform boards and general working conditions.

In the event of strong winds, or damage (e.g. vehicle strike) additional mandatory inspections must be carried out on the scaffold equipment and recorded.

9 
Specialist Equipment

Specialised equipment such as scissor lifts (MEWP) and Mast Climbing Working Platforms (MCWP) should only be used to the manufacturer’s specifications and by trained personnel.

MCWP require specialist installation and should only be installed by competent personnel – usually the specialist hire company and a hand over certificate should be requested that states that the equipment has been correctly installed and is safe to be used.
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