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Health and Safety Organisation: Introduction

1. The general provisions of the Health and Safety at Work etc Act 1974 impose a duty on all employers to ensure, so far as is reasonably practicable, the safety of their employees at work by maintaining safe plant, safe systems of work, and safe premises, and also by ensuring adequate instruction, training and supervision. The University is also bound by the Act to ensure the safety of all other persons, who, though not employees, may be affected by the University’s activities.

2. The Act requires every employer to prepare a written statement of general policy with respect to the health and safety at work of his employees and the organisation and arrangements in force for carrying out that policy, and to bring the statement to the notice of all his employees.

3. The Governing Body approved a Health and Safety Policy Statement to provide the framework within which all activities within the University should comply with relevant legislation and accord with best practice, and ensure the effective management of health and safety. 

4. The Governing Body reviews annually the Health and Safety Policy Statement, and makes any appropriate adjustments to comply with the changing regulatory and operating environment.

5. The Governing Body adopted the arrangements for Health and Safety Organisation set out in this policy as the framework within which to implement the Health and Safety Policy Statement. 

6. The objectives of the health and safety management arrangements are to ensure the meeting of statutory requirements and University standards for health and safety, the health and safety of employees, students and visitors are secured, and the University can demonstrate it is a safe environment. 


Governance Structure

(a) 	The Governing Body

7. The responsibility for implementation of the University Health and Safety Policy, and legal compliance, resides with the Governing Body.

8. The Governing Body is responsible for ensuring that all members of staff have a clear understanding of their health and safety responsibilities and there are adequate resources and training to fulfil these. 

 (b) 	Health and Safety Committee of the Governing Body

9. The Governing Body works through the Committee structure to ensure effective communication and consultation at all levels within the University regarding safety policy arrangements, training programmes and performance monitoring. To this end, the Governing Body has established a Health and Safety Committee. The Governing Body determines the arrangements for the appointment to, and terms of reference of, the Committee.

10. On the Health and Safety Committee, there is representation by two Governors (one of whom acts as the Chair); the recognised trades unions in their role as Safety Representatives; staff not in membership of a trade union; and the Students’ Union. The University Health and Safety Advisor and University Fire Safety Advisor are members of the committee. 

11. The Governing Body acts on the advice of its Health and Safety Committee, which has oversight of the development and implementation of health and safety policy. The Health and Safety Committee reviews policy arrangements, and acts on the advice of the Responsible Persons Group.

12. The Health and Safety Committee is responsible for identifying key health and safety priorities, reviewing progress to meet these priorities and taking further action if necessary. To fulfil these responsibilities, the Health and Safety Committee receives regular reports on safety policy arrangements, training programmes and performance.

Management Structure

(a) 	Senior Management

13. On behalf of the Governing Body, the Vice-Chancellor leads on health and safety matters and takes overall responsibility for the University’s health and safety management. The Vice-Chancellor is responsible to the Governing Body for the health and safety of all operations at the University and ensuring compliance with health and safety legislation. 

14. The Vice-Chancellor delegates the responsibility for these matters to the University Solicitor. The Assistant University Secretary has managerial responsibility for health and safety matters on behalf of the University Solicitor.
15. Members of the Senior Management Team are responsible for ensuring the implementation of the University’s Health and Safety policy in the areas under their control, and for ensuring that adequate resources are made available for this purpose. They are responsible for promoting the continuous improvement of health and safety performance, ensuring that there is appropriate and adequate training, monitoring health and safety, and drawing up short, medium and long-term plans in response to audits that identify scope for improvement. 

(b) Responsible Persons for University Buildings

16. Strategic oversight for the safety of University Buildings is delegated to the Strategic Director (Resources), as the Senior Management Team member responsible for the University Estate. 

17. The Strategic Director (Resources) is responsible for the appointment and deployment of Responsible Persons, and for meeting periodically with the Responsible Person to discuss matters of common interest, and advise the Health and Safety Committee and Senior Management Team on matters relating to health, safety, security and well-being. 

18. Each building occupied by the University comes under the control of a Responsible Person. 

Fire Safety

19. The primary concern of the Responsible Person is with fire safety. The Responsible Person has the authority to ensure adherence to fire safety precautions. The duties of the Responsible Person in relation to fire safety are to 

19.1 work with the Building Warden to promote the safety of the Building

19.2 ensure the recommendations in a Fire Risk Assessment are addressed by the named manager

19.3 carry out periodic reviews and checks to ensure the observing of fire safety measures

19.4 ensure there is a fire evacuation plan in place, and evacuation drills are carried out in accordance with the arrangements

General Health and Safety

20. The Responsible Person is concerned with issues of general health and safety that lie outside the remit of a specific Head of Department, who is formally responsible of the health and safety within the department.

21. The duties of the Responsible Person in relation to health and safety are to ensure:

21.1 the recommendations in a General Health and Safety Assessment are addressed by the named manager

21.2 there are means in place for adherence to general health and safety precautions, in common and shared areas, which includes corridors, classrooms, toilets and reception areas

21.3 general health and safety in the common and shared areas within the building. These common and shared areas are (a) those that are not under the direct control of another manager and/or (b) where responsibilities might fall under several managers depending on the activity

21.4 carry out periodic reviews to ensure the observing of safety measures in common and shared areas

(c) Building Wardens

22. Building Wardens who are ordinarily located in the building will support the Responsible Person in undertaking their responsibilities for oversight of the building. “Ordinarily located” is taken to be that the office of the Warden is within or adjacent to the building concerned. 

23. The role of the Warden is to monitor fire safety and general health and safety. 

24. Building Wardens will report to the Responsible Person nominated for their specific building. 

25. The responsibilities of a Building Warden in relation to fire safety are:

25.1 checking fire precautions in common and shared areas are satisfactory and being maintained, and taking appropriate action to ensure fire safety

25.2 notifying the Fire Safety Advisor of changes in the circumstances of the building that affect the Fire Risk Assessment

25.3 becoming familiar with the Emergency and Evacuation Plan, which includes the evacuation of disabled persons; and 

25.4 reporting to the Responsible Person on significant issues the Warden is unable to address 

26. The responsibilities of a Building Warden in relation to general health and safety are to ensure:

26.1 there are risk assessments in place for the common and shared areas in the building that are not the responsibility a manager other than the Responsible Person, and taking appropriate action 

26.2 there is proper housekeeping in the common and shared areas, and appropriate action is taken to remove hazards

26.3 there are appropriate means in place for securing the safety of employees, students and other visitors in the building

26.4 there are appropriate means of reporting accidents, incidents, near misses and hazards in the common and shared areas, and these are understood

26.5 reporting to the Responsible Person on significant issues the Warden is unable to address 

27. Building Wardens will meet on a regular basis with a view to promoting the exchange of information, ideas and experiences that may prove to be of benefit to the development of the role. 

(d) 	Heads of Department

28. Heads of Department are responsible for the management of health and safety within their department by ensuring the

1.28.1 management of staff and resourcing in relation to the health and safety needs of the department

1.28.2 safe systems of work are in place for operations under their control and for assessing the performance of their department against health and safety requirements

1.28.3 safe working conditions and procedures at other locations, including other campuses of the University, where staff and students are working

1.28.4 safe working conditions for staff and students undergoing field and other visits, which are organized by the department, but are away from normal departmental premises

1.28.5 good performance by their staff and ensuring that staff failing to meet appropriate standards receive additional support, training and appropriate encouragement

1.28.6 establishment of appropriate systems of monitoring and record keeping

1.28.7 appointment of competent and suitably trained staff to carry out any specialised health and safety tasks as necessary

1.28.8 Departmental Health and Safety Statement details relevant local rules to control health and safety risks, and is periodically reviewed 

1.28.9 supervision of staff and students in their departments in health and safety matters 

1.28.10 new members of staff receive induction, members of staff changing roles receive appropriate training, and staff receive appropriate training when new equipment is installed

1.28.11 appropriate health and safety information is available to all staff, students and visitors

1.28.12 competent members of staff are identified to carry out risk assessments 

29. Discussion of safety at departmental level is essential. The size and complexity of a department is likely to dictate whether the consultation is formal within a departmental safety committee, or takes place within some other departmental discussion forum. Whatever the arrangements are, it is important that there is an opportunity for an input from all staff within the department.

30. Within the line management, the head of department may delegate health and safety tasks. However, the responsibility for ensuring that these are properly undertaken remains with the head of department. 

(e)	Campus Directors

31. The University is also located at campuses outside Canterbury. There is recognition of this network in the organization of health and safety at the University. 

32. The responsibility for the oversight of health and safety matters at the campus rests with the Campus Directors, except at Salomons, where the responsibility rests with the General Manager. In functional terms, the directors exercise the same responsibilities as a head of department set out above. The head of department is responsible for the management of health and safety for those aspects of provision under their control and direction located at one of these campuses.

33. In the exercise of these responsibilities, the director will work with any other appropriate head of department. 

34. Within the line management, a Campus Director or the General Manager may delegate health and safety tasks. However, the responsibility for ensuring that these are properly undertaken remains with the Campus Director or General Manager. 

(f)	Supervisors

35. Those members of staff with direct supervisory responsibility for staff or students are responsible for ensuring

1.35.1 the safe conduct of activities within their areas of control 

1.35.2 the carrying out of risk assessments, and seeking specialist advice where necessary 

1.35.3 the drawing of the manager’s attention to those health and safety matters requiring action that the supervisor is unable to provide.

(g)	First Aiders 

36. The University will provide trained first aiders to treat staff, students and visitors requiring attention while at University sites.

(h) 	Members of Staff

37. All members of staff are expected to conduct themselves at all times so as not to endanger their health and safety or that of any other person who may be affected by their acts or omissions. Members of staff are responsible for

1.37.1 their own health and safety at work, and that of others

1.37.2 co-operating with line management so far as is necessary to ensure compliance with health and safety requirements

1.37.3 not undertaking any work for which they have not received adequate instruction, training and/or information

1.37.4 complying with all relevant health and safety requirements and following the rules and guidance from their managers as laid down within the University policy and the departmental policy statement

1.37.5 reporting any health and safety concerns they have to their manager 

1.37.6 co-operating as is necessary to secure the performance of, and compliance with, health and safety requirements.

(i)	Students

38. All students must behave responsibly at all times, and comply with University requirements, and following the instructions issued by the appropriate members of staff or others engaged on University business.

39. The Health and Safety Advisor and Fire Safety Advisor will have the responsibility for advising the Students’ Union on matters relating to health and safety. 

Advisory Structure

40. The University has appointed competent persons to advise on health and safety issues and to assist in meeting, and where appropriate, exceeding the minimum statutory legal requirements.



(a) 	University Health and Safety Advisor and Fire Safety Advisor

41. The Health and Safety Advisor and Fire Safety Advisor are appointed to provide competent advice and specialist expertise on strategic guidance on compliance with health and safety requirements to Governors and senior management to enable them to carry out their respective responsibilities effectively. In addition, they provide operational advice to heads of department and other members of staff. 

42. The Health and Safety Advisor advises the Health and Safety Committee on the formulation of policy. The Fire Safety Advisor provides advice to the Committee on matters relating to fire safety. 

43. In conjunction with the University Staff Development Office, the Health and Safety Advisor and Fire Safety Advisor review the effectiveness of health and safety training, advise on their development, arrange and provide appropriate training. The Health and Safety Advisor and Fire Safety Advisor also advise as necessary on specific safety training. 

44. The Health and Safety Advisor and Fire Safety Advisor carry out systematic auditing at all levels in the University and assessment of the performance against health and safety standards. The reports, together with their recommendations, will be made to the appropriate managers and supervisors. 

45. The additional responsibilities of the Health and Safety Advisor and Fire Safety Advisor include:

1.45.1 advising on the development, introduction and monitoring of health and safety rules and safe systems of work 

1.45.2 reporting on unsafe or unhealthy conditions and practices together with recommendations for remedial action 

1.45.3 providing a focus for addressing identified health and safety issues within the University 

1.45.4 reviewing the adequacy and effectiveness of health and safety communications within the University, and advising on their development 

1.45.5 the promotion of the health, safety and welfare within the University 

1.45.6 the identification of training requirements, and making appropriate arrangements to meet these needs

(b)	External Advice

46. Expert advice, including consultancy, will be sought to determine health and safety risks in relation to the working environment, whether practices or conditions, wherever appropriate. 

Representation

47. The Health and Safety at Work etc Act 1974 places responsibilities on the University with regard to Trade Union Safety Representatives. The University recognises such Representatives for the purpose of health and safety representation, and to this end Representatives form part of the membership of the Health and Safety Committee. 

48. The Health and Safety Committee provides the mechanism for consultation with Safety Representatives. The purpose is to provide and maintain arrangements that enable the University and its employees “to co-operate effectively in promoting and developing measures to ensure health and safety at work of employees, and in checking the effectiveness of such measures” (Health and Safety at Work etc Act 1974, Section 2(6)).

49. Heads of department are responsible for informing employees of the availability of Trade Union Safety Representatives for employee consultation where the normal course of health and safety reporting has failed. Heads of department are responsible for allowing time for employees to consult with their Representative in such circumstances. 
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