HUMS Health and Safety Plan (active document drafted May 2010)

· Indicates already done

*    Indicates to be done or in process

(name in brackets) Indicates proposed designated responsibility for this task

1. Employer commitment 
Objectives: 

To provide a recognized process for H&S in HUMS

To ensure H&S responsibilities known by Departmental H&S Officers and all staff

Implementation:

· HUMS H&S Committee established by HoS (HoS)
· Meetings held (as required) between Chair of HUMS H & S Committee (or representative) and HoS

· HoS position is reviewed for commitment to H&S (this is done at College level)

* Routine inclusion of H&S issues, news and events in Dept & School Exec meetings (HoS, H&S rep, Dept H&S Officers) – requires formal process
2. Planning, review and evaluation 

Objectives: 

To establish active HUMS Health and Safety Plan (accessible via webpage)

To educate staff on importance of H&S Plan and its location
To keep HUMS H&S webpage up to date
To develop relevant H&S initiatives for HUMS

To conduct annual review and evaluation of HUMS H&S Plan 

To document all HUMS H&S matters
Implementation:
· HUMS H& S webpage established (JM)

· Procedures for documentation and record keeping established (English office already holds folder containing HUMS Hazard Register; this folder can also house other H&S info) (JM & AP)

* Devise HUMS H&S plan & load to webpage (HUMS H&S Committee)
* Devise, educate and inform re relevant initiatives for HUMS staff (eg resilience course; ergonomic assessments, stress and fatigue survey etc) (HUMS H&S Committee)
3. Hazard identification, assessment and management

Objectives:

To promote involvement of staff in hazard identification, assessment and management 
To ensure documentation in place for identification, assessment and control of hazards  
To routinely review, act on, and sign off on documentation
To ensure new and existing staff, as well as contractors, are aware of hazards in HUMS 

To ensure clear signage exists in all risk areas

To ensure H&S issues are incorporated into the design of new areas of work and equipment purchases in HUMS

Implementation:

· HUMS Hazard Register established (JM & AP)
· Hazard assessment process established (JM & AP)
· Three monthly hazard checks and adjustments to Hazards Register (ongoing process – JM & AP)

· BIEMS reports submitted (JM)

· HUMS ergonomic assessment training (AP completing course)

*Induction of new staff and contractors (by HoS, Dept H&S Officers, Programme Directors) 

*Ensure all staff aware of HR Toolkit (Dept H&S Officers & HoS through induction processes)
*Encourage staff to complete hazard assessment training (HUMS H&S Committee)
* Order updated VDU and OOS folders from Dept of Labour (AP)
4. Information, Training and Supervision

Objectives:
To ensure staff are aware of H&S matters particular to HUMS 

To establish clear and relevant H&S induction process for new staff and visitors

To ensure staff informed about general H&S matters within university

To encourage staff to engage in H&S training 

To ensure documentation exists for all H&S training completed by staff 

Implementation:

* Establish HUMS H&S notice-boards in each dept (to be maintained by Dept H&S Officers & to display Committee members’ names, Dept H&S Officer’s name, kinds of training at UC (and dates), health and wellness info, news items and events etc)

* Inform staff of H&S matters via staff meetings and Dept H&S notice-boards (Dept H&S Officers) 
*Develop H&S induction process for new staff and visitors (HoS, Programme Convenors and Dept H&S Officers)

5. Event Management
Objectives:
To inform HUMS staff re what constitutes a serious ‘event’
To promote awareness of specific process in HUMS/UC for dealing with events (and how to access info on this)
To ensure the roles of HoS, Dept H&S Officers and H&S rep are documented and easily accessible to staff

To ensure processes are in place for debriefing and for follow-up checks post-events

To promote staff training in event management
Implementation:

· Staff training in event management (JM has attended)

· Maintain hazard register and hazards checks 3-monthly (JM & AP)

*Educate staff:

· re what constitutes a serious ‘event’

· about the specific process in HUMS for dealing with events (Dept H&S Officers  can go over this in staff meetings)

· re the reporting of events – refer staff to HR Toolkit

· re the need to contact Sharon Butt in case of serious event (H&S website and notice-boards)
*Ensure roles of HoS, Dept H&S Officers and H&S rep are documented and known (HUMS H&S Committee)
*Ensure that processes are in place for follow-up management of an event (HoS, HUMS H&S Committee)
*Inform new staff and visitors re event management via induction process (HoS, Programme Convenors)
6. Employee participation in H&S management

Objectives:
To encourage staff interest and engagement in H&S matters 

To educate staff re the Employee Participation Systems Agreement between the Staff/Unions and University 

To ensure HUMS has current H&S rep and staff aware of rep’s role 

To ensure H&S rep undertakes relevant training for this role

To ensure injury prevention initiatives are in place

To ensure H&S info readily accessible 

To encourage H&S staff training 

Implementation:

· HUMS H&S rep exists (AP)

· Relevant training undertaken (AP)

· Rep attends Arts, Law and Commerce H&S meeting (AP)

· HUMS H&S Webpage accessible to staff (with links to HR Toolkit) (JM)

* Set up H&S notice-boards in HUMS (Dept H&S Officers)
* Educate staff re the role of rep (AP, and via webpage and notice-boards)

* Inform staff re upcoming training opportunities (HoS, AP, HUMS H&S Officers)
7. Emergency planning and readiness
Objectives:

To ensure staff, students, visitors and contractors are aware of emergency procedures in HUMS 

To provide clearly visible emergency procedures posters around HUMS areas

To promote successful participation of staff, students, visitors and contractors in emergency trial evacuations

To encourage staff participation in emergency training, 1st Aid etc 

To ensure debriefing occurs post-emergency evacuations

Implementation: 

· Emergency posters relevant to HUMS devised and displayed (AP)
· All staff members to have new emergency flip charts in their rooms (AP)
· Staff trained in fire safety (eg AP, CSt)

· Staff trained in 1st Aid (CJ, PC)

· Staff aware of procedures and participate in emergency evacs (HoS, HUMS H&S Committee)
· Debriefing conducted following trial and actual evacs (HoS) 
8. Protection of employees from on-site work undertaken by contractors and sub-contractors
Objectives:
To prevent events related to on-site work undertaken by contractors
To manage and evaluate any events related to on-site work by contractors

Implementation:

*Contractors inducted on departmental or School H&S procedures (HoS or Dept H&S Officers) (note: FM usually responsible for Uni induction, but specific dept induction also required)

*Hazards due to temporary on-site work identified and managed (Dept H&S Officers)
*Documentation (Dept H&S Officer)
9. Workplace observation

Objective:

To ensure current H&S information easily visible throughout HUMS

Implementation:

· Emergency exists clearly displayed (UC)
· Emergency protocol clearly displayed (AP)
· HUMS H&S documentation (including Hazard Register) easily located and accessed (JM & AP)
· Emergency flip charts for all staff (AP)
*Set up H&S notice-boards (can be parts of already established notice-boards) (Dept H&S Officers)
*Raise awareness re H&S intranet and HR Toolkit (HUMS H&S Committee)
10. Injury compensation and rehabilitation
Objectives: 

To ensure staff are aware of their entitlements for compensation, rehabilitation and of the process for applying for these entitlements

Implementation:
This should happen via induction of new staff 
Head of School aware of role in rehabilitation
Any medical information stored safely and confidentially

Rehab plans in place for those affected by workplace injury
*Staff aware of H&S rep’s role in rehab (AP)
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