Faculty of Humanities

Health and Safety

Procedures for the Faculty Administration

The purpose of this document is to set out the local health and safety provisions which apply to staff working in the Faculty Administration whose health and safety is the responsibility of the Head of Faculty Administration.

1. 
The Faculty Administration Safety Adviser is Deborah Nash, PA to the Head of Faculty Administration.
This procedure covers the following offices:
Human Resources




Samuel Alexander
Finance





Waterloo Place, 176 Oxford Road/

Devonshire House

Planning





Waterloo Place, 176 Oxford Road
Academic Services




Devonshire House

Executive Services




Waterloo Place, 176 Oxford Road
eLearning
Ellen Wilkinson Building

2.
Accidents

i) All accidents, whether involving injury or not, must be reported without delay.  A completed University Accident Form should be signed by the line manager/supervisor and the Faculty Administration Safety Adviser and sent to the University Health and Safety Services. The forms are available on the University Health and Safety Services website:
http://www.campus.manchester.ac.uk/healthandsafety/CoPs&Guidance/AccidentReportForm.doc
ii) The University Safety Coordinator together with the supervisor of the work area/activity will investigate each accident, and prepare any formal written reports for the Head of Faculty Administration.
iii) Where the investigation report recommends remedial measures, it is the responsibility of the line manager of the member of staff concerned to consider and implement those measures, and to discuss any problems arising with the University Safety Coordinator.
iv) Line managers must ensure that accidents which cause (a) members of staff to be absent from work for more than three days or (b) non-employees (e.g. students/visitors) to seek hospital treatment are reported immediately the University Safety Coordinator or to Health and Safety Services.  (These events must be reported to the enforcing authorities, along with more major injuries – this reporting will be undertaken by Health and Safety Services.)

3.
First Aid
The Head of Faculty Administration, with assistance from the University’s First Aid Coordinator, is responsible for identifying the number of first aiders required, appointing first aiders and ensuring that they undergo suitable training.

First aiders are responsible for ensuring that first aid boxes are stocked and regularly checked.

First aiders are available locally to provide assistance to anyone following an accident/injury.  Their names are posted on green first aid notices posted prominently in buildings.
In their absence the University Security Service can be contacted to provide first aid, telephone 52728.  In case of extreme emergency the Ambulance Service should be summoned immediately telephone 9-999.

Trained First Aiders for the Faculty Administration are:-
Anne-Marie Howarth 
Faculty Office
Devonshire House
Ex 50285
Michéle Owen 
HR
Samuel Alexander Building
Ex 57231
Linda Irish
eLearning
Ellen Wilkinson Building
Ex 54998

Cath Dyson
eLearning
Ellen Wilkinson Building
Ex 57171
An up-to-date list of all University first-aiders is available on http://www.campus.manchester.ac.uk/healthandsafety/first_aid/current_first_aiders.xls.

4. General Fire Safety

In consultation with the University Safety Coordinator, the Head of Faculty Administration is responsible for appointing Evacuation Marshals, and for providing them with appropriate training.  
The main responsibilities of an Evacuation Marshal is to assist in the evacuation of people from a building in the event of fire alarm activation and at any time to report defects or problems with the fire safety arrangements to the local safety adviser, safety office or Estates Customer Services Centre.  It is ultimately the responsibility of all members of staff to read and understand the procedures associated with what actions to take in the event of a fire alarm activation and to ensure that the instructions are followed in order to achieve the safe evacuation of a building.
Where staff refuse to evacuate a building, Evacuation Marshal are instructed to leave them and report the details to the person in charge of the assembly point.
Trained Fire Evacuation Marshal’s for the Faculty Administration are:-

Michéle Owen
Human Resources
Samuel Alexander 
Ex 57231

Ewan Hannah
Faculty Offices
Devonshire House
Ex 61119
Emily Bannister
Faculty Offices
Devonshire House
Ex 61104

Deborah Nash
Executive Services
Waterloo Place
Ex 61102

Cath Dyson
eLearning
Ellen Wilkinson
Ex 57171
Fire is the major hazard which can affect all members of the University community, and it is important that every effort is made to prevent it occurring.  In typical office environments, this means good housekeeping, i.e. prompt removal of paper and other combustible materials, no smoking indoors, no naked flames.   In the Faculty, the following rules apply: 

Action in case of fire:


The following buildings, housing the Faculty Administration are fitted with automatic fire detection systems:  
 

Devonshire House



Samuel Alexander



Ellen Wilkinson 

Waterloo Place
[Specific evacuation procedures vary between buildings, but basic information should be available on the blue fire action notices posted on the exit routes.  More information is available from the University Fire Officer, or the University Safety Coordinator for Humanities].

i) When a fire is detected by any member of staff and the alarm is not already sounding, the first action must be to give warning to other building occupants by breaking the glass on the nearest manual fire alarm call point.  These are small red boxes located on major corridors and exit routes.  The glass can be broken easily by applying pressure with your thumb, elbow or shoe. The alarm will then sound the evacuation alarm, and initiate the call to the emergency services.
ii) On hearing the evacuation alarm, everyone must leave the building without delay.  The position of Emergency Assembly Points for each building are posted on corridor walls, teaching rooms and public area.
iii) Re-entry to the building is not permitted until the ‘all clear’ has been given by the Fire Brigade/Senior University person present.
iv) All persons using the building must make sure they are familiar with all the emergency exits, not just the one they habitually use.
v) Each manager or person responsible for staff induction is responsible for showing emergency exit routes to new members of staff on their first working day. 
vi) Staff are responsible for their visitors and should advise and assist them in the event of an emergency evacuation. 
vii) Persons in charge of lectures/classes/tutorials are responsible for the orderly and prompt evacuation of the building by their students.

No member of staff should tackle a fire unless they have been trained to do so.

Fire Alarm Testing

The fire alarm for the building is tested by Estates on a weekly basis.  Specific details of test date and times in buildings occupied by the Faculty Administration are:

Devonshire House
11am every Wednesday morning
Samuel Alexander
2pm every Thursday
Ellen Wilkinson
11.30am every Wednesday morning
Waterloo Place
9.00am every Monday morning
Staff who experience any audibility problems during these tests or who have any hearing impairment should notify the University Safety Coordinator without delay.

Fire Drills

The Safety Coordinator will organise an annual fire evacuation practice for the building to familiarise staff with procedures and the alarm. 

5. Stress Management


The Faculty’s approach to stress management will be in accordance with the provisions and principles of the University’s policies on (i) the management of stress at work.  This includes measures for risk assessment, stress prevention, identification and assessment of problems and the addressing of problems. 

Policy on the Management of Stress at Work:  http://www.staffnet.manchester.ac.uk/ policies/display/?id=87911&off=RegSec-%3EHR  

Additional help and advice is available on http://www.staffnet.manchester.ac.uk/ personalsupport/counselling/stressmanagement/ ).
6. Risk Assessment
A risk assessment is a systematic assessment of the hazards of a task and their potential to cause harm in light of the control measures in place. 

HAZARDS 
- the sources of danger 

RISKS 
- the possibility of these hazards causing loss or injury 

Risk assessments for the Faculty of Humanities Administration will be carried out in accordance with the requirements of the University’s policy and guidance on risk assessment.   Where staff undertake activities that involve potential hazard(s) e.g. when handling money or working alone, a risk assessment must be carried out.  

Heads of Faculty Function will ensure that risk assessments are carried out and kept up-to-date for work within their areas.  The Faculty Administration Safety Adviser will assist with this work, but the Head of Faculty Function is responsible for ensuring that any action plans developed from a risk assessment are implemented.

7. Contractors and visitors
Under the Health & Safety at Work Act 1974, the University has a duty to ensure the safety of contractors and other visitors when on University premises.   [Most contractors will be brought into the buildings by Estates who are responsible for informing them about any specific risks in the work area, and about emergency arrangements.  However, Faculty staff may also bring in contractors e.g. for maintenance of photocopiers].

Visitors to the Faculty and/or contractors engaged by the Faculty should be advised of local fire precautions and evacuation routes, and how to obtain assistance in the event of an accident (visitors should receive a Visitor Information sheet (example shown in Appendix 1) which outlines this information).  They should also be informed of any special hazards/ situations present in the Faculty about which they would not ordinarily be aware. 
Similarly, contractors have a duty to look after the health and safety of anyone affected by their activities and they should take steps to eliminate hazards such as trailing cables, obstructions or building stock left in walkways, etc.  They should inform the Faculty of any activity that could put staff at risk.  The Faculty Estates Officer has been appointed to liaise between contractors and the Faculty.  Staff are encouraged to report any apparently unsafe working practice by contractors to the Faculty Estates Officer.
8. Lone Working

In many situations, office type work may be carried out unaccompanied at any time during the normal working day.  In certain circumstances, however, e.g. when handling money, or where there is a risk of violence/assault, special precautions may be thought necessary after carrying out a risk assessment. These precautions should be considered and implemented by the local manager. 
Consideration must also be given to risks associated with working alone outside normal hours and at weekends (e.g. the contact number of security should be readily available - staff may think it useful to have it on their mobile phone).  In this case staff should notify their line manager, supervisor, security or adhere to pre-determined local arrangements.  
9. Display Screen Equipment

The Faculty will follow the University Policy and Guidance on Display Screen Equipment http://www.campus.manchester.ac.uk/healthandsafety/CoPs&Guidance.htm
and this will be managed by DSE Assessors in conjunction with Section Managers (e.g. Heads of Faculty Function).  Provision of any specific aids or furniture is the responsibility of the line manager.

It is recommended that a Self-Assessment Questionnaire is completed every three years (if there has been no significant change to the working environment).  If a member of staff has relocated to another office or is a “new starter”, they should complete and submit the questionnaire as soon as possible.  This will then be forwarded to the appropriate DSE Assessor for attention.  The on-line questionnaire is available as follows:  http://windev.humanities.manchester.ac.uk/surveys/TakeSurvey.asp?PageNumber=1&SurveyID=32J9995L6p4KG



Display Screen Equipment Assessors for the Faculty are:-

Michele Owen
Human Resources & Combined Studies Office 


Samuel Alexander Building
Ex 57231

Deborah Nash
Faculty Offices & eLearning

Devonshire House
Ex 61102

10. Manual Handling

From time-to-time, staff may be involved in carrying out a manual handling task.  The task does not have to involve heavy loads.  In most sections, people may be involved in moving quantities of paper materials and files, lifting drinking water bottles and occasionally rearranging office furniture and an assessment should be carried out of these tasks.  There is often a temptation, however, to carry out a ‘one-off’ job for convenience and injuries can easily arise in these circumstances.  The Faculty will seek to ensure that all work involving manual handling is properly assessed.
For work that is part of the role requirement, formal training in techniques that minimise the risk of jury will be provided by the University Staff Training and Development Unit.  This should be organised by the line manager.  This training is suitable for anyone who wants to learn how to lift safely, both at work and at home.  

Further information on manual handling is available on the HSE website (http://www.hse.gov.uk/msd/mac/index.htm).
Building attendants/porters are available for moving furniture and other large, heavy or bulky items.
11. Electrical Safety

The Faculty will follow the University Policy and Guidance on Electrical Safety.  The Estates Directorate is responsible for the fixed installation, but responsibility for carrying out electrical safety checks (PATs) on faculty equipment such as IT, copiers, printers, etc is the responsibility of the Head of Faculty Estates who will arrange the appointment of a suitably qualified contractor.

12. New Staff

All new staff to the University will receive a Welcome Pack from HR which contains important information e.g. about the University as a whole.  The Welcome Pack also contains standard Health and Safety information.
All new staff to the Faculty will receive a separate induction prior to starting work.  This will include familiarisation with the building and its systems and any health and safety issues that may arise from the tasks being undertaken.  The local manager is responsible for organising the health and safety induction.
13. Those members of the Faculty of Humanities who would require assistance in their evacuation of a building during an emergency due to temporary or permanent disability should contact Deborah Nash who will assist in preparing Personal Emergency Evacuation Plan (PEEP).  
14.
Children at Work
The Faculty will follow the University Policy and Guidance on Safeguarding Children on University Property - http://www.campus.manchester.ac.uk/healthandsafety/CoPs&Guidance/safeguarding_children_procedure.doc
In exceptional circumstances( staff may feel that it is necessary to bring their child(ren) to work (i.e. to attend an important meeting).  If there is no alternative, before the child(ren) are brought onto University premises, staff are required to contact Deborah Nash who will provide a generic risk assessment.  The assessment has been conducted to facilitate the safety of children on campus and to identify and mitigate any risks.  It is essential that staff ensure children are properly supervised at all times during their visit.  If there are any risks that have not been identified in the generic risk assessment in an area of work that children are present, staff should contact Deborah Nash who will address any issues.
If it is not absolutely necessary that staff attend during this period, they are requested to adopt the provisions that have been laid down in the Special Leave Policy (please see http://www.campus.manchester.ac.uk/ medialibrary/policies/HR/special-leave-policy.pdf)
Signed on Behalf of Faculty of Humanities ……………………………………………….

Date…………………………………………………………………………………………….
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Faculty of Humanities

Visitor Information

1. General

The following information is provided for the safety and security of visitors to the The Faculty of Humanities (Devonshire House and 176 Waterloo Place).

Visitors to the Faculty of requested to check in at Reception who will then contact the person you are visiting.  Please note that the member of staff you are visiting is responsible for your well-being whilst you are in the department and we ask that you following their instructions in the event of an incident.

2. Fire/Evacuation

If it is necessary to evacuate the building an alarm will sound continuously.  Please leave the building by the nearest exit and make your way to the Fire Assembly Point (at the base of the footbridge on Oxford Road). 

In some instances there is a two-stage fire alarm:

Continuous Alarm 
– evacuate the building immediate as above

Intermittent Alarm 
– (one second on, three seconds off) standby, be prepared to evacuate if the alarm change to continuous

In case of fire, to raise the alarm use one of the alarm points located at each of the corridor.

3. Safety

Please obey all warning and safety signs.  Do not enter restricted areas.  If you are in doubt or have any questions please ask for assistance either from a member of staff or at Reception.

4. Accidents/First Aid

First aid assistance can be summoned via Reception who will also complete a report.

5. Accompanying Children 

Children are only permitted on the premises in exceptional circumstances.  

If you are unable to make alternative arrangements when attending The Faculty offices, please ensure that they are supervised at all times and remain in the Reception area. 

Appendix 1








( Examples of exceptional circumstances where it may be necessary to bring child(ren) to work are:


Unexpected closure of a school/nursery due to flood, fire, lack of heating, staff sickness


Unexpected (overnight) breakdown of childcare arrangements





Examples of circumstances where it is not appropriate to bring your child(ren) to work are:


Planned closure of school/nursery due to holiday/half term


Planning closure of school/nursery due to use of facility as a polling station


Lack of childminder due to their planning holiday


Child(ren) unfit to attend school due to illness








University risk assessment form and guidance notes.
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