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Section 1 – Emergencies
Emergency Telephone Numbers

999 / (2087) 4444
University Emergency Services 

999
External Emergency Services - Fire, Police, Ambulance

When telephoning for assistance in an emergency the following information must always be given.

1. Who you are (name and status i.e. staff, student, visitor etc.)

2. Where you are:  the exact location (building, floor, room number) and telephone extension from which you are telephoning.

3. The nature of the emergency and which emergency services are required.

4. The exact location (building, floor, room number) where assistance is required.

To ensure that your message has been correctly received ask for it to be repeated back to you.

Please ensure that the identification of the location is clearly defined.  Do not use "University terminology", i.e. the Ranch Site for instance means very little to the Emergency Services, neither does Tower or Dyslexic Centre.  Always give the correct name for the building and the street where it is located.

If University Personnel need to be contacted in an Emergency: either dial 999 if on central University campus or 2087 4444/5 if outside the central University campus.

Fire Procedures

On Discovering a Fire

· Immediately sound the alarm by breaking the glass in the nearest manual call point.

· Call for assistance.

· If possible, and only if safe to do so, turn off gas and electrical equipment.

· If trained in the use of portable fire extinguishers, attack the fire, but only if safe to do so.

· Always use the correct extinguisher.

On Hearing the Alarm

· Dial 999 to ensure the Fire Service has been called.

· Leave the building by the nearest available exit closing all doors and windows behind you.

· Do not stop to collect personal belongings.

· Do not use lifts.

After Leaving the Building

· Move well away from the building.

· Leave clear access for Emergency Services.

· Do not attempt to re-enter the building until you are told it is safe to do so. (The alarms being silenced does not necessarily denote a safe condition, please await instruction before re-entering the building).
· Assemble at the designated assembly area.
BOMB

If You Receive the Message/Warning

1. REMAIN CALM.

2. Try to find out the exact location and nature of the bomb:

a) is it in a building?

b) is it in a car or outside the building?

c) is it a letter bomb?  (See below.)

3. If no location is given, assume the bomb to be inside the building.

4. Keep the line open even after the caller has hung-up. This will assist in tracing the call.

5. Dial 999 or (2087)4444 giving your name, exact location and nature of the emergency.

Letter Bombs

Look for the Unusual


Grease Marks
Postmark
Sealing
Shape
Signs of Wires or Batteries
Size
Spelling
Thickness
Wrapping
Writing
Wrong name, title or address
Unsolicited mail

If you are suspicious of a letter or package


DON'T

DO

1.
Don't try to open it.

1.
Keep calm.

2.
Don't press, squeeze or prod it.

2.
Look for sender's name.

3.
Don't put it in sand or water.

3.
Check with sender.

4.
Don't put it in a container. 

4.
Check with addressee.

5.
Don’t let anyone else do any of these

If You Still Think You Have a Letter Bomb
1. Leave it where you found it.

2. Evacuate the room.

3. Lock the door and keep the key.

4. Dial 999 and ask for the Security Manager if you are on central University campus, dial 999 for Emergency Services if outside University central campus, again giving your name, the location from where you are speaking and the nature of the emergency.

Security Response

University security will respond and take charge of all bomb threat situations  

If it is considered necessary by Security that the building should be evacuated, the fire alarm will be sounded and personnel will have been told, whenever practicable, that there is a bomb alert and not a fire evacuation.

Personnel will then have time to collect their belongings, switch off equipment, close down experiments and leave the building in an orderly fashion anticipating they will be absent from the building for a few hours or more.

A search of the building will be carried out using police personnel and volunteers, starting at the bottom of a building working inwards and upwards.  

It is a breach of University Rules for anyone, other than Estates personnel, to install a lock on a door, as entry will be required to all rooms to make a search.  

It would greatly assist the searchers if the Chief Technician or a designated Deputy who has knowledge of the procedures and practices within that School/Division would make themselves available in an emergency situation to guide the authorities through the building.  

It would also be useful if a plan of the building were kept in the Porters Lodge, or made available, identifying any special hazards in the building.

On completion of the search the senior officer present will then advise that it is safe to return.
If not safe, the building must be secured to prevent re-entry.
Good housekeeping is an essential safeguard against planted devices.  Clean and tidy work areas make it more difficult for a device to be concealed.
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Section 2 – University Occupational Safety, Health and Environment Policy
1. Commitment to Safety, Health and the Environment

Cardiff University is a dynamic and successful centre of higher education with an international reputation for high quality teaching and research. It comprises of 28 academic schools and 5 administrative directorates. It has nearly 27,000 students and approximately 6,000 staff.

Cardiff University recognises that the health and safety of its students and staff, which it considers to be its most valued and valuable resource, and protection of the environment, are of primary importance. Furthermore, the University recognises that it must aim to ensure that its work does not adversely affect the health and safety of its visitors and the general public. Therefore, Cardiff University has established detailed mechanisms to achieve its commitment to:

(i) Maintenance and continual improvement, as far as is reasonably practicable, of a safe and healthy working environment for all staff, students and visitors and; to strive for continual improvement in environmental performance in all its operations through meeting or exceeding common and statutory safety, health and environmental requirements.

(ii) Maintenance and continual improvement of a safety, health and environmental culture in which safety, health and environmental objectives are regarded by staff and students at all levels as aligned with its goal of being a world leading university.

To achieve its goals the University has established detailed mechanisms for providing information, training and advice about the various potential hazards which are likely to be encountered; for monitoring and the maintenance of its high safety, health and environmental standards and for regular consultation between the University and representatives of its staff and students on health, safety and environmental matters.

Furthermore, the University will provide appropriate safety, health and environmental information for interested parties, contractors and others, who work within it, handle its products or operate its technologies. In addition, through these mechanisms, the University will remind staff and students at all levels that they have an individual duty to take reasonable care for their own health and safety and for that of other persons who might be affected by their actions (or lack of them); they must co-operate with the University in meeting its statutory and other requirements and; co-operate with those persons who are responsible for health, safety and the environment so as to enable them to carry out their duties.

2. Management Outline

The University recognises that the reduction and elimination of the causes of accidents, incidents and work-related ill health and the reduction of the University’s environmental impact requires effective management and competent staff at all levels. This will ensure that: hazards are identified; effective control measures are implemented; environmental matters are addressed. In a large and complex organisation such as the University the development and implementation of health and safety policies can only be effected through delegated lines of authority, therefore, the management of safety, health and environment will be based on:

(i) A safety, health and environmental policy, which is endorsed by University Council, as the employer, the responsibility for which rests with the University’s Chief Executive (Vice-Chancellor).

(ii) Delegated responsibility to the Head of each School/Directorate to ensure compliance with the University’s obligations to provide a healthy and safe environment for students, staff and other persons in, or affected by, the School/Directorate; for the premises, plant and substances in the School/Directorate and for ensuring, the explicit consideration and, wherever practicable, the reduction of the environmental impact of the School/Directorate’s activities.

The Safety, Health and Environmental Policy will be reviewed at least annually and Cardiff University will monitor its safety, health and environmental performance through a process of audit and inspection, reports of which will be submitted ultimately to Council, and will seek to promote continual improvement through appropriate training of staff and students at all levels; consideration of new, safer and more environmentally sustainable technologies and setting of challenging safety, health and environmental objectives.

This statement of intent, and the organisation and arrangements as described within the remainder of this document constitute the formal safety, health and environmental policy of Cardiff University, with which all staff, students and visitors are expected to comply.

Dr David Grant

Vice-Chancellor

Date: 1st April 2009 Review Date: 1st April 2010 (currently under review)
The current policy in full can be viewed at the Occupational Safety, Health and Environment WEB site http://www.cf.ac.uk/osheu/index.html
Section 3 – Physical and Financial Resources Directorate (PAFRS);
 Occupational Safety, Health and Environment Policy

1. Commitment to Safety, Health and the Environment

PAFRS recognises that the health and safety of its staff, which it considers to be its most valued and valuable resource, and protection of the environment, are of primary importance. Furthermore PAFRS recognise that it must aim to ensure that its work does not adversely affect the health and safety of its visitors (which includes contractors working under its direct control) and the general public. Therefore, PAFRS has established detailed mechanisms to achieve its commitment to: 

(i) Maintenance and continual improvement, as far as is reasonably practicable, of a safe and healthy working environment for all staff, students and visitors and; to strive for continual improvement in environmental performance in all its operations through meeting or exceeding common and statutory safety, health and environmental requirements.

(ii) Maintenance and continual improvement of a safety, health and environmental culture in which safety, health and environmental objectives are regarded by staff at all levels as aligned with the goal of the University being a world leading university.  

To achieve its goals the PAFRS has established detailed mechanisms for providing information, training and advice about the various potential hazards which are likely to be encountered; for monitoring and the maintenance of its high safety, health and environmental standards and for regular consultation between PAFRS and representatives of its staff on health, safety and environmental matters. 

Furthermore, PAFRS will provide appropriate safety, health and environmental information for interested parties, contractors and others, who work within it, occupy its buildings and use its building services. In addition, through these mechanisms, PAFRS will remind staff and students at all levels that they have an individual duty to take reasonable care for their own health and safety and for that of other persons who might be affected by their actions (or lack of them); they must co-operate with PAFRS in meeting its statutory and other requirements and; co-operate with those persons who are responsible for health, safety and the environment so as to enable them to carry out their duties.

2. Management Outline

PAFRS recognises that the reduction and elimination of the causes of accidents and incidents and the reduction of PAFRS environmental impact requires effective management and competent staff at all levels which will ensure that: hazards are identified; effective control measures are implemented; environmental matters are addressed. The development and implementation of health and safety policies can only be effected through delegated lines of authority, therefore, the management of safety, health and environment will be based on:

· A safety, health and environmental policy, the responsibility for which rests with the Director of PAFRS who will ensure compliance with the University’s obligations to provide a healthy and safe environment for staff and other persons in, or affected by, PAFRS.

· PAFRS monitoring its safety, health and environmental performance through a process of audit and inspection and will seek to promote continual improvement through appropriate training of staff at all levels; consideration of new, safer and more environmentally sustainable technologies and setting of challenging safety, health and environmental objectives.

This statement of intent, and the organisation and arrangements as described within the remainder of this document constitute the formal safety, health and environmental policy of PAFRS, with which all staff and visitors are expected to comply.

PAFRS Management Structure for Safety, Health and Environment

 SHAPE  \* MERGEFORMAT 



Director of Physical and Financial Resources

M Davies
Date: 
For a signed copy of the PAFRS follow this link.
Section 4 – Documentation and Document Control

Documentation
The Estates Division has prepared a written statement of its health and safety policy, which includes the organisation and arrangements for carrying it out.  This is shown below and is available to all Estates employees who have access to the University IT network.  All employees requiring access to this document and related material, including the Union appointed safety representative, have been provided with access to the network.  Parts of this handbook have been produced so that they can be used as stand alone documents to provide information to companies and individuals contracted to work for Estates and Estates employees who are without access to the network.  These documents are as follows: -

Estates Division Construction Work Safety Handbook

This handbook provides information for the Estates project managing teams on the health and safety requirements for managing construction work.  All Estates project management team members have access to this document via the University network. (CTRL + click to view)  All construction companies are provided with a hard copy of this document as part of the contract of work.

Safety Information and Guidelines for Contractors

This booklet (CTRL + click to view) is provided to all contractor employees who are required to work for Estates in the University.  They will generally be distributed at the site safety induction meetings.

Estates Division Cleaning and Waste Disposal Safety Handbook

This handbook provides information for the Estates cleaning managing team on the health and safety requirements for managing cleaning, pest control and waste disposal work.  All Estates cleaning management team members have access to this document via the University network.  (CTRL +  click to view).  All cleaning contractor companies and their site supervisors are provided with a hard copy of this handbook.
Safety information and guidelines for cleaners

This booklet (CTRL +  click to view) is provided to all cleaning contractor employees who are required to work for Estates in the University.  They will generally be distributed at the site safety induction meeting.
Estates Division Maintenance Health and Safety Handbook

This manual comes in three parts.  The main section (CTRL + click to view) provides details of the management structure and each manager’s duties for both dealing with statutory and reactive maintenance. (CTRL + click to view)  Also linked to this document are the arrangements, guidance information and risk assessments for the maintenance section.  All these documents are accessed via the network.  Supplementing this document are two maintenance manuals.  These are hard copy manuals containing relevant information on management arrangements and risk assessments for the Building section and the Services section.  The Building manual is kept in the Woodwork shop whose supervisor is responsible for maintaining and keeping up to date the contents of the manual. T he other manual is kept in the Services workshop under the control of the Services supervisor.  The Direct Labour (DLO) Safety representative and all other employees can view both manuals at any time.

Safety information and Guidelines for Estates Employees

This booklet (CTRL + click to view) is provided to all Estates employees who do not have direct access to the network.  These are those working for the DLO.  They will be provided with this booklet when they first take up employment at a safety induction talk.  New copies are provided if a substantive change is made to the document.  Information and instruction is also provided by means of ‘tool-box’ safety talks.  These are usually given by their supervisor except where specialist knowledge is required when a competent instructor will be brought in.
About documentation control

This Policy document, and the arrangements that are associated with it, will be reviewed annually (or more frequently when appropriate).  A document control system exists to ensure that only the latest version is available to users.  To achieve this, the document control system requires that:

The master copy of this document is kept in electronic data format on the University’s network.  This will be found on the S Drive under Estates Safety information;

Only the Estates Safety Compliance Officer is allowed to amend or alter this document.  Major changes must be sanctioned by the Estates Safety Executive Committee and authorised by the Director of Physical & Financial Resources or if absent the Estates Development Director.

When any part of the Health and Safety Management System is updated all old versions will be destroyed;

Significant changes to the policy document will be communicated to the Estates management system via the e-mail system.  Those Estates employees without access to e-mail will receive a hard copy of the relevant Safety Booklet.

What you should do

If you are the holder of a hard copy, you will automatically be sent a copy of any new edition.  This will show the latest issue date.  When you receive any new edition you should destroy the old version.
Those with access to the Network should avoid making copies of any part of the Health and Safety Management System for use as a personal manual.  If you do make copies, ensure that they are marked ‘uncontrolled copy’ and show the current date of issue.  It is permissible to take copies of documents to use as part of a tender or contract.

Why a health and safety management system is important to us

Injuries and ill-health resulting from work activities can be a major cause of pain and suffering to the victims and to their families and friends.  As an employer we have a moral duty to do all that we reasonably can to prevent this.

The financial cost of work related accidents and ill-health to victims, to us as an organisation and to society in general can also be very significant.
As an employer and as individuals, we also have duties under a comprehensive range of health and safety laws.  These laws require us to manage our activities so as to anticipate and prevent situations that might result in occupational injury or ill-health.  It is therefore in our best interests as an organisation and as individual employees to do what we can to achieve good health and safety performance.

Good health and safety performance does not happen by chance.  As with all of our business objectives, it has to be managed using a structured approach.  This document identifies the structure.  It is in three main parts as shown below.

About this system

The management system is in three main parts:

All safety handbooks, booklets and manuals will contain a copy of the Estates Safety Policy statement of content.

Details of the organisation and arrangement for implementing the policy will be as is relevant to that document.
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Section 5 – Estates Division Health, Safety and Environmental Policy 

1. Commitment to Safety, Health and the Environment

Estates recognise that the health and safety of its staff, which it considers to be its most valued and valuable resource, and protection of the environment, are of primary importance. Furthermore Estates recognise that it must aim to ensure that its work does not adversely affect the health and safety of its visitors (which includes contractors working under its direct control) and the general public. Therefore, Estates has established detailed mechanisms to achieve its commitment to: 

(i) Maintenance and continual improvement, as far as is reasonably practicable, of a safe and healthy working environment for all staff, students and visitors and; to strive for continual improvement in environmental performance in all its operations through meeting or exceeding common and statutory safety, health and environmental requirements.

(ii) Maintenance and continual improvement of a safety, health and environmental culture in which safety, health and environmental objectives are regarded by staff at all levels as aligned with the goal of University being a world leading university.  

To achieve its goals the Estates Division has established detailed mechanisms for providing information, training and advice about the various potential hazards which are likely to be encountered; for monitoring and the maintenance of its high safety, health and environmental standards and for regular consultation between Estates and representatives of its staff on health, safety and environmental matters. 

Furthermore, Estates will provide appropriate safety, health and environmental information for interested parties, contractors and others, who work within it, occupy its buildings and use its building services. In addition, through these mechanisms, Estates will remind staff at all levels that they have an individual duty to take reasonable care for their own health and safety and for that of other persons who might be affected by their actions (or lack of them); they must co-operate with Estates in meeting its statutory and other requirements and; co-operate with those persons who are responsible for health, safety and the environment so as to enable them to carry out their duties.

2. Management Outline

Estates recognises that the reduction and elimination of the causes of accidents and incidents and the reduction of Estates environmental impact requires effective management and competent staff at all levels which will ensure that: hazards are identified; effective control measures are implemented; environmental matters are addressed. The development and implementation of health and safety policies can only be effected through delegated lines of authority, therefore, the management of safety, health and environment will be based on:

· A safety, health and environmental policy, the responsibility for which rests with the Director of  PAFRS who has delegated day to day responsibilities to the Directors of Estates Development and the Assistant Director (Maintenance) who will ensure compliance with the University’s obligations to provide a healthy and safe environment for staff and other persons within, or affected by, Estates.

· Estates monitoring its safety, health and environmental performance through a process of audit and inspection and will seek to promote continual improvement through appropriate training of staff at all levels; consideration of new, safer and more environmentally sustainable technologies and setting of challenging safety, health and environmental objectives.

This statement of intent, and the organisation and arrangements as described within the remainder of this document constitute the formal safety, health and environmental policy of Estates, with which all staff and visitors are expected to comply. Where Estates has been delegated by the University to meet the requirements of any statutory regulation on behalf of and for the University, all University Directorates and Schools and members of their staff will be expected to co-operate with Estates to assist it in discharging those duties as identified by the regulation. The Estates Division is committed to maintaining a safe working environment by working in accordance with the 'Health and Safety at Work Act 1974' and subsequent regulations laid under it. It will also ensure that its own policy compliments and complies with the PARFS Directorate’s policy, of which it is a constituent part.  It is also committed through consultation with the University's Occupational, Safety, Health and Environment Unit, other Schools and Directorates and its employees, to achieving continual improvement of its performance in meeting the requirements as set out within its policy and arrangements.
Estates' management and supervisory staff have a responsibility for implementing this Policy throughout the Estates Division.  They will ensure that health and safety with respect to working conditions, equipment and systems of work are always given priority in planning and day-to-day supervision of work.  They will also ensure that all necessary information, instruction and training are provided to enable Estates employees, or contractors, who work for them, can work safely and without risk to both themselves and others who may be affected that work.
All employees and contractors are required to co-operate with Estates through its appointed managers in the implementation of this Policy and must ensure that their own work is carried out without risk to themselves or others.
The operation of this Policy will be monitored by the Estates Safety Executive Committee.  To assist them in this respect they have appointed a Safety Compliance Officer who will carry out safety inspections of all sites and workplaces and carry out any necessary safety compliance audits in order to give advice on the requirements of the relevant statutory provisions and safety matters generally.
Information on the organisation and arrangements for implementing this policy are compiled in Safety Handbooks and Booklets.  Either a Handbook or Booklet as appropriate will be issued to all organisations and/or individuals that are contracted to, or directly employed by, the Estates Division.  New Estates staff will receive a safety induction talk from the Safety Compliance Officer on commencement of their employment.  The Estates Project Manager, who is responsible for managing a contract, will ensure that contractors working at Cardiff University receive a safety induction talk when starting work onsite.  It is the responsibility of all those issued with a Handbook or Booklet to read, understand and sign a receipt of acceptance.  All receipts must be returned to the Estates Safety Compliance Officer or kept within the project file until all site work has been completed.
Signed and Dated

Director of PAFRS of which the Estates Division is a part of

Follow link for a signed copy of this policy.
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Section 6 - Organisation and responsibilities 

Estates Management Structure for implementing the health and safety policy



Estates Capital Works Section



Estates Maintenance / Rechargeable Section


Estates Administration 



Estates Health and Safety Consultation Process
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General Responsibilities for Health and Safety 

We all have legal responsibilities for health and safety while we are at work.  It is important that we are all aware of these responsibilities and that we work together to achieve a high standard of safety.

It is also important that all personnel know the lines of communication and levels of responsibility that exist to ensure that safety matters are dealt with efficiently.

Management Responsibilities

Responsibility for safety ultimately rests with the highest level of management. Duties and responsibilities are however delegated to all levels of management.  The following section identifies:

1. the responsibilities that we all have as employees, and;

2. those individuals with particular safety responsibilities.

Individuals who have been allocated specific health and safety responsibilities within the Health and Safety Policy and Health and Safety Management System have been made aware of those responsibilities.  In addition to monitoring their own areas of control, they are also required to monitor the performance and activities of subordinates to ensure that acceptable standards are maintained.

Employee Responsibilities

All our employees have general duties under Section 7 and 8 of the Health and Safety at Work etc Act 1974 and other related legislation.

We ALL have the legal responsibility.

· to take reasonable care of own safety and the safety of any other persons who may be affected by what we do or fail to do at work;

· to co-operate with each other so as to enable compliance with any imposed legal duty or requirement;

· to comply with any reasonable safety instruction and safe method of work either given verbally or in writing by his supervisor or authorised Estates manager. 

· not to interfere with or misuse, intentionally or recklessly, anything provided in the interests of safety;

· to report hazardous shortcomings in health and safety arrangements;

· attend any training organised on their behalf;

· keep up to date with any statutory requirements including training needed for them to carry out their work;

· report any accident or dangerous occurrence during work activities;

· use the health and safety equipment provided;

· report defects in their equipment to their supervisor.

Managerial Duties and Responsibilities

Director of PAFRS
The Director has overall responsibility for health and safety within the Estates Division and for establishing strategies to implement the safety policy and integrate these within the overall Estates strategy. An overview of these responsibilities will be found in the PAFRS policy.

Directors of Estates Development 

In order to assist the Director to discharge his duties the Directors are responsible for seeing that the policy arrangements, which are in place to enable the policy to work, are being complied with by all of the Estates employees.  

Assistant Director Maintenance

In order to assist the Director to discharge his duties the Assistant Director will ensure that all delegated statutory duties are attended to. In addition the Assistant Director is also responsible for reporting issues concerning compliance with environmental issues forming part of this and the University policy. All of these issues will be reported annually to the Director through the Estates Safety Executive committee. 

Safety Management

To assist the Director an Estates Safety Compliance Officer has been appointed to develop and maintain the Estates policy and arrangements and to report on compliance with those arrangements to the Director, either directly or through the Estates executive safety committee. 

Estates Environmental Responsible Person (ERP)

Will develop and implement management arrangements, design to meet the requirements of duties as delegated by the University and PAFRS, to ensure compliance with environmental legislation. The ERP will report to the Assistant Director Maintenance.

Estates Senior Managers and Section Heads

Are responsible for implementing the Estates health and safety policy by: -

1. Ensuring that relevant University Policies are implemented.

2. Developing the Estates safety, health and environmental objectives in line with the PAFRS policy. 

3. Ensuring that the organisational structure within their sections is appropriate to manage safety, health and environment.

4. Ensuring that any delegated statutory duties are discharged appropriately and that annual reports confirming this are returned to the Estates safety executive committee in good time.

5. Ensuring that adequate resources are provided to meet safety, health and environment requirements.

6. Ensuring that adequate communication and consultation channels are present so that all managers are made aware of changes which may affect them and of any other relevant safety, health and environmental requirements.

7. Ensuring that adequate communication and consultation channels are present, so that all staff, contractors and others affected by their sections work, is made aware of changes which may affect them and of any other relevant safety, health and environmental requirements.

8. Protecting the safety and health of personnel within their Section. 

9. Promoting the importance of safety, health and environment amongst their personnel. This will require that the same management standard is applied to safety, health and environment as to other management functions

10. Ensuring the suitable training, instruction and supervision for all personnel so that they can competently carry out their safety, health and environmental responsibilities.

11. Ensuring that effective contingency arrangements are in place to control potentially serious hazards or imminent danger.

12. Ensuring that suitable and sufficient control measures are in place to mitigate any foreseeable hazards.

13. Ensuring that a safe means of access and egress to the place of work is provided. Also that there is provision of emergency procedures within their Division and that personnel comply with those procedures

14. Ensuring that accidents and ill-health due to work which involve Estates personnel, employed contractors or others as a result of Estates activities are investigated and any rectifying action that is identified are taken. 

15. ensuring that Health, safety and environmental monitoring is carried out at recommended frequencies;

16. reviewing their Section’s safety, health and environmental performance to ensure that it is fully supportive of PAFRS;

17. liaise with the heads of the other Estates sections to ensure co-operation and harmonisation, between their sections, and individuals working within their sections in all safety matters;

18. liaise with OSHEU on all project work which may have an impact on health, safety, welfare, or fire protection within the University;

19. Ensuring the prompt return of the annual Health and Safety Reports to the PARFS safety committee.

Project Managers Contract Work

Are responsible for implementing the Estates health and safety policy by: -

1. ensuring that both they and Contractors working for them comply with the requirements found in the Estates ‘Construction Work Safety Handbook’, (see Construction Work Safety Handbook);

2. familiarising themselves with the contents of all the Estates safety handbooks and guidance, ensuring the policies and procedures detailed within are observed and carried out by contractors working for them;

3. dealing with any safety problems, which may arise from contract work they are managing.  Any problem, which they cannot resolve, should be reported to their Senior Manager and the Estates Divisions Safety Compliance Officer who will seek to resolve the matter;

4. liaise with any effected building users before allowing any contract work within the University;

5. ensuring that Occupational Safety, Health and Environment Unit (OSHEU) are informed of any work, which will effect 'fire safety', so that they can consult with the Fire Service;

6. ensuring before the contract commences that the 'contract start on site notification' form has been sent to all designated persons including OSHEU;

7. ensuring before the contract commences that the Contractor has been issued with a current copy of the Estates Construction Work Safety Handbook;

8. ensuring that all employees or others working for the Contractor have been issued with a current copy of the Estates safety booklet;

9. ensuring before the contract commences that all contractors, their employees and others working for them have been issued with ID's;

10. providing contractors with pre-construction information: of any known hazards they may meet whilst working in the University, which could cause them danger, and informing them of the Universities emergency arrangements and procedures. This must be provided before the construction stage commences, in good time, to enable the contractor to produce a ‘health and safety plan’;

11. ensuring that where necessary written risk assessments have been made and where known hazards cannot be eliminated suitable control measures are in place to prevent danger;

12. before and during the contract period, receive from the contractor details of any known hazard they may introduce into the University during the contract period;

13. before the contract commences, making arrangement to integrate the contractors accident and incident reporting arrangements with those of the University;

14. notifying the Estates Asbestos Responsible Person (ARP), of any reported asbestos or of any work, which may disturb asbestos;

15. ensuring all project files are kept up to date, following the agreed Estates Divisions procedures and make project files readily available for inspection;

16. ensuring by co-operating with the CDM Co-ordinator that all information from the project required for the building 'health and safety file' is gathered within appropriate time scales; 

17. co-operating with either internal or external health and safety auditors;

18. ensuring that relevant University rules, policies and procedures are adhered to; 

Managers responsible for compliance with Statutory Legislation 

The Estates Division is responsible for managing the arrangements for ensuring compliance with a number of statutory requirements.  Details of the management system are given in the Estates Division’s Maintenance Health and Safety Manual, which forms a part of the handbook. (See Statutory)

Supervisory Staff

Are responsible for implementing the Estates health and safety policy by: -

1. demonstrating their personal commitment to safety, health and environment through adoption of best practice and encouraging those whom they supervise to do the same;

2. familiarising themselves with the contents of all the Estates safety handbooks and guidance, ensuring the policies and procedures detailed within are observed and carried out by contractors working for them;
3. arranging work activities and organising the workplace in such a way as to ensure correct standards of safety with minimum risk to persons working for them or affected by their activities;

4. ensuring that personnel under their supervision have adequate instruction, training and supervision;

5. ensuring suitable and sufficient risk assessments are undertaken, reviewed and communicated to all interested parties;

6. ensuring that relevant University rules, policies and procedures are adhered to; 

7. liaising with Estates Safety on the requirements for compliance with the Estates health and safety policy;

8. ensuring subordinates receive precise safety instructions regarding their responsibilities for safe systems of work and that there is adequate monitoring to ensure that the workforce are fully aware of the hazards and associated control measures;

9. ensuring that the workforce under their control, are provided with any necessary Personal Protective Equipment (PPE). They will ensure that those provided with such PPE, are adequately trained and/or instructed in the correct its correct use;

10. ensuring that all plant, machinery and equipment for which they are responsible are in a safe working condition and have been examined and inspected in accordance with both statutory and Estates requirements;

11. co-operating with both internal or external health and safety auditors and, when requested, take part in safety inspections of their workplace or work activities;

12. reporting to the safety compliance officer any accident or dangerous occurrence that may occur in the workplace and assisting in any arising investigations;

13. notifying the Estates Asbestos Responsible Person (ARP) of any reported asbestos or of any work, which may disturb asbestos;

14. Taking action on any health and safety matter, which has been brought to their notice and demands their attention.

Consultation with Contractors

When contractors are appointed to undertake work for the Estates Division, all work shall comply with all statutory health and safety legislation and Estates safety rules as shown in the Estates ‘Construction Work Safety Handbook’.  No Contractor is allowed to do work for the University without first receiving this handbook.  For tendered work this will be provided with tender documents.  Contractors are responsible for ensuring those people they employ are made aware and comply with the contents of this handbook and are also given the Estates safety booklet appropriate to their work.

Consultation with employees

New employees

New employees will, upon taking up employment with Estates, receive a safety induction talk from the Estates safety compliance officer.

Employee representatives

Estates acknowledge the importance of employee involvement in health and safety matters and the importance of the positive role played by employee representatives whether they are: 

· safety representatives appointed by recognised trade unions under the Safety Representatives and Safety Committees Regulations 1977, or

· representatives of employee safety elected by employees that they represent under the Health and Safety (Consultation with Employees) Regulations 1996

The Estates Division will consult with representatives with a view to making and maintaining arrangements, which will enable us and our employees, co-operate effectively in promoting and developing measures to ensure the health and safety at work of employees, and in monitoring the effectiveness of such measures.

It is the intention of the Estates Division to positively encourage the involvement of employees in such matters and to provide any facilities and assistance that might reasonably be required in order for this involvement to be effective.

Consultation process

Executive Safety Committee

The Estates safety executive committee shall meet as often as necessary to carry out the duties listed below. As a minimum there will be at least one meeting per Semester, which will convene at least one week before the University safety committee meets.

The Estates Division Safety Executive Committee shall be composed as follows: -

· Director of Estates (Chair)

· Directors of Estates Development

· Assistant Director of Estates

· Estates Safety Compliance and Safety Training Officer

· University’s Occupational Safety, Health and Environment Unit representative (Ex Officio)

The role of the Executive Safety Committee is to;

· Decide on the Estates Division’s Safety Policy ensuring it is compatible with the University’s and PAFRS policy.

· Set and review the safety, health and environment objectives for Estates and ensure that they are developed by the respective Estates sections; 

· Receive reports from the respective Estates sections to prove compliance with both the University’s delegated statutory duties and those duties as delegated by the Director of PAFRS;

· Act on any safety issues brought to its attention by committee members or through the Estates Division’s Safety Committee and Safety Representatives.

· Monitor safety compliance within the Estates Division.

· Liaise with other interested Schools/Directorates on health and safety related issues.

Estates Division's Safety Committee

The Estates Division Safety Committee shall meet at least twice each year or more frequently if deemed necessary.  Its function will be to discuss health and safety issues which affect Estates employees and report unresolved issues to the Estates Executive Committee for its consideration. 

The Estates Division Safety Committee shall be composed of the following: -

· Estates Divisions' Safety Compliance and Safety Training Officer, in Chair

· DLO Building Section Representative

· DLO Mechanical/Electrical Representative

· DLO Works Assistants Representative

· DLO Buildings manager/supervisor

· DLO Services manager/supervisor

· A Project Manager with responsibility for overseeing Capital Works

· A Project Manager with responsibility for overseeing Minor Works

· Administration Office Clerical Representative

· Cleaning Services Representative

· Representative from those responsible for Statutory Compliance

· Representatives from Residences

Note: if necessary the above committee has the power to co-opt any person(s) to the committee so as to benefit from any expertise as may be required.

Representatives

Appointment/Election of Representatives

Where representatives have not been appointed by a recognised trade union, the Company will arrange and encourage groups of employees to elect ‘Representatives of Employee Safety’.

Employees will be informed of the names of trade union-appointed, and/or employee-elected representatives together with details of the area/group of employees they represent.

Workplace Inspections/Investigations

Safety representatives are entitled, and encouraged to inspect the workplace annually or more frequently if appropriate (following the introduction of new processes, equipment etc).  Any significant findings of the inspection will be reported to the line manager/ supervisor concerned and may be raised at a meeting of the health and safety committee.

Safety representatives may investigate hazards, dangerous occurrences and accidents.  To facilitate this, copies of accident reports will be issued to safety representatives.

Provision of Information to Representatives

The Estates Division through its safety compliance officer will provide representatives with all the information necessary in order for them to perform their functions and participate in consultations.  Safety representatives are given access to the University computer network, which will enable them to access the Estates health and safety information library.  They may also inspect or take copies of any document relevant to the workplace, which has a direct bearing on health and safety matters. 

Information will also be provided on request about records associated with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.

Information will not be provided to representatives on:

· matters that do not relate to health and safety

· would contravene any prohibition imposed under legislation 

· relates specifically to an individual (unless that individual has given their consent)

· would damage the organisation’s undertaking, or the undertaking of another person (where that other person supplied the information)

Training, Time off and Provision of Facilities

The Estates Division will provide Representatives with appropriate and reasonable training and other facilities so as to enable the representatives to perform their functions. Representatives will also be given a reasonable amount of time off to perform their functions and to attend reasonable and relevant training.

Consultation

The Estates Division undertakes to consult with trade union appointed and or employee elected representatives (as appropriate) on health and safety matters, particularly with regard to:

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

· the arrangements for appointing/nominating persons to assist The Company in complying with relevant legislation, and to assist in emergency procedures (as required by Regulations 6 and 7 of the Management of Health and Safety at Work Regulations 1992)

· the provision of relevant information to employees as required under health and safety legislation

· the planning and organisation of relevant training to be provided to employees under health and safety legislation

· the health and safety consequences of introducing new technologies into the employees workplace

Consultation will mainly be via the Estates Safety Committee.

Safety representatives may also represent their group of employees in consultations with enforcing authority inspectors.

Section 7 - Estates Division Health and Safety Arrangements

Occupational Health, Accidents and Sickness

The Estates Division’s policy on accident/incident reporting conforms to the requirements of the University’s accident reporting procedures, which comply with the requirements of the Reporting of Injuries, Disease and Dangerous Occurrences Regulations 1995.

Whenever an accident occurs to any person on University premises, an Accident Report Form should be completed as soon as possible. If the accident or incident is potentially serious, where an injury may necessitate absence from work, the Estates Safety Compliance Officer (ESCO) must be notified immediately.  The ESCO will then immediately notify the Director of Occupational Safety, Health and Environment (029 208 74790) and the Director of Estates.
All completed accident/incident forms must be forwarded to the ESCO in case a divisional investigation is needed.  This may be followed by an investigation, by the University’s Safety Office staff if circumstances dictate.  The objective of the investigation will be to establish the circumstances of the accident, not to apportion blame.  This may include seeking statements from witnesses to the accident and preparing reports in conjunction with the department concerned.

All accidents resulting in lost time will be reported by the ESCO to the Director of Occupational Safety, Health and Environment who will inform the Health and Safety Executive, and the University’s Insurers via the Insurance Officer in the Finance Directorate.  The Insurance Officer will complete the statutory BI 76 or BI 77 forms from the DHSS.
The latest accident forms are available from, the Estates safety folder on the shared (S) drive, the OSHEU Office or via the safety web page http://www.cardiff.ac.uk/osheu/report_accident/index.html. 

The forms should be completed as soon as possible after the accident giving all relevant detail and where applicable, a written risk assessment for the activity being undertaken when the accident occurred.  The form should be sent to the ESCO who will forward copies to the OSHEU Office and the Health Centre. 
OSHEU is responsible for circulating copies of the accident forms to the Insurance Officer in Finance division.

All correspondence received by the Division arising from a claim for compensation after an accident has occurred must be forwarded to the Finance Insurance Officer without delay or acknowledgement. It is imperative that liability is not admitted at any time.
Dangerous Occurrence Procedures

A dangerous occurrence can be defined as a "near miss" or more correctly a "near hit" where the incident has the potential to cause serious personal injury, has caused property damage or has the potential to cause property damage.  It is important that equipment or objects relating to the incident should be left in situ at the time of the incident unless it would be unsafe to do so.

The investigative and reporting procedure is exactly the same as for accidents.  The Occupational Safety, Health and Environment Unit will inform the Health and Safety Executive, and the Finance Insurance Officer will inform the University Insurers.

Estates Local Emergency Contingency Plan

The Estates Division has drawn up a local emergency contingency plan details of which can be found by following this link.
Accidents and Sickness at Work

In the event of an Accident or Illness to an Estates employee, a Contractor, Sub-contractor or any of their employee's, the procedure laid out in the Estates Procedures for Accidents and Sickness must be strictly adhered to.

Estates’ and Contractors’ Employees Legal Responsibilities

Health and Safety at Work Act 1974 Section 8 states: -

"No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare in pursuance of any of the relevant statutory provisions".

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) gives the Estates Division a statutory duty to: -

· Report any dangerous occurrence, which could give rise to death or serious injury. 

· Report any accident, which results in a person being off work for more than 3 days. 

· Report any specified occupational disease as certified by a doctor.

HSE guidance will be found in the ‘Guide to Reporting Injuries, Diseases and Dangerous Occurrences Regulations 1995 (L73)

Contractors and their employees

Contractors are responsible under RIDDOR for reporting any reportable accident or incident involving one of their employees to the relevant enforcing authority.  Contractors prior to the commencement of work at the University shall make arrangements with, the Project Manager responsible for the Contract, to integrate their Accident, Incident and Sickness arrangements with those of the University.  These should require the Contractor to report to the Projects Manager accidents involving any of their employees, which causes an absence from work of more than three working days.  Contractors shall also inform the Projects Manager of any dangerous occurrence, fire or occupational illness, which is notifiable under RIDDOR.  Arrangements should take account of the 'Procedures for Accidents and Sickness' found below.

Estates Supervisory Staff

Shall be responsible for returning any Accident/Incident form that have been completed by Estates or Contractors' employees, working under their control, to the Estates Safety Compliance Officer as shown below in the 'Procedures for Accidents and Sickness'.
Procedures for Accident and Sickness 

Accident and Incident Reporting

If any Estates Employees or Contractors employees working for Estates should have an accident or be involved in a reportable incident they MUST fill in an appropriate Accident/Incident form. (see Accident Report Form).
These are available from: - Health Centre 49 Park Place
or


Estates Division Reception at 30-36 Newport Road

Completed Accident/Incident forms must be given to the Estates Project Manager/ Supervisor.  The Estates Project Manager/Supervisor will then send the form to the Estates Safety Compliance Officer.  If the Accident/Incident should be of a serious nature then the Estates Project Manager/Supervisor must immediately inform Estates Safety Compliance Officer who will advise Safety Services and investigate the Accident/Incident.

Minor Accident

In the event of a minor accident the following procedures should be observed: -An injured person should tend to injury using facilities provided in designated First Aid Box.

If help is required the aid of a University First Aider should be sort.

If further treatment is required facilities are available at the University Health Centre at 47 Park Place. (( 74810)

The injured person's immediate supervisor or the Estates general office (( 74416) should be informed before leaving place of work.

Major Accident

In the event of a serious accident or incapacitating illness the following procedure should be observed by the colleague who is assisting the distressed person: -

If available follow the advice of the University First Aider who has been trained to deal with an emergency situation.

If no First Aider is available PHONE either:-

UNIVERSITY EMERGENCY NUMBER 
(   999 (24 hours)

UNIVERSITY HEALTH CENTRE
(   74810 (9 to 5)

ESTATES DIVISION OFFICE
(   74416 (9 to 5)

and give the following information: -

· YOUR NAME

· YOUR LOCATION

· THE NATURE OF ACCIDENT OR ILLNESS

You should remain with the injured or sick person until otherwise instructed by a medically qualified or authorised University official.

Any incident that requires attendance at the Health Centre, the Estates personnel must ensure that the casualty is accompanied at all times. 

Occupational Health

All Estates employees are required to complete the occupational health questionnaire before commencing work.  If an Estates employee should be diagnosed as having an occupational illness they must inform the Estates Safety Compliance Officer.  The ESCO will inform the University’s Occupational Health and Safety Services. Any Estates employee or contractor working for Estates who is required to work within the J/BIOS areas must undertake occupational health surveillance before being allowed within the J/BIOS site. This surveillance is subject to annual review by the University’s Occupational Health and Safety Services.
Sickness Absence

The University has rules for its employees' regarding sickness (see here) reporting. These rules are to be found in Cardiff University Human Resources web site located via the University site. Guidance on these rules as applied by the Estates Division is given below but in all instances the Universities interpretation will final.
First day notification

On the first day of absence the Estates employee, or someone acting on their behalf, must phone the Estates reception desk [( (029) (20874416*)] and provide the following information: -

· details of the nature of the illness (which will be treated in confidence);

· the day or date on which the illness began (including Saturday or Sunday);

· the likely duration of the illness; and

· details of any outstanding work commitments.

* The receptionists will record the above details and enquire who the caller’s line manager is. The receptionist will then notify the line manager by e-mail giving all of the callers’ details.

Absence of one to seven consecutive calendar days

On return to work the Estate employee must fill out a 'Self Certificate Form' which is available from the Estates reception desk.  On completion it must be sent to the Salaries Office, Finance.

Absence of more than seven consecutive calendar days 

The Estates employee, or someone acting on their behalf, must again phone the Estates reception desk [( (029) (20874416* see above)] and state: -

· that the absence is continuing;

· the likely duration of the absence;

· details of any outstanding work commitments; and

· confirmation that a medical certificate has been, or will be, obtained and sent to Estates reception for forwarding to the Salaries Office.*

* Failure to provide a medical certificate may result in sickness payments being stopped or suspended.

Returning to work the member of staff should report to their supervisor where a return-to-work interview may be held.  If the employee has been absent from work with illness for over one month then he/she may be required to report to the Health Centre for an Occupational Health interview.

Immunisation

Vaccination Advice to all Staff and Contract Labour

It is the University’s Occupational Health Services advice that all personnel coming into contact with any of the following: -

Earth

Sludge

Sewage – (Treated or Untreated)

Ditches

Ponds

Slow-flowing rivers, etc
Drains
are advised to have the following vaccinations: -
Anti-Tetanus Vaccine

Polio drops

Hepatitis A Vaccine (If in contact with untreated sewerage)

It is also University policy that all those working with human tissue or blood products should receive Hepatitis B vaccination.

Cleaning staff and Contract Cleaners

Cleaning staff and contract cleaning employees are advised to have an Anti-Tetanus vaccination.

Weils Disease

There is information available on Leptospirosis (Weils Disease) at the Health Centre.

Vaccination procedure
Estates employees requiring a vaccination will be advised by Occupational Health Services.  If an Estates employee believes that the nature of his work requires that they receive vaccinations they should contact their supervisor who will inform the SCTO.  The SCTO will make the necessary arrangements with the Occupational Health Services.
First Aid and Welfare Facilities

These shall be provided in strict accordance with the Workplace (Health, Safety and Welfare) Regulations and The Health and Safety (First Aid) Regulations.

Estates Division First Aid at Work Policy

The Estates Safety Compliance and Training Officer (SCTO) is responsible for ensuring compliance with the First Aid at Work Regulations within the Estates Division.  In order to execute this task he will if necessary seek the advice of the University’s Occupational Health Advisor (OHA).

Sufficient numbers of Registered First Aiders are trained to provide adequate coverage for the needs of Estates Division.  Training is to a recognised certificated standard, in addition to which instruction will be provided to Estates First Aiders regarding duties specific to Estates Division.  To remain registered the First Aider must attend refresher training as required.

Registered First Aiders are be given first aid box(s), which they will be responsible for maintaining.  
Registered First Aiders receive a stipendiary from the University in recognition of their contribution to first aid provision in the University.
The OHA will provide, on request, a basic one day first aid course for any member of staff wishing to be trained.  Members of staff attending this one-day course will not qualify for the stipendiary.

Estates first aid box locations and responsible persons.

	First aid box No.
	Location
	Type of box
	First Aider

	S01
	5th Floor 30-36 Newport Road
	Standard
	Petra Kopf

	S02
	3rd Floor 30-36 Newport Road
	Standard
	John Crofts

	S03
	Audit of Cleaning Contractors
	Standard
	Petra Kopf

	S07
	DLO workshop Electrical/Mechanical
	Standard
	Alun Temlett

	S08
	DLO workshop mess-room entrance
	Standard
	Alun Temlett

	S10
	DLO Joinery workshop
	Standard
	Philip Thomas

	S11
	DLO Mess Room
	Standard
	Alun Temlett

	V2 to V5
	Estates vehicles
	Vehicle
	Graham Harry

	V9,10 and V12-14
	Estates vehicles
	Vehicle
	Kelvin Norris

	V1, 8, 11, 15 and 16
	Estates building vehicles
	Vehicle
	Philip Thomas


Contents of first aid boxes

	Contents
	Standard box
	Vehicle box

	Guidance Cards
	1
	1

	Plasters
	20
	6

	Triangular bandages
	4
	2

	Safety Pins
	6
	6

	No. 16 eye pad dressing
	2
	0

	No. 8 medium 12cm x 12cm
	6
	2

	No. 9 Large 18cm x 18cm
	2
	1

	Wipes
	6
	2

	Latex Gloves
	1
	1


Smoking Policy

Estates employees, Contractors, their employees and agents, should be aware that the University has a 'Smoking Policy' which prohibits smoking on University property and its immediate grounds; this should be strictly adhered to.  (Further information may be found in the University’s Human Resources web site.
Risk Assessment and Control Measures 
The Estates Division recognises that suitable and sufficient risk assessments are fundamental to effective risk management and that all risk assessments must consider all factors relevant to the activity including environmental impact and the disposal routes of any waste or effluent.

Risk assessments are to be treated as dynamic ‘working’ documents which should be readily available for reference; communicated to and agreed by the interested parties and reviewed in-line with: accidents/incidents relating to the activity; relevant changes in legislation and the assigned review date.

All work being carried out by or on behalf of the Estates Division of the University must comply with the 'Management of Health and Safety at Work Regulations' particularly the requirements for 'risk assessment'.  Before any work starts a risk assessment must be made.  The responsibility for ensuring a sufficient risk assessment is carried out rests with the Project Manager/Supervisor responsible for organising the work.  (See Estates risk management procedures)

Risk Assessment

The Management of Health and Safety at Work Regulations requires that an adequate assessment be made of the risks: -

· to which persons or self employed persons are exposed whilst they are at work.

· to other persons arising out of or in connection with the activity being undertaken.

These are to be assessed by references to hazards and evaluating the risks that arise from them.

The assessment must take into account the competence of the work force and whether the work activities place at risk groups of people especially susceptible to risk, e.g. the disabled, young and/or inexperienced people.

The assessment shall be recorded and shall identify any group of employees or others who are especially at risk. 

Details of Risk Assessments and the appropriate control measures to be taken shall be made available to the University’s Safety Officers and Project Managers.

Control Measures.

Control measures to combat the identified risks are to be detailed on the assessment.  The following principles must be applied in deciding the appropriate control measures to be used: 

· If possible avoid a risk altogether.

· Where possible control risks at source.

· Wherever possible adapt work to the individual.

· Take advantage of technological and technical progress.

· Give priority to measures that protect the whole work force.

· Make sure that workers understand what they need to do.

Where risk assessment indicates that the risk being assessed is of Medium or High risk, a written ‘Method Statement’ must be produced for the work being undertaken.  This ‘Method Statement’ must be made available to the persons who are to perform the work.  The supervisor of the work must be satisfied that the work is being carried out according to the instructions laid out in the ‘Method Statement’.  (See example of method statement layout)


A summary of risk assessment requirements, of the duties of employers for employees, at work

Estates managers and supervisors are responsible for carrying out any necessary risk assessments required by statutory legislation for work tasks being carried out by persons under their management control.  The list below provides a summary of current legislation requirements.  If an Estates manager or supervisor requires advice on whether a particular risk assessment is required or on the adequacy of the existing assessment he/she should consult the Estates Safety Compliance Officer.

Management of Health and Safety at Work Regulations 1999

These regulations refer to the way safety management must be organised and on the need to ensure that adequate risk assessments have been made for work activities.

	
	Guidance

	Hazards or risks to be assessed
	All risks
	See below

L21 ACOP for management regulations
Guidance on children and young persons
Guidance on new and expectant mothers


	Purpose of the assessment
	To identify measures needed to be taken to comply with the requirements and prohibitions imposed by or under the relevant statutory provisions and by the Fire Safety Order.
	

	Qualification of duty
	The assessment must be suitable and sufficient
	

	Who must make the risk assessment
	The person managing the work i.e. job supervisor
	

	When assessment has to be made.
	When indicated by the relevant legislation
	

	Review provision
	Review assessment if:

· reason to suspect it is no longer valid (or can be improved)

· there has been a significant change
	

	Action on review
	Risk assessment to be modified as necessary.
	


Children and young persons

The Management of Health and Safety at Work Regulations 1999 (MHSWR) require that all children and young persons employed by Estates must be first ‘risk assessed’ to ensure that they only do work which cannot cause them harm.  To comply with the regulations no child or young person will be employed until the designated Estates Supervisor carries out and records a risk assessment.  The risk assessment must identify any specific work tasks, which are: 

· Not permitted under any circumstances;

· Only allowed to be undertaken under constant supervision; and

· For which specific training and/or instruction are required.

Copies of the risk assessment must be given to the Estates safety compliance officer who is to approve their suitability.  The ESCO will assist if requested any supervisor required to carry out and assessment.

It is an absolute requirement that no child or young person will be allowed to start work in the Estates Division before receiving a safety induction talk.

New or expectant mothers 

The Management of Health and Safety at Work Regulations 1999 (MHSWR) require that all new or expectant mothers children employed by Estates must undergo a ‘risk assessed’ to ensure that both the born or unborn child and themselves are not harmed by their work or the working environment.  To comply with the regulations the Estates Division has produced a general risk assessment of places of work where women are employed. 

Estates Managers/Supervisors who manage female employees are responsible, upon being notified by the employee that they are pregnant, have given birth within the last 6 months or are breast-feeding, for complying with the following procedures: -

· Notifying the University’s occupational health service.  The occupational health service will provide guidance and advice to the supervisor and the new or expectant mother.

· Must check the general risk assessment to see if this needs to be amended for the actual work carried out by the new or expectant mother.

· Discuss with the employee any issues arising from the risk assessment or advice received from the occupational health services or the employee’s doctor.

· Take all safety precautions as indicated by the ‘risk assessment’ and advice given by the occupational health service or employee’s doctor.

· If after taking normal safety precautions a significant risk remains, the supervisor must:

· Temporary adjust her working conditions and/or hours of work; or if this is not reasonable or would not amend the risk

· Offer her suitable alternative work; or if this is not feasible.

· Suspend her from work (give her paid leave) for as long as necessary to protect her and the child’s health and safety.

Advice to Estates employees

Your employer has a duty to carry out a risk assessment of work upon being informed in writing that you are either pregnant, have given birth within the last six months or are breast-feeding.  Written notification should be sent to your section senior manager.  All information provided would be treated confidentially.
Manual Handling Operations Regulations 1992

	
	Guidance

	Hazards or risks to be assessed
	All manual handling operations (with regard to factors – task, load, working environment, individual capability, other factors list in schedule 1 of the legislation.
	See

Fact Sheet

HSE Guidance INDG143
Lifting aides INDG398

	Purpose of the assessment
	To consider the questions set out in column 2 of schedule 1 of the legislation
	

	Qualification of duty
	The assessment must be suitable and sufficient
	

	Who must make the risk assessment
	The person managing the work i.e. job supervisor
	

	When assessment has to be made.
	Make assessment when it is not reasonably practicable to avoid the need for employees to undertake manual handling operations which involve risk of injury.
	

	Review provision
	Review assessment if:

· reason to suspect it is no longer valid (or can be improved)

· there has been a significant change
	

	Action on review
	Changes to assessment where required.
	


For the purposes of risk assessment ‘manual handling’ is defined as ‘transporting or supporting a load by hand or bodily force’.  This definition therefore includes lifting, putting down, pushing, pulling, carrying or moving wherever human effort is involved.

The Estates Division recognises that the manual handling of loads can result in physical injury.

In accordance with Regulation 4(1) of the Manual Handling Operations Regulations 1992, The Estates Division intends, so far as is reasonably practicable, to avoid the need for manual handling.  Where manual handling cannot be avoided, the Estates Division will either seek assistance from the University’s manual handling team or other specialist assistance.

Responsibility for risk assessment

If in the course of work for Estates manual handling cannot be avoided, the Supervisor/ Project Manager responsible for the work will undertake a thorough assessment of risks and will introduce measures to reduce the risk to the lowest level that is reasonably practicable.  If requested the Estates Safety Compliance Officer will provide advice and assistance.

Guidelines on Assessment

Manual handling risk assessments should follow the guidelines based on those given in Appendix 1 to the Guidance on Regulations (Manual Handling Operations Regulations) 1992.

The main requirements are that employers shall:

· takes steps to reduce risk of injury to lowest level reasonably practicable;
· take steps to provide (to employees) general indications, and, where reasonably practicable, precise information on:

· weight of load; 

· heaviest side of load where centre of gravity is not central.

(see for example see construction risk assessment manual) 

(see also HSE advice on manual handling PDF file)
Personal Protective Equipment at Work Regulations 1992

The Estates work Supervisor must ensure that, where the risk assessment indicates that PPE should be used, that is provided, is fit for purpose, and used appropriately.

	
	Guidance

	Hazards or risks to be assessed
	Any risks which have not adequately controlled by other means.
	See below

L25 ACOP on PPE regulations
HSE short guide advice INDG174

	Purpose of the assessment
	To access risks to health and safety which have not been avoided by other means
	

	Who must make the risk assessment
	The person managing the work i.e. job supervisor
	

	When assessment has to be made.
	Assessment to be made before choosing any personal protective equipment.
	

	Review provision
	Review assessment if:

· reason to suspect it is no longer valid (or can be improved)

· there has been a significant change
	

	Action on review
	Changes to assessment where required.
	


Health and Safety (Display Screen Equipment) Regulations 1992

The Estates Division will meet the requirements of the Display Screen Equipment Regulations by ensuring that, all Estates employees required to use DSE in their normal employment, will have that work risk assessed.

	
	Guidance

	Hazards or risks to be assessed
	Workstations
	See

Working with VDU’s


	Purpose of the assessment
	To assess workstations for health and safety risks to which users/operators are exposed.
	

	Qualification of duty
	The assessment must be suitable and sufficient
	

	Who must make the risk assessment
	The person managing the work i.e. job supervisor must ensure that a suitable risk assessment has been made, if the individuals self assessment requires the line manager must arrange a full assessment.
	

	When assessment has to be made.
	At start of employment or if work station has significantly changed.
	

	Review provision
	Review assessment if:

· reason to suspect it is no longer valid (or can be improved)

· there has been a significant change
	

	Action on review
	Changes to assessment where required.
	


DSE risk assessments

The assessment will follow the following procedure: -

· All new employees will be required to fill in a self assessment form, this will be provided as their starting work safety induction talk;

· The Estates trained assessors will review the returned self assessment form and if required provide further advise and information;

· Where necessary the ESCO will refer any queries to the Universities OHA; 

· Existing employees and their supervisors have access to the self assessment form, which they may fill out and return to an assessor if they should be experiencing any health problems or if there is any significant change to their workstation.  (See DSE self assessment form)

Procedure for complying with recommendation arising from a risk assessment

Estates supervisors are responsible for the health, safety and welfare of Estates employees working for them.  It is the supervisors’ responsibility to reduce risks identified by assessment to the lowest extent reasonably possible.  This may require the supervisor to provide any equipment, or alter any work pattern as may be required from recommendations which arise from the assessment; and arrange via the ESCO for an eye test, which may requested by the employee.

Noise at Work Regulations 2005
	
	Guidance

	Hazards or risks to be assessed
	Noise
	See

HSE information on noise INDG 363
advice to employers) INDG 362

	Purpose of the assessment
	To identify which employees are exposed

To provide such information with regard to the noise, as well as facilitate compliance with Regs. 7, 8, 9 and 11
	

	Qualification of duty
	Adequate
	

	Who must make the risk assessment
	The person managing the work i.e. job supervisor must ensure that a suitable risk assessment has been made, if the noise thresholds are reached suitable signage and enforcement of ear protection must be put into place.
	

	When assessment has to be made.
	Assessment is to be made when any employee is likely to be exposed to the first action level or above or to the peak action level or above.
	

	Review provision
	Review assessment if:

· reason to suspect it is no longer valid (or can be improved)

· there has been a significant change
	

	Action on review
	Changes to assessment where required.
	


Due to the nature of work carried out at Cardiff University noise can be a very sensitive issue.  It is Estates policy that if any workman working for Estates is requested by an authoritative University employee to reduce the noise from their work they should do so.  If the workmen cannot comply they should stop work and report to the Estates supervisor or project manager.  Suitable agreements with the complainant should be sought if possible before work can commence.

All Estates supervisors and project managers must assess the likely impact from noise of any work undertaken for them.  Where the levels of noise exceed the limits indicated below they must carry out a risk assessment.

COSHH

This includes the ‘Control of Substances Hazardous to Health Regulations 2002’, ‘The Prevention or control of Legionellosis’ and ‘Control of Asbestos Regulations’
	
	Guidance

	Hazards or risks to be assessed
	Any substance hazardous to health
	See

COSHH L5
COSHH a brief guide to the regulations
Legionella L8
Asbestos regulation 4 L127
Asbestos elements task sheets
Estates Asbestos procedures
Index to DLO COSHH assessments

	Purpose of the assessment
	To identify risk to enable a decision to be made on the measures to take to prevent or adequately exposure
	

	Qualification of duty
	The assessment must be suitable and sufficient
	

	Who must make the risk assessment
	The person managing the work i.e. job supervisor must ensure that a suitable risk assessment has been made, if chemicals or solvents are being used or asbestos is predicted. Compliance with L8 lies with the Legionella Responsible Person.
	

	When assessment has to be made.
	Assessment is to be made before work is commenced.
	

	Review provision
	Review assessment if:

· reason to suspect it is no longer valid (or can be improved)

· there has been a significant change
	

	Action on review
	Changes to assessment where required.
	


Project Managers/Supervisors must comply with Regulations and Guidance issued by the HSE with respect to the Control of Substance Hazardous to Health Regulations (COSHH).  

Where they are managing contract labour they must ensure that the Contractor has adequate arrangements for complying with the COSHH regulations.

Where it is possible, hazardous substances will be replaced by less harmful products.

All Estates Sections where hazardous substances are specified or used, the authorised manager for the use of such substances must produce written COSHH risk assessments 
(see form).

Where the assessment indicates a Medium or High potential risk a written ‘Method Statement’ (see form) for the use of the hazardous substance must be produced and given, to the persons who will use the hazardous substance.

Project Managers/Supervisors must also check that planned work will not disturb or expose workmen to asbestos.

Supervisors are responsible for ensuring that people working for them follow instruction given in the relevant ‘Method Statements’.
Stress

Estates employees are referred to Cardiff University’s Occupational Health wed page for information concerning stress at work.
Statutory inspections 
Estates arrangements

The Estates Division is responsible for complying with all statutory regulations as applicable to its work. Estates also have been given a delegated role by the University for attending to requirements arising from certain statutory regulations. In addition Estates provides the Universities Schools and Directorates with support services designed to assist with their requirement to meet the needs of various statutory regulation.

Statutory Services

Estates provide a number of services for the University to ensure that the needs of statutory requirements are met. Schools/Directorates are responsible for ensuring that the equipment they own meets these statutory requirements. Estates provide advice and direct assistance where appropriate. 

Planned Preventative Maintenance (Statutory Services)

	Regulation
	Service
	Information contact

	Asbestos

ACOP L127


	The Estates Division maintains the asbestos register for information on its building stock and liaises with the NHS-Trust for information regarding Asbestos in their buildings.
	Stephen Duddridge ( 79645
Martin Thomas ( 76625

	Electrical

Low Voltage
	Estates carry out periodic electrical inspections of fixed wiring in all of the University buildings. Schools/Directorates are responsible for their equipment connected to the electrical service; this includes fixed and portable appliances.
	Philip Page ( 75180

	Electrical High Voltage
	Estates organises the statutory maintenance of the University HV network.
	Keith Sims ( 74163

	Fire alarm systems and emergency lighting
	Estates provide a quarterly maintenance check of all of the non trust buildings and reactive breakdown service for both fire alarm and emergency light systems in University buildings.
Security and Residences provide weekly checks of the fire alarms.
	Philip Page ( 75180

	Emergency fire doors
	Estates provide an annual inspection and repair of fire doors in all of the Academic buildings and reactive maintenance throughout the University
	David Smith ( 74134

	Fire protection, water sprinklers, dry risers and fire hydrants
	Estates provide an annual inspection and repair of all of the Universities water sprinkler systems, dry risers and fire hydrants
	M Gapper ( 74711

	Gas alarm systems
	Estates arrange for all notified gas alarm systems to be regularly maintained.
Schools/Directorates must register all such equipment with Estates.
	M Gapper ( 74711

	Gas supplied equipment

ACOP L56
	Estates arrange for gas supplied equipment to be services and inspected by a CORGI registered engineer
	M Gapper ( 74711


	Regulation
	Service
	Information contact

	Legionella

ACOP L8
	Estates carry out maintenance of hot and cold water systems and operate control measures to prevent the risk of infection from Legionella and will advise Schools/Directorates.

Schools/Directorates are responsible for their equipment connected to the water service.
	M Gapper ( 74711

	Lifts

Guidance INDG339
	Estates is responsible for the maintenance and statutory inspection of all of the University’s lifts
	M Gapper ( 74711

	Local Ventilation Systems (LEV’s)

Guidance HSG54
	Estates provide an annual maintenance service for all Fume Cupboards. Estates will also inspect other LEV’s if registered with them by the School/Directorate.
	R Lawson-Duckett ( 75507

	Steam Boiler maintenance & Inspections
Pressure Systems Safety Regulations 
ACoP L122
	Estates manage the statutory maintenance and inspection of steam powered plant.

Estates will also arrange for the statutory inspection of steam plant  if registered with them by the School/Directorate.
	R Lawson-Duckett ( 75507

	Local Ventilation Systems (LEV’s)

Guidance HSG54
	Estates provide an annual maintenance service and statutory inspection of LEV’s in workshops. Estates will also inspect other LEV’s if registered with them by the School/Directorate.
	M Gapper ( 74711

	Pressurised vessels

ACOP L122

Lifting equipment

ACOP L113
	Estates arrange for our insurance engineer to inspect all statutory equipment. 
Schools/Directorates must register all such equipment with Estates.
	M Gapper ( 74711

	Work Equipment

ACOP L22
	Estates will arrange for work equipment to be inspected by our insurers where required by the PUWER regulation
	M Gapper ( 74711


Estates arrangements for complying with the relevant statutory regulations as apply to work and responsibilities designated to it by the University will be found in the maintenance section of this handbook. (See maintenance safety handbook)

Safe Working Procedures 
The Estates Division recognises that the effective management of specific Hazardous activities is of paramount importance. In accordance with the University, the Division operates a ‘permit to work’ system under which certain high risk activities may only be carried out if the appropriate control measures, identified by the risk assessment, are in place and with the specific permission of an Authorised Person. Details of how Estates manages this issue can be found in the Estates ‘Service Isolation Procedures and Working in Hazardous Locations’ procedure manual.
Fire Safety Management

The key legislation concerning fire safety is ‘The Regulatory Reform (Fire Safety) Order 2005. The focus of the fire safety order is on risk assessment. This builds on the approach to fire safety established by the Fire Precautions (Workplace) Regulations 1997.
The Estates Divisions responsibilities, under the above, come in two parts as identified by the University’s Fire Safety Non Hospital Based Sites Policy. These are general duties as applies to building occupiers i.e. Schools and Directorates and specific responsibilities identified as delegated duties from the University to Estates. A full version of Estates fire safety procedures will be found in the “Estates Management of Fire Safety” arrangements document.
General Duties

The Management of Fire Safety

The Estates Division is responsible for the ongoing management and maintenance of fire safety arrangements within the areas that come under its control.  This will include:

· Appointing a sufficient number of Estates Fire Wardens;

· Ensuring that all appointed Fire Wardens are appropriately trained;

· Ensuring that all staff, contractors and visitors are made aware of basic fire safety procedures;

· Ensuring that all means of escape are kept clear of obstructions, and free of combustible material and any potential sources of ignition;

· Ensuring that good standards of housekeeping are maintained at all times;

· Ensuring that all statutory instructions relating to fire doors are observed;

· Reporting any defects with the fire alarm system, emergency lighting, fire doors, portable fire extinguishers or fire signs etc. to the appropriate persons; and

· Reporting any incidents of fire.

Emergency Evacuation Procedures

The Estates Division is responsible for ensuring that it has in place a suitable Emergency Evacuation Plan for the areas it occupy.  

Estates Staff

In order that the University fire safety policy should be effective it is essential that all Estates staff should co-operate and comply with all fire safety procedures.

Delegated Duties

Fire Risk Assessments

The Occupational Safety, Health and Environment Unit (OSHEU) take the lead role in carrying out fire risk assessments of all Cardiff University buildings.  The Estates Division upon request will assist OSHEU with these assessments.
Building Design

The Estates Division is responsible for ensuring that the design of buildings complies with all relevant fire safety legislation.  The OSHE Unit will advise on building design matters relevant to fire safety, and will be a member of all Estates Project Design Teams. It is a requirement that all Project Managers must invite, in good time, OSHEU to all design team meetings of any project they are managing.

Design of Fire Alarm Systems

The Estates Division is responsible for ensuring that the design of fire alarm systems complies with all relevant fire safety legislation.  The OSHE Unit will advise on the design of fire alarm systems, where required and must be informed by the designated Estates Project Manager of any new designs or alterations to existing systems before contracts are approved.

Maintenance of Fire Alarm Systems

Except on CU buildings within the University Hospital Board (excepting new builds wholly owned and maintained by CU) the Estates Division is responsible for ensuring the ongoing maintenance of all Cardiff University fire alarm systems, in both main and residential buildings.

Sprinklers, Dry Risers and Fire Hydrants
The Estates Division is responsible for ensuring that, where required, suitable sprinkler systems, dry risers and fire hydrants are located in all non UHB located Cardiff University buildings.

Emergency Lighting

The Estates Division is responsible for ensuring that suitable emergency lighting is installed in all University buildings.  ESTAT will also ensure the routine testing and ongoing maintenance of all Cardiff University emergency lighting systems, in both main and residential buildings.
Maintenance of fire doors

Estates is responsible for maintaining fire doors with the Academic buildings in the University unless covered by an SLA agreement in buildings at the UHB. CSERV are responsible for fire doors within Residences.
Estates Arrangements for Fire Safety Management

Fire Risk Assessments

The Estates Division has appointed the Safety Compliance Officer, Martin Thomas ( 76625 to liaise with OSHEU. The Estates Maintenance Section will carry out any minor works resulting from the risk assessment.
Testing and maintenance duties

All testing and maintenance duties shown above are carried out by the Estates Maintenance Statutory Section. Details of contact will be found earlier in this document.

Building Design and design of new fire alarm systems

All design work is a function of the Estates Development whose structure will be found earlier in this document. Project Managers must comply with the relevant parts of the following regulations and guidance documents:
· Regulatory reform fire service order 2005
· Fire safety RA educational premises
· Fire safety RA sleeping accommodation
· Fire safety RA health care premises
· Fire safety RA small and medium places of assembly
· Fire safety in theatres and similar places
· Supplementary guidance for means of escape of disabled people
· BS5839-1 2002 Fire detection and fire alarm systems for buildings
· BS5839-6 2004 Fire detection and fire alarm systems for dwellings
· Emergency escape lighting systems BSEN50172-2004
· Managing fire safety BS9999 
· Building Regulations part B and other parts, as applicable
Fire Wardens

The Estates Division occupies the third and fifth floors of McKenzie House. Fire Wardens will be appointed to cover both floors. The Estates Division also has to workshops where the DLO is based in Glamorgan Building. Neither of these workshops is permanently manned so do not have appointed fire wardens. Fire safety responsibilities are delegated to the on-site Supervisors.

Estates Transport Policy

The Estates Division is working towards reducing its impact on the local environment by encouraging the active support of the University’s policy.  Further information can be found at: http://www.cf.ac.uk/osheu/environment/greentransport/index.html. In addition to this Estates has a guidance document for compliance with the University policy entitled ‘Guidance for Driving whilst on Cardiff University Business’.

Control of Waste

The Estates Division acknowledges its responsibility to protecting the environment and as such will wherever possible reduce its environmental impact by: continually striving to minimise the production of wastes and effluents and:  ensuring hazardous wastes and effluents are disposed of in compliance with current legislation. As such the Directorate is responsible for ensuring the correct disposal of their wastes. 

Guidance on Waste streams can be found at: 

· CU Guidance on the Disposal of Hazardous Waste 

· CU WEEE Disposal Guidelines 

· Chemical Waste Pro-forma
Explosive and Flammable Atmospheres
Estates have no areas where explosive / flammable atmospheres are known to exist that are under its direct control. Equipment which could give rise to such conditions i.e. welding equipment, are controlled to recommended standards in compliance with statutory legislation. Further information can be found at:

Fire and explosive how safe is your workplace HSE INDG370
Room Bookings

A copy of the safety instructions below, are to be provided upon booking, to all persons or organisations from outside of the University.

Safety instructions for events held in university buildings by external groups.

Please carry out the following actions: -

Before the presentation: -

· If you do not know the name of the building and the number of the room you are in, find out from the event organiser in case you need to tell the Security Control Centre.

· Familiarise yourself with the room and with the route to the front reception/foyer of the building.

· If there is an emergency means of escape leading directly to the outside, it will be marked.

At the start of the session: - 

· Point out the room’s emergency exit(s).

· Instruct the group that, if the fire alarm sounds, they must leave the building via those exits as quickly as is safe.

If the fire alarm sounds: -

· Immediately stop the event.

· Instruct the group to evacuate the building via the emergency exit(s).

· Ensure no one is left in the room.

· Leave the building yourself.

· Once outside, move away from the building entrance.

· Follow the instructions of Security personnel who will attend the scene as soon, as is possible.

In case of medical emergency: -

· First-aid help may be summoned from the front reception/foyer of the building if no telephone is immediately available.

· If the room has a telephone, dial 999, this will connect you to the Security Control Centre and the outside emergency services.

· Tell the Security control centre which building and room the patient is in.

Managing Construction Work

Information on the management of construction work by the Estates Division within the University can be found in the part of this safety handbook entitled ‘Construction Work Safety Handbook’. Contractors working for the University within the University Health Board must also comply with the Board’s ‘Contractors General Code of Safe Practice’. Information for contractors’ employees will be found in the ‘Contractors Safety Booklet’.
All construction work must be done in compliance with the Construction (Design and Management) Regulations 2007 (CDM). The ACOP guidance for the CDM Regulation is L144: Managing Health and Safety in Construction. Construction (Design and Management) Regulations 2007.
Useful project management forms

See project forms and guidance document finder
Managing Maintenance Contracts and Small Construction Work

Information on the management of maintenance, maintenance contracts and small construction work by the Estates Division within the University can be found in the part of this safety handbook entitled Maintenance Health and Safety Manual.  Information for Estates DLO employees will be found in the Estates WU & Admin Safety Booklet.
Useful guidance information and maintenance management forms.

Toolbox talks (Index of toolbox health and safety talks and handouts)

Estates risk management procedures
COSHH method statement form
COSHH risk assessment form
COSHH DLO section risk assessment and method statements
Electrical minor works completion and test certificate
Work record sheet for Gas Appliance
Vaccination request form for works unit
Work task Method statement form


Workplace risk assessment form
Useful general Estates forms and information

Accident / information report form
Accident investigation form
Accident reporting procedures from Safety Services 
Display Screen Equipment self assessment form checklist
General Risk Assessment Form
Incident investigation form 
New estates WU & Admin safety booklet
Managing Cleaning and Waste Disposal

Information on the management of cleaning, waste and pest control by the Estates Division within the University can be found in the part of this safety handbook entitled 
Cleaning Section Safety Handbook.  Information for cleaning operators will be found in the safety information and guidance for cleaner’s booklet.
Guidance on managing contractors

Managing contractors in domestic cleaning locations. 
Managing contractors in industrial cleaning locations 



HYPERLINK "S:\\PAFRS\\ESTAT\\Estates Library\\Estates Safety Information\\Management of contract work\\Croners managing contract work\\Pest Control.doc"

Managing Pest Control Contract. 

Managing Window Cleaning contracts.
Managing Waste Collecting Contracts
Useful Guidance information

COP Waste Management ‘A duty of care’. PDF 
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OUR POLICY (STATEMENT OF INTENT)


What we intend to do


This is a statement of our commitment to health and safety.  It sets the direction that the organisation and its employees will follow





OUR ARRANGEMENTS FOR IMPLEMENTING THE POLICY


How it gets done.


These are the procedures that exist for dealing with specific aspects of the management system and for controlling specific risks.





THE ORGANISATION FOR IMPLEMENTING THE POLICY


Who is responsible for ensuring that it is done?


This states the general responsibilities of individuals and groups of individuals regarding health and safety.
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