Health and safety policy Health and safety induction checklist

Listed below is a checklist of health & safety matters, some general and some applicable only to certain schools and certain jobs. These matters should be
covered (as applicable) as soon as possible after your start date. The Line Manager/SSA should initial each section when complete.

SECTION A: Mandatory for all Staff

A word from the President

Staff and students at this University carry out an senior managers is crucial and underpins all our 1 Health and safety policies DATE INITIALS
extremely wide range of activities, some of which actions. | recognise this, and accept my overall
involve risks that are new, or unpredictable, or just responsibility willingly. But, the task is not an easy A Received copy of the University H&S Policy
dncfeirent We cannot provide a rlsk—.free one and we need to work together fco achieve good B Received copy of the School / Directorate H&S Policy
environment. We can, however, strive to ensure health & safety management practices that are
that all of us make well-informed decisions, and are  compliant with statute, comprehensive, effective C Checked understanding of contents, with resolution of any language / culture issues
responsible and considerate about the risks we and robust, but are also proportionate and — ] —
encounter during our studies and work. achievable in the context of a research-intensive D Names ofindividuals with safety responsibilities
organisation. ; ' il ; ici
This policy sets out the key principles which guide E Explanation of employee's responsibilities with regard to the health & safety policies
health & safety management, and the We aspire to excellence in all our endeavours and .
accompanying organisation and arrangements health and safety management is no exception.. 2Fire safety DATE INITIALS
chapters describe in more detail what is expected o ) ) ) ) ) )
e S P N Professor Dame Nancy Rothwell A Actionin the event of a fire including fire exits, fire evacuation route and assembly points and any alternative routes
important part to play, but clear leadership from President and Vice Chancellor B Correct method for calling the Fire Brigade
C Difference between ‘prepare to leave' alarm and 'evacuation’ alarm (if applicable)
D Location of fire alarm call points and how to activate them
E Day and time of weekly fire alarm test
= = F Location of fire extinguishers
Purpose of this policy
G Identification of which fire extinguishers can be used with different equipment and types of fire (as appropriate)
1 Itis the policy of the University of Manchester 4 Internal monitoring and auditing: The health e) reportany unsafe or unhealthy working H Use of fire extinguishers and what to do after use (as appropriate)
to pursue high standards of health and safety and safety management system will be subject conditions, or suspected faults in buildings,
management that are open, supportive and to internal monitoring and auditing throughout building fabric, or in any equipment, without I Explanation of non-use of lifts in fire
empowering, and responsive to the academic the University, and the outcomes from these delay and in accordance with school / . . I . o . .
' B B ) ) JIdentification of any disabilities or difficulties in responding to an emergency evacuation
work environment. Our objective is to comply processes will inform and improve directorate arrangements.
with our statutory obligations, and work beyond management practices as part of the f) undertake health & safet i
y training and .
these towards good and best practice in the commitment to continual improvement. From induction as appropriate for their role and work 3 Housekeeplng DATE INITIALS
higher education sector. time to time, the University will also undertake tivities: U
apDbropriate benchmarking and external activities; A Reasons for maintaining tidy work areas
2 order o achieve this. the Unlvef5|ty airdjitir?g exercises ’ 9) familiarise themselves withrelevant risk Reasons for safe practices in office environments
recognises thaft health anj sbafety Isacore ‘ 5 Heslth & Safory P ' . assessments for their work activities;
management function and best practice entails ealt afety Plan:improvements in the . . Hiar wi C Reasons for maintaining clear access including hazards caused by obstructing gangways, using fire
its full integration into the management of all University's health & safety management h) SSS_‘St a_r;y vmtorz who Taghno; bifafr?};ha.r with extinguishers as door s%ops etc E Y g gangnays E
other activities. The University will endeavour arrangements will be identified in a planned Q;Y?rs‘ y procedures, tothe best orthelr
to ensure that adequate resources are provided strategy, and tracked by the Safety, Health & abilities. D Procedures for dealing with common causes of accidents, eg trips, slips, etc
to support this policy. Environment Committee. 9 For staff and students working in NHS Trust
3 Inthis context, efficient and effective 6 Allstaff must take reasonable care of premses:(’;here |fs agmtfgrzgmeﬁ ar(ljdb th 4 Accidents and abnormal occurences DATE INITIALS
management means themselves and all others who may be affected lr:)nenjdora: u?bo un hefl's a: C‘Egos'gg_e h ythe A Accid g g
- cai - resigentan each Irus ., wnic ccident reporting procedure and its importance
a) embarking on a process of continual by their acts and omissions, and comply with deserbes th Y orineio) , portingp P
; both central and local policies and escribes the general principles governing ; ;
improvement p health and safety management in these shared B Location of Occupational Health
. . ) arrangements for safe working to enable the Y 9
b) showing leadership and commitment to University of Manchester to discharge its legal workplaces. C Location of the nearest first aid kit and contact details for first aiders
gqahagmdg . 'Salfetylon Z\day(;'t&gay duties with regard to health and safety. Some 10 Review and update arrangements: The policy D Actionin case of injury to self or others
asis anl ata Stlrateglc evel andleading by staff have specific responsibilities, and these will be reviewed annually by the Safety, Health & ry
personal example are detailed in the organisation to implement Environment Committee, and revised or E Procedurein the event of a dangerous occurrence
c) acknowledging and (where appropriate) the health and safety policy, and the updated as necessary. - - ] i - i
rewarding good practice accompanying arrangements chapters. 11 Consequences of non-compliance: Health and F rE;sdlaggdpirnoi?jrurzfio”L;esp;ortmg and dealing with "near misses", and any other occurrence which could have
d) usingthe process of informed risk assessment 7 Allstudents: in the interests of health and safety management should provide a very positive wury
to design out hazards, and achieve appropriate safety, students must not interfere with or contribution to the overall efficient and effective .
controls over risks that cannot be eliminated misuse any thing, object, structure or system of management of the University. Non-compliance 5 sm°kmg DATE INITIALS
e) facilitating the involvement of all employees in work provided by the University of Manchester. with this p?’“cy will the.refore be vievx_/ed asa serious A University Smoking Policy including the '5 metre rule’
decisions affecting their health and safety at 8 Allstaff and students, and their matter, uIt|mdater beJeCtto tf;le Un|;/er5|ty§ 4
LAt ; : e . statutes on disciplinary procedures for staff an .
work and communicating effectively with them representatives: are encouraged to participate o isonGLCE of Studonte 6 Personal hygiene DATE INITIALS
f) deploying a wide range of communication in decision-making processes locally and
techniques and strategies to reach staff, campus-wide, and must : A Reasons for personal hygiene, including risk of cross infection (if applicable)
' ) ) : Exclusions from this polic;
§t:dent§ and ke-hy stakeholders and to target a) eportany accident at work which results in policy B Reporting contact for notifiable diseases including examples of such diseases (if applicable)
information in the most appropriate manner persor(;al injury or ill health, howe\fe(;vmmﬁor, and 11 For the avoidance of doubt, this policy is for the
isi every dangerous occurrence, including fire, arei o
g) provision of competent pgrsonnel through e ythe g e form 9 University of Manchester only. It does not cover 7 Risk assessment DATE INITIALS
effective training, professional development 9 pp ' organisations which are separate legal entities.
and support, wherever possible from within b) report "near miss"incidents which have the A Explanation of results of all relevant risk assessments and where they are kept
existing staff resource, but with recognition potential to cause injury or ill health, using the 12 For the purposes of clarification, the Director of : - :
that some circumstances may require external approved form; Estates and Facilities is responsible for food B General requirements for risk assessment in the workplace
specialist advice . ¢ notify the Director of Occupational Health hygiene in areas under her control, and the C Specific requirements for assessment of exposure to substances hazardous to health (COSHH regulations)
hen suffering from a di r medical Director of Estates and Facilities will have
when sutiering froma disease or medica regard at all times to the possible impact of D Specific requirements for risk assessment of display screen equipment (DSE Regulations)
condition which may be caused by, or made o .
L o ) ) estate developments and facilities provision on _ ) ) ) ) .
worse by, work activities (this information will be ) E Explain procedures for assessing manual handling work and identify any training needs
) the environment.
treated as confidential); - - - - - -
_ F Any specific arrangements for handling materials or objects which are dangerous or difficult
d) not proceed with any activity if they feel it This can be found at

10

poses a threat to their health and safety, or to
that of others;

http://documents.manchester.ac.uk/Doculnfo
.aspx?DoclD=654
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8 Safety advisers, representatives and committee

Introduction to School Safety Advisor (SSA)

DATE

INITIALS

Explanation of SSA's role

Explanation of Representative's role (as distinct from SSA's)

A
B
C Introduction to Trade Union Safety Representative
D
E

Explanation of the function of the Health & Safety Committee

9 Occupational health

A Completion and return of the Pre-employment Health Checklist.

DATE

INITIALS

B Explanation of the need to attend for statutory health surveillance (if applicable)

10 Health and safety training requirements

A Explanation of the provision of Health & Safety Training

DATE

INITIALS

B Any specific mandatory Health & Safety Training (eg Lasers, GMOs)

11 Reporting building defects

A Explainhow to report building/campus defects to the Estates & Facilities Helpdesk, and type of defect to report here

DATE

INITIALS

B Provide details of any person appointed to report defects to the Helpdesk on behalf of the School/Directorate

SECTION B: This can be modified by the School Safety advisor to take into account local hazards.

Complete the sections which are applicable. Insert N/Aif not applicable
12 Clothing

A Issue, care and cleaning arrangements of uniforms and overalls

DATE

INITIALS

B Actionin the event of clothing being contaminated

13 Personal Protective Equipment (PPE)

A Identification of where PPE is needed in the workplace

DATE

INITIALS

How to wear and take care of PPE

Assessment procedures for protective equipment

Issuing, storing, maintaining and replacing procedures

Arrangements for obtaining eye protection

Limitations of PPE

B
C
D
E Use of eye protection and areas where such use is mandatory
F
G
H

Hearing protection

| Procedures for assessment of loud noise

14 Use of computers

A Explain concept of a display screen equipment user

DATE

INITIALS

B Arrangements for carrying out a workplace self-assessment and follow-up procedure

C Explain need for regular breaks from using the computer

D Explain arrangements for eye tests

15 Electrical equipment

A Checks required before use

DATE

INITIALS

B Actionif faults found

C Procedure for testing portable electrical equipment

D Procedures when new equipment is obtained

16 Chemical hazards

A Safe handling and storage methods for corrosive liquids

DATE

INITIALS

B Safe handling and storage methods for compressed gases, including asphyxiants

C Safe handling and storage methods for flammable solvents

17 Spillages

A Actionin the event of spillages

DATE

INITIALS

12

18 Waste disposal

A General waste/rubbish disposal systems

DATE

INITIALS

B Hazardous waste/rubbish disposal systems

C Disposal of waste solvents

D Disposal of other chemicals

19 Laboratories / workshops / kitchens

A Access arrangements for laboratories / workshops / kitchens

DATE

INITIALS

Training in use of equipment

Machine hazards

Correct safe operating procedures

Correct guarding

Methods and hazards of internal transport

QMmO |lO|®@

Arrangements for equipment left running overnight including any permit systems

20 Use of other equipment

A Precautions to be taken when using gas cylinders

DATE

INITIALS

B Use of regulators for gas cylinders and restrictions on interchangeability

C Use of lasers including particular precautions for Class 3b and 4 lasers

D Training and use of breathing apparatus

E Anyother equipment (please list below)

21 Radiological hazards

A Localrules forionising and non-ionising radiation use

DATE

INITIALS

B Access to advice on radiological hazards ie the Radiological Protection Supervisor and Advisor

22 Supervision of students

A Supervisor's responsibilities for supervision of students

DATE

INITIALS

B Responsibilities on field trips

22 Other hazards

A Insert any other matters identified by the SSA as important in your particular department

DATE

INITIALS

B Particular arrangements for equipment regarding statutory examinations, e.g. pressurised vessels, lifting equipment

C Explanation of site traffic system (as applicable)

To be completed by the new member of staff
| agree that | have been given all relevant information covered by the above list

NAME (BLOCK CAPITALS) SCHOOL/DIRECTORATE

SIGNED DATE

To be completed by Line Manager / Appointed Person

| confirm that the above named has received safety induction training as indicated on this checklist

NAME (BLOCK CAPITALS) SIGNED DATE
To be completed by the School Safety Advisor

| confirm that | have been introduced to the above member of staff

NAME (BLOCK CAPITALS) SIGNED DATE
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New staff induction checklist

To be completed by you with your line manager.
A copy of the completed form will be kept by your line manager on your personnel file.

Health and safety law

What you need to know

responsible for health and safety, but you

2 .
All workers have a right to work in places  NAME
where risks to their health and safety are OB TITLE
properly controlled. Health and safety is : :
about stopping you getting hurt at work : SCHOOL/DEPARTMENT :
or ill through work. Your employer is :

: START DATE

must help.

First day —HR set up DATE INITIALS
cecccccsscssccccccccssssscccccccssssssee S........................................5 E........................................E Visited HR Services - completed starter documentation and ID checks
. PO v .
What employers : What youmustdo : i Ifthere’saproblem : Provided bank details
mUSt do for you . 1 . . 1 . Discussed pension options, understands Pension Choice and auto-enrolment requirements
1 S Follow the training you have received when . S If you are worried about health and safetyin ¢ Obtained Staff Card
) : : ¢ using any work items your employer has s ¢ vyourworkplace, talk to your employer, . ained Statr ar
Decide what could harm you in your job and . ) . . ) .
the precautions to stop it. This is part of risk + givenyou. ¢+ ¢ supervisoror health and safety H Visited Occupational Health (if required to)
) . H ¢ representative. H
assessment. ¢ 2 e : Received of New Staff Induction and Information booklet
2 E Take reasonable care of your own and other E E 2 E
In away you can understand, explain how ¢ people's health and safety. : ¢ Youcanalsolook at our website for general ¢
risks will be controlled and tell youwho is D3 ;i [nformationaboutheslthand safetyat : First day - Department set up DATE INITIALS
responsible for this. . . s . Work s
+ Co-operate with your employer on health .. 3 . IT and email account set up - discused IT Acceptable Use SOP for staff
3 . andsafety. ER :
Consult and work with you and your health . 4 . +  If.after talking with your employer, you are N Telephone set up
and safety representatives in protecting s . s still worried, you can find th_e address of : Tour of building and facilities
everyone from harm in the workplace + Tellsomeone (your employer, supervisor, . « your local enforcing authority for healthand — +
Y ) ¢+ orhealth and safety representative) if you . ¢ safetyandthe Employment Medical . Introduction to work colleagues
4 . think tJI:tlenvvor: Ogn?dk]eqtftaﬁeséeciuzwons . . a(\j/;/\iizeseg\\//liekwa HSE's website: . Introduction to key School/Faculty/Department contacts
Free of charge, give you the health and ¢ @reputtinganyonesheaithandsalety s . . -nse.gov. . ) ) )
safety training you need to do your job ¢ seriousrisk. . : . Obtained names and contact details for key contacts in HR, IT helpdesk, etc
5 E E E E Completed Health & Safety Induction Checklist
Free of charge, provide you with
amyequ\pmentandprotect\\/edothmgyou 000000000000 0000000000000000000000 000000 000000000000 0000000000000000000000 000000 Firstweek—Departmentsetup T T

need, and ensure it is properly looked after.

Provide toilets, washing facilities and
drinking water.

7

Provide adequate first-aid facilities.

8

Report major injuries and fatalities at work
to our Incident Contact Centre: 0845 300
9923. Report other injuries, diseases and
dangerous incidents online at
www.hse.gov.uk

9

Have insurance that covers you in case you
get hurt at work or ill through work. Display a
hard copy or electronic copy of the current
insurance certificate where you can easily
read it.

10

Work with any other employers or
contractors sharing the workplace or
providing employees (such as agency
workers), so that everyone's health and
safety is protected.
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Fire
Safety

You can get advice on fire safety from the
University's Fire Officer.
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Employment
Rights

Find out more about your employment
rights at: www.gov.uk
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Discussed working hours, start and finish times, breaks

Shown facilities for breaks, meals, etc

Discussed school/department customs & practices, dress code, communication channels, social activities

Discussed job description, requirements and expectations

Discussed policies and practices of particular importance to the area of work/school/faculty/department

Discussed probation arrangements, expectations, objectives and review dates

Identified initial training needs and completed Induction Training and Development Plan

Explained system for Performance Development Reviews and Personal Development Plans

Explained sickness reporting procedures, who to contact, by when.

Explained how to book annual leave, departmental rules / cover arrangements

Read and understood Equality and Diversity Policy - completed Diversity in the Workplace online training

Discussed the University's vision — Manchester 2020 —understand the key objectives and the roles of key staff
in the school/department.

Booked to attend the University Welcome Event

Aware of the University's sustainability initiatives

Completed the online Data Protection training

Completed the Health and Safety online training (if applicable)

Read and understood the University's financial rules and regulations and the Code of Conduct for University staff

Read and understood the University's Fraud Response Plan
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