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1. [bookmark: _Toc213316008]Introduction

The University is required by Section 2 (3) of the Health and Safety at Work Act 1974 to produce a statement of health and safety policy1 in which the University describes its commitment to health and safety and recognises it as a core management and leadership function.

The following document sets out the Finance Directorate’s local Statement of Policy, the structures in place for organising, managing and monitoring health and safety across the offices occupied by members of the Finance Directorate, and describes Finance Directorate-specific health and safety procedures.

2. [bookmark: _Toc213316009]Statement of Policy

The Finance Directorate is committed to a sensible approach to risk management as defined by the HSE (Health and Safety Executive)2. In the context of our wider Finance Directorate strategy, our approach will always be with a view to continuously improving our safety management systems and focusing our work on current health and safety objectives. 

Together, the Finance Senior Leadership Team and I will ensure that we do all that is reasonably practicable to provide and maintain safe and healthy working conditions, equipment and systems of work for all Finance staff and visitors to Finance Directorate offices premises, noting that these offices are within buildings across the University estate which are occupied by other parts of the University too.  The main buildings currently used by the Finance Directorate are John Owens, Simon Building, the Nancy Rothwell building and the George Begg building where the Finance secondees onto Future Foundations will be primarily based.

In order to achieve this, we will allocate appropriate resources and empower our staff to take the appropriate level of responsibility for health and safety. We will achieve this through the provision of information, training, supervision and the use of robust communication mechanisms. We will encourage safe practices and the use of adequate controls to prevent accidents, incidents and ill health but without stifling progress, creativity and innovation in relation to our broader strategy. The advice of University of Manchester Safety Services will be routinely sought in order to help inform our practice and ensure that we comply with all applicable legislation and University procedures or guidance. 

This policy document aims to demonstrate our commitment to providing a safe and healthy working environment for all Finance Directorate staff. It details our responsibilities, the allocation of duties and arrangements for planning, implementing and monitoring our Health and Safety Policy and practices.

The Policy will be reviewed annually and amended, as necessary, to reflect changes in personnel, circumstances and practices.


Signed	

Carol Prokopyszyn
Chief Financial Officer

Date		January 2026
3. [bookmark: _Toc213316010]
Organisation: Control and Responsibilities

[bookmark: _Toc213316011]3.1 Chief Financial Officer

Ultimate responsibility for health and safety throughout the Finance Directorate lies with the Chief Financial Officer (CFO).

[bookmark: _Toc213316012]3.2 Finance Senior Leadership Team

The CFO is supported in their responsibilities by the Director of Financial Services who is the managerial lead for all Health and Safety matters within the Finance Directorate.

All other members of the Finance Senior Leadership Team (Finance SLT - see the organisation chart on the Finance intranet site) also support the CFO and Director of Financial Services with their responsibilities.  They take delegated responsibility for health and safety in their areas and deputise for them Finance Directorate-wide as necessary. They can also be called upon to deal with any urgent health and safety issues as they arise.

[bookmark: _Toc213316013]3.3 Local Safety Advisor and local Health and Safety champions

The Local Safety Advisor (LSA) key role is to advise managers and staff on Health and Safety matters.  Note that managers are still responsible for managing Health and Safety in their teams / area.  

In addition to the LSA, a team of local health and safety champions are based in each key area of the Finance Directorate.  They are responsible for supporting the LSA, for promoting the Finance Health and Safety policy in their areas, ensuring any incidents are reported and for ensuring local DSE assessments are completed.  See Appendix 1 for a list of names and contact details.  These individuals will respond to occurrences which may disrupt normal business or have a health and safety impact at any Finance Directorate offices.  
The LSA may send out Display Screen Equipment (DSE) assessments but it is the manager’s responsibility to make sure all their staff have completed their own work and home desk top assessments. The LSA and / or local health and safety champions may survey/inspect the offices to assist managers but it is again the manager’s responsibility to ensure tidy offices preventing slip andtrip hazards.
The LSA and Director of Financial Services are ultimately responsible for ensuring that any incidents are reported in accordance with the University Health and Safety procedures Safety Services (The University of Manchester).  

The aim is to ensure that immediate issues are well-managed, appropriately reported and, where any disruption to normal business, that services are restored as quickly as possible.  The LSA and local health and safety champions have access to relevant documentation and have delegated authority from the Finance SLT to make appropriate decisions and take appropriate action.  

The LSA meets regularly with the Director of Financial Services and also with local health safety champions in order to monitor the activity of the group. 

A list of the LSA and health and safety champions is available on the Finance Business Continuity Plan intranet page.

[bookmark: _Toc213316014]3.4 All Managers

In general terms health and safety responsibility follows the normal lines of responsibility throughout the overall management structure. Each manager has responsibility for implementing the Health and Safety Policy and ensuring safe working in their respective departments. They are expected to lead by example, ensure that adequate assessments of risk are undertaken, activities are properly planned, resourced and controlled and that staff are adequately supervised, trained and instructed for the work they are doing. In the event of an incident, they will alert the Director of Financial Services or a member of Finance SLT if not available, who will then appoint an Incident Manager as per the Business Continuity Plan process.

[bookmark: _Toc213316015]3.5 Fire Evacuation Marshals (FEM)

The Finance Directorate is responsible for the provision of FEMs at the University sites where the Finance Directorate have offices.  As the Finance Directorate is one of the major occupiers of John Owens and the Simon Building, there should be at least three individuals who are trained FEMs who cover those areas occupied by the Finance Directorate.  It is also recommended that at least one of the Future Foundations Finance secondees who will be based at George Begg also undertakes this training.  All members of FSLT must be trained FEMs.  The aim is to ensure that there are enough FEMs so that there is cover for every working day and for holidays, even though the Finance Directorate has hybrid working arrangements.  The list of Fire Evacuation Marshals can be found in Appendix 2.

[bookmark: _Toc213316016]3.6 All Staff

In line with the University Health and Safety Policy1, all staff are required to ensure that they take reasonable care of themselves and others who may be affected by their work practice and to comply with relevant health and safety policies and advice. Any member of staff who notices any potential or actual health and safety hazard, or any other incident, must report it to their Line Manager and LSA and / or local health and safety champion who will ensure that it is dealt with or referred as appropriate.  Where a member of staff notices such an issue they should also ensure it is logged with the Estates Helpdesk.

All Finance staff must ensure that My View has an emergency contact for that individual and up to date contact details.

[bookmark: _Toc213316017]3.9 First Aiders 

The Finance Directorate has a combination of fully trained and emergency first aiders across the organisation. Lists of first aid qualified Finance staff are detailed in Appendix 3 listed on the Finance Directorate website and also in the central register located on StaffNet First aid (The University of Manchester) 

It should be noted that all Security staff are trained first aiders and can be quickly reached either by calling 0161 306 9966 or via the SafeZone app which should be downloaded onto everyone’s phone SafeZone | Welcome to Manchester | The University of Manchester 

[bookmark: _Toc213316018]3.10 Finance Health and Safety Committee 

Due to the low risk profile of the Finance Directorate, it has been deemed that a separate Health and Safety Committee is not required.  Instead Health and Safety matters will be discussed and noted at FSLT meetings at last quarterly.  The LSA may attend these meetings. Typical areas of discussion will be: 

· Any recent or recurring issues
· Health and Safety policy
· Practice and procedure
· Training needs
· Legislation, policies or guidance
· Reports of internal or external inspections, visits or audits
· Significant recommendations arising from accident, incident or near miss reports, summaries or Risk Assessments
· Health and Safety action planning
· Compilation and review of the Risk Register 
· Annual reporting to Safety Services and annual report to FSLT prepared by the Director of Financial Services.

[bookmark: _Toc213316019]3.12 Local Safety Groups

The Local Safety Advisor may convene local departmental meetings with the local champions to gather and disseminate information about specific local issues as necessary.  There will be a general message out to staff before these meetings inviting them to raise any issues / concerns that can be discussed at these meetings.
4. [bookmark: _Toc213316020]Training and Competence 

The LSA is responsible for coordinating and recording formal Health and Safety training.

[bookmark: _Hlk41396617]Health and safety training via the Competence development framework will be regarded as a statutory element of the induction process for LSAs.  A Health and Safety induction checklist is available for managers to work through with new staff Staff Induction (The University of Manchester) as part of staff on-boarding. Individual training needs will be reviewed annually as part of the PDR process and staff will be able to cross reference training needs with the University health and safety competence development framework.

Most formal training is provided by Learning and Organisational Development. More bespoke training is undertaken as and when required and in conjunction with Staff Learning and Development. 

5. [bookmark: _Toc213316021]Co-operation and Communication

The Finance Directorate will encourage a cooperative and pragmatic health and safety culture that is devolved throughout its management structure. Sharing of experience and a collaborative approach will be actively encouraged.

Staff are expected to take personal responsibility for their safety and the safety of others and are actively encouraged to report and highlight maintenance and safety issues as they arise.

Health and safety information will be communicated using a variety of formats chosen for their suitability according to the message. These include written policies, procedures and guidelines, emails, monthly Finance Newsletter, staff meetings including the monthly Finance Staff Open meeting, team briefs, Risk Assessments and training. The most current versions of all core Health and Safety documents are made available via the Finance Health and Safety intranet page and/or Teams channel.

Any updates to existing Health and Safety Policies or procedures and any new policies or procedures are posted on the Finance Health and Safety intranet page and/or Teams channel and / or the monthly Finance Newsletter.

6. [bookmark: _Toc213316022]Finance Procedures

[bookmark: _Toc213316023]6.1 Risk Assessment

The Management of Health and Safety at Work Regulations 1999 require employers to carry out an assessment of the risks to the health and safety of their employees and others in order to identify preventative and protective measures to reduce the risks presented by hazards to their staff, and others on the premises, to an acceptable level. 

University of Manchester Safety Services have produced guidance on carrying out Risk Assessments and, to prevent duplication of effort, they have already identified the main hazards present in a typical office environment and assessed the associated risk. This generic Risk Assessment can be easily adapted and used as a guide to create local Risk Assessments which are specific to a particular office environment. 
 
Risk Assessments not covered in the general guidance or specific to the Finance Directorate environment will be carried out by the Finance LSA or local Finance health and safety champions.  Any such Risk Assessments will be completed under the guidance of the University Safety Co-ordinator.

Responsibility for completing and updating Risk Assessments lies with the relevant Line Manager for the area of work concerned and who is competent to do so. It is advised that a peer review process is undertaken in complex risk assessment cases. Where actions arise from a risk assessment, they will be assigned to named individuals and recorded on the risk assessment or another suitable document. Controls that are put in place following a risk assessment must be reviewed and any changes recorded on the risk assessment or another suitable document. 

There may be occasions when a Risk Assessment would be required for an individual who has a specific health issue. This may cover situations including temporary illness, injuries and pregnancies. In the event of a pregnant member of staff, a risk assessment will be completed as soon as the responsible person in Finance is notified of the pregnancy (and ideally within the first trimester). Advice on how such a risk assessment can be undertaken is available from the Director of Financial Services, the LSA or the local health and safety champions.

[bookmark: _Toc213316024]6.2 Reporting and Investigation Procedures 

Any accidents, incidents, ill health, near misses and other such events that occur within the Finance Directorate’s sphere of activities, must be reported to the relevant people. Such incidents must be reported on the combined notification form that is available on the Finance intranet site. The completed form should be emailed to LSA. 

Accidents and incidents will be reviewed annually by the Director of Financial Services, the LSA and also FSLT in order to identify trends and potential areas for development with regards to controls, mitigation or safety management.

Definitions

· An accident is any event involving injury to a person
· A near miss or incident is an event that has the potential to cause damage or injury
· Ill health is an event involving a person becoming ill due to their personal health
· Damage to property is any event that leads to damage of any type of University or Finance property (e.g. buildings, equipment, assets, etc.)
· Fire is an event that involves any type of fire.

It is important to report all events - it does not matter how minor an event may seem at the time. Recording events helps to identify trends and hazards that have the potential to cause continued or more serious harm in the future and allows us to take preventative action. 

All accidents and near misses must be reported to Safety Services.  If an accident leads to a member of staff being off sick for more than seven days, this is reportable to the HSE by Safety Services.  

Investigations

Some events may require further investigation. This decision will be made either by the Director of Financial Services or other FSLT members. An investigation report will be completed by the LSA in liaison with the relevant people involved with the event. The report will be submitted, and clear actions delegated as a result of the investigation in order to:

· Identify the cause and to stop it happening again in the future
· Learn from what went wrong and to share these lessons
· Improve what we do
· Develop a positive culture around this aspect of H&S
· Pass on information to an enforcing agency
· Gather information for certain authorities (senior managers, insurance companies etc)

Incidents requiring co-ordination (Business Continuity)

The University Emergency Management Plan exists to guide the University’s initial response to a wide range of emergencies that may affect the University and its staff, students and visitors and to establish managerial responsibility for dealing with emergencies. This is the primary emergency plan within the University. 

[bookmark: _Toc213316025]6.3 First Aid

The number and distribution of first aid qualified staff is reviewed regularly to ensure complete coverage across sites and the appropriate number based on the first aid needs assessment of each site. First aid provisions for each building are listed on notices that are visible to staff and customers. 

[bookmark: _Toc213316026]6.4 Emergency Plans

Below is a list of the Finance Directorate’s emergency plans:

· Business Continuity Plan (including the approved out of hours process)

[bookmark: _Toc213316027]6.5 Emergency Evacuation Plans

The University has a responsibility under health and safety and equality legislation to ensure that all people, including disabled people, can evacuate buildings under their control in the event of a fire.

A Personal Emergency Evacuation Plan (PEEP) is a bespoke ‘escape plan’ for individuals with known needs who may not be able to reach an ultimate place of safety unaided, or within a satisfactory period, in the event of any emergency. 

Staff who require a PEEP should notify their line managers who will then produce a PEEP in line with the activity and nature of the work that the member of staff carries out.  Andy Fan can assist managers in completing the PEEP. 

For further information on PEEPS, see the Safety Services website: https://www.healthandsafety.manchester.ac.uk/toolkits/fire/peeps/.

[bookmark: _Toc213316028]6.7 Visitors 

There is a legal requirement to ensure the safety of visitors when on University premises.  External visitors to the Finance Directorate are rare and it is a requirement that they are looked after in the same manner as staff in the event of an incident or emergency evacuation.

[bookmark: _Toc213316029]6.8 Children on Premises

Children under 16 and vulnerable adults are only allowed into the Finance Directorate offices when accompanied by a parent or carer or other adult (e.g. teachers, university staff etc.) and will be supervised by those adults. 

It is the duty of all Finance staff to be responsible for visitors and to ensure their safe entry and exit from the offices occupied by the Finance Directorate.

[bookmark: _Toc213316030]6.9 Lone and Out of Hours Working

Managers responsible for staff who routinely work alone and have no visual or audible contact with a second person, will assess the risks for individuals and devise an action plan as necessary. Lone workers must be made aware that they should:

· Ensure other building users or University Security are aware of their presence
· Only undertake normal duties
· Not undertake any duties for which they have not received training
· Only use approved equipment that they are trained on and are allowed to use 
· Not use any equipment that they deem unsafe
· Understand the fire evacuation procedure of the building they are working in
· Not work if they are feeling unwell or inform their Line Manager of any medical conditions which might affect their ability to work alone
· Report any concerns they have about their duties or work environment
· Ensure there is an arrangement in place to summon assistance
· Notify an identified person of their arrival and departure, with the agreement of their Line Manager
· Agree with their Line Manager what action will be taken if the lone worker does not notify their departure time.

It is also strongly recommended that an individual should ensure their partner, closest relative or friend knows which building and office they ordinarily work in and that they also have the University’s security contact number. 

This guidance should also be applied to staff who may choose to work outside of their normal hours on an ad hoc basis, e.g. working late or at weekends. In these circumstances, the individual members of staff should ensure that staff at a central point, e.g. the main service desk, are aware that they are in the building. Managers should ensure that their staff are aware of their responsibilities to make their presence known in these circumstances.

A signing in and out system is in place in some buildings. In buildings that do not have such systems, similar procedures may be required in special circumstances, e.g. during specific projects or periods of the year.

Further guidance on lone working can be viewed on the University Health and Safety Internet page. 

[bookmark: _Toc213316031]6.10 Violence and Abuse in the Workplace

Physical violence, threat of violence or verbal abuse of Finance Directorate staff is not acceptable and will not be tolerated. All occurrences of this type of behaviour must be reported to appropriate managers or supervisors and recorded on the relevant Accident or Incident Form to ensure that they can be investigated, and remedial action taken as necessary. 
 
Finance staff should be made aware that they can ring University Security (0161 306 9966) direct at any time they feel they need assistance.

The Income Office is identified as potentially vulnerable to this kind of behaviour.  All staff there should be made aware of the use of the SafeZone app.   

All staff are encouraged to download the free SafeZone app: https://www.welcome.manchester.ac.uk/get-ready/health-wellbeing-safety/safezone/. 

Staff should not place themselves in a potentially dangerous situation.

The Finance Directorate actively supports the University’s Dignity at Work and Study Policy. 

[bookmark: _Toc213316032]6.11 Manual Handling

Whenever new furniture, equipment, shelving or work areas are procured, established, rearranged or replaced in the Finance Directorate offices, manual handling and ergonomic considerations should be given a high priority. Large and/or heavy collection items (e.g. outsize volumes, heavy archive boxes) should carry warning labels as far as practicable.

See also 6.14 Working at Height.

[bookmark: _Toc213316033]6.13 Slips, Trips and Falls

Office furniture should be arranged to allow free access to equipment and to minimise the number of leads crossing the floor. Where this is unavoidable, rubber cable covers must be used. 

Loose or torn carpets, loose stair treads etc. should be reported immediately to the Estates Helpdesk (estates@manchester.ac.uk, 0161 275 2424). Where appropriate a warning of the hazard, a temporary cordon or emergency repair should be arranged.

Any spillages should be reported immediately to Estates House Services staff or Facilities staff in the building (as appropriate for the site) who will undertake cleaning as soon as possible. If assistance is not immediately available, especially out of hours, it may be necessary to wipe it up if a small spill or cordon the area off and/or put a hazard warning sign in place if a larger spill.

[bookmark: _Ref159501047][bookmark: _Toc213316034]6.14 Working at Height

Only approved means of access to out of reach areas must be employed (i.e. approved step-ladders and kick-stools). Staff should only use step-ladders if they have been given appropriate training.  In the event of a near miss or accident, the appropriate form must be completed and sent to Safety Services and a copy sent to the Line Manager and LSA.

More information on working at height can be found on the Safety Services website.

[bookmark: _Toc213316035]6.15 Workstation Assessments

Workstations must be assessed for hazards and, where necessary, remedial measures implemented4. 

Staff will undertake their own Display Screen Equipment (DSE) workstation assessments, using the relevant University documentation for information and guidance. The web form survey is located on the Finance Health and Safety intranet page. This web form outlines all the hazards of working at DSE workstations. Areas of concern are then fed back to the staff member, who then liaises with their Line Manager and/or LSA

The LSA and local Finance health and safety champions are trained DSE workstation assessors who can undertake more detailed assessments, where this requirement is identified through a self-assessment. 
It is recommended to go to an optician for an eye screening service for computer users.  The cost can be claimed back via expenses but there is a requirement that the expense claim is accompanied by a letter from the optician stating it is for Display Screen Equipment (DSE) use only.  See Health & Safety (The University of Manchester) 
It is known that some medical conditions may make working with DSE more difficult for some staff and customers and under these circumstances further support can be provided by the Disability Advice Support Service.

Staff, their managers and the LSA, will maintain a record of the assessments completed and the frequency with which they are undertaken. 

[bookmark: _Toc213316036]6.16 Electrical Safety

Portable Appliance Testing is organised by Estates and Facilities for the relevant buildings in which the Finance Directorate has offices and occurs once a year.

Staff should only use portable equipment which bears a current test label unless the equipment is newly purchased and less than one year old.

Staff may not use their own equipment unless permission has been granted by their manager or supervisor. Personally owned items must be inspected and tested as if they were University property.

Only approved supplementary heaters may be used.  These should be positioned with care and must be switched off after work in the evening and at weekends.  See Maintenance of electrical equipment by Schools/Directorates - Guidance on the (The University of Manchester).

Managers or supervisors, or their nominees, should check equipment prior to use, for damaged cables or plugs, exposed wires and signs of overheating.

No attempt must be made to repair or alter equipment unless the member of staff is authorised to do so.  Equipment which is damaged or defective must not be used. Any such item must be labelled ‘out of order’ and reported to the relevant manager or supervisor.

Any non-portable equipment installed in Finance Directorate offices should be fitted with appropriate electrical safety features and should be checked regularly for safety, as part of maintenance agreements and routine checks. Any concerns about safety should be reported to the relevant manager or supervisor.

All identified Fire Doors must be kept closed.

[bookmark: _Toc213316037]6.17 Travelling for Work

Finance Directorate staff may have to undertake travel as part of their work. This can be for a variety of work-related reasons and can either be within the UK or abroad.

All Finance Directorate staff must seek their Line Manager’s permission to undertake any travel and ensure that they have completed the relevant paperwork in a timely manner.

The Finance Helpdesk can advise staff on the best method of travel and/or accommodation available to them.

All staff undertaking work related travel should ensure that they have followed the guidance set out in the University’s Travel and Subsistence Policy, as well as guidance available on the Safety Services website.

Managers should ensure that staff undertake an appropriate Risk Assessment for travel. Advice is available via the following link: https://www.staffnet.manchester.ac.uk/insurance/travel/.
All staff need to familiarise themselves with any pertinent details of the place they are travelling to, particularly if their destination is outside the UK. Further advice is available on the Foreign, Commonwealth & Development Office website: https://www.gov.uk/foreign-travel-advice.

[bookmark: _Toc213316038]6.18 Driving at Work

This section is applicable to all staff who drive on University business, regularly or infrequently, including those using their own vehicles.
All drivers using a University supplied vehicle must complete an approval form and receive authorisation from their manager prior to driving. 
The University Health and Safety website provides information and guidance on driving at work, including mandatory forms that can be used by staff undertaking this activity.  Where using your own vehicle, it must be insured for occasional business travel.

[bookmark: _Toc213316039]6.19 Project Work

At the outset of any Finance Directorate project, consideration must be given to any potential Health and Safety impact as part of the risk assessment process. 

[bookmark: _Toc213316040]6.20 Agile and Remote Working

The evolution of ways of working has led to the University becoming an agile organisation. Agile working in the Finance Directorate helps improve how we use our spaces and provides greater flexibility to support future change. Agile working allows staff to work independently or collectively and in a variety of locations, across the campus or elsewhere (remotely), in order to ensure the best outcomes for their roles. 

As the way our staff work changes, so do the hazards and risks associated with it. Line managers and their staff must ensure these hazards and risks are identified, analysed and controlled, using the principles set out in the University’s approach to risk assessment. 

Managers are responsible for implementing the Health and Safety Policy and ensuring safe working in their departments, whether their staff are present (in person) or working remotely. Managers should lead by example, ensure that adequate assessments of risk are undertaken, activities are properly planned, resourced and controlled and that staff are adequately supervised, trained and instructed for the work they are doing. This is particularly relevant for staff who are agile workers or that are working remotely. Key risks should be identified and understood and managed by methods such as:
· Ensuring regular communication
· Providing meaningful work activities and structure
· Putting in place control and support mechanisms
· Creating connected and inclusive activities
· Using different workstations and DSE 
· Support staff with specific DSE needs.

All staff must take reasonable care of themselves and others who may be affected by their chosen way of working and their work environment and comply with relevant health and safety policies and advice. Any member of staff who notices any potential or actual health and safety hazard, or any other incident, must report it to their Line Manager who will ensure that it is dealt with or referred as appropriate, whether they are working in a library premises, across the University or elsewhere.

[bookmark: _Toc213316041]6.21 Home Working

The University has a duty to protect the health, safety and welfare of its employees, including staff who are hybrid working, are contracted to work at home, and/or regularly work at home because of formally agreed arrangements. 

Employees also have a responsibility for ensuring their own health and safety, which is particularly important while working at home, where their line manager is not present. 

It is the responsibility of line managers to ensure that an appropriate assessment of risk is carried out by staff working from home and to address any issues which may arise. Records of the assessment should be kept by the line manager. A simple checklist completed by the member of staff may suffice. Line managers should make regular contact with staff working from home and ensure that they make enquiries relating to their wellbeing. 

Staff working from home should select and set up a dedicated working area with adequate space in accordance with this guidance and report any issues they may have to their line manager.  Detailed guidance on Hybrid working can be found at the link below.  This includes information on what equipment the University can provide and will fund from the Finance budget.

 FAQs for Managers | People Directorate | StaffNet | The University of Manchester 

Where it is not possible to set up such a work space that meets the Home DSE requirements, staff should therefore work in the office.

Individuals should ensure that they take regular breaks from working with display screen equipment at home.

Information on hybrid working is available via Staffnet: https://www.staffnet.manchester.ac.uk/people-and-od/current-staff/leave-working-arrangements/hybrid-working/ and http://documents.manchester.ac.uk/display.aspx?DocID=19794. 

Further information on the health and safety aspects of working from home is available from the Health and Safety Executive website, under ‘Home Working’: https://www.hse.gov.uk/home-working/index.htm. 
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The Finance Directorate’s Health and Safety Policy and associated documentation will be reviewed annually by FSLT.

The Director of Financial Services will ensure that updates resulting from changes in personnel or procedure are recorded and communicated as and when necessary. 

Any member of staff who notices any potential or actual health and safety hazard must report it to their Line Manager, who will ensure that it is dealt with or referred on as appropriate.

Accident and Incident reports, associated investigations and resulting actions will be reviewed quarterly by FSLT. Any trends emerging will be reported, with recommendations, to the Health and Safety Management Committee and acted upon as necessary.

An annual monitoring report is required by OHSTAG (Occupational Health, Safety and Training Advisory Group) following the close of each calendar year. This report is compiled by the Director of Financial Services with the assistance of the LSA and details activities, trends and progress on planned goals in the last academic year. It also sets out new objectives and actions planned for the next academic year.

The process for the development, adoption and review of the Policy will coincide with the annual review of the Health and Safety Policy.

8. [bookmark: _Toc213316043]References
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3. Working with display screen equipment –
http://www.healthandsafety.manchester.ac.uk/toolkits/dse/
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Appendix 1: List of Finance Local Safety Advisors / Local Health and Safety Champions and location 2025/26
Andy Fan – John Owens building
Sobia Bano - John Owens building
Jackie Mcleod - Simon Building
Adam Richardson (procurement) - John Owens building

Appendix 2: List of Fire Evacuation Marshals 2025/26 
Gemma Lyons 
Carol Prokopyszyn 
George Whalley 
Louise Bissell 
Vicky Skinner 
Petri Uola 
Philippa Woods 
Joanne Field 
Sarah Moore 
Tanya Olenych 
Jacky McLeod 
Jason Hargreaves 
Adam Richardson 
Paul Carter 

Appendix 3: List of First Aiders 2025/26
Paul Yates
Oladapo Fakoya
Agata Krol
Malcolm Spencer
Jacky Mcleod
Maria Pappa 
Aitzaz Zafar
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