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SENATE
Subject: 
Annual Plan for Health, Safety and Environment Office – review 
of 2007/8 and setting targets for 2008/9
Origin: 
Health, Safety and Environment Manager
Purpose of the report

To review the progress made on the annual plan for 2007-2008 and to set out a programme of work for the year October 2008 – Sept 2009. 
Background

An annual plan of work is needed to ensure that the University continues to fulfil it statutory duty for the health, safety and well being of its staff, students and others affected by its activities. The plan shall ensure that the work of the HS and E Office supports the strategic planning of the university and makes best use of the resources available. 
Points to note:
The annual plan for 2007/8 is reprinted in this report with an additional column showing the progress made against each target. 

It should be noted that the progress report this does not show the work that has been carried out in 2007/8 over and above those items identified in the annual plan for this period. This includes but is not restricted to :
· A re-scheduling and monitoring of weekly fire tests to ensure that all buildings carry out their alarm tests at the designated time

· Production of a HSE newsletter

· Greater contact time with departments and attendance at departments’ safety committees 
· More accident investigations carried out and closer working with finance/insurance on claims handling.

· Service requests and complaints procedures developed

· Closer working with the Student Union including monitoring Event Planning and Risk Assessment Forms and provision of some HSE services

· Head of Department training in Oct/Nov 2008

· Further training for department staff and fire marshals on new fire alarm systems fitted in academic buildings during June – September
· Placing and monitoring a contract to service portable fire fighting equipment - work carried out by Chubb fire Ltd between June – September. Direct control of this contract is necessary to ensure best value – a saving of approximately £6,000 on last year
· Agreement to adopt a University Fire Strategy to ensure that buildings are accessible to all and continue to provide flexible accommodation meeting best practice wherever possible.
· Hand Arm Vibration assessments have been carried out for staff in Facilities Management exposed to vibration in their current or previous work.
A)  Review of Progress Made Against the Annual Plan 2007/8 
Health and Safety (General)
	Aim
	Target 
	Comment
	Progress

	Improve communications with departments
	· Health and safety training for middle managers and supervisors

· Set up and support a network for DSO  
	The Heads of Department have all received training to ensure that they understand their role and the responsibilities under the Health and Safety Policy. This work has to be consolidated by providing similar training for middle tier management and supervisory staff.
	Training for Departmental Safety Officers has been carried out.  Very positive feedback was received from delegates who attended – approx 50% of those eligible.

This training will be offered again in January/Feb but will be extended to 3 days from its current 2 day duration. The training will  be delivered over a 6 week period – each session lasting ½ day. 

Managers/supervisors training has not yet been delivered. 

A DSO forum has been set up. Two meetings per year will take place over a lunch period with guest speaker. A meeting has been organised on Jan 21st with Gas Safety as the theme. The next forum will be in July

	Website
	· Put back all policies and guidance onto the new website 
	The website has been redesigned and information made more accessible. This now needs to be fully repopulated and health and safety guidance available. 
	Guidance notes have been reviewed and mostly put back onto the website. 

Policies are being rewritten to provide a consistent style with Duty Holders clearly identified. This work is on-going. Approximately 1/2 of all policies are now available on line


	New Policy 
	· To produce policy and guidance on matters identified as being priority areas by the HSE

· Audits shall be used to identify suitable areas for policy development
	Vehicle safety, and work related ill health are target areas identified by the HSE

Legislation has recently been introduced on corporate manslaughter
	New policies have been approved by HSE committee. – see HSE committee papers 2007/8
Corporate manslaughter was discussed by HSE as a briefing paper. A policy was not felt to be necessary 

	Audit
	· 50% of academic and support departments to be audited in the year Oct 2007/Sept 2008
	An additional member of staff needs training in the University sector audit methodology
	Training completed in April 2008 and audit programme commenced. 
The two largest departments of the University – imago and Estates have now been audited. These two departments  account for    approximately 25% of staff employed by Loughborough University
Experience has shown that it is not realistic to audit all departments over the period set out in the annual plan 2007/8 – see revised plan for 2008/9

	Gas safety and DSEAR risk assessments
	· To compile a register of departmental DSEAR risk assessments 

· To support departments by providing additional training in this area

·  To investigate the benefit of centralising the inspection and maintenance regimes for Gas Safety
	Needed as a means to monitor statutory compliance
	The following progress has been made:
1. The DSEAR policy has been approved.
2. Fire risk in buildings caused by the activity of tenants can now be better identified and managed. Improvements made in 2007/8 are a new risk questionnaire and changes to
and addressed by  amendment of contract 
documentation and introduction of a risk 
assessment questionnaire. 

     contract documentation.

3. The fire service have received a draft fire service information pack to provide information to fire crews on DSEAR fire risks in buildings. To be fully implemented by 2009 subject to agreement.

	Environmental Policy
	· To set environmental protection targets in line with the Sustainability Policy and the environmental review
	Environmental issues are distinct from sustainability issues and need to be made more visible by setting some achievable targets. The sustainability policy is still in development and this has created a hiatus in pushing forward with environmental issues.

The environmental review has made a number of recommendations to improve environmental management. The findings are being reported to EMG and some work will be needed.
	All items highlighted in the environmental review have been addressed with the exception of the Register of Environmental Legislation – to be discussed with new post holder – see below.
Sustainability issues have passed to a newly created  post in the Facilities Management department.  It is expected that HSE will develop targets in conjunction with the post holder
Is Your Site Safe? An Environment Agency self assessment tool was used to raise awareness of pollution risks. 

	Register of Environmental legislation
	· Establish a register and publish onto the HS and E website
	Monitoring legal compliance is facilitated by having a register of key requirements
	To be discussed with Sustainability Coordinator once in post

	Hazardous waste management
	· To review the arrangements for collecting, recording, transferring and disposal of hazardous waste

· Make guidance available to departments 
	Hazardous waste legislation is enforced by the Environment Agency. Guidance is continually developed and produced by the EA. This must be disseminated to ensure the LU follows best practice.
	HSE continue to be responsible for hazardous waste. Preliminary work has been done to assess a biological waste training and management system – cost implication c £900 PA

On-going


Occupational Hygiene
	Action
	Target
	Comment
	Progress

	To provide an in house resource for identifying and monitoring chemical, physical, biological and mechanical agents in the workplace
	· Training in BOHS modules. Courses to be undertaken by 3 staff members to provide a full service. 

· Purchasing additional monitoring and recording equipment to enable in house service to be provided
	Training will be split so that the skill base is spread across 3 members of staff rather than having a single person trained as the Occupational Hygienist.
	HSE staff and some DSO trained in noise monitoring.
HSE office have provided support to departments in assessing noise problems
More needs to be done in other areas of Occupational Hygiene – see plan for 2008/9  


Training provision

	Action
	Target
	Comment
	Progress

	Training needs assessment 
	· To discuss training needs with DSO and produce a training matrix for key departmental staff
	Health and safety training records are not centralised and an analysis is needed to establish the level of provision in departments.
	The matrix is being developed. Discussions have taken place and a some data has been provided by DSOs.  Joint working with Loughborough College has been discussed as part of a HEFCE project on joint working. This may provide access to more cost effective training 



	DSO training 
	· Produce a modular training course for DSOs
	DSO competence and skill level needs to be set by LU and DSOs provided with training as appropriate
	Two DSO courses have been delivered. This is seen as a foundation course and other elements will be made available. – see plan for 2008/9

	Topic based training
	· Training in working at height, manual handling, COSHH to be made available through professional development
	Dates have been put forward for manual handling training to fill an immediate need but training the trainer courses to be arranged to move this forward over the longer term in departments 
	Train the trainer course delivered. An IOSH accredited  5 day course covering risk assessment , lifting techniques and training techniques.
Training to be cascaded to departments – annual plan for 2008/9

Other courses were delivered on request but were not offered  through Professional development – COSHH; working at Height (delivered by Facilities Management). This shall be addressed in the plan for 2008/9



	Occupational health training 
	· A separate plan has been put together to cover OH training provision
	A range of training is already carried out by the Occupational Health Advisor. This programme shall be extended to cover additional courses in noise, vibration, stress,  manual handling, BBV, Health surveillance and HSE priority areas
	Bespoke stress training carried out on request of departments.
Individual stress training was made available to staff via Staff Development.
Other topic training was incorporated into the DSO training in order to raise awareness and identify training needs. Further training will be offered subject to demand and the findings of risk assessments. – see annual plan for 2008/9

	First aid training provision
	· Review the impact on first aid training of withdrawing the honorarium
	
	The payment was not withdrawn. HSE committee approved a risk based capping of the honorarium to  ensure that first aid provision is adequate across campus. 
2 X 4 day courses were held - 46 new first aiders 

3 x 2 day courses were held – 39  people trained.

Courses for 2008/9 are now publicised on the web 

	Fire marshal training
	· 6 courses per year
	
	All courses delivered in accordance with the plan

	Fire extinguisher training
	· 6 courses per year
	
	One course delivered – other dates cancelled due to insufficient numbers

	Fire awareness training
	· Investigate better methods of delivery i.e. interactive web based training
	We need to increase the uptake  and make it a core requirement for new starters. This will impact on the work of the Fire Officer unless a more efficient means to deliver the training is selected.
	A number of e-learning courses have been identified. They have varying features that make them suitable to a greater or lesser degree. Prices typically work out at c£3,000 to provide fire awareness training to all staff

	On line training provision
	· Investigate benefits and costs of increasing training by interactive on line .courses 
	
	See above. 
DSE training is being considered by HSE committee –see report papers for October 2008


Fire Safety
	Action
	Target
	Comment
	Progress

	General


	· Recommendations  from Fire Risk Assessment to be signed off  as completed.

· 2nd round Risk Assessments to be completed of all buildings
· Fire service information packs to be completed for specific buildings
· Fire plans of all buildings including fire equipment and hazards to be drawn in CAD and converted to PDF files

· Review to the fire safety signage in all buildings
· Hydrant flow tests across campus
· Review the occupancy factors to all classrooms / lecture theatres
	
	1st round fire risk assessments have been completed
2nd round fire risk assessment work is on-going 50 % complete 
Fire service have been provided with draft packs for the Holywell site. We await their response.
CAD fire plans for all buildings have been produced by the Fire Officer. Updated software licence is required to ensure HSE plans continue to be compatible with Facilities Management . 

On-going.  50% reviewed - buildings have clear, suitable and appropriately positioned fire signage

Hydrant flows have not been checked

Checked – Information is made available to those booking rooms


	Disability Discrimination Act compliance
	· Refuge points to be identified and signed accordingly 

· Communication to be agreed and sited in all building especially those with differential working

· Personal emergency evacuation plans (PEEPs) a review to the way the university make this office aware of staff / students that may require 

· assistance in evacuating the buildings that they may use.
	
	75% completed 
On-going
Good progress in this area. Approximately 20 PEEPs have been drawn up so far. A policy is being reviewed by HSE Oct 2008 to improve and embed procedures for identifying individuals who require a PEEP
A protocol for assisting people with disabilities has been agreed. An evac chair has been purchased and all security staff are trained in its use.

	Training (other than mentioned elsewhere)
	· Evacuation chair  training
· First Aid work shop
	
	Completed for all security staff – night shift/day shift
Not required 2007/8


B)  Annual Plan 2008/9 

Health and Safety (Fire)

	Aim
	Target 
	Comment

	To complete targets from 2007/8 
	· Complete second round risk assessments

· Complete review of signage

· Check hydrant flow – needs to be coordinated with Facility Management to ensure that there is no interruption to normal business
	Work has to be programmed around access to buildings. Higher risk priorities were addressed in 2007/8 – in particular residential accommodation. Remaining premises will be scheduled according to risk   

	Improvement to the fire alarm systems across campus
	· Support Facilities Management to proceed with the second staff of the plan to upgrade the fire systems
	The programme to upgrade fire alarm systems is staged according to risk based priorities determined by fire risk assessments. The first stage of work  has been This work is on-going to upgrade the next series of buildings

	Monitor compliance with LU fire strategy adopted in 2007/8
	· Report to HSE committee in 2009
	To be monitored as part of the fire risk assessment process/ work to prepare PEEPs and by liaison with FM on new build and refurbishment projects

	Incorporate fire training into the training matrix – see training
	· Identify which groups of staff require mandatory fire training – e.g. fire extinguisher training for all technicians and research staff using flammable material. Incorporate this information into the matrix

· To purchase and make available an electronic hosted training package that will provide suitable and sufficient fire safety awareness training for all staff/(students?)
	A remaining difficulty is to determine how training records can be matched against the training matrix.
Article 21(2)(d) of the Regulatory Reform(Fire Safety) Order 2005 requires the responsible person to provide fire safety training to employees in a manner appropriate to risk. E-training with a management package will allow this training to be delivered and monitored efficiently


	Business Continuity
	· Fire service information packs to be provided in all higher risk buildings – chemistry, S building, Wolfson etc
· Some departments (Chemistry and Wolfson ) have been proactive in reviewing business continuity risk from fire in buildings. Departments will be contacted to discuss protection of key assets
	The University is reviewing business risk as part of the emergency plan overhaul. This work to provide fire service information packs should ensure that wherever possible the maximum effort can be expended by the fire service to fight fire in buildings. If this information is not provided there maybe a reluctance on the part of the fire service to commit fire crews into buildings with unknown fire risk. 


Health and Safety (General)
	Aim
	Target 
	Comment

	Audit
	· To continue with the HASMAP audit where this applies to the remaining large departments – Wolfson School, LUSAD and SDC and those departments with higher risk activities. Audit reports will be presented to HSE committee and progress monitored

· For smaller departments and those engaged in less hazardous work it has been recognised that targeted audits are appropriate and a separate scheme shall be adopted to measure compliance/assurance
	

	Improving communications with departments
	· To continue the work started in 2007/8 and build on the outcome of the forum, training and regular formal and informal contact -weekly contact by e-mail, safety committee attendance and newsletter.

· 
	

	Policy and website
	· To replace remaining policies back onto the website

· To undertake the 2 yearly review of the Health and Safety Policy

· To investigate the successful transition of University Policy into local arrangements .


	This target is scheduled for February 2009 HSE meeting 

	
	· Manual Handling

· PPE

· Biological safety

· Work away from the University – incorporate new guidance on placement students, fieldwork and other existing arrangements on lone working and work overseas 
	Update current arrangements
Update current arrangements

New policy

Request from PVC Teaching and Learning



	DSEAR /Gas safety
	· Develop training  - see matrix

· Audit compliance with the new DSEAR policy – latter part of 2009
	

	Environmental activity
	· Adopt the epiGenesys training and management system for clinical waste- £9000

· Review arrangements for managing other hazardous waste
· Other targets to be developed in conjunction with Sustainability Coordinator.
	Hazardous waste costs rose by  33% 2006/7 to 2007/8. Budget is now £30,000


Occupational Health

	Aim
	Target 
	Comment

	Facilitate departmental compliance with the Hand-Arm Vibration policy 


	· To complete the current programme of health surveillance for Facilities Management and agree a basis to carry this forward on an on-going basis

· To consult with department and make suitable arrangements to implement the policy 
	The Occupational Health Advisor has a separate and ambitious programme of work. These targets have been picked out to address some of the bigger projects 

	Stress
	· To work with HR and develop the University Stress Policy in line with the findings of the staff survey.


	

	Review university arrangements for management of risks to pathogens and Blood Borne Viruses
	· Review the existing policy in the light of Biological Safety Policy
	


Occupational Hygiene

	Aim
	Target 
	Comment

	On-going from 2007/8 – to provide an in-house resource for monitoring workplace contamination and environmental conditions
	· For staff in HSE to undertake the following British Occupational Hygiene Society modules:
M102 Measurement of Hazardous Substances (including Risk Assessment)

M103 Control of Hazardous Substances

M201 Thermal Environment and Non-Ionising Radiation (including Lighting)

M202 External Environment
DSE)

S301 Asbestos and other fibres
· To identify and obtain additional recording and monitoring equipment to provide an in house service
	Training need identified in 2007/8
The HSE office shall concentrate on in house service provision for the foreseeable future but there is scope to become a revenue earner by offering  external consultancy  in this area in the future.


Training

	Aim
	Target 
	Comment

	To coordinate and develop HSE training  
	· To produce a training matrix with suitable training courses identified and made available to staff as either optional or mandatory dependent on the job role and risk.

· To develop systems for monitoring attendance on training courses

· To offer more in house training on core subjects and for this training to be publicised through staff development
· To use a wider range of means to deliver training – cascade training and e-training – fire awareness training is seen as a good pilot for e-training 
	A lot of health and safety training is carried out across the university that ensures staff are competent. Discussions with DSO has identified a need to coordinate the training that is offered to better use resources. Discussions with Loughborough College, as part of a HEFCE funded project , have suggested that more joint working on training delivery and collaboration may have benefits in terms of  economies of scale.  
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