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1. [bookmark: _Toc121322577]      Policy statement

[bookmark: _Toc121322243]1.1	De Montfort Students’ Union (DSU) are committed to ensuring the health and safety of our staff, students, customers and anyone affected by our activities and to providing a safe environment for all those attending our premises through regular assessments of risks in the workplace.

[bookmark: _Toc121322244][bookmark: a526755][bookmark: _Toc352073480]1.2	In particular we are committed to maintaining safe and healthy working conditions through control of the health and safety risks arising from our work activities, consulting with our staff and providing appropriate information, instruction, training and supervision and taking steps to prevent accidents and cases of work-related ill health.

1.3      This policy does not form part of any employee’s contract of employment and it may be amended at any time.
[bookmark: _Toc121322578]2.	Scope and Purpose

2.1	This policy covers all De Montfort Students’ Union employees, students and guests of the Students’ Union (collectively referred to as ‘staff’ in this policy).
[bookmark: _Toc46310628][bookmark: _Toc46310984][bookmark: _Toc121322579][bookmark: a188998][bookmark: _Toc352073481][bookmark: _Toc118804248]3.        Who is responsible

[bookmark: _Toc121322247]3.1      The Board of Trustees has overall responsibility for health and safety compliance in line with the Health and Safety at Work Act 1974 and the operation of this policy.  The Chief Executive Officer has however been nominated as the Principal Health and Safety Manager for health and safety matters with day-to-day responsibilities delegated to the Senior Management Team with support from the Operations Manager.

[bookmark: _Toc121322248]3.2	All staff must also recognise that everyone shares responsibility for achieving healthy and safe working conditions. Staff must consider the health and safety implications of their acts and/or omissions and take reasonable care for their health and safety and that of others. 

[bookmark: _Toc121322249]3.3	Any health and safety concerns should be reported to their line manager in the first instance or the Operations Manager.
[bookmark: _Toc121322250][bookmark: _Toc121322580]4.	What is covered by this policy?

[bookmark: _Toc121322251]4.1	In accordance with our health and safety duties, we are responsible for: -

· [bookmark: _Toc121322252]Assessing risks to health and safety and identifying ways to overcome them.
· [bookmark: _Toc121322253]Providing and maintaining a healthy and safe place to work and a safe means of entering and leaving our premises, including emergency procedures for use when needed.
· [bookmark: _Toc121322254]Providing information, instruction, training and supervision in safe working methods and procedures as well as working areas and equipment that are safe and without risks to health.


· [bookmark: _Toc121322255]Ensuring that equipment has all necessary safety devices installed, that equipment is properly maintained, and that appropriate protective clothing is provided.
· [bookmark: _Toc121322256][bookmark: _Toc121322257]Promoting co-operation between members of staff to ensure safe and healthy conditions and systems of work by discussion and effective joint consultation.
· [bookmark: a128955][bookmark: _Toc352073483]Regularly monitoring and reviewing the management of health and safety at work, making any necessary changes and bringing those to the attention of all staff.
[bookmark: _Toc121322258][bookmark: _Toc121322581]5.	Standards of workplace behaviour

[bookmark: _Toc121322259]5.1	Staff must co-operate with the Principal Health and Safety Officer (the CEO), and managers and supervisors on health and safety matters and comply with any health and safety instructions.

[bookmark: _Toc121322260]5.2	Staff must take reasonable care of their own health and safety and that of others by observing safety rules applicable to them and following instructions for the use of equipment (including safety equipment and protective clothing).

[bookmark: _Toc121322261]5.3	Any health and safety concerns, however trivial it might seem, including any potential risk, hazard or malfunction of equipment, must be reported to your line manager or the Operations Manager.

[bookmark: _Toc121322262]5.4	Staff must co-operate in the investigation of any accident or incident that has led, or which we consider might have led, to injury.

[bookmark: _Toc121322263]5.5      Staff must complete the relevant health and safety training required for their role. This may be online, in person or both and should be completed within the timescales set by their line manager or Operations manager. 

5.6       Staff must ensure they adhere to the guidance outlined in this policy as well as following the guidance set by De Montfort University in their Health & Safety Policies when carrying out activities within DSU or other areas across campus.

[bookmark: _Toc121322264][bookmark: a1039458][bookmark: _Toc352073484]5.7	Failure to comply with health and safety rules and instructions or with the requirements of this policy may be treated as misconduct and dealt with under our Disciplinary Procedure or Code of Conduct.
[bookmark: _Toc121322265][bookmark: _Toc121322582]6.	Information and consultation

6.1	We are committed to providing information, instruction and supervision on health and safety matters for all staff as well as consulting with them regarding arrangements for health and safety management.
[bookmark: a193043][bookmark: _Toc352073485][bookmark: _Toc121322266][bookmark: _Toc121322583]7.	Equipment

[bookmark: _Toc121322267]7.1	All staff must use equipment in accordance with operating instructions, instructions given by managers or supervisors and any relevant training.  Any fault with, damage to, or concern about any equipment or its use must immediately be reported to your line manager or the Operations Manager.

[bookmark: _Toc121322268]7.2	Staff must ensure that health and safety equipment is not interfered with and that any damage is immediately reported.

[bookmark: _Toc121322269][bookmark: _Toc121322270][bookmark: a928600][bookmark: _Toc352073486]7.3	No member of staff should attempt to repair equipment unless trained and designated to do so.  Failure to report damage to or a fault with equipment or failure to use it as directed may result in action under our Disciplinary Procedure or Code of Conduct.
[bookmark: _Toc121322271][bookmark: _Toc121322584]8.	Accidents and first aid

[bookmark: _Toc121322272]8.1	Any accident at work involving personal injury should be reported to your line manager or the Operations Manager so that details can be recorded.  All staff must cooperate with any resulting investigation.

[bookmark: _Toc121322273][bookmark: _Hlk516742538]8.2	Details of first aid facilities and trained first aiders are available from the Operations Manager and displayed throughout the organisation. 

[bookmark: _Toc121322274]8.3	If you suffer an accident at work you (or someone on your behalf) must report that fact to your manager or the Operations Manager as soon as possible.  All accidents should be reported, however trivial. The accident will be recorded accordingly.

[bookmark: _Toc121322275][bookmark: a86230][bookmark: _Toc352073487]8.4      All near misses should be reported to your line manager or the Operations Manager as soon as possible.
[bookmark: _Toc121322276][bookmark: _Toc121322585]9.	National health alerts

[bookmark: _Toc121322277]9.1	In the event of an epidemic or pandemic alert we will organise our business operations and provide advice on steps to be taken by staff, in accordance with official guidance, to reduce the risk of infection at work as far as possible.  We will also seek guidance from the University where appropriate.  Any questions should be referred to your line manager or the Operations Manager.

[bookmark: _Toc121322278]9.2	It is important for the health and safety of all our staff that you comply with instructions issued in these circumstances. Failure to do so will be dealt with under our Disciplinary Procedure or Code of Conduct.
[bookmark: a913218][bookmark: _Toc352073488][bookmark: _Toc121322279][bookmark: _Toc121322586]10.	Emergency evacuation and fire precautions

[bookmark: _Toc121322280]10.1	Staff should familiarise themselves with the instructions about what to do in the event of fire; these are available from your line manager or Operations manager and are also displayed throughout the building. Staff should also know where the fire extinguishers are, ensure that they are aware of their nearest fire exit and alternative ways of leaving the building in an emergency.

[bookmark: _Toc121322281]10.2	Fire wardens are responsible for the effective evacuation of designated areas.  In the event of a suspected fire or fire alarm staff must follow their instructions.

[bookmark: _Toc121322282]10.3	Regular fire drills will be held to ensure that our fire procedures are effective and to ensure staff are familiar with them.  These drills are important and must be taken seriously.  The routine test is held every Monday morning at approximately 8.45am with yearly fire drills carried out by the De Montfort University, Health and Safety Team. 



[bookmark: _Toc121322283]10.4	Staff should notify their line manager or Operations Manager as soon as possible if there is anything (for example, impaired mobility) that might impede their evacuation in the event of a fire. 

[bookmark: _Toc121322284]10.5	If staff discover a fire they should not attempt to tackle it unless they have been trained or feel competent to do so.  They should operate the nearest fire alarm.

[bookmark: _Toc121322285][bookmark: _Toc121322286][bookmark: a479329][bookmark: _Toc352073489]10.6	On hearing the fire alarm staff should remain calm and walking quickly, not running, evacuate the building immediately following the instructions of the fire wardens. Do not stop to collect personal possessions, do not use the lifts, and do not re-enter the building until told it is safe to do so.
[bookmark: _Toc121322287][bookmark: _Toc121322587]11.	Risk assessments, DSE and manual handling

[bookmark: _Toc121322288]11.1	General workplace risk assessments are carried out when required or as reasonably requested by members of staff or management.  Managers are responsible for ensuring that any necessary risk assessments are undertaken and that recommended changes to the workplace and working practices are implemented.

[bookmark: _Toc121322289]11.2	If staff use a computer for prolonged periods of time, they will be required to complete a workstation assessment upon commencement of employment.  These will be repeated periodically or following any office relocation.  Staff can request a workstation assessment by liaising with their line manager if they feel they need to be re-assessed. An assessment will also be required should staff inform their Line Manager of a change in personal circumstances, including pregnancy or disability. Information on the use of display screen equipment can also be obtained from the Operations Manager.

[bookmark: _Toc121322290]11.3	All staff are required to complete manual handling training.
[bookmark: _Toc121322291][bookmark: _Toc121322588][bookmark: a490010][bookmark: _Toc352073490]12.	Monitoring and Review 

[bookmark: _Toc121322292]12.1	This policy will be revised periodically, giving due consideration to any legislative changes where necessary amendments may be made.
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