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1. Introduction.

This guide sets out your involvement in helping University College Birmingham ensure Health & Safety
requirements are effectively implemented, and managed. Although it cannot cover everything, if you
follow this guide it will help to ensure your active help in supporting us to manage these important areas
for us all.

General information about Health & Safety at work will be provided by a number of means, including:

. this guide;

. displaying the approved ‘Health and Safety law. What you should know’ poster in the workplace
(and a copy of the HSE approved leaflet, * is reproduced at Appendix A);

. ensuring you are aware of the ‘General Statement of Health & Safety Policy’ (UCB-001);

. involving you in the conducting of risk assessments and, if necessary, investigating accidents and
incidents;

. providing you with appropriate Health & Safety briefings;

. enabling you to raise Health & Safety concerns; and so on.

In addition, the Safety Representatives and Safety Committee Regulations 1997 and the Health and
Safety (Consultation with Employees) Regulations 1996 requires us to consult with our employees on
matters affecting Health & Safety. To fulfil this, we will invite employee representatives to attend an ‘H&S
Committee Meeting’ where such issues can be raised and discussed, and our overall Health & Safety
performance reviewed. By doing this, it is hoped to ensure everyone becomes actively engaged with us in
ensuring Health & Safety is maintained.

However, sometimes situations will occur when things are not as good as they are intended to be, so if at
any time, should you feel there is a Health & Safety problem or concern, or you see something wrong, or
you see somebody acting irresponsibly or unsafely, please do not ignore it; raise it with your manager as
soon as possible, but please ‘Don’t’ walk by

If you have a Health & Safety concern, please raise it with your manager. The matter will be investigated
and, as necessary, action will be taken to put things right, and you will be told what was done.

If the concern cannot be resolved, we will seek further advice and/or guidance from:

. an external Health & Safety consultant; or, if appropriate,
. the relevant enforcing authority, such as the Health and Safety Executive, HSE, or the Fire &
Rescue Service.

Together, Health & Safety can be effectively managed and we will work towards best practice standards in
order to reduce the risks of workplace incidents, injuries or cases of occupational ill-health.

Although primarily aimed at employees, this guide will be issued to other interested parties, such as
contractors working in our premises, in order that they understand what standards of Health & Safety are
expected during their work.
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2. Our responsibilities, as your employer.

University College Birmingham, as your employer, has a legal duty to ensure your Health & Safety, and
welfare, whilst you are at work, and the Health & Safety of any other persons who may be affected by our
activities, such as our students, visitors to the premises, members of the public, etc.

In summary, these Health & Safety duties include:

. identifying the Health & Safety hazards which are present in the workplace and/or arising out of
work-related activities, assessing the potential risks (a so-called, ‘risk assessment’), implementing
appropriate Health & Safety measures to eliminate, reduce or control any unacceptable risks to an
acceptable level and ensuring the significant findings of the risk assessments are recorded and
communicated,

. making sure the workplace is safe and without risks to health by ensuring that hazardous
substances are stored and used safely and by either preventing or adequately controlling
exposure to any substances which may damage your health;

. ensuring that any work equipment is suitable for its intended purpose, is safe when used and is
properly maintained;

. avoiding unnecessary manual handling operations;

. providing adequate welfare facilities, such as washing and toilet facilities;

. ensuring adequate first-aid arrangements and facilities are provided;

. establishing appropriate emergency arrangements, such as in the event of a fire and/or another
emergency;

. ensuring there is adequate heating, lighting and ventilation in the workplace;

. reporting certain types of injuries, diseases and dangerous occurrences to the enforcing authority
for the premises;

. providing you with adequate information, instruction, training and supervision to ensure your

Health & Safety.
We will provide you, free of any charge, with any necessary health surveillance and appropriate personal
protective equipment (PPE), such as eye protection or safety footwear, which is necessary to eliminate
risks and/or reduce the potential for injury where risk cannot be adequately controlled by other means.

Further, it will consult with you on matters relating to Health & Safety at work, including:

. any changes to work equipment, work activities or the premises which may substantially affect
your Health & Safety;

. information on the hazards and risks present in the workplace or that arise from work activities;

. the measures in place to eliminate, reduce or control Health & Safety risks and/or mitigate their
consequences; and

. the arrangements we have in place for ensuring your Health & Safety.

To that end, a copy of the ‘General Statement of Health & Safety Policy’ will be displayed in workplace;
you should read it and familiarise yourself with its content.

To meet these commitments, you will receive regular Health & Safety briefings and be provided with
appropriate training and information relevant to your role.

Issued: 17-Sep15
Reviewed: November 2021 Printed copies may not contain current information. Page 2 of 5
To check validity and/or obtain an up to date copy of this document contact the Human Resources Department.



3"7 ~ | COLLEGE . Management Document
9% | BIRMINGHAM Employee Guide on Health & Safety

ACCREDITED BY THE UNIVERSITY OF WARWICK UCB-4OOB
3. Your responsibilities, as an employee.

In addition to our Health & Safety responsibilities as your employer, you too, as an employee, have certain
legal duties to fulfil, including:

. taking reasonable care for your own Health & Safety and that of others who may be affected by
what you do or do not do;

co-operating with us on Health & Safety matters;

correctly using any work equipment provided;

wearing any personal protective equipment (PPE) provided,;

working in accordance with any training you have been given;

following any Health & Safety instructions you are given;

reporting any defects in equipment, unsafe acts and/or working practices;

not interfering with or misusing anything provided in the interests of Health & Safety and welfare.

Also, make yourself aware of the emergency evacuation and first-aid arrangements that are in place,
before you need to.
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The commitments to each other.

As an employee, you should expect us to:

provide you with an appropriate Health &
Safety induction.

provide you with a ‘Pre-employment health
screening questionnaire’ and to assess your
fithess to work.

provide you with, as appropriate, health
surveillance by a competent occupational
health provider to check your ongoing
health.

provide you with adequate instruction and
training to ensure your Health & Safety at
work.

provide you with Health & Safety briefings
about the significant hazards and risks that
may affect you.

provide you, free of charge, with any
personal protective equipment (PPE) to help
ensure your Health & Safety.

record and, as appropriate, investigate any
accidents to you or other workplace
incidents.

conduct and record suitable and sufficient
risk assessments and develop ‘Health &
Safety Instructions’ to control significant
risks.

As an employer, we should expect you to:

take part in the induction, listen to what is
said and sign the induction record.

be honest about your health, properly
complete and return, on time, the form and,
if required, attend any follow-up meeting.

attend and participate in the health
surveillance programme and provide the
occupational health provider with any
necessary information.

participate in and follow any training you
have been given and any Health & Safety
instructions provided.

take part in the briefing, think about how it
affects your work and ask any questions
you want.

sign the necessary issue record and wear
the PPE when required, such as if specified
in a risk assessment or method statement.

tell us about any injuries you receive, even
if trivial, and participate in the investigation.

take part in risk assessment and method
statement briefings, sign the necessary
sheet and, importantly, follow the rules.

If you feel that we are not fulfilling our Health & Safety commitments to you, please tell your manager!

If you are not fulfilling your commitments to us, your manager will tell you too!

Health & Safety is about co-operation, and together by making the necessary improvements everyone will
benefit.
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