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1.
General Statement

The Queen’s University Belfast is committed to protecting, so far as is reasonably practicable, the health and safety of staff in our workplaces and of all people using our premises. We will ensure, where practicable, that adequate welfare facilities will be provided for all employees while at work.     

2.
Scope
This policy is applicable to all premises under the control of Queens University Belfast including common parts of shared buildings, private roads and grounds.
(Construction sites are not covered by these Regulations.)
3.
Responsibility

3.1
Management Responsibility

Heads of School/Directors are responsible for ensuring that the workplaces under their control are maintained in efficient working order and in good repair. 
3.2
Estates Department responsibility 

The Director of Estates must ensure, so far as is reasonably practicable, that University premises are safe and without risks to health and that arrangements are adequate for the welfare of those persons using the premises. In particular this responsibility relates to:

· safe access and egress to and from buildings

· provision of adequate welfare arrangements, such as toilets, heating, lighting, ventilation etc.

· safety of pedestrian traffic on University property

· appropriate measures for fire safety and emergency evacuation

·  statutory equipment testing and maintenance
· control of contractors  
3.3
Other Responsibility 


Line Managers and Supervisors should ensure that workplace health, safety and welfare risks are considered in risk assessments and records are maintained. Line Managers and Supervisors have day-to-day responsibility to report, using the appropriate mechanisms, defects or deficiencies identified in the welfare facilities provided in the areas under their control. 
To achieve this suitable systems are required to ensure that:


a)
regular inspection, testing and cleaning is carried out


b)
potentially dangerous defects are remedied


c)
remedial work is carried out properly


d)
records are kept.

3.4
Employee/Student Responsibility


Employees and students are responsible for reporting any issues likely to affect their health and safety while on University premises, and to comply with local procedures for workplace health, safety and welfare. 

4.
Communication, Co-Operation and Co-Ordination
This policy and guidance must, so far as is reasonably practicable, be communicated to all employees and students.


School/Departmental risk assessments and other arrangements with regard to workplace health, safety and welfare must be clearly communicated to management, employees and students.

5.
Outline Requirements of the Regulations

The Workplace Health, Safety and Welfare Regulations are concerned with the details of basic provisions in, and facilities for, workplaces. The measures outlined contribute to the general working environment of people in the workplace and contain details on minimum requirements for:

-
maintenance of workplace, equipment, devices and systems


-
ventilation


-
temperature


-
lighting


-
cleanliness and waste materials


-
room dimensions and space


-
workstations and seating


-
conditions of floors and traffic routes


-
falls or falling objects


-
windows and transparent/translucent doors, gates and walls


-
windows, skylights and ventilators

-
ability to clean windows etc. safely

-
organisation of traffic routes

-
doors and gates

-
sanitary conveniences and washing facilities
-
drinking water

-
accommodation for clothing

-
facilities for changing clothing

-
facilities for rest and to eat meals


Summary guidance on each of these items is provided in the Appendix.

6.
Information and Instruction

Employees/students must be provided with adequate information and instruction on this policy and guidance, and on local arrangements to allow them to comply with their responsibilities under the policy.
7.
Record Keeping

Records of local arrangements and management systems, risk assessments and the provision of any instruction and training must be kept.

8.
Monitoring/Audit

Schools/Directorates should monitor the compliance of this policy and take appropriate action where necessary. Records of risk assessment, instruction and training, maintenance events etc. should be made available for audit by internal/ external auditors.
9.
Regulations & Guidance

The Workplace (Health, Safety and Welfare) Regulations 1992


ISBN 0110258045

The Workplace (Health, Safety and Welfare) Regulations 1992. Approved Code of Practice L24


HSE 
ISBN 0 7176 0413 6


The Health and Safety at Work (Northern Ireland) Order 1978

The Management of Health and Safety at Work Regulations (Northern Ireland) 2000

The Smoking (Northern Ireland) Order 2006
10.
Further reading.

Workplace health, safety and welfare. A short guide for managers.


HSE
INDG244(rev1)
ISBN 0 7176 6192 X

Heat stress in the workplace: What you need to know as an employer

HSE General Information Sheet GEIS1

Preventing slips and trips at work

HSE
INDG225(rev1)
ISBN 0 7176 2760 8

Workplace Transport Safety: an overview

HSE
INDG199(rev1)
ISBN 0 7176 2821 3

Workplace Transport Safety: An Employers Guide

HSG136
ISBN 0 7176 6154 7

The Work at Height Regulations 2005: A brief guide

HSE
INDG401
ISBN 0 7176 2976 7


Lighting at Work
HSE

HSG38


Seating at Work
HSE

HSG57

How to deal with Sick Building Syndrome
HSE

HSG132

General ventilation in the Workplace. Guidance for Employers    HSE


HSG202

Thermal comfort in the Workplace. Guidance for Employers   HSE

HSG194

Thermal comfort – HSE website information:

www.hse.gov.uk/temperature/furtherinfo.htm
Slips and trips. Guidance for Employers on identifying hazards and controlling risks.

HSE

HSG155


Appendix 1
SUMMARY GUIDANCE 
1. Maintenance of workplace, equipment, devices and systems.
The workplace, including certain equipment and devices, must be maintained in an efficient state, in working order and in good repair. A suitable system of maintenance must also be introduced where appropriate.
Where practicable:
-
identify any equipment that can affect health and safety in the workplace if it fails e.g. mechanical ventilation systems

-
establish whether a system of maintenance is required to ensure their efficient operation

-
devise a safe system of maintenance

-
appoint a competent person to carry out the maintenance

-
ensure that any potentially dangerous defects are rectified

-
keep suitable records of maintenance


2.
Ventilation

Effective and suitable ventilation must be provided for every enclosed workplace.


Where practicable:
-
identify areas of concern e.g. stuffy workplaces, visible contamination of work surfaces, unpleasant odours, high incidence of minor illnesses such as flu-like symptoms and headaches

-
seek advice from Estates Department on efficiency of ventilation systems
3.
Temperature
A reasonable working temperature must be maintained in all workplaces during working hours. Workplaces should normally be maintained at a minimum of 16°C, reducing to 13°C if the work involves severe physical effort. Although maximum temperatures are not specified the HSE advice on the acceptable zone of thermal comfort in the UK is between 13°C and 30°C.

Where practicable:

· provide means of measuring the workplace temperature

· identify areas where the working temperature is too hot or too cold

· take remedial action to control any temperature problems at source

· where this is not practicable, provide alternative measures such as heating or cooling equipment

· ensure that such appliances are safe and without risks to health

· monitor the situation in cases of extreme weather


4.
Lighting
Every workplace must be provided with suitable and sufficient lighting to enable people to work and move about safely. Emergency lighting must be provided where necessary to facilitate escape.


Where practicable:
· ensure that work is carried out be natural light wherever possible

· take precautions against glare

· ensure that lights are positioned to avoid risks to health and safety e.g. risk of fire

· ensure that supplementary lighting is provided where necessary

· ensure that safe access is provided in order to clean and replace the lights or windows

· develop safe systems of work to allow for cleaning or replacement

· where lighting levels are suspected to be inadequate, contact the Estates Department for advice


5.
Cleanliness and waste materials

Workplaces, furnishings and fittings must be kept sufficiently clean with all walls, floors etc capable of being effectively cleaned. Waste materials must not be allowed to accumulate.

Where practicable:
-
assess individual workrooms for cleanliness requirements

-
agree a cleaning schedule for workrooms

-
ensure that workrooms are cleaned to the appropriate standard 



6.
Room dimensions and space

Workrooms should have enough free space to allow people to move about with ease. The total volume of a room, when empty, should provide at least 11 cubic metres per person. 11 cubic metres per person is a minimum and may be insufficient depending on the contents and layout of the room and the nature of the work.

The figure of 11 cubic metres does not apply to sales kiosks, attendants’ shelters and machine cabs or similar small structures where space is necessarily limited, or to rooms being used for lectures, meetings and similar purposes. 

Where practicable:
· establish the number of persons working in individual rooms

· measure the volume of the room

· ensure that the room is not overcrowded


7.
Workstations and seating
Workstations and seats must be suitable both for the work being carried out and for the persons using them. People should be able to exit the workstations swiftly in an emergency. Seating should give adequate support for the lower back, and footrests should be provided for workers who cannot place their feet flat on the floor.
Where practicable:
-
arrange workstations so that each task can be carried out safely and comfortably 

-
ensure that arrangement take into account the special needs of the individual worker

-
review the arrangements for changes of personnel and work tasks

-
provide seating for employees where their tasks allow it and provide footrests where required

8.
Conditions of floors and traffic routes
There should be sufficient traffic routes, of sufficient width and headroom, to allow people and vehicles to circulate safely with ease. Floors and traffic routes must be suitably constructed, with no holes or slopes etc. likely to cause a risk. Floors should be adequately drained and handrails provided where necessary.

Open sides of staircases should be fenced with an upper rail at 900 mm or higher, and a lower rail. A handrail should be provided on at least one side of every staircase and on both sides if there is a particular risk. Additional handrails may be required down the centre of wide staircases. Access between floors should not be by ladders or steep stairs.



Where practicable: 

-
assess the condition of all floors and traffic routes and implement permanent remedial measures where required
-
inspect the surfaces of floors and traffic routes regularly (at least once per week) to identify unsafe conditions
-
consider the use of handrails for any slope

9.
Falls or falling objects
Suitable and effective means must be taken to prevent persons or goods falling from a height. Tanks and pits may also need to be covered if there is a risk from persons falling into a dangerous substance.

Where practicable:
-
install appropriate fencing or covers where there is a risk of falling either from a height or into a tank containing dangerous substances, or of objects falling onto people


-
where such risk exists, the danger should be clearly indicated

-
where fencing or covers cannot be provided or have to be removed, install a safe system of work including access restrictions, instruction, supervision, training and, where appropriate, permit-to-work systems and the provision of PPE including safety harnesses

-
where it is not possible to prevent falling objects, provide appropriate personal protective equipment (PPE)

-
ensure that where fixed vertical ladders have to be installed (a permanent staircase is always preferred) that they conform to the appropriate guidelines
-
take the appropriate precautions when carrying out and kind of roof-work

-
ensure that changes of level are marked to make them conspicuous

-
ensure that materials and objects are stored and stacked in such a way that they are not likely to fall and cause injury

-
when loading/unloading vehicles, as far as possible avoid the need for people to climb on top of vehicles or their loads – if this is unavoidable safety lines and harnesses should be made available  

10.
Windows and transparent/translucent doors, gates or walls and windows
Windows or other transparent or translucent surfaces in doors, gates or partitions should, where necessary for reasons of safety, be constructed of a safety material protected against breakage.

In general it will be necessary for reasons of health and safety where:

(a) there is glass in a door or gate, or the side panel of a door or gate at shoulder level or below
(b) there is glass in a window, wall or partition at waist level or below
Where practicable:
-
ensure such surfaces are marked or have incorporated features to make the surface apparent
Refer to ‘Workplace Health, Safety and Welfare Approved Codes of Practice’ for more detailed advice and exclusions. 


11.
Windows, skylights and ventilators
If any window, skylight or ventilator is capable of being opened then it must be safe to open and not cause a risk once opened.



Where practicable:
-
assess whether the action of opening, closing or adjusting any window, skylight or ventilator presents any risk to safety



-
if a risk is identified it must be suitably remedied
12.
Ability to clean windows safely
All windows etc. must be of a design or constructed so as to be cleaned safely. Account should be taken of equipment such as eyebolts or window cleaning equipment fixed to the building.

Where practicable:
-
assess whether all windows and skylights are capable of being cleaned safely

-
if any windows and skylights are not capable of being cleaned safely suitable provision must be made to permanently resolve this problem


13.
Organisation of traffic routes
Traffic routes must be organised to ensure that pedestrians and vehicles can move around safely. All such traffic routes must be suitable, sufficient in number, in suitable positions and of sufficient size.

Where practicable:
-
survey pedestrian and vehicle movements on the premises and aim to keep vehicles and pedestrians apart
-
develop systems to prevent pedestrians and vehicles from colliding

-
use kerbs, barriers or clear markings to designate safe walkways

-
as far as possible, plan traffic routes so drivers do not need to reverse

-
set appropriate speed limits and provide route markings and signs

-
ensure traffic and pedestrian routes are suitable for use, are clearly indicated and have appropriate signage

-
ensure that all dangerous openings have been securely fenced

- 
ensure that safe procedures are adopted for the loading and unloading of vehicles 

14.
Doors and gates
Doors and gates in the workplace must be suitably constructed and fitted with safety devices where necessary.

Where practicable:

-
survey traffic routes to ensure that appropriate doors are fitted

-
ensure that, where they are powered and sliding doors, they are fitted with the appropriate safety devices

WELFARE FACILITES

15.
Sanitary conveniences and washing facilities
There must be suitable and sufficient sanitary conveniences, conveniently located, adequately lit, ventilated and kept clean. Washing facilities should have running hot and cold or warm water, soap and clean towels or other means of cleaning or drying. If required by the type of work, showers should also be provided. 
16.
Drinking water
An adequate supply of high-quality drinking water, with an upward drinking jet or suitable cups, should be provided in the workplace. Bottled water/water dispensing systems may be provided as a secondary source of drinking water.
17.
Accommodation for clothing
Adequate, suitable and secure space should be provided to store workers’ own clothing and special clothing.
18.
Facilities for changing clothing
Suitable and sufficient changing facilities should be provided for workers who change into special work clothing. The facilities should ensure the privacy of the user, be of sufficient capacity and be provided with seating.
19.
Facilities for rest and to eat meals
Every workplace must have suitable and sufficient rest facilities. Rooms should be large enough and have sufficient seats with backrests and tables for the number of staff likely to use them at one time.

Eating facilities should include a facility for preparing or obtaining a hot drink. Canteens or restaurants may be used as rest facilities provided there is no obligation to purchase food.
Suitable rest facilities should be provided for pregnant woman and nursing mothers. They should be near to sanitary conveniences and, where necessary, include the facility to lie down.
Where practicable:
· ensure an adequate number of WCs and washing facilities are provided

· ensure that the correct facilities are provided in each WC and wash-station

· ensure that the facilities are maintained in a clean state and good working order
· ensure an adequate supply of wholesome drinking water is provided

· ensure that the correct temperature range is maintained according to the work activities

· provide adequate rest facilities

· provide adequate changing facilities and accommodation for clothing.

Appendix 2

Workplace Inspection Checklist

Inspected by:

……………………………………………………………….

Date of inspection:
……………………………………………………………….

Area inspected:
……………………………………………………………….
	General Hazards
	Observations
	Priority

	Slipping or tripping hazards eg:

condition of floor surface or coverings

trailing electrical leads, raised saddle-boards,storage on floors and corridors, poor cleanliness (dust, dirt or spillage)
	
	

	Hazard from falling objects 
e.g. storage of material at high level, unstable storage, top heavy filing cabinets, overloaded or unstable shelving, loose light fixtures or plaster, mounted paintings, photographs, clocks etc
	
	

	Hazards from fixed objects/obstacles e.g.

Protruding corners of desks or cabinets, doors or drawers left open, low ceilings or doorways, condition of furniture (splinters, sharp metal, glass or plastic edges, broken handles etc), glass panels or doors not made of safety glass.
	
	

	Hazards from furniture e.g.

Broken or faulty chairs or desks, drawers, cupboard doors
	
	

	Hot surfaces e.g. radiators, heaters, photocopiers, printers etc
	
	

	Electric shock e.g. untested portable appliances, extension leads etc, broken switches/sockets, water sources near electrical appliances, bare wires, worn insulation
	
	

	Equipment hazards e.g. guillotine blades, electric fans, pinch points, broken or faulty or poorly maintained equipment
	
	

	Access equipment e.g. broken or untested steps, foot stools and ladders
	
	

	Missing or defaced warning or safety notices, signs or labels
	
	

	Chemical hazards – use of all chemicals must be controlled eg cleaning agents, solvents, toner, rodent poisons, fumes
	
	


	Fire and Emergency Precautions
	Observations
	Priority

	Indication of emergency telephone number
	
	

	Extinguishers are on their hooks or at fire points
	
	

	Extinguisher condition, identification and service date (annual service)
	
	

	Fire exit routes are clear of obstructions (clear access to, and egress from buildings and offices, minimum 1 metre wide)
	
	

	Any fire or smoke doors are not held open by unauthorised methods
	
	

	Fire and smoke door closers are effective
	
	

	No smoking policy being complied with
	
	

	All relevant fire exit signs are in clear view
	
	

	Fire extinguishers/hose reels are not being used for other purposes.
	
	

	Fire action signs displayed
	
	

	No improper storage of combustible materials (paper on heaters or electrical equipment, overfull bins, flammable liquids)
	
	


	Employee Welfare
	Observations
	Priority

	Smoke free atmosphere  (is smoking policy being maintained)
	
	

	Atmosphere regulation (warm /cool enough, adequate ventilation)
	
	

	Provision of drinking water
	
	

	Adequate, suitable lighting
	
	

	Adequate space
	
	

	No unreasonable noise (from office equipment, traffic)
	
	

	No unreasonable fumes (from photocopiers etc., heating systems)
	
	

	Tidiness, cleanliness and hygiene
	
	

	Suitable workstations and seating
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