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 FOREWORD

There are a variety of activities associated with Civil and Building Engineering.  Many of them are practical and it is a recognised fact that the incidence of accidents within the Construction Industry is extremely high.  Many of our research workers and undergraduate students will spend some considerable time in the laboratories; their safe conduct is of concern to the University and the Department.  Recent advances have revealed unsuspected hazards in many laboratory and associated activities.  Recent legislation has increased substantially the responsibilities of all members of the Department in respect of student supervision, safe working methods and record keeping.

This handbook includes sections on new procedures introduced during the last few months.  In particular there is new guidance on the risk assessment of practical activities, the completion of formal risk assessments and the methods in place to monitor these.
The appendices to this handbook (published as a separate document) contain further relevant information.
A Thorpe

Head of Department of Civil and Building Engineering

September 2007
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1. CIVIL AND BUILDING ENGINEERING – DEPARTMENTAL HEALTH AND SAFETY POLICY
University Philosophy

To accord with legislation (1999). Provide safe premises, plant and equipment, and methods of work. For employees to set high standards of personal safety, develop safe attitudes of mind, and integrate health and safety in to the work/lives of students. 

University objectives in brief are:

1. To assess risks to health and safety & comply with statutory provisions.

2. Effectively plan, organise, monitor and review preventative and protective measures to control risks.

3. Employ competent persons to provide H&S assistance. 

4. Establish and effect appropriate procedures to be followed in case of emergency.

Civil & Building Department Philosophy

1. To accord with University requirements (www.lboro.ac.uk/admin/hse.html).

2. To make all staff and students aware of, and follow, good Health and Safety practice.

3. To effectively deliver and monitor the necessary procedures to achieve 1 & 2. 

Roles/Responsibilities/Duties

1. Head of Department (HoD): Takes responsibility at Departmental level for safety matters generally and that the University policy is complied with.

2. Departmental Safety Officer (DSO): Advises the HoD with regard to H&S&E issues and disseminates necessary information to departmental staff.

3. Risk Assessment Officer (RAO): Manages and monitors the department risk assessment procedures, as required. 

In Civil and Building there are two RAOs, one a member of academic staff (Dr Paul Fleming) and one a technician (David Spendlove) who is responsible for all laboratory based activities.  

4. The Department Safety Secretary (Caroline Neale) will store securely all the paperwork. 

5. Academic Staff: Have a direct responsibility to the Head of Department to provide best practice for H&S in both teaching and research. Academics are ultimately responsible for all aspects of their modules and their research staff/students, including signing risk assessments (original must be passed to Caroline Neale, Safety Secretary) and ensuring safety briefings are given.

6. Technical Staff: Have a direct responsibility to the Laboratory Superintendent and RAO to ensure all equipment is maintained in good order and used appropriately. To ensure this there must exist good communication with the academic staff regarding equipment and lab class issues. 

7. Clerical/other support staff: To communicate and follow H&S best practice. 

8. Students: 
Undergraduates - to be aware of health and safety procedures and participate/adhere to them. 

Postgraduates and Research Assistants/Research Engineers-to take ownership of the H&S actions required relating to their own research project work.

9. Visitors: To be made aware of and adhere to Departmental/University guidance.

2.  DEPARTMENT RISK ASSESSMENT PROCEDURES/STRATEGY 
A Teaching - Academic Staff

All academic staff/Internal Examiners (IE’s) must go through their own module specifications and identify whether:

a. there are any activities with potential significant risks (y/n)

b. they need to do a risk assessment (y/n) 

c. if needed, they have done a risk assessment (y/n)

(all laboratory, campus, fieldwork and any off-campus activities must be Risk Assessed)

d. fill in the standard risk assessment form (with technician help if needed), sign and pass original to safety secretary. IE’s must notify the safety secretary of the answers to a-c for each module.

d. Ensure proper and full safety briefings are given to all students for each session. 

B. Research - Academics and Researchers

All research supervisors – must look at all their projects and:

a. determine are there any activities with potential significant risks? (y/n)

b. if they need to do/have done a risk assessment (y/n)

(all laboratory, campus, fieldwork and any off campus activities must be Risk Assessed)

c. Staff/student fill in the standard risk assessment form (with technician if required) sign, pass copy to the safety secretary.

The STANDARD RISK ASSESSMENT FORM is found at http://www.lboro.ac.uk/departments/cv/staffstud/department/safety-handbook/
Notes: 

1. For U/G & MSc work (e.g. research projects), there is a space on the Project Definition Document form to state that a H&S review has been done, and where significant risks are involved a risk assessment form has been completed and lodged with the Safety Secretary (C.E. Neale). 

2. The student is expected to initiate the form and attempt the assessment (training given in lectures).

3. For postgraduate work (RS/RAs/ResEng’s) the student/staff is expected to assess whether significant risks are likely to be encountered in their project and then they are to initiate the form for the supervisor to sign and to be lodged with the safety secretary (C.E. Neale). Training and advice are available.

4. Project students and Postgraduates must attend Laboratory Induction Training 

(D Spendlove is responsible for organising and co-ordinating). 

5. Risk Assessments for teaching require annual review (in March with modspec. review). 

6. Risk Assessments for full-time research require annual review (at re-registration or in PDD). 

C. Dept Safety Officer, Risk Assessment Officers, Safety Secretary & Department Administrator
The Department Safety Officer and Risk Assessment Officers will ensure that risk assessments are completed, monitor and advise where suitable, ensure necessary actions for risk control are completed, and ensure the forms are stored effectively and updated.  The Safety Secretary will ensure the Risk Assessment signed copies are filed securely and easily available to the DSO and others, and that the lists showing those completed and those outstanding are available. 

The Departmental Administrator (Margaret Missett) will ensure students with additional needs affecting their H&S are brought to the attention of the DSO (for discussion and action at committee meetings). The Health and Safety Committee will meet approximately 4 monthly and discuss all relevant safety matters: forms, students at risk, equipment, new procedures/requirements. 
3. EMERGENCY CONTACTS AND PROCEDURES

In any emergency the following procedures should be adopted.

FIRE

In the case of small fires attack the fire immediately with an appropriate extinguisher or a fire blanket, if you have been trained in their use.  If the fire cannot be extinguished immediately the fire alarm must be sounded and the fire service called.

a)
Dial 888

b)
State clearly to the switchboard operator the exact nature and location of the incident and ask for the fire service.  The operator will alert University Security to guide the emergency services to the incident.

Whoever sounds the fire alarm is responsible for briefing the fire service when they arrive.

When an alarm is given it is important that evacuation of the building(s) proceeds quickly and effectively.  Do not collect personal belongings.  Do not use lifts.  All personnel should move away from the building and assemble in the pre-designated areas.  These are on the grass bank near to the dual-carriageway entrance (Assembly Point 31) for personnel evacuating the main teaching block (Sir Frank Gibb Building) and on the grass bank near to the Library (Assembly Point 28) for personnel evacuating the John Pickford Building and the laboratory.

DO NOT ASSEMBLE IN CAR PARKS, ROADWAYS OR BLOCK DOORWAYS.  REMEMBER THAT THERE ARE MANY GLASS PANES OVERHEAD.

Clearance of the buildings will be checked by full-time staff working to predetermined instructions.  

Technicians should switch off any apparatus that they are responsible for and must be able to identify the site of any gas cylinders to the emergency services.

The senior person present in a classroom or laboratory is responsible for ensuring that the rooms are evacuated.

TOXIC RELEASE OR SPILLAGE

In the event of a serious spillage or toxic release the evacuation procedure outlined above must be followed.

If it is necessary to re-enter the contaminated area to rescue an injured person suitable protective clothing and self contained breathing apparatus must be worn.  SCBA sets are available outside the water engineering laboratories.  These must only be worn by people trained in their use.
Spillage kits are available in the main laboratory and these should be used to contain the initial spillage.  The spillage team led by Geoff Russell will be responsible for dealing with the spillage in the most appropriate way.

ACCIDENT

In case of an accident inform a departmental first-aider or telephone the Medical Centre (Ext. 2061).  Should it prove impossible to contact the Medical Centre and departmental first-aiders are not available dial 888 and ask the operator to call an ambulance if the nature of the accident warrants it.

Names of first-aiders are posted throughout the department (See section 14).  First-aiders summoned to an incident assume full control of the situation pending the arrival of fully trained medical personnel.

Head of Department and/or Departmental Safety Officer must be informed of any emergency as soon as possible.  Following a personal injury accident or near miss accident, a detailed report must be made on the appropriate form - held by the Departmental Safety Officer.  After signature by Head of Department this is forwarded to the University Safety Officer.

All accidents involving first aid treatment must be entered into the National Insurance Industrial Injuries Register - form B1510.  This is kept in the Laboratory Superintendent’s office (RL001).

Following a serious accident nothing should be moved until the site has been seen by the University Safety Officer or his nominee.

BOMB ALERTS

The University procedure for dealing with bomb alerts is given in Section 19.

All threats must be taken seriously and building(s) cleared using the fire evacuation procedures.

GENERAL NOTE

After notifying the University switchboard of an incident the caller should then alert the Departmental Safety Officer and Head of Department.

Head of Department


3771

Departmental Safety Officer

2623

4. CHAIN OF RESPONSIBILITY IN THE DEPARTMENT

Head of Department:



Prof A Thorpe

Tel. 3771

Departmental Safety Officer &

Chairman Departmental Safety Committee:
Mr R.H. Mayo

Tel. 2623



Departmental Superintendent and 

Laser Safety Officer:



Mr M. Harrod

Tel. 2638
Departmental Safety Committee:-

Representatives from IDE, UNISON, Undergraduate and Postgraduate Students, Laboratory, Academic Staff.

The ultimate responsibility for safety is vested in the first instance in the Head of Department.  The immediate responsibility for ensuring safe working procedures in undergraduate laboratories, however, rests with the member or members of academic staff in charge during the particular laboratory period.  Periodic checks should be made by the staff member and when necessary advice regarding safety should be given.  Unsatisfactory features regarding safety which cannot immediately be rectified should be reported to the Departmental Safety Officer.  In research laboratories all the workers must share responsibility for safety.  When hazardous work is to be undertaken by a research student it must be discussed in advance with the research supervisor and, if necessary, with the Departmental Safety Officer.  Records of decisions taken should be retained.

One technician, Mr N.M. Rodgers, is responsible for maintaining all first-aid boxes, eye wash bottles etc. within the department.  One designated technician, Mr M. Harrod, is responsible for maintaining the self contained breathing apparatus.  He is also responsible for training users of this apparatus.

The general Departmental Safety Organisation chart is shown below. 

The technical staff will, in general, be responsible for ensuring that all equipment is maintained in a satisfactory working order.  They will also ensure that their working area is left in a safe condition at the end of the day.

The technician in charge of a particular laboratory must ensure that all services are switched off at the end of the day.  Where any apparatus is left on it must carry the official university notice (yellow card) signed by a member of staff.  This notice must carry detailed switching-off procedures together with the telephone number of a responsible person with whom contact can be made in case of an emergency.  If any special hazards are involved these must be recorded for the benefit of the night security patrol.  The patrol will switch off any apparatus which has been left on without such a notice attached to it.

In any laboratory where research work is being carried out each research worker carries the responsibility for switching off his/her own equipment and for observing the safety regulations regarding apparatus left on overnight, together with a general responsibility for leaving the laboratory in a safe condition.

5. HEALTH AND SAFETY AT WORK ACTS 1974 & 1999
The Health and Safety at Work Act (1974) states that it shall be the duty of every employer to ensure, as far as is reasonably practicable, the health, safety and welfare at work of all his employees.  This duty extends to all users of the premises, clearly including students.

The act also states that it shall be the duty of employees and non employees to take reasonable care for the health and safety of themselves and of other persons who may be affected by what they do or what they omit to do.  In addition they also have a duty to cooperate with the employer in the discharge of his duties and must not intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare.

The above clearly imposes a statutory responsibility on everyone using a laboratory to observe appropriate precautions and to take such preventive measures as necessary when performing experimental works.

The management of Health and Safety at Work Regulations 1999 (the management regulations) generally make more explicit what employers are required to do to manage health and safety under the Health and Safety at Work Act (1974).  Like the Act, they apply to every work activity.

The main requirement on employers is to carry out risk assessments.  Employers with 5 or more employees need to record significant findings of the risk assessment, to implement necessary measures, appoint competent people and arrange for appropriate information and training.

Risk assessment should be straightforward in a simple workplace such as a typical office.  It should only be more complicated if it deals with serious hazards such as those in a laboratory or construction site.

There exist Approved Codes of Practice and these have a special legal status and so must be followed.  There is such a document for 'research in further and higher education' prepared by the education service advisory committee (ISBN 0717613003).  The Department Safety Officer has a copy.

The Civil and Building Engineering Department has a wide variety of potentially dangerous materials and equipment.  Careless or improper use can easily lead to serious accidents and/or personal injury.  In research especially it is important to try to anticipate problems and so avoid harmful consequences. 

The advice contained in this manual cannot be exhaustive because of the multiplicity of activities being carried out.

There are many experienced colleagues, trained assessors and safety officers available for consultation and advice whenever or wherever there is doubt or uncertainty as to correct procedure.

6. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH

(COSHH) REGULATIONS 1988

Many dangerous incidents occur due to a lack of knowledge or willful disregard of available information.  It is often the case that such incidents could have been prevented if relatively simple, well known anticipatory precautionary measures had been taken.

The COSHH Regulations are designed to protect people from both immediate and delayed risks to their health arising from exposure to hazardous substances in the work place.  Employers must have regard for both the direct users of any particular material and anyone else who may be affected by it e.g. cleaners, maintenance staff, visitors, members of the public or emergency services.

The regulations and codes of practice require that, except where the risk is insignificant, a written assessment must be made of the nature and degree of risk arising from the storage, use and disposal of every hazardous substance at every place at which persons are employed.  They also require that adequate steps be taken to control any risk identified so as to protect the workers and anyone else who may be affected by that activity.

Thus there is a requirement to

-          assess the health risks arising from the use of a material

· have effective control measures to protect the health of all at risk.

7. DEFINITIONS

For explanation of Hazard Warning symbols, definitions of terms and risk phrases see Appendix A4.
8. WORKING IN THE LABORATORY 
Before starting work

In general, working in the laboratory is defined as attending an undergraduate laboratory class or demonstration, all laboratory based final year research projects or postgraduate research work that involves interaction with materials and/or equipment. 

Students attending undergraduate lab classes will receive a safety briefing from the relevant member of academic staff before or at the start of each session.

Undergraduate and postgraduate project students requiring to work in the laboratory or on site will be required to carry out a risk assessment covering all aspects of the work to be undertaken.

The risk assessment should be done in conjunction with the project supervisor and technical staff involved (see departmental policy guidance).

The laboratory staff will provide risk assessments for the use of laboratory equipment.

A laboratory safety induction must be attended by all u/g and p/g project students, for a safety induction session please contact Mark Harrod or David Spendlove (laboratory staff).

Any visiting researchers from outside this university will be required to go through the same system as Loughborough research students.

Health and safety

All laboratory users must abide by the safety rules outlined in the departmental safety handbook. This is available on the departmental web pages.

The correct clothing must be worn at all times. Shorts or sandals are prohibited. 

Safety footwear is mandatory for all laboratory work, persons not adhering to these rules will not be allowed to continue working. 

Protective goggles, safety glasses, ear defenders and gloves will be available for use as necessary; please ask for them.

When working in the laboratory all personnel will be responsible for maintaining adequate levels of cleanliness and tidiness so as not to create hazards for other users.

All portable electrical equipment should have an in date ” PAT” test label attached before use.

Hand tools used in the laboratory must be used in the correct manner and returned to their correct place of storage after use. Tools must not be taken outside of the laboratory without prior consent of the laboratory staff. Power tools must not be used for the first time without prior knowledge and instruction from laboratory staff.

Any materials or substances used that require a COSHH assessment must be assessed and adequately labeled. You must consult the appropriate advisor. 

It is the responsibility of all personnel to work safely within the laboratory protocols – if in doubt STOP AND ASK.

Storage/Disposal of materials

Any materials or substances that require storage must be done so with consultation with the relevant laboratory staff, substances requiring a COSSH assessment will be assessed and stored as to health and safety requirements.

Use of equipment outside the laboratory

A consent pro-forma is available for this purpose from the departmental superintendent and must be completed before removal of any equipment. 

All electrical equipment must be tested for safety prior to its removal.

Use of departmental vehicle

The departmental vehicle is available for picking up equipment and materials required and may be booked for this purpose provided it is used for university business only. The mileage will be booked to a valid budget code. This vehicle may only be driven by laboratory staff , academic staff , and postgraduate students who are on the insurance list. Please see the departmental superintendent to be added to the drivers list.

Access to the laboratory

The laboratory is open 08.30 to 17.00 Monday to Friday.

The laboratory staff work a flexitime system and it is advised that a prior appointment be made for any consultations regarding laboratory work. When working outside normal working hours it is a requirement that personnel should fill in the late working register located outside the departmental superintendent’s office

Lone working

Personnel should consult with staff to ascertain what activities can be carried out (a) without technical support and (b) when other personnel are not present. 
Undergraduate students must complete an “after hours” permission form and obtain the signature of their supervisor. Working outside normal hours can only take place when absolutely necessary and when ratified by the laboratory superintendent.

Use of overhead crane

  An overhead crane is available for the lifting and transport of heavy objects, used only by qualified staff who have completed the in-house training course.

First aid

A list of first aiders is situated outside the Departmental Superintendent’s office (See also Section 14). All incidents should be dealt with by a first aider and recorded in the accident book.

NO LABORATORY WORK MAY BE UNDERTAKEN WITHOUT A SAFETY INDUCTION AND THE PRODUCTION OF RISK ASSESSMENTS TO COVER ALL ASPECTS OF THE PROJECT WORK 

GENERAL LABORATORY SAFETY RULES

Attitude Towards Safety

Act sensibly at all time.

Develop safety consciousness.

Ask yourself - is it safe?

If in doubt, if you hesitate, STOP and seek advice.

Safety Procedure

The following rules must be adhered to by all personnel using the laboratory.

Work Safely

- wear adequate footwear

- wear ear protection in noisy areas

- wear protective goggles or glasses when necessary

- wear protective clothing

- tie long hair back

- ensure that equipment, cables etc. cannot trip anyone up

- lift heavy weights correctly

- watch out for falling objects

- hang spare clothing on coat hooks

- be aware of colleagues working around you and look after their safety

Move Safely

- look where you are going

- walk

Do Not

- enter woodwork area (except staff)

- enter Water Engineering Laboratory (except on business)

- use machine tools (except Technicians)

- use welding equipment (except Technicians)

- use the overhead crane (except trained personnel holding current certificate)

- smoke inside the building

- consume food or drink inside the building except in designated areas
Advisory Note

All users of this laboratory are advised to be up to date with Tetanus injections.

9. SAFETY IN THE WATER ENGINEERING LABORATORY

The general laboratory safety rules are applicable to anyone using the Water Engineering Laboratory.  However, because of the nature of the work of the laboratory, some of these rules must be emphasised and certain other rules specific to this area must be introduced.

1.
Only personnel on business are allowed in these laboratories.

2.
Sensible footwear must be worn at all times.

3.
Safety glasses must be worn at all times.

4.
Protective laboratory coats must be worn at all times.  While working in the microbiological laboratory DHSS Howie type coats will be worn and they must not be removed from that laboratory.

5.
Lockers are provided for storage of personal belongings.

6.
Personal hygiene is of utmost importance in these laboratories.  Hands must be washed before entering and before leaving.

7.
Any skin laceration must be reported to the senior technician before entering the microbiological laboratory.  Lacerations must be adequately covered to reduce the risk of infection.  If the technician is concerned about the protection afforded entry will be forbidden.

8.
Students must acquaint themselves with the hazards associated with the materials they will be handling and must ensure that appropriate COSHH assessments and protocols are available and understood.

9.
Long hair must be tied back.

10.
Working alone is forbidden except by prior arrangement with the Senior Technician or Laboratory Superintendent.

11.
Eating, drinking and smoking are strictly forbidden.

12.
Because there is a risk of infection from the materials present in these laboratories all staff, including postgraduates, must have the following vaccinations:


Hepatitis A, Hepatitis B, Typhoid, Polio, Tetanus


All undergraduates must have a minimum of Polio and Tetanus vaccinations.  Where prolonged exposure is likely e.g. final year projects, undergraduates may be advised to have Hepatitis A, Hepatitis B and Typhoid.  In the first instance the Senior Technician will satisfy him/her self as to the risk associated with any work and will then advise the individual student.


Where there is a high risk, entry will be forbidden to anyone not complying.

10. FIRE AND EXPLOSION RISK

Many common laboratory chemicals, metal fines etc. carry with them the risk of fire or explosion owing to their flammability or their unstable or highly reactive nature.  Special care must therefore be taken when using these compounds or materials.

Quantities of these materials should be kept to an absolute minimum.

When such materials are being used there should always be a second person in the vicinity.  NEVER WORK ALONE.

Care must be taken with liquids which may form dense vapours.  The vapour may spread for considerable distances and, if ignited, can explode or flash back to the original source.  Ignition of flammable vapour-air mixtures can be provided by a static discharge, sparking at relay contacts, light switches or the shorting of low voltage batteries.

Furnaces, ovens, refrigerators, electric motors can all be sources of ignition.  Care must be taken in siting of such equipment and their use.

Cylinders of compressed gases can be highly explosive.  Cylinders should be stored outside wherever possible and portable welding equipment must always be taken outside for overnight storage.

11. DISPOSAL OF WASTE

As a general guideline no toxic materials/chemicals shall be poured down sinks or allowed to enter the drainage system.  With the advent of Duty of Care regulations, chemicals and materials can only be disposed of in a recognised way - details of which must be retained.  If any doubt exists then consult either the senior technician in the chemical laboratory or the Departmental Safety Officer.

Remember that there are sites on the University for the disposal of items suitable for recycling.  Written protocols will give guidance on disposal and how to handle spillages, the type of protective clothing required etc.

No chemicals shall be disposed of in skips.

Where spillages occur the Spillage Alert Team should be immediately advised of the location and all relevant details.  They, the Spillage Alert Team, will deal with the spillage.

MEMBERS OF SPILLAGE ALERT TEAM

M. Harrod

G. Russell

J. Salisbury

D. P. Sanham

M. Shonk

12. HAZARDOUS RADIATION

A number of radiations have the potential to cause damage to the body.  Care and compliance with the appropriate regulations is of utmost importance.  For further information see Appendix A9.
13. ELECTRICAL SAFETY

Section 2 of the Health and Safety at Work Act 1974 requires that the University as an employer and Heads of Departments and Sections as its agents should ensure that electrical hazards are controlled as far as is reasonably practicable.  Where there is a high risk of severe injury then it is reasonable to make great efforts and spend large sums of money to achieve compliance.

Dangerous voltages are those exceeding 55V.  A competent person is one who has sufficient practical and theoretical knowledge of the equipment and work situation to cope with foreseeable danger.

A safe system of work shall be implemented whenever work at dangerous voltages occurs.  Where any person is working with exposed equipment at voltages above 55V there shall always be a second person present in the working area.

Electrical installations up to a socket outlet are normally the responsibility of the Estates Organisation.

Earth leakage trips should be installed on all electrical equipment as resources permit.

Experimental rigs and temporary wiring should be constructed in a workmanlike manner with dangerous voltages exposed as little as possible.

All portable electrical equipment, whether University or privately owned, must be tested for electrical safety prior to use on University premises.  The tests will be carried out by a departmental electrician, or an appropriately trained person, who will affix appropriate labels to the equipment.  Any equipment not carrying an "in date label" or having an "out of date" label must not be used until it has been checked.

14. FIRST AID

Where accidents occur the safety of individuals must be the first priority.  Once all personnel are deemed to be as safe as reasonably practical the assistance of first-aider(s) should be sought.  The first-aider will assume command of the situation pending the arrival of medical services - ambulance, doctor etc.  The first-aider will liaise with the medical services.

There is an emergency shower outside the Water Engineering Labs and regular showers in the First Aid Room (RL002) and on the top floor of the Teaching Building (adjacent to RT219).  Where clothing has become contaminated with chemicals the first priority is to remove such clothing and to wash all affected parts with copious quantities of water.

Where electricity is involved extra care is required.  Appliances need to be switched off before the casualty is approached.

DEPARTMENTAL FIRST AIDERS

Qualified first-aiders are:





Telephone
Building

Certificate expires
Mr B Carnall  


3779

Laboratory 

19.4.10
Dr A. El-Hamalawi

3206

Teaching Building
12.1.10
Mr A Harrison


8264

Laboratory

19.12.08
Mr J MacKenzie

8794

Teaching Building
09.8.10

Mr R.A. Reed


2628

W.E.D.C.

18.12.09
Mrs J.M. Robson

2604

Teaching Building
11.1.10
Mr R. Shaw


2886

W.E.D.C.

25.1.08
Mrs R.Zidan


3096

Teaching Building
13.4.08

15. SITE VISITS

The following guidance is based on that issued by the Joint Board of Moderators of the Institution of Civil Engineers, The Institution of Structural Engineers and the Chartered Institution of Building Services Engineers.  It covers visits of students to a construction site; there should be no fundamental obstacle to this, though the circumstances need to be appropriate and on occasions there will be exceptions.  In the remainder of this chapter the term "contractor" has been used in the sense of those in control of a site.

Basic health and safety guidance is part of the Departmental programmes; information on this should be provided prior to any site visit.  Whether or not coursework has addressed Health and Safety issues, a pre-visit briefing should take place to cover the following points:-

· The importance of Health and Safety generally

· Responsibilities

· General site hazards

· Specific site hazards advised by the contractor in advance

· Requisite personal protective equipment (PPE) and appropriate clothing

· Behavioural protocol

It is recommended that students sign to confirm that they have attended and consideration should be given to providing them with a written precis of the major points covered.  The document should include a statement of the student's personal liability.

All construction sites may have a minimum requirement of PPE, usually including:-

· Hard hat

· High-visibility waistcoat

· Safety boots

The Department can supply the first two items, but safety footwear must be provided by the student.  Sites are often not stocked to supply PPE for large groups and are under no obligation to provide PPE for people they do not employ.  All PPE must conform to relevant standards.

Prior to the visit the departmental organiser must confirm with the contractor any specific variances to these preparations, the maximum number of students and the required staff/student ratio.

The organisation of a site visit, and the briefing in particular, needs to be conducted by a competent person.  Competence in this sense is related to knowledge and understanding of site risk and controls, i.e. a competent engineer is required but not necessarily an expert in safety.  Consideration should be given to contacting the University Safety Officer (tel. 2180) for any general advice on safety and more active involvement if necessary.

A record should be kept of all the preparatory actions.

Contractor

The contractor should provide a site-specific visit briefing on arrival, including information on emergency procedures.

The contractor will have a responsibility (where more than one contractor shares a site the principal contractor will have responsibility) for the safety of the visiting party and hence will dictate the course of the visit.  The contractor will have regard, inter alia, to current Health and Safety Legislation and best practice.  It is suggested that the contractor be provided with a copy of these guidelines.

Legal Liability
Although liability for these visits will be of concern to both the University and the contractor, careful planning as outlined, and controls on site, should enable both parties to avoid pitfalls.

A general civil law duty of care is owed to the undergraduates/postgraduates by both the University and the contractor.  Should an incident arise causing injury, and negligence is proved, then damages can be awarded.  The university is insured against this risk.  The primary responsibility for safety lies with the contractor but there is a possibility that the University could be joined in the action and, in any case, the contractor may have gone out of business, leaving the University with the risk of being sued.  The possibility is a real one, not fanciful, and the potential consequences could be severe.

Criminal liability is a different matter as this cannot be insured against.  If, however, the University has taken all reasonable steps, which would be seen as such by the courts, there will be no problem.

The practical measures outlined above should be sufficient to show that the University had exercised reasonable care.  The courts recognise the principle of reasonableness.

16. FIELD COURSES

Field courses by the very nature of the work can be extremely varied and cover many disciplines.

However, Universities must exercise a "duty of care" to employees and those that they supervise.  This duty is recognised in both criminal and civil law.  Under the Management of Health and Safety at Work Regulations (1999) this duty of care is defined more explicitly as a duty of line management.  It is therefore necessary for Head of Department to ensure that a risk assessment of the fieldwork is made and to ensure that a safe system of work has been established for all staff and students.

There are a number of criteria that must be satisfied.  A full copy of the CVCP Code of Practice for Safety in Fieldwork is held by the Departmental Safety Officer and it may be viewed at any time.  For further detail see Appendix A15.
17. HEALTH AND SAFETY WHEN WORKING OVERSEAS

Work carried out overseas is by its nature undertaken in places remote from the institution and consequently outside its direct control.  Sound management principles and the correct use of health and safety principles should be adequate safeguards for the protection of anyone required to work overseas.

The Universities and Colleges Employers Association and the Universities Safety Association have jointly produced a booklet entitled, "Health and Safety Guidance When Working Overseas."  Copies of this booklet are held by the following:

Head of Department

Departmental Safety Officer

Chairman of the Departmental Safety Committee

Director I.D.E.

All personnel involved in overseas visits must read this document.  The CVCP document "Code of Practice for Safety in Fieldwork" should also be consulted as overseas fieldwork may not be dissimilar to fieldwork in the U.K.

18. EMERGENCY EVACUATIONS

Fire bells and alarm points are positioned throughout the Department and are clearly identified.  These are tested every Tuesday between 12.00noon and 12.30pm.  On the first Tuesday of the month the bells should ring for approximately 1 minute.  On all other Tuesdays the ring will be for approximately 5 seconds.

Should an emergency occur at the same time, the bells will continue to ring and the officers carrying out the test will be responsible for advising personnel that there is an emergency.

If an emergency arises it is important that evacuation of the building(s) proceeds quickly and effectively.  All personnel should move away from the building and assemble in the pre-designated assembly areas. These are normally on the grass bank near to the dual-carriageway entrance (Assembly Point 31) for personnel evacuating the main teaching block (Sir Frank Gibb Building) and on the grass bank near to the Library (Assembly Point 28) for personnel evacuating the John Pickford Building and the laboratory.
Clearance of the teaching building (RT) will be checked by full-time staff working to predetermined instructions.  Clearance of the laboratory (RL) will be checked by technicians working to a predetermined plan.  Clearance of the John Pickford Building (HH) will be supervised by the academic staff.

19. BOMB ALERTS

Any bomb threat must be taken seriously.  The following guidelines should be followed unless instructions to the contrary are given by the Senior Police Representative in attendance.

Departments (and Sections) will be informed of any bomb threats by either the Director of Works or the Security Section.

The fire alarm will be activated by Head of Department or his nominee ensuring that all staff are aware of the emergency.  The building(s) must be evacuated in orderly manner with occupants assembling at their designated fire assembly point.  The evacuation will be directed by Security Patrolmen and Departmental Fire Marshalls.  If necessary and in conjunction with the Senior Police Officer present personnel may be directed to a safer assembly area.

The Senior Police Representative present will liaise with Head of Department, or his representative, before conducting a search.

Following a search the Senior Police Representative will advise upon the re-occupation of the building.
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