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INTRODUCTION 
 

The University operates within a comprehensive Occupational Health and Safety 
Risk Management framework. The University, staff, students, contractors, 
suppliers and visitors etc. are all bound by legal health and safety requirements. 
 
Compliance is not optional and so every member of staff is required to co-operate 
within this framework to achieve high standards of occupational health and safety 
management, as with any other aspect of their work. 
 
This general guide to the health and safety arrangements in place in the University 
is not intended to cover every contingency.  Additional arrangements may be 
required in your place of work and some Schools and Directorates have produced 
their own Handbooks, which will contain health and safety information relevant to 
those areas.  If you require further advice on health and safety matters, firstly 
contact your line manager, or the Workplace Safety Adviser (WSA) appointed for 
your work area.  A list of WSAs can be found on the Department of Occupational 
Health and Safety website at www.keele.ac.uk/dohs  
 
Anyone can contact DOHS and speak to a member of the Department in 
confidence.  DOHS has considerable expertise in most areas of occupational 
health, safety and welfare. 
 
1. Health and Safety Policy 
 
The University’s Health and Safety Policy is reviewed annually and the latest 
version can be found on the DOHS website or is available in hard copy from the 
Department of Occupational Health and Safety.  It is also included in the Health 
and Safety Guidance leaflet issued to all members of staff. 
 
2. Personal Legal Duties 
 
Every member of staff at every level has legal duties in the area of occupational 
health and safety.  These are mainly embodied in Section 7 of the Health and 
Safety at Work etc Act 1974.  This Section requires: 

• that all employees take reasonable care for the health and safety of 
themselves and other persons who may be affected by their acts or 
omissions at work; 

• that employees co-operate so far as is necessary with all the health and 
safety requirements; 

• that employees do not interfere with or misuse anything provided in the 
interests of health or safety or welfare. 

 
Further, under Regulation 14 of The Management of Health and Safety at Work 
Regulations 1999, the University needs to be informed without delay of any work 
situation which might present a serious or imminent danger.  Therefore employees 
are encouraged to notify any shortcomings in health and safety arrangements, 
even when no immediate danger exists, so that the University can take remedial 
action, if needed. 
 
The duties placed on employees do not reduce the responsibility of the University 
to comply with health and safety legislation.  In particular, the University must 

http://www.keele.ac.uk/media/keeleuniversity/healthandsafety/contactlist/09-06-14%20WSA%20List%20for%20web.pdf
http://www.keele.ac.uk/dohs
http://www.keele.ac.uk/media/keeleuniversity/healthandsafety/docs/Approved%20by%20Council%20Updated%20H%20&%20S%20Policy%20Statement%202014-15.pdf
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ensure that employees receive adequate information, instruction, training and 
supervision to enable them to comply with their duties. 
 
The failure to comply with legal duties can render any member of staff liable to 
prosecution in the Magistrates’ Court.  Although such personal prosecutions are 
few, fines to a maximum of £5,000 can be imposed. 
 
Intentional or reckless behaviour or similar conduct is also likely to be a breach of 
the code of conduct of staff and be liable to disciplinary action.  Please contact HR 
and Student Support Directorate for further information. 
 
3. Local Fire Procedures 
 
Fire Action Notices are displayed throughout the University.  Please ensure you 
have read your local notice as it gives instructions specific to your place of work 
and tells you the location of your fire assembly point for emergency evacuation. 
 
Make sure you know the location of the fire alarm operating point and fire 
extinguishers nearest to your normal place of work. 
 
You should only tackle a fire if: 

• the alarm has sounded 

• the Brigade and Security have been advised 

• you have been trained in the use of fire-fighting equipment, and 

• it is safe to do so. 
 
Be aware of any alternative means of escape should your normal means be 
blocked by fire or smoke.  Follow the green fire evacuation signs. 
 
Buildings have appointed Senior and Deputy Fire Stewards (listed on the website) 
whose responsibilities include monitoring fire precautions and organising fire 
evacuation drills.  In addition there are Fire Marshals in each area to help ensure 
emergency evacuation drills operate as quickly and efficiently as possible and 
whose instructions must be complied with.  Never re-enter the building following 
evacuation until you have been told it is safe to do so. 
 
4. Personal Emergency Evacuation Plans (PEEPs) 
 
Keele University is required to comply with all statutory requirements governing the 
safe evacuation of people from buildings in the event of a fire. This means that the 
University has to assess and provide reasonable adjustments for the personal 
evacuation needs of all disabled staff, students and visitors. Information to assist 
with the production of Personal Emergency Evacuation Plans is available on the 
DOHS website. 
 
The University Fire Adviser will provide further advice as required on fire safety 
matters relating to PEEPs.  
 
 
 
 

http://www.keele.ac.uk/media/keeleuniversity/healthandsafety/contactlist/24-07-14%20Current%20SFS%20and%20DFS%20list.pdf
http://www.keele.ac.uk/peeps/
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5. What to do if someone has an accident. 
 
If a First Aider is required contact one of those listed on the First Aid Notices 
displayed throughout the University.  In addition to Designated First Aiders 
appointed in buildings, first aid can be obtained by contacting Security on 888. A 
list of all Designated First Aiders can be found on the website or is available from 
your line manager. 
All work areas have been issued with an “Accident and Dangerous Occurrences 
Report Form” book which contains forms which must be completed for any 
accident which occurs at work. Make sure you are aware of where this is kept for 
your work area.  A form has to be completed in duplicate and the top (white) copy 
returned to the Department of Occupational Health and Safety with the pink copy 
passed to the responsible person within your work area (detailed on the front 
cover).  If you are injured in a part of the campus not obviously within anyone’s 
control the accident should be recorded in your local Accident Book.   
Reporting under RIDDOR 
Certain categories of accidents, ie causing death or major injury, causing an 
employee to be away from work for more than ten days, and accidents to students 
or visitors causing them to be taken to hospital, have to be notified by the 
Department of Occupational Health and Safety to the Health and Safety Executive 
(HSE), in some cases immediately by telephone.  It is therefore essential that such 
accidents are reported to DOHS immediately. 
Full instructions on completion of forms and which types of accidents are 
reportable to the HSE can be found in the front of the Accident Book.  Please 
consult DOHS if in any doubt.  RIDDOR reported accidents will be investigated by 
DOHS. 
 
6. What to do in the event of a dangerous occurrence 
 
A dangerous occurrence or “near miss” incident is an event which had the potential 
to cause injury or damage but in this case did not.  An example would be a light 
fitting falling from the ceiling when no-one is in the room or a roof tile falling and 
narrowly missing a passing pedestrian. 
 
All near misses must be reported to the relevant person within your work area and 
an Accident and Dangerous Occurrences Report Form must be completed and 
returned to DOHS. 
 
It is very likely that a risk assessment will need to be carried out following a near-
miss, to put control measures in place. It will also ensure that any damage, seen or 
unseen, is examined. 
 
Some types of dangerous occurrence are notifiable to the HSE.  These are 
detailed in the Accident Book.  In such cases DOHS should be notified 
immediately. 
 
If you believe you have identified a possible hazard please ensure you let 
somebody know.  Who to tell will depend upon the nature and location of the 
hazard but it may be your Head of School, your WSA, or Estates and 
Development.  If in doubt please consult DOHS.  Everyone is encouraged to report 
“near misses” no matter how trivial it may seem. 
 

http://www.keele.ac.uk/media/keeleuniversity/healthandsafety/contactlist/09-06-14%20DFAs%20list%20for%20web.pdf


 5 

7. Health and Safety Training 
 
Training needs are normally identified by risk assessment within your workplace 
health and safety arrangements.  This will have commenced at the moment of your 
employment at the University with induction training.  Re-training may also be 
necessary, for example for higher risk manual handling operations. 
 
Some Health and Safety training courses are co-ordinated by the Learning and 
Professional Development Centre (LPDC) and can be booked on-line.  Examples 
are fire extinguisher training and fire steward and fire marshal training, COSHH, 
manual handling, risk assessment, etc.  If you have any other health and safety 
training needs please contact DOHS direct. 
Staff should note that health and safety training is a legal obligation on the 
University and attendance is therefore compulsory.   

 
8. The Occupational Health Service 

 
The role of the Occupational Health Service is to promote and to maintain the 
health, safety and welfare of the University’s employees through the provision of 
the following services: 

• statutory health surveillance 

• health screening and immunisations 

• self referrals 

• management referrals 

• advising on return to work following sickness and absence. 
 
Confidentiality 
 
The University’s occupational health service provides impartial advice to both the 
University and the employee and has a duty to maintain confidentiality of medical 
information.  The occupational health service will, at all times, observe the 
provisions of the Data Protection Act, i.e. only the “providers” of the occupational 
health service (not the University) and the particular individual will have access to 
the medical information entered on the occupational health record.  The “providers” 
of the occupational health service are the Occupational Health Manager, OH Nurse 
Advisors and OH Coordinator, with the assistance of the Occupational Health 
Physician (OHP) for reports.  Occupational health records will be securely held by 
the “providers” of the occupational health service. 
 
Immunizations 
 
The OHS provides appropriate immunizations and health checks for staff and 
students who are at particular risk of blood borne viruses.  The OHM will give 
advice and information to staff and students who are at risk of contact with blood 
borne viruses.  Appropriate immunizations and blood tests will be provided for staff 
and students if required.  For students within the Faculty of Health the OHS will 
ensure compliance with Department of Health screening guidance and NHS Trusts 
infection control requirements. 
 
 

http://www.keele.ac.uk/lpdc/
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9. Staff Counselling 
 
The rôle of the Staff Counselling Service is to provide an accessible confidential 
support service, which aims to improve the quality of life and enhance the 
psychological wellbeing of employees of the University. 
 
Currently, Keele University has linked up with the Staff Counselling Service, 
University Hospital North Staffordshire.  The Service offers a high quality, 
confidential, face to face service, with qualified and experienced counsellors.  All 
Keele employees can access the Service directly and can have up to 5 counselling 
sessions, in which they can focus on work-related and/or non-work related 
difficulties.  A counsellor will offer appointments at Keele usually on a Thursday. 
 
Where is the Service? 
 
Room: DH.017 Dorothy Hodgkin Building, Keele University (or by arrangement at 
the Royal Infirmary, UHNS) 
 
Making an appointment 
 
Staff seeking professional face to face counselling should contact the UHNS Staff 
Counselling Service on (01782) 679989 or email staffcounselling@uhns.nhs.uk.  
As an alternative Recourse offers a 24/7 support line (Tel: 0808 802 0304).  Their 
website is recourse.org.uk. 
 
All counselling services are confidential. 
 
10. Policy and Procedures for Display Screen Equipment/Visual Display 

Units (DSE/VDU) 
 

All staff who work with Display Screen Equipment/Visual Display Units must carry 
out on-line risk assessment and training to ensure that their workstation is set up 
correctly.  This should be carried out at the workstation at Keele.  A small number 
of staff located off campus are unable to carry out the on-line assessment, if this 
applies please contact DOHS. 
 
 
Information on the University’s arrangements for VDU users, including links to the 
on-line assessment and training and  the procedure for eye examinations, can be 
found on the DOHS’s VDU web pages  
 

• Any user suffering musculoskeletal pain s/he thinks may be connected to 
VDU/DSE use should contact the Occupational Health Service. 

 
11. Manual Handling 

 
A significant number of accidents are caused by poor manual handling techniques.  
This includes back problems which can cause a lot of pain and may last a lifetime.  
Always use trolleys or other appropriate lifting equipment if provided.  If these are 
not provided you will need to lift manually using the principles of kinetic lifting.  
Training sessions are held regularly and can be booked via the LPDC.  The 
training covers: 

mailto:staffcounselling@uhns.nhs.uk
http://recourse.org.uk/
http://www.keele.ac.uk/dohs/a2z/workingwithvdus/
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• how to recognise harmful manual handling situations; 

• how to reduce the risk of injury from manual handling as far as is reasonably 
practicable. 

• appropriate systems of work – risk assessments; 

• use of mechanical aids; 

• good handling techniques. 
 
Note that work areas which are considered to have potentially hazardous manual 
handling requirements should appoint a Manual Handling Assessor.  The assessor 
should assess all manual handling tasks undertaken in his department.  Guidance 
in these matters can be found in the document “Policy on Training and 
Assessment for Manual Handling” which is found on the DOHS website.  Manual 
Handling Train the Trainer courses are also available from DOHS (although this 
does not cover patient handling). 
 
12. Policy on Smoking 
 
You must ensure that you are familiar with the University’s Policy on Smoking 
available on the website. 
 
The following is an extract: 
 
This policy applies to all University staff and students, as well as to visitors, 
conference delegate, contractors and sub-contractors whilst on University 
premises. 
Smoking is prohibited:  

• within all University premises; 
• within vehicles owned and operated by the University;  
• within leased vehicles used during University business; 
 

No-smoking notices are displayed in all places and vehicles that are smoke free. 
The aim of the smoking ban is to protect non-smokers from the harmful effects of 
passive smoking.  Therefore, staff, students and visitors who wish to smoke are 
asked to take a responsible attitude to ensure that areas are kept litter free and 
that they do not stand in close proximity to building entrances, doorways, stairs or 
open windows.  The University reserves the right to implement ‘exclusion’ zones in 
areas where there is a particular problem related to passive smoking. 
The Health Act does not apply to privately rented/owned domestic accommodation 
on campus. 
Policy 
 
The University recognises that it has both a moral and legal duty to ensure, as far 
as is reasonably practicable, that employees, students and visitors to the 
University have the right to work, study or visit without being exposed to tobacco 
smoke. 
In order to promote the health and safety of both students and staff, the university 
will endeavour to ensure that its premises are free from tobacco smoke. This policy 
came into effect from 1 July 2007. 

http://www.keele.ac.uk/dohs/a2z/manualhandling/
http://www.keele.ac.uk/dohs/a2z/manualhandling/
http://www.keele.ac.uk/dohs/a2z/smoking/
http://www.keele.ac.uk/dohs/a2z/smoking/
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This policy applies to all established and temporary staff, students, visitors, 
consultants, agency staff and contractors and is part of the University’s 
commitment to the health safety and well being of its staff and students. 
 
13. Personal Protective Equipment (PPE) 
 
PPE means all equipment (including clothing affording weather protection) which is 
intended to be worn or held by a person at work to protect against one or more 
risks to health and safety. 
 
Examples of PPE when worn for health and safety purposes include the following: 

• High visibility clothing, adverse weather clothing, overalls, aprons, gloves 
and safety footwear. 

• Eye and hearing protection.  Safety helmets, harnesses and respiratory 
equipment.  

• There are a number of Regulations requiring the provision of PPE by the 
University in circumstances where your work could affect your health and 
safety without its use. 

• Where these Regulations require PPE to be worn or where, as the result of 
any risk assessment, the need for PPE becomes clear, there is a legal 
obligation for PPE to be worn. 

• PPE, however, must be suitable for the individual i.e. it must fit and must be 
fit for its purpose to the appropriate standard.  The standard should be 
specified in any risk assessment. 

• Training in the use of oral nasal respirators will be provided in your own 
School/Department, however all users of tight fitting oral nasal respiratory 
face masks must also undergo statutory “fit testing” by DOHS to ensure 
adequate protection.  Please contact DOHS for more information. 

 
14. Risk Assessment 

 
Training courses are provided by DOHS and all Schools/Departments must have a 
trained assessor(s) in place and you should be aware of who they are.  Risk 
assessments should be completed for significant risks.  In some areas specific risk 
assessments, for example pertaining to the Control of Substances Hazardous to 
Health, should be completed. 
 
More details on Risk Assessment and COSHH can be found on the website. 
 
 
15. Authorisation/Permit to Work, Structural Modifications 

 
A Permit to Work system is in place in the University for any adaptation, alteration 
or modification affecting any part of the fabric of a building 

• This will by no means affect all staff but it is included here because of the 
very serious consequences if procedures are not closely followed.  The 
procedures would apply from the simplest task of putting up a new shelf 
involving drilling, to laying of new cables in ceiling voids, erection of 
partitioning, and even marquees where the ground might be pierced. 

http://www.keele.ac.uk/dohs/a2z/riskmanagement/
http://www.keele.ac.uk/dohs/a2z/coshh/
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• The Maintenance section of the Health and Safety A-Z outlines the 
procedure in place in the University for obtaining sanction to carry out any 
“modification or adaptation of infrastructure, existing building or services, 
excavations or erection of temporary structures”.  These must be strictly 
adhered to and the “Permit to Work Form” must be completed and approved 
by Estates and Development before work starts. In more risky operations a 
task specific permit to work system will operate which must be validated, 
signed on and signed off.  More details can be found on the website. 

 
Ionising Radiations 
 
Ionising radiations (e.g. emissions from radioactive material or from X-ray 
generators) are the subject of special regulations.  Contact the Radiation 
Protection Supervisor in your work area or the University Radiation Protection 
Supervisor before starting any work with ionising radiations and before acquiring 
any instrument that may contain radioactive material. Statutory training is required 
to be carried out before you may commence any such work. 
 
16. Electricity 
 
Electricity can kill, cause severe burns, and cause fires.  If you see any electrical 
equipment you consider poorly maintained or a hazard, report it at once to your 
Supervisor or other relevant person. 

• All portable electrical equipment must be treated with care.  Any signs of 
loose or frayed connections, etc. should be reported immediately to the 
relevant person in your area and the equipment immediately taken out of 
use.  These are the “user” checks.  All portable electrical equipment must be 
visually examined and electrically tested periodically.  Some more 
vulnerable pieces such as kettles and vacuum cleaners will be examined 
and tested every six months, whilst others such as computers are only 
visually examined every 2 years or more. 

• A full inventory of portable electrical equipment must be maintained and 
kept updated.  All portable electrical equipment must be capable of being 
linked to the inventory by a number or bar code which will indicate the date 
of the next test or examination.  If you find some portable electrical 
equipment is not marked or the label indicates the date has passed, please 
advise your supervisor etc. 

• Only approved contractors or persons who have attended Electrically 
Competent Person training are permitted to carry out visual examination 
and electrical testing of portable electrical equipment. 

• All fixed electrical equipment is examined by Estates and Development. 

• Work on live electrical systems is prohibited, unless carried out only when 
absolutely necessary, and then only in suitable locations, with suitable 
safeguards, by suitably qualified staff and with the written permission of the 
Secretary and Registrar. 

 
Further information on electrical safety can be found on our website. 
 
17. Responsibility for undergraduate and postgraduate students work in 

academic areas 
 

http://www.keele.ac.uk/dohs/a2z/maintenanceprocedures/
http://www.keele.ac.uk/media/keeleuniversity/healthandsafety/maintenance/Permit%20to%20work.pdf
http://www.keele.ac.uk/dohs/a2z/electricalsafety/
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Responsibility for Undergraduate students 
 
Academic staff must ensure so far as is reasonably practicable that in areas where 
they are responsible that: 

• students receive appropriate supervision at all times; 

• appropriate safety instructions are provided for all experiments; 

• students receive training in safety matters; 

• students behave in a safe manner; 

• an appropriate risk assessment is carried out before starting any experiment 
which involves a significant hazard.  The supervisor will check this 
assessment and accept responsibility for it. 

• students are aware of their safety responsibilities. 
 
Responsibility for Postgraduate students 
 
Academic staff who supervise postgraduate students or junior staff must ensure, 
so far as is reasonably practicable, that such students or staff: 

• have received training and are competent to carry out the proposed 
experimental work. 

• observe at all times appropriate safe practices; 

• carry out an appropriate risk assessment before starting any experiment.  
The supervisor will check this assessment with the student or junior member 
of staff and accept responsibility for it.  He/she will make regular checks to 
see that agreed procedures are being followed. 

 
18. Purchasing Equipment and other Items 
 
All items purchased should meet current relevant legal standards and be installed 
or positioned so that legal provisions are not compromised.  If you are in any doubt 
please consult DOHS or Estates and Development who can provide advice. 

 
19. Tidiness, Hygiene, Slips and Trips 

 
Slips, trips and falls are still a major cause of accidents.  To help prevent them: 

• do not leave anything lying around, keep work areas and gangways tidy and 
clear; 

• clean up spills and wet patches on the floor straight away; 

• always close filing cabinet and desk drawers; 

• ensure any cables are out of the way or provided with a proper cable cover. 

• Wear suitable footwear. 

• Hold onto stair handrails. 
 
Dirt and contact with chemicals and oil can make you ill and cause unpleasant skin 
complaints.  Always: 



 11 

• wash your hands using soap and water or suitable cleanser before you eat 
a meal and before and after using the toilet; 

• dry your hands with the towels or dryers provided.  Do not wipe them on 
rags or on your clothes; 

• if they are supplied, use barrier creams to protect your skin when doing dirty 
jobs.  You may also need to put on a cream after washing when the job is 
finished. 

 
Ensure you obtain occupational health advice about any skin complaints, rashes, 
blisters, ulcers, etc., and follow the treatment recommended. 
 
20. Pregnancy at Work 

 
The Management of Health and Safety at Work Regulations 1999 specifically 
require the University to take particular account of new and expectant mothers 
when assessing risks to the work activities.  Any member of staff who is pregnant 
is advised to contact Human Resources as soon as possible. .You should also 
advise your supervisor because the University needs to ensure that a number of 
legal duties, for example re-assessment of risk, which are designed to protect you 
through your pregnancy, are implemented.   
 
There are a number of ways in which aspects of pregnancy can affect job routine 
and vice versa.  Some of the issues to consider are physical, chemical and 
biological agents, infection risks and working conditions.   

• Hazardous substances which are already risk assessed under the COSHH 
Regulations must be re-assessed in light of the pregnancy within your 
sphere of work.  Risk assessments for work with ionising radiation also need 
to be reassessed.  Assessments will need to be kept under review for the 
whole course of the pregnancy. 

• The Workplace (Health Safety and Welfare) Regulations 1992 require 
suitable facilities to be provided for workers, when necessary, who are 
pregnant or are breastfeeding, to rest.  Contact the Occupational Health 
Service to discuss the facilities you can use. 

 
Further information is available on the HSE website 
 
“A Guide for new and expectant mothers who work”.  INDG 373. 
 
 
Department of Occupational Health and Safety contacts: 
Health and Safety 
Head of DOHS 34257 
Administrator 33566 
Fire Adviser 33567 
Radiation Protection Officer 34697 
Biological Safety Adviser 674388 
Occupational Hygienist 33870 
Health and Safety email: healthandsafety@keele.ac.uk 
 

http://www.hse.gov.uk/pubns/indg373.pdf
mailto:healthandsafety@keele.ac.uk
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Occupational Health Service 
Occupational Health Co-ordinator 33733 
Occupational Health Manager 33550 
Occupational Health Advisor 33133 
Occupational Health Technician 33543 
Occupational Health email:  occupationalhealth@keele.ac.uk 
 
Counselling 
 
UHNS Staff Counselling Service  (01782) 679989 
email   staffcounselling@uhns.nhs.uk 
 
DOHS web page: http://www.keele.ac.uk/dohs 
 
Web documents mentioned in this guidance can be provided in hard copy to 
members of staff who have no internet access.  Please contact DOHS on 33566. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DOHS/Induction Guide/October 2014 

mailto:occupationalhealth@keele.ac.uk
mailto:staffcounselling@uhns.nhs.uk
http://www.keele.ac.uk/dohs
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