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Keele University  

Health and Safety Policy  
The University of Keele, as an employer, is fully committed to ensuring the 
provision and maintenance of a healthy and safe working environment for all of 
its employees, students and any other person who may be affected by its work 
activities.  To this end the University commits itself to the implementation of the 
Health and Safety at Work etc Act 1974 and all other relevant health and safety 
statutory provisions, as a minimum acceptable standard. 

The Council of the University through its officers will seek to ensure that statutory 
requirements are met by the formulation, implementation and development of 
policy, together with the setting of Corporate Health and Safety Objectives and 
performance standards.  Appropriate action will be taken at senior management 
level to underpin this commitment.  The University also recognises the 
contribution employees can make to policy implementation and will encourage 
their personal input. 

The University recognises the duties of all employees at all levels to take 
reasonable care of their own health and safety and that of others who may be 
affected by their acts or omissions at work.   

The University will endorse appropriate health and safety management 
standards, recognising that a successful health and safety management system is 
one which is integrated with other management activities, with the aim of 
achieving a progressive and prioritised improvement in health, safety 
performance and well-being. 

Appropriate financial provision will be made to support the University’s 
commitments under this Policy. 

The University will seek to encourage the commitment of those to whom health 
and safety responsibilities are delegated.  Safe working procedures will be agreed 
and implemented, following normal consultation, at all levels. 

The University will endeavour to ensure adequate levels of competence in 
occupational health, safety and well-being.  Staff at all levels will be provided with 
appropriate information, instruction, training, supervision and communication 
systems to ensure their occupational health and safety.   

A Department of Occupational Health and Safety led by the University Health and 
Safety Adviser will endeavour to provide advice and assistance at all levels on 
occupational health and safety law and practice. 

The University recognises and will implement its responsibilities under the 
Management of Health and Safety at Work Regulations 1999, particularly the 
duty to provide suitable and sufficient risk assessments.  By the provision of 
information, advice and training of staff, significant hazards arising out of work 
will be assessed and control measures implemented to reduce risks, as far as 
reasonably practicable.  

At University level, health and safety performance will be monitored and reviewed 
by an Occupational Health and Safety Committee meeting 3 times a year.  At 
Faculty, School, RI, Administrative Department level Safety Committee meetings 
will be held at least twice a year.   

Systems will be put in place to ensure that the health and safety implications of 
any new acquisitions or alterations, whether of buildings, processes, or machines 
in either academic or non-academic areas of work, are risk assessed as part of 
the normal planning process.  The aim will be to ensure that no member of staff, 
student, or other person who could be affected, is endangered.   

Work requiring statutory health or medical surveillance, including employment 
screening for new staff working in these areas, and pre-course screening and 
vaccinations for Faculty of Health students, and students of other Faculties as 
required, will be provided by the University’s Occupational Health Service.  The 
Service, part of the Department of Occupational Health and Safety, will be 
managed by an Occupational Health Manager with advice, where necessary, from 
an Occupational Health Physician. 

The University’s Health and Safety Policy, Performance Standards and Procedures 
are available on the web.   Policy and procedures adopted by Council and its 
Occupational Health and Safety Committee are included.  Regular reviews and 
development of policy and procedures will take place using a priority rating 
system. 

The Staff Health and Safety Information guide, which is issued to all staff, will be 
reviewed regularly.  

This Policy Statement will be reviewed annually, along with other Faculty, School, 
RI and Administrative Departmental safety policies. 

 

 

Training in Health and Safety 
Health and Safety training courses available through the 
Learning and Professional Development Centre include: 

• Manual Handling (non-clinical) 
• Risk Assessment – General or specific to need 
• Workplace Safety Adviser  
• Control of Substances Hazardous to Health (COSHH ) 
• Ionising Radiation  

Other bespoke courses can be arranged on demand, 
please contact DOHS to discuss the following or any 
other requirements: 

• Fire Safety 
• Electrically Competent Persons  
• Training in the use of Sharps/ Biohazards Kits  
• Dust Mask Fit Testing 

Visual Display Units – computer self-assessment 
training 

All computer users must carry out on-line training and 
complete a VDU Risk Assessment Form, accessed via the 
DOHS web page. 

First Aid Training 

First Aid training is normally only available for members of 
staff who are to be appointed as a Designated First Aider 
(where an approved post exists).  Please contact DOHS for 
information. 

 
Location of Department of Occupational Health and Safety 

on Keele campus 
 

 
 

 
This health and safety information guide is issued to all 
members of staff employed at Keele.  It has been designed so 
that it can be displayed as a small poster on notice boards if 
desired. 
 
For further information please access the DOHS web pages at 
www.keele.ac.uk/dohs/ or contact the Department by 
telephone, e-mail or in person.   
 
If you would like this leaflet in large print or in an alternative 
format please contact the H & S Administrator. 
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Department of Occupational  

Health and Safety 
 
The Department of Occupational Health and Safety (DOHS) provides 
health and safety advice and support to the University. The 
Department includes the Occupational Health Service and manages 
access to staff counselling. 
 
Key functions include: 

• Professional health and safety advice 
• Developing and monitoring health and safety policies 
• Investigation of accidents incidents and ill-health 
• Ensuring compliance with statutory obligations 
• Liaison with regulatory bodies 
• Inspections of workplaces on behalf of Council 
• Reporting to relevant Committees 

 
Key contacts (Keele): 
Head of DOHS       734257 
Administrator       733566 
Fire Safety Adviser     733567 
Radiation Safety     734697 
Biological Safety     674388 
Occupational Hygienist     733870 
Health and Safety email:      healthandsafety@keele.ac.uk  
Location: Room DH0.12, Dorothy Hodgkin Building, Keele 
DOHS website: http://www.keele.ac.uk/dohs 

 

Building security in GHRC 
 

• All staff and students shall be issued with a GHRC key fob.  
• Default access time to GHRC buildings is between 8:30 am to 5 pm.  
• With proper training and permission, the access hours can be 

extended to 7:30 am to 9:30 pm.  
• No laboratory work should be carried out during the period 9.30pm to 

7.30am, except for special cases made for specific experiments. 
• In case of alarm issues, call NHS switchboard by dialling ‘0’  (internal) 

or 01782 715444 (external) to re-set alarm 
• It is everyone’s responsibility to ensure the alarm is set properly, and 

not to permit unauthorised persons to enter the buildings. 
 

Work alone policy 
 

It is not recommend to work alone beyond 8 pm in GHRC. If it is 
unavoidable, comply with the following instructions: 
• Do not run high risk experiments 
• Inform your supervisor or colleague of your working schedule 

with a contact number (mobile or laboratory phone number) 
• Carry a ‘Personal panic alarm’ , available at GHRC Reception 
• In event of emergency call NHS security on 75999 (internal) 

01782 675999 (external) 
• Alternatively call national emergency services on (9)999. 

 

Health and Safety – your responsibilities 
 
Everyone has legal health and safety responsibilities at work, 
including 

• Ensuring your own health and safety and that what you do 
does not put other people’s health and safety at risk 

• Co-operating with the University on health and safety matters 
• Never intentionally misusing, damaging or interfering with 

anything provided for health and safety. 
 

Work on chemical spillages 
 

A central kit for dealing with chemical spillages is located in the 
Molecular laboratory containing various spillage kits and personal 
protection tools. 
 

Work with laser and X-ray instruments 
 

Registration and H & S training need to be implemented before using 
instruments with lasers and x-ray sources.  Contact Dr Ying Yang for 
the registration and training. 

 

Other Useful contacts 
 
Police Emergencies    (9)999 
NHS Trust Estates Helpline   (55)3080 
NHS Safety Adviser    (55)4886 
  
Suspect Bomb/Terrorist Threat/Suspicious Parcels 
 
Contact NHS Security on 75999 
 

Fire 
 

 
 

Should you discover a fire:  
• Call the switchboard on 2444 (external line: 552444) 
• Inform NHS Security on 75999 giving the location of the 

fire 
• DO NOT TAKE ANY PERSONAL RISKS 

 
On hearing the fire alarm: 

• Evacuate by your nearest available exit or fire exit, 
escorting any visitors from the building 

• Ensure you close doors behind you 
• Go to the designated assembly point 
• DO NOT stop to collect personal belongings 
• DO NOT use the building’s lifts, unless lift specified 

otherwise 
• Only re-enter the building when instructed by the Fire 

Service or the building’s Senior or Deputy Fire Steward 

The University Fire Safety Adviser: Chris Bromley        733567 

The NHS Fire Adviser:   Gareth Griffiths     676665 

Senior Fire Steward in GHRC: Jeanette Forrester 674381 

Purchase of hazard chemicals or agents 
 
Before ordering a hazard chemical or agent, a COSHH 
assessment has to be conducted either by reading the 
relevant COSHH form in the database (online) and entering 
the related code on the order form, or by completing a new 
COSHH assessment before giving it to Paula Marsh for code 
assignment which is required on the order form. 
COSHH database: 
http://www.keele.ac.uk/istm/informationforstaff/healthsafety/
coshhdocuments/ 
 

Permit to Work on buildings 
NHS Estates operates a permit to work policy for certain 
operations to protect persons from asbestos fibre release and 
inherent hazards from utility services. 

No work may take place which damages the fabric of any 
building, or which breaks the surface of the ground, unless it 
has first been authorised by the NHS Estates Department. 
Contact your local NHS Estates Manager or the Trust Estates 
helpline on (55)3080 
 

Electrical Appliances 
 

All electrical equipment must be suitably maintained.  Any 
portable appliances without a current PAT test should be 
reported to the WSA or the reception and not used. 

 

Accidents/First Aid 
 

• First aid notices are displayed throughout each 
 Department 
• Departmental first aiders: Mr Mark Smith;  

Mrs Katy Cressy 
• Locations of 4 First aid boxes: GHRC Reception; 

Keele Lab corridor; kitchen and MRU Lab corridor 
• Eye wash stations: the corridors of Keele Lab, MRU 

Lab, and the Molecular lab (1st floor). 
 
Reporting accidents and incidents 
 
All accidents must be reported to the relevant person within your 
work area.  An Accident Book is kept in the GHRC Reception. 
 
If you believe you have identified a possible hazard please ensure you 
let the relevant person know. The departmental contacts are: 
 
Dept. Safety Adviser: Dr Ying Yang   674386   
COSHH adviser:  Dr Ying Yang   674386 
Biological adviser:  Dr Nick Forsyth   674388 
GMO adviser:   Dr Alan Richardson  674424 
 

Staff Counselling 
 
The Staff Counselling Service, University Hospital of North Midlands, 
offers a 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 Thursday. For 
an appointment ring (01782) 679989 or email 
staffcounselling@uhns.nhs.uk  Alternative arrangements can be made 
for those working off the Keele campus. 

HEALTH AND SAFETY GUIDANCE 
It is essential that you understand 
the emergency procedures that 
are in place in the event of a fire.  
Familiarise yourself with them 
now – they are displayed on 
Fire Action Notices throughout 
departments 
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