13 Dec 2010 15:34 PrO01/007

ANNEX 3

(Guidance Notes for Students on Placement
(Heaith and Safety)

This is a direct excerpt from The University and College Employers Association
(UGEA)/ Committee of Vice Chancellors and Principals (CVCP) document "Health and
Safety Guidance for the Placement of HE Students™ (1997) Pages 23-25.

1. Action to be taken in an emergency
Each employer has their own emergency instructions relating to particular parts of the
organigation and buildings. There should be a notice in every building setting out the
procedure to be adopted in case of fire.
This instruction should be studied and committed to memory.

There are certain points that apply to ail emergency situations:

* You should commit to memory the standing orders for emergency action. You will
have no time to read them in an emergency.

« Remember: you are expected to act in the spirit of the instructions. There is no
substitute for common sense.

* The most important consideration at all times is human safety.

+ Remember: if you become a casualty someone must rescue you, possibly at
personal risk to themselves.

* You should act quietly and methadically. You should not rush or attempt to pass
others when leaving the scene of an emergency.

If you have 10 telephone for assistance in an emergency, the following information must
always be given:

= Who you are.

* Where you aré: ie, the location and telephone extension frarm which you are
telephoning.

« The nature of the emergency and what services are required.
* The exact location where assistance is required.

You should ensure that the message has been correctly received by asking for it to be
repeated back to you.

It is essential that the location is clearly defined. Local terminology should not be used
because, for instance, “the research site” means very little to the Emergency Services.

It is important always to give the correct name for the building and the street where it is
located. If the posteode is known, that should be provided.,
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2. The Health and Safety at Work Act 1974 (HASWA)

The Act is based upon the concept of a general duty of care for most people associated
with work activities. The specific aims are to:

« secure the health, safety and welfare of persons at work;

* protect persons other than persons at work against risks to health or safety arising
out of, ar in connection with, the activities of persons at work:

+ controi the keeping and use of explosive or highly flammable or otherwise
dangerous substances and generally prevent the unlawful acquisition, posSsession
and use of such subgtances;

+ conirol the emission into the atmosphere of noxious or offensive substances.

2.1 Main Provisions of HASWA

There have been a number of Regulations, etc, since HASWA but
fundameritally they only amplify the basic concepts contained within HASWA
Those provisions place various duties upon employers, employees and
others. In brief, these are:;

22 General Duties of Employers

Employers are required, as far as reasonably practicable, to:

ensure the health and safety and welfare of employees;
+ provide safe plant and systems of work;

+ ensure safe use, handling, storage and transport of articles and
substances:

« provide information, instruction, training and supervision:

maintain a safe place of work and safe means of access and egress.

23  General Duties of Employers to Employees
The effect is to make criminally enforceable the common law duty to take
reasonable care for the safety of employees. This includes the requirement,
as far as reasonably practicable, to ensure:
» empioyees know the risks;
= emiployees know the precautions;

« the precautions are available;

« employees knaw the precautions available.
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No levy on employees is permitted for the provision of statutory
protecti\(e equipment.

Employers also have legal responsibilities to persons other than employees,
eg, visitors, the general public, contractors who may be affected by the
employer's work activities.

Duties Towards the Customer

Duties offthc:se who design, manufacture, import or supply and install articles
or substances are to:

» ensure that they are safe and without risk to health:

» carry out tests, examination and research (or have it done on their
behalf);

. prpvide adequate information regarding proper use, maintenance, stc;
» install or erect plant and equipment safely.
The duties can be discharged by a written undertaking from the supplier that
they will take the necessary steps to ensure that the article or substance will
be safe in use or while being cleaned, maintained, eic.
Duties of Employees
Employegs must:
» take reasonable care for themselves and others:
+ co-operate with the employer and use safety appliances:
« not recklessly and wilfully interfere with safety appliances.
Written Safety Policies
Organisations (with 5 or more employees) must prepare and revise, when
necessary, a wrtten statement of their general policy towards health and
safety at work setting out;
s the oréanisatinn —ie, who is responsible;
+ the arrangements — ie, what is {o be done?

Safety Representatives and Committaes

Trade Unions may, in accordance with regulations, appoint safety
representatives and ask for a safety commitiee.

There is a duty on an empioyer to enter into consultation with representatives,
whose functions and rights are prescribed by regulations.
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3. The Managemant of Health and Safety at Work Regulations, (note- revised 1999)

There are a number of pieces of legislation which require specific risk assessments o
be carmried out in certain circumstances, for example, manual handling, the use of
display screen equipment (mainly VDU screens) and the use of hazardous substances

[The Control of Substances Hazardous to Health Regulations (COSHH)]. The Host

Employer is required, by law, to ensure that if you are in a position where any of these
specific pieces of legislation apply, eg, if you are using a computer, if you are expected
to carry loads or if you are exposed to any chemical or other substances hazardous to
health, then a risk assessment must be carried out which details the control measures
which need to be taken in the circumstances. Further, under the Management of
Health and Safety at Work Regulations, 1992 (as amended 1999) there is a duty on the
employer to carry out a risk assessment of all the risks (which are not already covered
by specific legislation) to which their employees might be exposed while they are at
work. Many risks can be covered by generic assessments which include specific
controls, eg., organisations’ health and safety policies, individual areas’ safety
regulations, safe operating procedures, etc. However, there are many instances in
industry and commerce, particularly in research, where specific risk assessments for
the work you will be doing are required by law. In such circumstances these must be
made known to you by the employer and you must ensure you work to the risk
management ccmtrols identified as necessary by the risk assessment.

4. General Safety
4.1 Introduction
The prevenhoh of accidents in laboratories, stores, workshops and all other places
of work is a duty of every individual using or entering them. Ensuring the safety of
others is as |n1p0rtant as the avoidance of personal injury.
You should make it your first task to become familiar with any special instructions
issued for dealing with emergencies peculiar to the place in which they are
working.
4.2 General Safe{y Rules
Ealing, drinking, smoking and the application of make-up in laboratories or
when handling or working with chemicals is prohibited. Smoking rnay alsc be
prohibited in many other areas.
You should familiarise yourself with:

s thée layout of the building;

. thé location of fire-fighting extinguishers (if you have nat been trained
in their use do not attempt to use the extinguisher);

. wa?ys to get out of the building in an emergency, which may be
different to the way you came in;

e the siting of telephones, and

. ﬁrslt aid arrangements,
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Remember: it may be too Iate to find out very much when an emergency
actually happens.

If you have any queries on safety matters: consult your supervisor or
safety reprasentative.

5  Specific topics

51 Fire

General |nformation

Most fires can be preventied by applying routine precautions, some of which
are set out below. When a fire occurs, the principal hazard to people is the
smoke that is generated and the cause of most deaths at fires is asphyxia by
smoke. Fire doors in corridors and doors leading from kitchens, for example,
are desighed to retain the smoke to allow the remaining corridors to be used
for evacuating the building. The walls of corridors have a specified fire
resistance so that the fire can be contained in a small section of the building.

Means of Escape

Ensure that rooms, passages, corridors and stairways are not obstructed and
that corridor fire doors are kept closed. If a room contains an emergency exit,
make sure that it is unobstructed so that it is immediately available for use in
an emergency.

Fire/smoHe-stoD Dobrs

Fire/smoke-stop doors may be installed throughout buildings so as to prevent
smoke and hot toxic gases circulating along routes to safety. These doors
must not be wedged or propped open. They must be kept closed at all times
after access and egrass has been affected.

Fire Instru:ctions
These appear in the Emergency Procedures for the organisation and possibly
in the mternal telephone directory. They should be displayed on notices in all

buildings.

Electricity and Fire

All portable electrical appliances should have a current Poriable Appliance
Test ceriificate and carry a PAT label. This involves a mechanical and visual
check that all plugs, switches, flexible leads and electrical appliances are in
good condition. In case of fire involving eiectrical equipment, the first action to
take must be to switch off the power supply to that equipment (i if js safe fo
do so.) You should extinguish an electrical fire with carbon dioxide, never
with water or foam.
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Precautions in Offices, Libraries, etc

A recent nation-wide survey has revealed that offices are the scene of
a substantial number of serious accidents every year. Most of these
are avoidable. There is an increasing use of machinery in offices, ag,
paper-guillotines, duplicators, etc, which should be operated only
accarding to the makers’ instructions. Only maintenance personnel
should remove the enclosing panels of machines.

Leads should not be allowed to trail in @ manner likely to cause
persons to trip over them or to pull over the item. You should not leave
appliances in precarious positions nor use waste- -paper baskets as
ashtrays

Cére must be taken to avoid spillage of water in rooms in which there
are electric power points set in the floors, It is possible, in some
circumstances, for a person standing on such a wet floor to receive a
severe, possibly fatal, electric shock.

When carrying files or other materials you should not Garry so many
that your vision is obscured. Filing cabinet drawers should always be
closed as soon as you have found what you want. The corner of a
metal drawer can inflict a very painful injury. Open only one drawer at
a fime because leaving more than one drawer open may cause a filing
cabinet to tip forward,

You must never stand on revolving stools or chairs and should anly
use appropnate kick-stools or step ladders to go above head height.

You should not leave stacks of boxes, bags or files on the floor or near
doorways for people to fall over. Paolished floors, particularly if waxed
or wet, offer a hazard. You should never run on the polished floors of
COITidors or common rooms.

Work Qutside Normal Hours

Many companies have their own rules with regard to work outside
normal hours, eg, 0800 to 1800 hours, Mondays to Fridays.
Saturdays, Sundays, Bank Holidays and other official holidays are
usually regarded as outside normal hours.

Exireme care should be exercised when working outside normal hours.
Such work must only be undertaken with the explicit authority of the
management of that organisation. It should be forbidden to perform
operations deemed hazardous by the employer unless accompanied
by:another member of staff and only after prior permission has been
given by the head of the section or their nominee for the particular
warrk involved.
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Electrical hazards

Two of the worst électrical hazards are careless or unskilled
workmanship and faulty or worn out equipment. Neither of these
hazards need arise. Electric and electronic supplies and equipment,
including batteries and electrolytic capacitors can be responsible for
personal injury and even death. They can also cause fires and
explosions. Remember, some foreign colour coding of electrical leads
dlffer from British practice. If in doubt, ask.

Lead lengths should be adequate for the particular job for which the
equipment is currently being used. In no circumstances should you
interfere with the wiring or connections of any electric point or
appliance. All necassary adjustments or modifications to wiring will be
carried out by a duly authorised, competent person.

Noise

Noise can cause damage to hearing, reduce efficiency or merely
annoy. Damage to hearing can result from a sudden viglent sound
producing an effect as dramatic as the rupture of an ear drum.
Continuous exposure to lower noise levels can, however, produce
deafness. In the latter case the impairment to hearing may pass
unrecognisad for a long period of time due to the insidiousness of the
effect.  For advice on noise problems you should consult the
organisation’s Safety Adviser.
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