UNIVERSITY OF KENT
SCHOOL OF ENGLISH
Health and Safety Policy
1. General Statement of Aims
A concern for health and safety is an integral part of the management of the School of English and constitutes a very high priority.  We regard the legal standards as a minimum that the School will seek to comply with or exceed wherever possible.
The Head of School is charged with overall responsibility for the implementation of health and safety policy within the School with assistance from the School’s Safety Co-ordinator.  Everyone in the School is expected to recognise that they have duties, to themselves and others, to work safely and co-operate in producing a safe and healthy workplace for all.
The following sections outline the organisation, systems and procedures by which the School of English will implement the requirements of the University’s health and safety policy and the local School rules.  The local rules are an addition to and not a substitute for the requirements of the University’s policy.  The Head of School will make available time and money for training and money and arrange for training and instruction in health and safety matters so that this policy can be implemented.  Regular reviews of this policy will be made to ensure its continued relevance.

2. Organisation for the Management of Health and Safety
2.1	The Head of School, Prof Bernhard Klein, is responsible to the Vice-Chancellor for the School of English’s compliance with the Health and Safety at Work Act 1974, other pertinent legislation and requirements of the University.
2.2 The persons having safety-related duties delegated to them are:
School Safety Co-ordinator				Anna Redmond
Assessors of work with display screen equipment	Carole Stallwood
								Anna Redmond
2.3 The School’s Safety Co-ordinator assists the Head of School in the task of ensuring compliance with the legal requirements, the University’s policy and the local School policy, by carrying out the following duties:
· providing advice to members of the School on matters of health and safety in relation to the work of the School;
· advising the Head of School on the formulation and revision of health and safety policy;
· deputising for urgent safety matters in the absence of the Head of School;
· referring matters to the University Safety Adviser in cases where problems cannot be satisfactorily resolved locally within a timescale appropriate to the level of risk;
· liaison with the University Safety, Health and Environment Unit;
· reviewing the School’s health and safety procedures at appropriate intervals;
· attending departmental or area safety committees;
· conducting safety inspections
· conducting accident investigations
· ensuring that accidents, including those that do not result in injury, are reported via the University’s system;
· conducting risk assessments
· ensuring that new members of the School receive an adequate health and safety induction;
· monitoring housekeeping, the condition of equipment and the use of controls provided to reduced the level of risk or mitigate the effects of an accident;
· monitoring that equipment is adequately maintained;
· monitoring that working practices and procedures conform to health and safety requirements;
· arranging for staff and students to be suitably informed, instructed and trained with regards to health and safety;
· identifying  appropriate members of the School to receive specific health and safety training;
· keeping records of health and safety training; and
· identifying members of the School who may require occupational health medical surveillance.
In the absence of the School Safety Co-ordinator, the School Administration Manager carries out these duties.
2.4 The Head of School expects all School of English Staff to co-operate fully with the University’s health and safety policy and the local School rules.
2.5 The School of English is covered by the Colleges Local Health and Safety Committee and in addition there is a School Meeting standing agenda item for any health and safety matters that are specific to the School.

3. Local Safety Information, Rules and Arrangements
3.1 Reporting safety problems
Safety problems should be reported promptly to the School Safety Co-ordinator.
3.2 Working outside normal hours
 	There are no strict local rules for staff who wish to work outside the usual office hours.
3.3 Fire and emergency evacuation
Fire alarms and fire extinguishers are situated on both floors of Rutherford Extension.  In the event of the fire alarm sounding, the building must be vacated quickly and calmly.  The evacuation area for Rutherford Extension is on the Rutherford College causeway well away from buildings.  Fire Marshals will be allocated to all outside doors to ensure that no-one re-enters the building.
3.4 First aid provision
The School’s local first aiders are Rutherford College Reception Staff or Campus Watch.  In addition a first aid box is located in Rutherford Kitchen Extension.  For guidance on what to do in the event of a serious accident/medical emergency please see http://www.kent.ac.uk/safety/hs/pages/accidentreporting/seriousaccident procedure.html. 
3.5 Testing of new equipment
All electrical equipment in the School is regularly inspected and tested by the University Estates Department, but staff also have a responsibility to regularly inspect the equipment they use. Staff should report the acquisition of all new equipment not purchased through the existing School Purchasing Procedure to the School Safety Co-ordinator who will arranged for it to be inspected.
3.6 Accident, work-related ill-health and incident reporting
Staff and students should report all accidents, work-related ill health and other health and safety incidents to the School Safety Co-ordinator.  These reports will be studied by management and corrective action taken if necessary.
3.7 Health and safety induction
The School’s Safety Co-ordinator will conduct a health and safety induction for all new members of staff in accordance with University procedure.
3.8 Risk assessment
It is a legal requirement for all work to be assessed for risk and for the significant findings of the assessment to be recorded.  In the School of English risk assessments are conducted by the School’s Safety Co-ordinator.  Normally any initial assessment of risks arising from work activities or work places will be reviewed on a three-yearly cycle but a re-assessment will be initiated when new equipment of a potentially hazardous nature is purchased; when the nature of the work is changed or the work load is increased significantly, and when work-related health problems are reported.

3.9 Arrangements for monitoring and remedial actions
Compliance with the policy will be monitored according to the procedures set out in the university’s health and safety policy (www.kent.ac.uk/safety/h&spolicyindex.html).  The Head of School will ensure, in consultation with the School Safety Co-ordinator, that all areas of the School of English are inspected at least annually.  The results of the inspections will be suitably recorded and target dates will be set for the completion of any remedial actions.
3.10 Further information
More information on the local health and safety rules may be found on the School’s Health and Safety Noticeboard (located opposite NC43).
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