


6  Report from the Health, Safety and Risk Manager 

SAF17-P21 

To receive a progress report from the Health, Safety and Risk Manager on the implementation of the 
Health and Safety Service and Plan for 2016/17. 

 
7  Report from Environmental Manager  

SAF17-P22 
To receive a report from the Environmental Manager. 

 
8 Report from Radiation Protection Officer  

SAF17-P23 

8.1 To receive an update from the Radiation Protection Officer; 

8.2 To receive an update on actions to be taken to ensure compliance with the revised Ionising 
Radiation legislation.  

 

9  Biological/GM and Chemistry Safety Update  
 

SAF17-P24 
9.1 To receive an update from the Radiation, Biological and Chemical Safety Officer; 

9.2.  Arising from M17/18 to consider the development of a policy for the management of resources 
associated with a member of staff, on the departure of the member of staff from the University 

 
10  Report from University Fire Officer  

SAF17-P25 

To receive a report from the University Fire Officer. 

 

11  Accident and Insurance Statistics  

SAF17-P26, SAF17-P27 

11.1 To receive incident data for the first quarter of 2017 

11.2 To receive a report on accidents and insurance claims for the periods 1 January to 31 March 
2017. 

 
12  Health and Safety Statutory Compliance Sub-Committee  

SAF17-P28 (to follow)  

12.1 To receive the minutes of the meeting held on 18 May 2017 

12.2 To receive a verbal report from the Chair. 

 

13  



14  
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xi) SAF16-M3:44.3 
xii) SAF16-M3:45.2 
xiii) SAF16-M3:45.3 
xiv) SAF16-M3:49.2 (iv) 
xv) SAF16-M3:51.6 
xvi) SAF16-M3:53.2 
xvii) SAF16-M3:54.4 
xviii) SAF16-M3:55.2 
xix) SAF16-M3:55.3 
xx) SAF16-M3:56.2 
xxi) SAF16-M3:60.2 
xxii) SAF16-M3:60.3 

2.2 The following actions were identified as open or ongoing: 

i) SAF16-M2:18.4: 
ii) SAF16-M2:20.3 
iii) SAF16-M3:42.2 (iv) 
iv) SAF16-M3:45.1 
v) SAF16-M3:54.2 
vi) SAF16-M3:60.2 
vii) SAF16-M3:60.3 

2.3 The remaining actions are dealt with during this meeting of the Committee. 

2.4 The Committee had a small number of updates on the outstanding actions 

i) SAF16-M3:45.2 basic principles have been set and work will be ongoing in looking for 
specific proposals 

ii) SAF16-M3:52.2 is an environmental health issue, and the Committee are assured that a 
solution has been found that meets sustainability requirements. 

iii) SAF16-M3:60.2 it was reported that reviews of policies are around two thirds complete 
with regard to ensuring they adequately cover the London Campus 

17/3 Constitution, Terms of Refere nce, and Membership  

SAF17-P2 

3.1 The Committee received a report from a working group set up to review the consultation, terms 
of reference and membership of the Committee. It agreed with the proposals supplied regarding 
the future of the Committee and the creation of a consultative forum. The Committee agreed 
that this change be recommended to Council. 

3.2 The Committee suggested that as the new format of the Committee develops, consideration be 
given to how the independent members of the Committee are contributing, and that the 
Committee consider including a representative from industry. 

i) 
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17/4 Health and Safety Annual Report  

SAF17-
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17/8 Annual Report of the Radiation Protection Officer  

SAF17-P7 

8.1 The Committee received the annual update of the Radiation Protection Officer for 2016. 

8.2 The Committee noted that there was an upcoming change to Regulation 99 that would come 
into effect from 1st January 2018, and that proposals to align the University with the new 
iteration of the regulation would likely be presented at the next meeting of the Committee. 
These proposals were likely to primarily affect those who use X-rays, and are likely to require a 
registration process for students involved with work in X-rays. 

8.3 It was confirmed that all incidents and non-compliance detailed in the report are satisfactorily 
involved. The Committee noted a higher number of external audits than usual at this point in the 
cycle. 

8.4 The Committee also noted that the exit of the UK from the EU would affect membership of the 
European Atomic Energy Community (EAEC, or Euratom), which would in turn have 
implications on the reporting requirements that the University currently hold to this organisation. 
The Committee were assured that once there was greater clarity on Euratom membership this 
would be reported back. 

17/9 Biological / GM and Chemistry Safety Update 

9.1 The Committee received a verbal update form the Radiation, Biological and Chemical Safety 
Officer. 

9.2 It was noted that a further need for training in Control of Substances Hazardous to Health 
(COSHH) was recognised, along with training on chemical safety, in those Schools and 
Professional Services who interact with hazardous chemicals. 

9.3 The Committee was pleased to hear that progress was made in ensuring that there was now an 
additional layer of approval during the procurement process that would enable the Health and 
Safety Officer to better monitor purchase of hazardous materials or equipment. The Committee 
noted that there are still potential issues arising with materials or equipment purchased outside 
of the standard procurement route, and that work is ongoing to address this. 

9.4 The Committee was pleased to hear that the University now holds a new Category 2 licence in 
Chemistry. 

17/10 University Fire Officer’s Report  

SAF17-P8 

10.1 The Committee heard that, of the 3 incidents under report, only one was of ongoing concern. 
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17/11 Accident and Insurance Statistics  

SAF17-P9, SAF17-P10, SAF17-P11, SAF17-P12 

11.1 The Committee received a paper from the Health, Safety and Risk Manager recommending the 
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17/14 Occupational Health  

14.1 The Committee received a verbal update from the Health, Safety and Risk Manager on the 
University’s Occupational Health Service and heard that recent staffing increases had helped 
alleviate the backlog in this area of work. 

i) Action: Director of Human Resources to prepare a full update for the next meeting. 

17/15 Stress Policy  

15.1 The Committee received a verbal update from the Health, Safety and Risk Manager on the 
Stress Policy and noted that the revised policy was finalised and was waiting to be uploaded on 
to the HR Web site. 

i) Action: Chair to liaise with Director of Human Resources about communication strategy 
and approval process for the revised policy. 

17/16 Health and Well being of Working Age Population 

16.1 The Committee received a verbal update from the Health, Safety and Risk Manager on 
development of principles for the introduction of a wellbeing offering for University staff and 
noted that this area of work was still ongoing. 

17/17 Policy and Guidance on Unmanned Aircraft Systems (Drones)  

SAF17-P14 

The Committee approved a new policy on unmanned aircraft systems. 

17/18 Staff Exit Policy  

18.1 The Committee received a verbal update from the Radiation, Biological and Chemical Safety 
Officer on the proposed new policy for the management of resources associated with a member 
of staff, on the departure of the member of staff from the University.  

18.2 It noted that work was being undertaken in conjunction with Human Resources to ensure that 
there is a greater consistency in this area. It is anticipated that improvements to logging the 
procurement of hazardous materials and equipment would facilitate this process. A policy was 
expected to be presented to Human Resources Committee. 

17/19 Radiological Protection Sub- Committee  

SAF17-P15 

19.1 The Committee received the minutes of the Radiological Protection Sub-Committee held on 11 
January 2017. 

17/20 Health and Safety Strategic Framework  

SAF17-P16 

20.1 The Committee approved the proposed health and safety vision, its strategic principles and its 
broad strategic themes.  
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17/21 Safeguarding Policy  

SAF17-P17 

21.1 The Committee approved the revised new University policy following further work to identify 
required revisions to the policy to ensure that it could be operated on the London campus and to 
ensure consistency with the University’s AUP (Acceptable Use Policy) for IT Equipment. 

17/22 Policy and Code of Practice for Electricity at Work  

SAF17-P18 

22.1 The Committee approved the revised new Policy and Code following minor corrections and 
amendments in relation to use on the London campus.  

17/23 Change to Constitution 

23.1 The Committee approved the following amendment to the Constitution of the Committee with 
immediate effect:  

“Director of Campus Living’ to be replaced by ‘Director of Campus Services’. 

i) Action: Secretary to seek approval from Senate and Council. 

17/24 Other Business  

24.1 There was no other business raised. 

17/25 Date of N ext Meeting  

�x 7 June 2017 

 
 

Author – Tanya Osborne 
Date – 9th February 2017 

Copyright © Loughborough University.  All rights reserved. 
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Proposals on the Restructuring of the Health, Safety and Environment 
Committee  

Background  



Loughborough University HSE Committee Proposed Terms of 
Reference 
 

1. To act on behalf of, and to advise, 



14. To receive reports on the progress of the University Environmental Management 
System; 

15. To report after each meeting to Senate and Council on health, safety and 
environmental activities and provide Senate and Council with the information 
required to discharge their duties under the Health and Safety at Work Act (1974), 
the Management of Health and Safety at Work Regulations (1999) and the 
Register of Environmental Legislation. 

 

Loughborough University Health, Safety and Environment 
Consultative Committee Proposed  Membership  
 
The Committee: 

 
1. is established by the Vice-Chancellor; 
2. shall be constituted to meet the requirements of the Safety Committees and 

Safety Representatives Regulations 1977 and the Health and Safety 
(consultation with Employees) Regulations 1996; 

3. may co-opt up to two (2) members; 
4. will meet at least three (3) times a year, once in each semester; 
5. may make recommendations or observations to the Health, Safety and 

Environment committee 
   
Proposed Membership 



Loughborough University Health, Safety and Environment 
Consultative Committee Proposed Terms of Reference  
1. To act as a consultative forum, normally meeting three times each academic year, 

for the consideration and discussion of draft health, safety, environment, 
sustainability and social responsibility policies and procedures; 

2. To receive reports on health, safety and environmental  audits, accident statistics, 
communications with enforcing authorities, and from relevant groups, and to 
make recommendations to relevant University management of any corrective 
action required; 

3. To discuss reports of significant accident and incident investigations carried out, 
which could have an impact University wide;  

4. To seek out and promote areas of good practice; 

5. To receive updates on changing legislation and to review and assist in the 
development of policies and procedures to enable the University to meet all 
statutory requirements; 

6. To provide the main focus for consultation with staff on health, safety, 
environment, sustainability and social responsibility issues which have University-
wide application; 

7. To promote co-operation between the University and its employees on all matters 
relating to their health, safety, environment, sustainability, social responsibility 
and wellbeing; 

8. To receive a report at each meeting from the Health, Safety and Risk Manager 
and the Sustainability Manager, providing an overview of the work in progress 
including areas of strategic interest. 

9. To consider and comment as appropriate on: 

10. Corporate Health, Safety Environmental and Sustainability Policy 

11. University-wide safety and environmental guidance notes 

12. Safety and Environmental Training 

13. To consider Health, Safety, Environmental and Sustainability issues raised by 
members or drawn to the Committee’s attention where they have University-wide 
implications or, when they affect only one part of the University, it has not been 
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   Date: 17/5/17 

 
Paper Title:  Report from the Health, Safety and Risk Manager 

 
Origin:  Neil Budworth 

 

 
 

1. Specific Decision Required 
by Committee 

For information – to note and acknowledge activities and progress since last 
meeting 

2. Relevance to University 
Strategy  

Aligned with University policy 

3. Executive Summary Update on current progress across the University 

4. Essential Background 
Information 

Report provides details of significant progress and challenges across the 
University 

5. Risks, Risk Mitigation  
and Governance/ 
Accountability 

Details within the document 





 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The week was also used to launch the use of Mental Health First Aiders in Science.  
Led by the Dean volunteers have been sought to act as mental health first aiders.  
The volunteers will be trained to an internationally recognised syllabus in May and 
June and will proactively help the school to identify and tackle the early stages of 
distress.   The scheme will be used as a pilot to test the effectiveness of mental 
health first aiders, and if successful, the aim is to spread their use across the 
University. 
 
The first steps have also been taken to develop a University wide Stress and Mental 
Well Being strategy.  A working group has been estalished and briefing material 
prepared.  The details of the proposal so far are contained in a separate paper to this 
committee.  The department of graphic communication and illustration have been 
engaged to see if they are able to support the development of a communication 
concept around this issue. 



Deans of the relevant schools have been briefed on the issues identified and we will 
work with them to develop local action plans. A training session has been arranged 





Section 2 Progress on Annual Plan 2016/2017  
Fire safety  

AIM TARGET Progress and Comments 

Routine business  
 

• Fire risk assessment – annual exercise to update 
these documents  

• Fire marshal training  
• 





 
RPA portfolio preparation  

and case in development 



Health and Safety  

AIM TARGET Progress and Comments 
Policy  
 

• Review of all LU Health and Safety policies 
 

• Mostly complete – on target - fundamental review 
of chemical and travel policy initiated. 

Audit  
 
 

• Implement the USHA HASMAP auditing process. 
 

• Auditors trained, software options identified – 
further roll out Q3 2017 

Compliance issues  
 

• Continue to develop compliance data gathering 
and reporting processes. 

• Develop clear compliance KPIs 

•  

Training  
 

 
• To provide the following courses:  
 
First Aid Beginner  
First Aid Refresher  
Defibrillator Training  
First Aid Workshop  
Fire Marshal Awareness  
COSHH  
DSO Training  
Compressed Gas – Connecting Regulators (online and 
Practical)  
Decanting liquid Nitrogen  
Portable Appliance testing  
Management and Risk Assessment of Manual Handling 
Operations  
Manual Handling Safe Lifting Techniques  
Noise at Work and Risk Assessment  
Radiation Protection  
Laser safety  
Emergency preparedness training  
Vibration  
Bomb Threat training  
Accident and Near Miss Reporting and Investigation  

�x Full programme of training developed and is 
being delivered to plan.  Training volumes 
have risen. 

�x New training on following being developed: 
Chemical safety 
COSHH form practical training 
Biological Safety 
Non-Ionising radiation safety 





• Review of laser safety standards across the 
campus. 

• Additional work activities and audit priorities will be 
considered as the outputs of the risk registers 
develop.  

 
• Underway – Aurora have been appointed to 

support on one contentious system.  
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4. Progress against Objectives and Targets  
Waste Strategy:   Due to other business pressures and priorities the new Waste Action Plan 
(to replace the previous Waste Strategy) is still in development. 
 

5. Processes and Procedures 
Since the last meeting there has been a review of: 

�x Procedure 3.6.71 Hazardous Waste following the introduction of new pre-assessment 
requirements. 

�x Procedure 3.6.61 Waste Areas Fire Risk Assessment 
Both of the above are available on our website. 

�x Procedure 3.6.82 The Waste Hierarchy – this is a guidance document for cleaners 
and caretakers and therefore this is not available on our website. 

These have been communicated to the relevant stakeholders. 
 
The review of the documents pertaining to Sustainability and Environmental Management as 
it relates to construction, refurbishment and maintenance of the estate is ongoing. 
 
The review of the procedure 3.6.30 Management of Laboratory Reagents, Chemicals and 
Solvents is progressing well, with input from key stakeholders. 
 

6. Current waste data  
The table in Appendix 3 details the waste data for 2016/17 upto April 30th along with previous 
year’s data.  This is shown excluding construction waste.  Key points of note are: 

�x In my last report general waste for the first five months was up on the same period last 
year by 96 tonnes, this waste has levelled off and has not increased further so the 
general waste remains at 96 tonnes up. 

�x Food waste was up by 27 tonnes at Christmas and this trend has continued with food 
waste being up by 40 tonnes now.  Investigations are still ongoing and controls are still 
being applied but identifying factors to date are: 

o Imago ltd business has increased and this is resulting in more food waste but 
the food waste per bednight has only marginally increased 

o Campus living are producing more food waste in catered halls but 57,000 extra 
meals have been served 

o Campus retail operations are up and the service style has been changed in 
one or two operations and this is creating more food waste 

The main concern in this area is that it would 
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Although there are no changes in legislation to report, the Building Regulations 2010 (As 
amended) have now been added to the list of environmental legislation we have to consider 
as the increasing environmental content is of relevance: 

These regulations are supported by approved documents on a number of key areas of 
which the following are of particular environmental importance: 

�x Part E – Resistance to the passage of sound 
�x Part G – Sanitation, hot water safety and water efficiency 
�x Part H – Drainage and Waste disposal 
�x Part L – Conservation of Fuel and Power 
�x Regulation 7 Materials and Workmanship 

 

8. Training 
Another series of training sessions on spill response are being run, over 160 people have now 
attended this and by the end of this year this will be over 200. 
 

Why is Pollution Prevention so important?  
Thames Water was recently fined more than £20m for an environmental pollution incident, the 
largest fine handed out since the change in regulations in 2014.  Previous to this incident 
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Appendix 1: ENVIRONMENTAL MANAGEMENT DEVELOPMENT PLAN 201 6/17 - progress report  
1 2 3 4 

Investing in People  Educating for Success  Growing Capacity & Influence  Raising Standards and Aspirations  
 

 Objectives for Year 201 6 To 2017 Date:  
 Specific Objectives  Enter 

Heading 
No.* 

Measures  Date by  Progress  

1. EMS – continued development of the 
system to achieve ISO14001:2015 and 
environmental compliance. 

4 �x Internal System Audit (peer)  
�x Internal Compliance Audit 
�x External Audit  

Feb 17 
Apr 17 
July 17 

Peer audit and internal compliance 
audit complete.  External audit is 
8/9th August. 

2. Development and delivery of a 
Sustainable Cup Campaign 

2 �x Successful Marketing Campaign 
�x Sales of Reusable Cups 
�x Recycling of disposable cups 
�x Reductions in disposable cups 

Oct 16 
Dec 16 
Dec 16 
July 17 

Almost 2500 cups sold.  Cup 
recycling still needs more work. 
Over 19,000 less disposable cups 
used in retail outlets year to date. 

3. Training in General 
 
Delivery of an online Environmental 
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 CARRIED OVER FROM 2015/16  �x    
 Duty of Care Audit Inspections on any 

waste contractors not audited in the last 
12 months 
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Paper Title: University Fire Officer ’s report for the period 1st January 2017 to 30th April 2017  
 

 
Author: Mr R M Harrison, University  Fire Officer  

 
 

 

1. Specific Decision 
Required by Committee  

None. Report to be received and noted  

 2

 





 
  

   
 
Rutherford Common Room 11 TH May 2017 

Timeline  

13:48hrs The Bold alarm signal activated in the security gatehouse indicating a fire alarm at the Cayley/Rutherford 
Dining Room followed by a telephone call from the Marilena Cipolla (Front of House Manager) confirming a fire and 
that a full evacuation was in progress and asked security and fire service to attend as there was a fire in Rutherford 
Common Room. 

14:52hrs Security attended and the room to be slightly smoke logged, a plastic recycling bin containing cans and 
plastic bottles and a chair damaged by fire inside Rutherford Common Room. The fire had been already 
extinguished by Gillian Moore (Campus Living). LF&RS requested to attend contacted by Security Control 

14:56 LF&RS contacted by Security Control 

15:00hrs LF&RS attended.   The single fabric covered chair and bin were removed into open air by LF&RS.  It was 
agreed with Geoff Feavyour (LU Security Manager) that the Rutherford Common room would be kept secured until 
further notice. 

15:23hrs A email was sent to Matthew Frost (Rutherford Warden) informing him of the fire and asking him to speak 
with Rutherford students to ascertain if they have any information regarding the fire. 

Findings  

John Sanderson (LF&RS Officer in Charge) reported that considering the time of day and the location of the bin 
(near the common room door) and no-one was in the common room at the time. This may have been deliberately 
started, although no conclusive evidence was noted at the time .  Another theory is that someone may have wiped 
up spilt alcohol with a cloth and thrown it into the bin, and someone else may have later discarded smoking 
materials in the same bin.   

The actions of Gillian Moore (Campus Living) who is a University-trained fire marshal, use of a 9L water 
extinguisher to extinguish the fir



 
  

�x Review the current terms and conditions in regards to the use of the common rooms. 
�x Review the current security arrangements including access time. 
�x Review the current cleaning regime. 

Fiona Cooper (Campus Living Health & Safety Co-ordinator) has been asked to investigate the above and report 
back her findings.   

Please also note upon the request from LU Security Manager, LF&RS have recommended the incident is reported 
to the police, this has been actioned and the incident reference 300 17/5/17. The police have since indicated that 
they have no lines of enquiry 

 

 
 

 
2.  Fire alarm system isolations in University Buildings  

Health and Safety Service have sent a 4th Draft to the Facilities Development and Facilities Services teams. To 
date this guidance being redrafted further to minimise workload impact. With the S & W building project 
commencing I have concerns that if this isn’t implemented soon we could incur further near misses and unwanted 
false fire alarms disrupting staff /student and visitors still occupying parts of the buildings  

3.  t syt(i/MCID c]TJ
0nd) 





 
  

(All above information gathered from period (1/01/17 –30/4/17) Mr R M Harrison –University Health & 
Safety Service 

The Major Causes of Fire Alarm Activations in LU Halls of R esidence:  

 
 

Cooking Related Incidents In LU Halls Of Residence:  
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13.2 The Committee discussed in brief the current practice of re-charging departments for 
Construction Small Works valued at under £10,000, and noted that the University is currently in 
the process of removing the 10% fee for these works in order to make the service more cost-
effective. Schools and Services would still be able to hire insured contractors to undertake 
works, particularly in cases where capacity to undertake the work centrally was not available. 

13.3 The Committee agreed to ENDORSE the policy to Health, Safety and Environment Committee 
subject to the above changes. 

Action: James Stapleton to make amendments to the policy before submitting it to Health, 
Safety and Environment Committee. 

17/14 Update on Lifting Operations and Lifting Equipment Regulations (LOLER) Policy  

The Committee discussed a pre-consultation draft of the LOLER policy 

HSSC17-P10  – LOLER paper  

14.1 
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17/20 Responsibility for Statutory Maintenance  







Progress against programme  

H&S Risk Register Workshops undertaken to 8th May 2017, since July 2016, are listed below (13 completed out of 
23 planned): 

 

Schools 

�x School of the Arts, English and Drama 08/09/16 
�x Loughborough University London 20/10/16 
�x School of Social, Political and Geographical Sciences 09/11/16 
�x School of Science 15/12/16 
�x Wolfson School of Mechanical, Electrical and Manufacturing Engineering (MEME) 02/02/2017 
�x Loughborough Design School 16/03/2017 
�x School of Business and Economics 12/04/2017 

 

Professional Services 

�x Imago Ltd 21/07/16 
�x Student Services 15/08/16 
�x Facilities Management 21/11/16 
�x Marketing and Advancement 05/12/2016 
�x Campus Services 13/03/2017 
�x IT Services 30/03/2017 

 

The programme for the risk register workshops is on schedule to be complete by the end of Q4 2017. 

 

Top 5 risk frequencies identified so far:  

�x Equipment / material  / substance use (particularly for Schools)     
�x Events      
�x Personal safety     
�x H&S Competence / knowledge of procedures     
�x Lone working

  





Hugh Weaver, Deputy Health & Safety Manager 
 

Health and safety training  update  

This report follows previous progress reports (both written and verbal) on 28 
September 2016 and 8 February 2017 to the University Health Safety & Environment 
Committee’s (HSEC) by the Deputy Health & Safety Manager. The report for the 
committee of 28 September 2016 asserted that under the current University Health 
and Safety Policy, overall legal responsibility for ensuring the safety of staff, students 
and others who may be affected by School activities resides with the Dean of 
School. Deans of School should satisfy themselves that the Departments within their 
area of responsibility have suitable and sufficient arra



Hugh Weaver, Deputy Health & Safety Manager 
 

Training records will be updated on the staff records database in iTrent, (the 
University staff information and training management system) for each Safety Officer 
(and staff member where required). The training matrices have been designed to 
align with the PDR framework.  

The risk ratings are based on a dynamic risk assessment of hazards in each School. 
A training development plan must be put in place. The training matrices encompass 
these risk ratings weighed against the training available. Each course is assessed 
against each rating and the training is deemed mandatory or risk assessment based, 
dependent on the Safety Officers Schools risk rating profile. 

Safety Officer training matrix 2017 – amendments made since February 2017  

Module 1 - Foundation 

Timing reduced to 2.5 hours 

Core subjects list updated to include mention of First Aid at Work and Emergency 
First Aid training. 
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Hugh Weaver, Deputy Health & Safety Manager 
 

Noise Awareness – delivery time reduced to 1.5 hours, R/A for low risk 
Schools/Departments. 

Module 3  – Specialist Training  

Biological Safety altered to R/A for high risk Schools/Departments. 

Ionising and Non Ionising Radiation – 
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�x Fire panel training, and, 
�x Fire extinguisher user training. 
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APPENDIX 1 – Staff safety training matrix   
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APPENDIX 2 Safety Officer training matrix 2017  

      

MODULE / COURSE LENGTH REFRESH 

PERIOD 

HIGH RISK MEDIUM RISK LOW RISK 

Module 1 - Foundation        

Safety Officer general H&S awareness; H&S 
management, risk assessment, role of safety 
officers, role of H&S Service, role of H&S 
Committees, Occ. Health (inc. DSE), inspections, 
accident investigations and First Aid. 

2.5 HRS Not 
refreshed 

M M M 

Module 2 – Introductory Training Modules      

Bite size training on courses in “Module 2 – 
Recommended training” 

2.5 HRS Not 
refreshed 

M M M 

Module 2 – Recommended training 
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APPENDIX 3 - Table showing training managed by UH&SS during March 2017  

 

 Date No’s  Hours  
Total 
Hours  

Control of Substances Hazardous 
to Health (COSHH) Awareness 01/03/2017 5 1 5 

British Sign Language 01/03/2017 8 2 16 

Display Screen Equipment Risk 
Assessment (PACE Risk 
Management Software) 01/03/2017 14 3 42 

01/03/2017 
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Basic Food Hygiene (Level 2 Food 
Hygiene) 23/03/2017 13 6 78 

First Aid at Work Beginner 27/03/2017 10 18 180 

Concierge Induction 27/03/2017 15 6 90 
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Responsibilities 

Organisational Responsibilities  

�x The University Council has overall responsibility for this policy, in particular in ensuring 
that policies and procedures are designed to achieve compliance with legislation.  

�x Human Resources Committee is responsible for overseeing the policy and ensuring its 
effectivenes s.  

�x Organisational risk assessment will be carried out as part of the HR section of the 
University’s risk register.  

Responsibility of Deans of School and Directors of Service  

�x Ensure that local risk assessments are carried out where there is reason to believ e that the 
organisational level assessment is no longer relevant (for example where there is 
evidence that the organisational controls are not being fully effective).  The local 



�x In discussion with Human Resources, act approp riately and reasonably on reports from 
Occupational Health regarding individual staff members  

�x Attend any training arranged to support this policy  

Responsibility of Human Resources  

�x Support all staff in implementing this policy  

�x Liaise with Occupational Health, managers and individuals to support staff  who have 
reported stress - related ill -health  

�x Contribute to training for managers regarding implementation of this policy and associated 
procedures  

�x Monitor sickness absence data and  advise local  line managem ent as appropriate 

Responsibility of Occupational Health  

�x Provide individual support for individuals who have either self - referred or been referred by 
their manager and/or Human Resources in relation to stress- related ill -health.  

�x Where appropriate, and whil st maintaining appropriate confidentiality, provide reports to 
Human Resources regarding individuals who report stress related ill -health, advising on 



�x Where appropriate, raise with management cases where colleagues are displaying signs of 
stress- related ill -health.  

Further information 

Further information is available from the following  

Managing the Causes of Work -Related Stress; a step -by -step approach using the Management 
Standards (HSE 2nd edition, 2007).   See http://www.hse.gov.uk/stress/index.htm  



Appendix 1 Loughborough University Organisational Stress Risk Assessment  

This risk assessment considers , using an approach based on the Health and Safety Executive’s Stress Management Standards,  the potential 
risks and controls at an organisational level – should any school or department feel that their risk profile varies from that of the University as a 
whole, additional assessments should be made. 

Risk Area DEMAND: Includes issues such as workload, work patterns, and the work environment.  

The standard is  
 

�x Employees indicate that they are able to cope with the demands 
of their jobs.  

�x Systems are in place locally to respond to any individual 
concerns  

 

What should be happening/ states to be achieved :  
 

�x T



CONTROL: How much say the person has in the way that they do their work.     

The standard is  
 
�x employees indicate that they are able to have a say about the 

way they do their work; and 
�x systems are in place locally to respond to any individual 

concerns 
 

What should be happening/States to be achieved :  
 

�x where possible, employees have control over their pace of work;  
�x employees are encouraged to use their skills and initiative to do 

their work; 
�x where possible, employees are encouraged to develop new 

skills to help them undertake new and challenging pieces of 
work; 

�x the organisation encourages employees to develop their skills; 
�x employees have a say over when breaks can be taken; and 
�x employees are consulted over their work patterns 

 
 

POSSIBLE ISSUES 
 

ORGANISATIONAL  CONTROLS IN PLACE  
Not being able to balance the demands of work and life outside of work �x Flexible working 

�x HR policies to support family commitments? 
�x Personal development training courses 
�x Other training courses (time management?) 
�x Health promotion activity 

Lack of control over work 
Fixed deadlines occurring in different parts of the year 

�x Work allocation models 
�x Training in leadership and management so that managers are 

open to flexible arrangements and job sharing etc 
Conflicting work demands �x Regular one to one meetings with managers 

�x Planning processes 



CHANGE: How organisational change is managed and communicated in the organisation 

The standard is  
 

�x Employees indicate that the organisation engages them 
frequently when undergoing an organisational change; and  

�x Systems are in place locally to respond to any individual 
concerns  

 

What should be happening/States to be achieved :  
 

�x The organisation provides employees with timely information to 
enable them to understand the reasons for proposed changes;  

�x The organisation ensures adequate employee consultation on 
changes and provides opportunities for employees to influence 
proposals;  

�x Employees are aware of the probable impact of any changes to 
their jobs. If necessary, employees are given training to support 
any changes in their jobs;  

�x Employees are aware of timetables for changes; and  
�x Employees have access to relevant support during changes.  

 
 

POSSIBLE ISSUES 
 

ORGANISATIONAL CONTROLS IN PLACE  
 
Fears about job security  
Poor communication – uncertainty about what is happening  
Not enough time allowed to implement change  
Inexperience/fear of new technology  
Lack of skills for new tasks  
Not enough resource allocated for change process  

 
Change management – change team  
Consultation with Union and staff representatives 
Training in managing change 
Opportunities for upskilling – SD courses publicised – linked to PDR 
Regular communication from senior leadership 
 
 

 

 

  



ROLE: Whether people understand their role within the organisation and whether the organisation ensures that the person does not have conflicting roles 

The Standard is  that: 
�x Employees indicate that they understand their role and 

responsibilities; and 
�x Systems are in place locally to respond to any individual 

concerns. 

What should be happening/Sta tes to be achieved: 
�x The organisation ensures that, as far as possible, the 

different requirements it places upon employees are 
compatible; 

�x The organisation provides information to enable employees 
to understan
(f)Tj
0.002 Tc -0.56 0 Td
(r)Tj
002 Tw 0.e  



 

RELATIONSHIPS: Includes promoting positive working to avoid conflict and dealing with unacceptable behaviour  

The Standard is  that: 
 

�x Employees indicate that they are not subjected to unacceptable 
behaviours, e.g. bullying at work; and 

�x Systems are in place locally to respond to any individual 
concerns. 

What should ldW  W



SUPPORT: The level of support provided by line managers and peers.  

The Standard is  that: 
 

�x Employees indicate that they receive adequate information 
 and support from their colleagues and superiors;  
 
�x Systems are in place locally to respond to any individual 

concerns. 

What should be happening/Sta tes to be achieved: 
 

�x The organisation has policies and procedures to adequately 





 

 

 

 

 

 

Support Once Issue Raised  
 
Staff counselling 
Occupational Health * 
Mediation 
Helpline (UCU Members) 







How will this be achieved?  
 
By 

• Identifying and understanding best practice and available resources 
• Developing a strategic framework 
• Populating the framework with possible interventions 
• Testing – the framework and major elements of the framework both through 

piloting and with stakeholders. 
• Agreeing final proposals, which will then be submitted to the senior leadership 

teams and HSE committee 
 
 
The members of the working group are as follows :- 
 
 
Neil Budworth  – Health and Safety Service 
Jacqui Glass  – Due to role with Staff Survey 
Manuel Alonso  – Student Services (meetings 2 and 3) 
Veronica Moore  – Student Services 
Eugenie Hunsicker  – UCU Representative 
Fehmidah Munir  – SSEHS (input on well being research) 
Cheryl Travers  – Business School (input on relevant research) 
David Wilson  – Representative of the staff survey group 
Mark Davies   – Sports Development 
Rob Allan   – HR  (Meetings 2 and 3) 



To aid the discussion a structure will be proposed, based on the following continuum. 
 
 
 
 
 
 







http://www.lboro.ac.uk/services/fm/contact/
mailto:D.Howell@lboro.ac.uk
http://web.lucion.co.uk/


 

2  

 Item(s)  

1. Floor coverings  for small areas such as offices For advice, contact 
the Furniture and Design Service. Schools will be required to place orders 
directly with the contractor. (If the existing flooring is to be disturbed, then as 

http://www.lboro.ac.uk/services/fm/services/furniture/
http://web.lucion.co.uk/
http://www.lboro.ac.uk/services/fm/services/furniture/
http://www.lboro.ac.uk/services/fm/services/furniture/
http://www.lboro.ac.uk/services/fm/services/furniture/
mailto:fmhelp@lboro.ac.uk
http://web.lucion.co.uk/
http://web.lucion.co.uk/
http://web.lucion.co.uk/
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conversion, fitting out, commissioning, renovation, repair, upkeep, redecoration or other 
maintenance (including cleaning which involves the use of water or an abrasive at high 
pressure, or the use of corrosive or toxic substances), de-commissioning, demolition or 
dismantling of a structure. In summary – any construction work! 

The links below provide further information on the extensive duties involving CDM 2015: 

�x General information on CDM 
2015: http://www.lboro.ac.uk/media/wwwlboroacuk/content/facilitiesmanagement/d
ownloads/fmhealthsafety/annexes/anx_g_rev2_150501.pdf  

�x A summary of the duties of CDM 
2015: http://www.hse.gov.uk/construction/cdm/2015/summary.htm  

�x A flowchart summary of the requirements of CDM 
2015: http://www.citb.co.uk/documents/cdm%20regs/cdm%20regs%20infographic
%20-%20final.pdf  

What do Schools and Professional Services need to do to manage their  own 
construction small works?  

 
There are a number of client duties that must be discharged to comply with CDM 
2015. These 

http://www.lboro.ac.uk/media/wwwlboroacuk/content/facilitiesmanagement/downloads/fmhealthsafety/annexes/anx_g_rev2_150501.pdf
http://www.lboro.ac.uk/media/wwwlboroacuk/content/facilitiesmanagement/downloads/fmhealthsafety/annexes/anx_g_rev2_150501.pdf
http://www.hse.gov.uk/construction/cdm/2015/summary.htm
http://www.citb.co.uk/documents/cdm%20regs/cdm%20regs%20infographic%20-%20final.pdf
http://www.citb.co.uk/documents/cdm%20regs/cdm%20regs%20infographic%20-%20final.pdf
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�x Monitor the health and safety performance of the contractors throughout 
the contract, and take the necessary steps to address poor performance 

�x Liaise with FM to ensure that any necessary permits (i.e. hot work permits) 
are issued to manage the works 

�x Accept work on behalf of the University on completion of the works 
�x Ensure that the Health and Safety File is passed to Facilities Services at 

the end of the Project (if more than one contractor is employed) 
�x Pass all as-built information to Engineering Services, so that the University 

asset records are updated. 

 

A link to the procedures page used by Facilities Development and Engineering Services, 
to access some of the standard tools and templates to discharge the above requirements, 
is linked here http://www.lboro.ac.uk/services/fm/services/fmhs/safe-systems/ (scroll 
down to ‘Annex G – Working with Contractors’ for the relevant guidance). 

 

Choice of Suppliers  
 
Facilities Services appoint regularly used contractors. For a latest version of 
recommended contractors to use, please contact the FM Helpdesk fmhelp@lboro.ac.uk    
If Schools and Professional Services are considering appointing their own Contractors, 
they must ensure they are competent prior to work commencing. 
 
All contractors appointed will be required to attend and commit to the standard Facilities 
Management Contractors HS&E induction prior to commencing any works on the 
University Campus. This is to ensure they understand and will comply with our work 
ethics and practices. There are 2 ways that this induction can be delivered: 
1. 

http://www.lboro.ac.uk/services/fm/services/fmhs/safe-systems/
mailto:fmhelp@lboro.ac.uk
mailto:fmhelp@lboro.ac.uk
http://www.lboro.ac.uk/media/wwwlboroacuk/content/facilitiesmanagement/downloads/Contractors%20Induction%202015%20v4%20Feb%202016%20without%20videos.pdf
http://www.lboro.ac.uk/media/wwwlboroacuk/content/facilitiesmanagement/downloads/Contractors%20Induction%202015%20v4%20Feb%202016%20without%20videos.pdf
http://www.lboro.ac.uk/media/wwwlboroacuk/content/facilitiesmanagement/downloads/Contractors%20Induction%202015%20v4%20Feb%202016%20without%20videos.pdf
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Revision control  
 

 

Version  Summary of key changes  Changed by  Date 
3 Updated and reduced policy to 

focus on the limited number of 
circumstances in which Schools 
and Services can manage their 
own construction small works. 
Further updated following 
consultation with Schools and 
Services. 
Overall maximum value of 
projects now set to £1000.00. 
 

J Stapleton  18th May  2017 
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