LJMU Health and Safety Action Plan 2011/12 

	Operational aim
	Target and milestone
	Performance indicator

	1.  To refine the University’s Health and Safety Strategy to ensure continuous improvement in all aspects of the management of health and safety risks.

Ref: HSE strategy goals
“The Pressures to Improve” and

“The Need for Strong Leadership”

1. (continued)

1. 1. (continued)
	Review the LJMU Health and Safety Policy Statement.
December 2011
Review the objectives of the LJMU Health and Safety Strategy to take account of the HSE strategy.
June 2012
Utilise in-house audit system for the management of health and safety risks (based on HSE’s HS(G)65 Successful Health and Safety Management).
September 2011 and ongoing

Address the recommendations of the May 2011 UMAL audits of safety and health management and property fire management.
October 2011
Prepare an Annual Report on the University’s Health and Safety performance during 2011/12.

August 2012 

Develop an Annual Health and Safety Action Plan (2012/13) outlining the delivery of strategic objectives.

August 2012
Provide regular reports on the management of health and safety risks to SMG and Employment Committee of the Board of Governors.  

Monthly (via PVC) and October 2011, February 2012 and June 2012
Provide advice, support and secretarial services to the University’s Health and Safety Committee. 
October 2011, February 2012, June 2012
Proactively nurture a positive relationship with all enforcing authorities.
September 2011 and ongoing

Monitor the implementation of the new electronic accident reporting system.
September 2011 and ongoing
Undertake an institutional audit of compliance with LJMU Code of Practice SCP6 Control of Substances Hazardous to Health (COSHH).
March to July 2012

Undertake an institutional audit of compliance with LJMU Code of Practice SCP18 Risk Assessment.
February to June 2012


	· Undertake review

· Seek approval and sign-off from Vice-Chancellor

· Publish on Health and Safety Unit website
· Undertake review

· Report to the Health and Safety Committee

· If there are changes, seek approval from SMG

· Publish on Health and Safety Unit website

· Liaise with Health and Safety Coordinators and
      Deans/PVCs; commencing with Infrastructure Services
· Undertake audits
· Provide draft and final reports 
· Agree improvement action plans with Health and Safety Coordinators

· Close outstanding items and report back to UMAL via Insurance Officer

· Consult to gather data for report

· Prepare and obtain approval for Report

· Present Report to SMG, Employment Committee of Board of 
      Governors and Health and Safety Committee
· Publish Report on Health and Safety Unit website

· Set targets, milestones and performance indicators  

· Agree targets with appropriate staff

· Track progress through PDPRs, Health and Safety Committee, reports to PVC (Administration & HR) and University Secretary and improvement action plans agreed with Health and Safety Coordinators
· Provide monthly reports to PVC (Administration & HR) and 
      University Secretary 
· Provide minutes of Health and Safety Committee meetings, 
containing reports from Senior Adviser, Safety and Health 
Services and Health and Safety Coordinators, to
Secretariat
· Health and Safety Unit staff in attendance at all meetings

· Call for agenda items; issue agendas and papers

· Produce minutes for Chair’s approval within three working
      days

· Monitor standards of reports from Health and Safety
      Coordinators

· Monitor attendance and actively encourage maximum
      attendance
· Maintain appropriate engagement with all members of the
      Committee in preparing for and attending the meetings

· Consult with Merseyside Fire and Rescue Service over 
       changes to /queries arising from policy documents and new
       builds/refurbishments

·  Assist  Merseyside Fire and Rescue Service with site
       specific risk inspections (SSRI) at LJMU

· Notify HSE of reportable accidents immediately and
       participate in events when invited

· Cooperate fully with Liverpool City Council Environmental
       Health and Trading Standards

· Maintain the necessary registrations and licences and 
       provide timely returns to the Environment Agency

· Cooperate with the Merseyside Police Counter-Terrorism 
       Security Adviser

· Obtain feedback from trialists and wider University 
      community after full implementation
· Make the necessary changes to LJMU Code of Practice 
      SCP7 Reporting and Investigation of Adverse Incidents

· Liaise with Health and Safety Coordinators and Deans/PVCs

· Undertake audits 

· Provide draft and final reports 

· Agree improvement action plans with Health and Safety 
      Coordinators

· Liaise with Health and Safety Coordinators and Deans/PVCs

· Undertake audits
· Provide draft and final reports

· Agree improvement action plans with Health and Safety 
      Coordinators



	2. To develop and refine the University’s Safety, Welfare and Management Codes of Practice and Guidance Notes to ensure that the University’s organisation and arrangements for delivery of its Health and Safety Policy are effective. 

Ref: HSE strategy goals
“Everyone has a Role” and

“Building Competence”

2.  (continued)

2.  (continued)


	Review and amend, if necessary, the following LJMU Codes of Practice:

· SCP29 Asbestos 
· SCP30 First Aid 
· SCP3 Safe Use of Plant and Equipment

· SCP28 Pressure Systems 
· SCP6 Control of Substances Hazardous to Health (COSHH) 

· New Code: Lifting Operations and Lifting Equipment 
· WCP1 Drugs (small amendment) 
· SCP41 The Control of Water Quality, Legionella and Associated Risks
October 2011
· WCP4 Contagious and Communicable Diseases  
· SCP2 Evacuation Procedures

· SCP7 Reporting and Investigation of Adverse Incidents (to incorporate changes arising from the new reporting system trial period) 
· WCP3 Smoking (to incorporate changes arising from the sub-group)
February 2012
· New Code: Consultation on Health and Safety

· SCP10 Contractors
· SCP31 Construction (Design and Management) Regulations  (Employment Minister Chris Grayling announced that risk management specialist Professor Ragnar E Löfstedt would chair a review of all health and safety regulation; the review will be looking at how closely the CDM Regulations align with the EU Directive)
· SCP14 Fieldwork, Visits, Expeditions and Adventurous Activities off University Premises (to incorporate UCEA changes and permits for high risk activities) 
· SCP34 Violence at Work
June 2012
Develop new Codes as organisational or statutory requirements arise.
September 2011 and ongoing
Continue to review and update as required Guidance Notes contained on the Health and Safety Unit website and enhance ease of reference for users.
September 2011 and ongoing

	· Complete reviews 
· Consult with LJMU Health and Safety networks and 
interested parties
· Obtain approval from LJMU Health and Safety Committee

· Publish Codes on Health and Safety Unit website and  
communicate to networks and relevant staff
· Review and update Guidance Notes
· Place on Health and Safety Unit website

· Provide links from Codes of Practice to the relevant 
      Guidance Notes


	3. To provide professional occupational health and safety advice and support to all Schools, Faculties and Service teams.

Ref: HSE strategy goal
“Creating Healthier, Safer Workplaces”

3. (continued)

	Provide advice, support and secretarial services where required to Faculties and Services Safety Groups and Sub Committees.

October 2011, February 2012, June 2012
Maintain Stress Risk Assessment Steering Group.  Provide guidance and support in risk assessment process. 

March 2011 and ongoing
Maintain effective liaison with Health and Safety Coordinators and Fire Evacuation Coordinators. 
September 2011 and ongoing
Continue the review of the cost effective level of cover across the institution in respect of :

· Fire Evacuation Coordinators and Fire Wardens
· Health and Safety Coordinators and Officers

· First Aiders

· Evacuation chair operators

October 2011 and ongoing
Undertake a review of the reporting template for meetings of the Health and Safety Committee.
February 2012
Maintain and update the following data in light of restructures and accommodation moves:
· Fire Evacuation Coordinators and Fire Wardens

· Health and Safety Coordinators and Officers

· First Aiders  
· Evacuation Chair Operators 

September 2011, February 2012 and June 2012
Provide advice to the University Research and Ethics Committee.
September 2011 and ongoing
Provide advice to the Disability Equality Review Group.
September 2011 and ongoing
Review the Health and Safety Unit’s Business Continuity Plan.
December 2011

	· Provide advice and support and attend all meetings as 
      appropriate 

· Produce accurate minutes within three working days for 
      approval
· Maintain appropriate engagement with all members of the

       Safety Groups and Sub Committees in preparing for and 
       attending the meetings

· Liaise with relevant Dean/PVC and Health and Safety 
      Coordinator to establish programme
· Consult with appropriate Safety Representatives

· Coordinate completion of questionnaires
· Undertake assessments with focus groups
· Report to the Health and Safety Committee
· Maintain appropriate engagement with all members of the
      Steering Group in preparing for and attending the meetings

· Maintain Fire Evacuation Coordinators meetings to
      exchange examples of good practice and share issues 
· Individual meetings with Fire Evacuation Coordinators and 
      Health and Safety Coordinators
· Liaise with Human Resources 

· Consult with Trades Unions at JCC
· Implement changes,  where appropriate
· Consult fully with networks and management, ensuring the
       level of cover is risk-based
· Meaningful information about the management of health and
      safety risks in Services and Faculties communicated through
      PVCs and Deans and to the Health and Safety Committee
· Issue current data to mailing lists

· Update database
· Reissue data to networks
· Place data on Health and Safety Unit website 

· Inform Payroll of changes

· Attend all meetings

· Contribute to a comprehensive review of all research
       applications

· Attend all meetings

· Provide accurate advice and consult, where appropriate

· Undertake business impact analysis
· Update Continuity Plan and communicate to relevant staff 

	4. To develop and deliver a range of cost effective Health and Safety training courses and development opportunities to enable staff and students to carry out their duties effectively.

Ref: HSE strategy goals

“Building Competence”

“Taking a Wider Perspective”


	Arrange and facilitate development days for First Aiders.
June 2012
Provide operational health and safety training, focusing in particular on courses contained in the training calendar.
September 2011 and ongoing

Continue to provide fire safety awareness training, initially for Service staff.
September 2011 and ongoing

Maintain a concerted effort/focus on
Evac+Chair training as they are now installed in all buildings where they are required.
September 2011 and ongoing

Maintain arrangements for competency checks of First Aid trainers and assessors.
September 2011 and ongoing

	· Agree location and devise agenda 
· Publicise days
· Facilitate days
· Receive feedback 

· Review feedback and act upon it

· Publish training calendar 
· Publicise training on an ongoing basis
· Deliver training
· Issue certificates and update records 

· Review feedback and act upon it
· Email relevant managers to arrange dates

· Arrange suitable venue

· Deliver training session

· Ensure register taken

· Add attendees to training database

· Evaluate feedback and act upon it
· Email relevant managers to arrange dates

· Arrange suitable venue

· Deliver training session

· Ensure register taken

· Add attendees to training database

· Evaluate feedback and act upon it
· Maintain the ongoing liaison with Faculty of Health and Applied Social Sciences and network of First Aid trainers and assessors



	5. To continually improve health and safety arrangements in relation to all aspects of the work and study environment.
Ref: HSE strategy goal

“Creating Healthier, Safer Workplaces”

5. (continued)
	Ensure effective consultation and control with regard to the design and construction of buildings, refurbishment, commissioning of systems and moves between buildings.

September 2011 and ongoing
Monitor the implementation of the recommendations from the review of Contractor Control within Infrastructure Services undertaken in 2011.
September 2011 and ongoing
Continue to support Infrastructure Services in the implementation of SCP41 The Control of Water Quality, Legionella and Associated Risks.
September 2011 and ongoing
Continue to support Infrastructure Services in respect of the institutional Asbestos Management Plan.
September 2011 and ongoing
Facilitate visit from Environment Agency and Counter Terrorism Security Adviser.
May 2012
Undertake noise and vibration surveys to inform risk assessments and health surveillance.
June 2012
Develop a scaffolding procurement specification for use by Infrastructure Services.
February 2012


	· Close working between Health and Safety Unit and Infrastructure Services, their agents and Health and Safety and Fire Evacuation Coordinators

· Close liaison with Merseyside Fire and Rescue Service

· Construction (design and Management) Regulations (CDM) principles adopted

· Contractors Health and Safety Audit System (CHAS) pre tender assessments continued

· Utilisation of University’s Codes

· Agree action plan for implementation of recommendations with Infrastructure Services, with agreed timescales
· Close actions to ensure further compliance with SCP41 and HSE’s Approved Code of Practice  L8: Legionnaires disease : the control of legionella bacteria in water systems 
· Confirm awareness training has been received by service provider maintenance operatives and source training provider for Infrastructure Services maintenance staff 

· Incorporate asbestos removals and results of re-inspections into asbestos management plan
· Transfer the data to AEC Building Records Information System and make the data available to relevant LJMU staff and contractors by September/October 2011
· Seek approval to revised SCP29 Asbestos at the October meeting of LJMU Health and Safety Committee
· Liaise with Radiation Protection Adviser, Radiation Protection Supervisor, Counter Terrorism Security Adviser and Environment Agency 
· Liaise with Health and Safety Coordinators

· Provide reports

· Inform Occupational Health Unit of results
· Draft specification based on industry standards and health and safety legislation

· Consult and agree final draft with Infrastructure Services

· Develop approved list of scaffolding contractors

	6. To continually improve the University’s arrangements for the safety of all building users in the event of fire and other causes of emergency evacuation. 

Ref: HSE strategy goal:
“Creating Healthier, Safer Workplaces”

6. (continued)       
6. (continued)                                                                                                                                                               
	Ensure fire risk assessments continue to be kept up to date, or undertaken for the first time in new accommodation, and that actions identified in them are carried out. Buildings and assessment dates are as follows:
Rodney House, Egerton Court, Henry Cotton  September 2011
James Parsons Phases 1,2,3, Tithebarn Street and Avril Robarts LRC 
October 2011
Max Perutz, Engineering Workshop, ICL, Cherie Booth, Peter Jost, Security Centre, Tom Reilly, JMU Tower, 62 and 70 Great Crosshall Street, Kingsway House, ADA, John Foster Building, Dean Walters, 51 Rodney Street, Aquinas, Aldham Robarts LRC November 2011
Joe H Makin, 68 Hope Street 
December 2011
Work with Merseyside Fire and Rescue Service to undertake site specific risk inspections (SSRI).
September 2011 and ongoing

Complete fire emergency plans for LJMU buildings.
September 2011 and ongoing

Continue to develop and support local Fire Evacuation Groups. 
September 2011 and ongoing

Provide support and share good practice among Fire Evacuation Coordinators within

Fire Evacuation Coordinator meetings, chaired by Health and Safety Unit.
September 2011 and ongoing

Ensure that arrangements are in place for the effective management of emergency evacuation and first aid during Award Ceremonies.  
July 2011
Agree fire door inspection regimes, advised in the Government’s Fire Safety Guide for Educational Premises and BS8214:2008.
July 2011
Continue to support Infrastructure Services in its rolling programme of installing evacuation chairs in all LJMU buildings that require them. 
September 2011 and ongoing
Continue to carry out building fire inspections with Merseyside Fire and Rescue Service
September and ongoing

	· Undertake fire risk assessment
· Ensure relevant Directors, Infrastructure Services and Fire Evacuation Coordinators (FEC) receive fire risk assessments

· Hold assessments centrally within Health and Safety Unit 
· Monitor actions

· Follow up with reminders to appropriate managers

· Arrange suitable dates for visits
· Contact FEC and Maintenance Officer to meet on visit date

· Complete SSRI form using information from Infrastructure Services

· Utilise building fire risk assessments

· Meet with FECs at each site

· Assess emergency plan’s suitability for building
· Provide advice and support to Fire Evacuation Coordinators

· Follow Terms of Reference

· Regular meetings

· Minuted actions

· Review fire emergency plans

· Meet FECs three times a year

· Provide minutes

· Ensure actions are followed up

· Provide a training element for each session based issues identified by FECs

· Input into the Award Ceremonies planning and debriefing process

· Encourage sufficient volunteers to come forward

· Provide sufficient information, instruction and training to volunteers

· Review the Diocese fire risk assessment for the Anglican Cathedral

· Consult with Infrastructure Services and Fire Evacuation Coordinators

· Agree format for recording inspections

· Liaise with Infrastructure Services and Fire Evacuation Coordinators in respect of risk ranking

· Schools/departments notify the Health and Safety Unit about staff requiring training

· Delivery of training for evacuation chair operators

· Payment initiated thorough Payroll

· Liaise with Fire Evacuation Coordinators

· Provide reports with actions required, if appropriate, to Fire Evacuation Coordinator, Infrastructure Services and relevant Director(s)



	7. To develop and continually improve cost effective occupational health arrangements for LJMU staff and students.

Ref: HSE strategy goal:

“Creating Healthier, Safer Workplaces”

7. (continued)

7. (continued)


	Continue to demonstrate compliance with the Faculty of Occupational Medicine’s occupational health service standards.
September 2011 and ongoing
Continue to promote an emphasis on clinical governance within the Unit.
September 2011 and ongoing

Continue to implement risk-based health surveillance for noise, vibration and asthmagens.
September 2011 and ongoing

Assess the cost implications of the service provided in order to ensure value for money.
December 2011 and ongoing
Maintain and improve the systems for collating real time sickness absence data by working closely with Human Resources and relevant managers.

September 2011 and ongoing

Obtain feedback from Human Resources and Faculties on the service provided and ensure two-way communication in respect of the referral processes.

Monthly and ongoing

Maintain and update where necessary the content of the Occupational Health website, ensuring ease of access for staff, students and prospective staff and students.

September 2011 and ongoing

Continue health screening for students of Biomolecular Science, Nursing, Teaching and Social Care work.

September 2011 and ongoing

Develop a service level agreement for health screening for the Faculty of Science (Pharmacy and Microbiology).
December 2011 
Provide monthly progress reports for inclusion in the Senior Adviser, Safety and Health Services reports to PVC (Administration & HR) and University Secretary.
September 2011 and monthly
Apply generic fitness to study standards.
September 2011 and ongoing
Apply student fitness standards in regard to dyslexia.
September 2011 and ongoing
Liaise with Student Advice and Well-being in order to finalise the Student Disability Policy. 

September 2011 and ongoing
Progress scanning of historic records towards completion in two years.

September 2011 and ongoing

Review the Occupational Health Unit’s Business Continuity Plan.
December 2011
.
	· Maintain portfolio of evidence
· Work to Safe, Effective, Quality Occupational Health Service (SEQOHS)  standards and complete internal audit annually

· Consider cost benefits of subscribing to the accreditation scheme

· Continue exchanges of clinical practice with Occupational Health colleagues from the University of Liverpool to ensure application of current best practice
· Regularly review practice and clinical standards of care and measure them

· Adopt a strong quality assurance programme, working towards accreditation

· Commence client feedback process annually

· Undertake risk assessments and health surveillance 
· Continue arrangement with the University of Liverpool in respect of surveillance undertaken there

· Complete Occupational Health staff training

· Complete audit of vaccination and blood sampling cost effectiveness

· Monitor Department of Health guidance regarding vaccine costs and implement advice to the Faculties for the students prior to their enrolment

· Implement new Absence Management Policy
· Hold case conferences
· Improve communication channels

· Identify areas where focussed support may be required

· Attend HR Operations meetings 

· Clinical and administration staff meet with clients

· Refer to service level agreements

· Present clear, concise and accurate information in the corporate style

· Work to existing or developing service level agreement

· Consult with School

· Signed agreement in place

· Schedule the screening

· Update records

· Advise Faculty 
· Prepare prompt, concise reports

· Meet report deadlines

· Standards agreed by other parties

· Utilise Standards

· Publish on OH website

· Explain standards to students

· Use standards

· Participate in any further consultation subsequent to the information previously provided 
· Time allocated and agreed under the supervision of the Senior Occupational Health Nurse

· Undertake Business Impact Analysis 
· Update Continuity Plan and communicate to relevant staff


John Gillin

Senior Adviser, Safety and Health Services
September 2011
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