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Alun Roberts (WINR)
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Alun Roberts (WINR)

Alison bell
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Carys Bower
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Brambell (SBS)
Emlyn Roberts 


2324


Brambell (SBS)
Ashley Tweedale


2340


Brambell (SBS)
Sally Wells



2314


Brambell (SBS)

Si Creer



2302


ECW (SBS)

Jonathan Roberts


2453


ECW (SENR)

Paula Roberts



2453


ECW (SENR)

John Evans



3250


Thoday(SENR)
Mike Hale



2445


Thoday(SENR)
Tom Jenkins



2448


Thoday(SENR)
Hussein Omed


2291


Thoday(SENR)
Helen Simpson
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Thoday(SENR)
Rose Crichton






Westbury Mount (SOS)

Dave Ellis
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Westbury Mount (SOS)

Gwyn hughes



2901


Westbury Mount (SOS)

Gwynne  P Jones


0777 181 4229
Westbury Mount (SOS)

Delphine Lallias


8521


Westbury Mount (SOS)

Chris Richardson


2855


Westbury Mount (SOS)


Berwyn Roberts


0777 181 4223
Westbury Mount (SOS)



Joan Griffiths



2607/3747

Craig Mair (SOS)
Sandra Hague



2897 


Craig Mair (SOS)

Dei Huws



2523


Craig Mair (SOS)
Gay Mitchelson Jacob

2586


Craig Mair (SOS)



Ian Pritchard



2607/3750 
       
Craig Mair (SOS)
Ian McCarthy



2862


Fish Labs (SOS)
COLLEGE OF NATURAL SCIENCES

HEALTH AND SAFETY POLICY STATEMENT

Introduction
The College of Natural Sciences consists of the following Schools and Institute (and all of their constituent sub-sections):-

School of Environment and Natural Resources

School of Biological Sciences

School of Ocean Sciences

Welsh Institute of Natural Resources

Statement of Health and Safety Policy

The College of Natural Sciences will comply with the University’s Health and Safety Policy and will ensure, so far as reasonably practicable, the health, safety and welfare of all staff, whilst at work, and the health and safety of students, contactors, visitors and others who may be affected by the College’s activities at all times.

As Head of the College I will carry responsibility for all aspects of health and safety within this College and in order to do so, I have also delegated duties to, and placed management responsibilities, on a day-to-day basis, upon individual Heads of Schools/Institute within the College to take necessary action to satisfy the requirements of the University Health and Safety Policy. 

The main managerial duties of the Head of School/Institute with respect to health and safety include:-

(i)    Establishing and implementing a School/Institute Health and Safety Policy which commits the School/Institute to maintaining, and where practicable, improving upon the high standards of health and safety within the School/Institute until such time as a College wide Health and Safety policy is developed and implemented.

(ii) Ensuring that suitable and sufficient assessments of risks to health and safety of staff, students and other persons in their School/Institute are carried out and appropriate safe systems of work are introduced to control remaining risk.

(iii) Ensuring that the School/Institute has a programme of health and safety inspections.

(iv) Ensuring that all staff and students in their School/Institute are aware of the locally established health and safety arrangements in force as regards risk assessments,fire, first aid and the reporting of accidents and hazards.

(v) Ensuring that all staff and students are provided with the necessary instruction, information and training in health and safety matters.

I have appointed a College Health and Safety Officer to oversee the Health and Safety arrangements throughout the college. His main duties include;

(i) To provide advice on all aspects of Health and Safety to members of the College

(ii) To develop and implement a College wide Health and Safety policy promoting best practice

(iii) To monitor Health and Safety performance throughout the College

(iv) To develop and deliver Health and Safety training courses for students and staff within the College

(v) To ensure all serious accidents and incidents are investigated

(vi) To produce an annual Health and Safety report

(vii) To work closely with the central Health and Safety Services Department.

It is an important that all staff are involved and are encouraged to accept personal responsibility for developing high standards of health and safety awareness and consider safe practice as being the norm. Commitment, co-operation and communication between all staff within the College and beyond are essential if health and safety standards are to be ensured and are continually improved upon and promoted.

Signed

Professor S. J Hawkins

Head of the College of Natural Sciences

February 7th 2008

DEPARTMENTAL SAFETY CO-ORDINATORS,
SUPERVISORS AND ADVISERS

The members of staff listed below have particular responsibilities to supervise and monitor, as necessary, particular aspects of the College Health and Safety Policy. Other workers in the College should consult these individuals for information and advice regarding particular hazards to which their work may expose them.
	Position
	Person
	Ext

	
	
	

	Head of College
	Prof S Hawkins
	

	
	
	

	Head of SBS
	Prof G Turner
	

	
	
	

	Head of SENR
	Dr C Calaghan
	

	
	
	

	Head of SOS
	Prof C Jago
	

	
	
	

	Head of WINR
	Dr P Fowler
	

	
	
	

	College Health and Safety Officer
	Dr J Latchford
	

	University Radiation Protection Officer
	Dr J Latchford
	

	University Biological Safety officer
	Dr J Latchford
	

	
	
	

	Departmental Safety Co-ordinator SBS
	Mr A Jones

	

	
	
	

	Departmental Safety Co-ordinator SENR
	Mr J Evans

	

	
	
	

	Departmental Safety Co-ordinator SOS
	Mr J East

	

	
	
	

	Departmental Safety Co-ordinator WINR
	Dr A Charlton

	

	
	
	

	Diving safety officer
	Dr J Turner

	

	
	
	

	Small Boat Safety Advisor
	Dr J Bennell
	

	
	
	

	Ship Safety Advisor
	Prof M Kaiser
	


The names of these advisers may change with time.
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1. ORGANISATION FOR HEALTH AND SAFETY
1.1 Introduction

The College of  Natural Sciences consists of the following Schools and Institutes.
School of Biological Sciences
School of The Environment and Natural Resources 
School of Ocean Sciences
Welsh Institute of Natural Resources

1.2
Head of College
The Head of the College of Natural Sciences (hereafter referred to as the College) is responsible for implementing and monitoring an effective health and safety management system within the College, so that it complies fully with the University Health and Safety Policy and appropriate legislative requirements and ensures that all significant hazards and risks are suitably assessed and controlled.

The Head of College cannot delegate ‘overall’ responsibility for health and safety to any other person and therefore the Head of College as the senior manager retains responsibility for all activities within the College. Day-to-day duties, responsibilities and functions, however, are delegated as necessary and in line with normal managerial practice.

The College has established a clear line of responsibility for both implementing and assisting in the implementation of this Health and Safety Policy and for the promotion of a positive health and safety culture throughout the College and beyond. 

The main managerial duties of the Head of College with respect to health and safety are:-

· To have a good working knowledge of the University Health and Safety Policy and relevant statutory obligations.

· Establishing a College Health and Safety Policy which commits the College to maintaining and where practicable, improving upon the highest standards of health and safety in the College.

· To promote the College Health and Safety Policy.

· To make provision for competent health and safety advice and to ensure that there are sufficient resources available to support members of staff, students and others in order that they in turn fulfil their roles and responsibilities.

· To ensure that all levels of management understand and accept their responsibilities for implementing this policy.

· To set a personal example at all times.

1.3
Heads of Schools
Heads of Schools are accountable to the Head of College for the management of health and safety matters within their School. The main health and safety duties of Heads of Schools are to:-

· Have a good working knowledge of the University and College Health and Safety Policy.

· Actively promote health, safety and welfare in the workplace by making a commitment to continuous improvement in health and safety performance.
· To arrange for resources to be made available in order to enable the requirements set out in this policy and the University Health and Safety Policy to be met.

· Ensure that local policies and practices for the effective management of health and safety at School level are in place, communicated and implemented.

· Ensure that all accidents/incidents are reported.

· Set a personal example.

1.4
College Health and Safety Officer 
The Head of College has appointed a College Health and Safety Officer. The College Health and Safety Officer is concerned with the day-to-day organisation of health and safety within the College. Primary tasks are to advise and assist the Head of College and Heads of Schools in the management of all health and safety matters and to liaise between the College and the Department of Safety Services (DSS).
The duties of the College Health and Safety Officer with respect to health and safety include:-

· Being fully familiar with the University Health and Safety Policy and developing the College Health and Safety Policy.

· Providing advice to all members of the College on all matters of health and safety and in particular advising the Head of College on the formulation and revision of the College Health and Safety Policy.

· Acting with the delegated authority of the Head of College as appropriate.

· Assisting in the development, of risk assessments, safe systems of work, local rules, etc. Identifying the arrangements for carrying out risk assessments and recording the findings together with appropriate control measures.

· Referring promptly to the Head of College or the DSS any health and safety problems which cannot be resolved locally on a time scale commensurate with the risk.

· Liaising with the DSS.

· Attending meetings of the College Health and Safety Committee and School Health and Safety Committees.

· Conducting systematic health and safety inspections and accident investigations (with representatives of the recognised Trade Unions as appropriate) to identify unsafe or unhealthy conditions or work practices, and monitoring that preventative action is recommended and pursued.

· Ensuring that accidents and near misses and instances of occupational ill health are reported to the DSS and investigated.

· Disseminating health and safety information and reports to appropriate members of College staff and students.

· Ensuring that new members of staff, students and visitors (such as visiting academics) to the College receive adequate induction and training with respect to health and safety.

· Monitoring health and safety plans together with day-to-day implementation of policy and plans.

· Ensuring that all accidents/incidents are reported.

· Set a personal example.
1.5   Departmental Safety Co-ordinator (DSC)
The duties of the Departmental Safety Co-ordinators are:

(i) 
To be fully familiar with the University’s Health and Safety Policy and College Health and Safety Policy.

(ii) 
To advise and assist the College health and Safety Officer with the development of the College Health and Safety Policy.

(iii) 
To advise the Head of School and other members of the School on matters relating to health and safety and to refer them to the college Health and Safety officer when required
(iv) 
To monitor that all significant hazards within the School have been subjected to a suitable and sufficient risk assessment by the relevant line manager/supervisor and that the significant findings of the assessment have been recorded. 
(v) 
To monitor that all experimental work in the School has been subjected to a risk assessment. To monitor that all persons concerned with experimental work are fully aware of the risk assessment for that work and are complying with the safety procedures defined by it.

(vi) 
To monitor safety policy between annual inspections and arrange continuous reporting of problems

(vii) 
To refer promptly to the Head of School or College Health and Safety Officer, any health and safety problems which cannot be resolved locally on a time scale commensurate with the risk.

(viii) 
To act as appropriate with the delegated authority of the Head of School.

(ix) 
To attend meetings of the School Health and Safety Committee and the College Health and Safety Committee.
(x) 
To monitor that accidents and potential accidents are properly reported.
(xi) 
To inform the Head of School of problems with staff or students infringing safety regulations.

(xii) 
To monitor that safety instructions and information is given to all new, postgraduates and staff participating in school activities.

(xiii) 
Advise and report to the Head of School on any training needs identified for staff and students. 

(xiv) 
To arrange for the  dissemination of health and safety information as necessary to all staff and students.

(xv) 
To monitor that an acceptable standard of housekeeping is maintained within the School.

(xvi)  To monitor that suitable and sufficient personal protective equipment is available and used within the School.

(xvii) To liaise with the College Health & Safety Officer.

.

1.6   Radiation Protection officer


Duties include:
(i) 
To advise the Head of College and Heads of Schools about any action necessary on their part and to advise any workers in the School who are involved in work using radioactive materials.

(ii) To arrange for the appointment  and provide advice guidance and management of an appropriate number of  suitably qualified and experienced Radiation Protection Supervisors 
to oversee day to day compliance with the Ionising Radiation Regulations (1999) and Radioactive Substances Act (1993). 
(iii) 
To maintain and review dose records, set action levels and investigate incidents as appropriate.
(iv) To implement and maintain and isotope database, providing training to users as required.

(v) To provide basic radiation protection training to all new users of open radiation sources and refresher training for current users as appropriate/
(vi) 
To liaise with regulatory bodies and provide them with all required information in accordance with relevant legislation.
1.7  Diving Safety Adviser

(i) 
To advise the Head of College and Heads of School (via the College Health and Safety Officer) ) about any action necessary on his part, and to advise any workers in the College who are involved in diving or snorkelling as part of their work in the College.

(ii) 
To authorise all diving which is part of an individual's work in the College.

(iii) 
To monitor, as far as possible, that the HSE Diving Regulations, the DSS Policy on Diving, and the Codes of Practice for scientific diving are complied with by members of the College.

(iv) 
To monitor that all College diving equipment is in good repair, regularly tested or checked and replaced if necessary.

(v) 
To ensure that in his absence a competent and qualified individual is appointed to act on his behalf.

(vi) 
To liaise, as necessary, with the Head of Safety Services through the College Safety Officer on matters concerning the appropriate safety precautions.

1.8  Small Boat Safety Adviser

(i) 
To advise the Head of College and Heads of School of any action which is necessary on his part, and to advise any workers in the School who are involved in work from boats of the potential hazards and the safety precautions for which they are personally responsible and with which they must comply.

(ii) 
To ensure that the boats are operated in compliance with MCA rules.
(iii) 
To liaise, as necessary, with the Head of Safety Services through the College Safety officer on matters concerning the appropriate safety precautions for small boat usage.

1.9  Ship Safety Adviser

(i) 
To liaise, as necessary, with the Vosper Thorneycroft Safety Adviser, and consult as necessary with the School of Ocean Sciences  Safety Co-ordinator and the Ship’s Safety Officer (usually First Mate) of the RV Prince Madog on any matters concerned with the safety of School staff and students while they are loading or unloading equipment or are at sea in the research vessels.

1.10  Safety Responsibilities of All Staff and Students

All members of staff are responsible for ensuring that they work in a manner which is safe to themselves and to others, and to comply with the relevant requirements of both the University and College Health and Safety Policy. 
In particular each individual member of staff and student:-

· Has a legal obligation to take reasonable care for their own health and safety and for the safety of others who may be affected by their actions or inactions. 

· Must use, but not misuse, any protective clothing, equipment materials provided.

· Comply with the health and safety instructions, both oral and written, which are issued to them.

· Co-operate with all staff and students to enable them to carry out their own health and safety duties.

· Report to supervisory staff any situation, working practice or procedure which they may suspect is potentially hazardous.

· Attend a Health and Safety Induction Course as required

· Ensure that all accidents/incidents are reported.

Those who act in a managerial or supervisory role must also make sure that those who work under their direction, either as students or employees, abide by any relevant health and safety arrangements and that suitable and sufficient Risk Assessments have been produced and communicated to staff.

In addition, individual members of staff are expected to monitor safety standards in the rooms or areas for which they have a general responsibility. They should liaise with the Departmental Safety Co-ordinators and College safety Officer  to ensure that high safety standards are maintained.
Any persons contravening these requirements may be subject to University disciplinary proceedings or possible legal action.
1.11  Safety Responsibilities of Academic Supervisors 

Notwithstanding these provisions, all members of staff must concern themselves about, and take responsibility for, aspects of safety relating to individuals and groups whose work they control or supervise and set a good example. 

(1) Practicals:

The academic responsible for the particular practical session (the supervisor) remains responsible for the health and safety of students at all times during the practical session and he cannot delegate this responsibility to others e.g. postgraduate demonstrators, technicians etc.

In the case of practicals the following arrangements must be adopted:

(i) A written risk assessment must be prepared by the supervisor prior to the work commencing; this may also require the completion of COSHH forms if any hazardous substances are used or created during the practical.

(ii) The risk assessment must take into account the competency of any postgraduate demonstrators, technicians or others assisting in the practical session as well as the experience of the students themselves.

(iii) Written instructions must be provided for each experiment, drawing the attention of the students, any postgraduate demonstrators and technicians, to the safety measures which need to be undertaken and why they must be adopted. A copy of the relevant Risk and COSHH assessment  forms should be displayed on the notice board during the practical or be included in the handout, unless the students have obtained the necessary forms from the web pages. 
(iv) Undergraduates must not be left in laboratories unsupervised. At all times during the practical class session overall responsibility for the class remains with the supervisor. Whenever possible, he should be present throughout the class session, although the class may be left for short periods in the control of postgraduate students and/or technicians, provided they are competent to do so.

(v) On no account may the supervisor place the control of the whole practical session in the hands of postgraduate students and/or technicians. Where the supervisor is likely to be absent for lengthy periods or is away from the College during the practical session, then suitable alternative arrangements for the supervision of the students must be made by the Head of School, i.e. another academic conversant with the safety implications of the work concerned.

(vi) Any accidents or incidents must be reported immediately to using the appropriate form.

(2) All research including undergraduate projects, postgraduate students, research assistants, technicians, other contract and part-time employees:

The academic responsible (the supervisor) remains responsible for the health and safety of these persons at all times and he cannot delegate this responsibility to others e.g. postgraduate demonstrators, technicians etc.

The supervisor will ensure that:

(i) The Departmental Safety Co-ordinator is given the names of the supervised persons and their period of contract/studentship, and that they do not start work until they have received a Safety Induction..

(ii) They are directed to obtain a copy of the CNS Health and Safety Policy.

(iii) The supervisor together with the researcher carries out a risk assessment of particular hazards associated with their work and the appropriate safety precautions, which may include a COSHH assessment. 

(iv) They comply with all appropriate codes of practice or precautions.

(v) Any accidents or incidents are reported immediately using the appropriate form.

Student Project Risk Assessments

Although the supervisor is responsible for ensuring that all student projects are adequately risk assessed, and that the student is aware of these risk assessments, the College considers that the student will benefit from being involved in the risk assessment process, and so includes this in the essential pieces of work that the student has to complete before starting their project.

Students MUST NOT start any of their project work until they have an approved risk assessment, and the supervisor must ensure that they do not start prematurely.

Where a risk assessment for the complete project cannot be written at the start of the project, then an initial risk assessment will be written and approved so that work can start, and subsequent risk assessments will be written and approved later, as necessary.

Note 1: in this policy risk assessment includes all necessary COSHH assessments.

Note 2: penalties may be applied to students failing to complete a suitable and sufficient risk assessment.

1.12 Safety of Visitors
The College of Natural Sciences seeks to ensure that visitors are not exposed to risks to their health and safety and do not place others at risk by their actions or inactions. Members of the College are required to ensure their visitors are provided with all relevant health and safety information and visitors must follow all University, College and School health and safety procedures. For the purposes of this policy visitors are defined as anyone who is not a contracted employee of Bangor University or a registered student at Bangor University. Children are defined as anyone under the age of 16 and young persons as those aged between 16 and 18. Only members of staff and representatives of student societies recognised by the College may invite visitors onto College property.
1.12.1 Individuals on College Business 
This includes Guest workers, Emeritus staff, visiting speakers, volunteer workers (excluding groups such as Friends of Treborth, Bangor Forest garden – see section on resident groups) contractors and service engineers invited by the school, persons paid on pink slips.

· For visits of 1 week or less where the visitor will not be doing any laboratory or field work and working only in offices or libraries no formal Health and Safety induction is required and Head of Schools office need not be informed. Visitors must be advised of emergency procedures by the member of staff who invites them onto cCollege premises. (service engineers are permitted to work on equipment specified in their contract under the conditions outlined here and a formal safety induction is not required)

· For visits longer than one week or for any visit where laboratory or field work is included a formal safety induction is required, all relevant risk assessments must be completed and the Head of Schools office informed. The safety induction may be carried by the Departmental Safety Co-ordinator or by the member of staff responsible for the visitor and should be recorded on the Visitors Induction form.
1.12.2  Children and Young Persons
Children and young persons are particularly at risk due to their lack of maturity and experience compared to adults. The increased vulnerability of children is recognised in legislation and onus is placed on employers to carry specific risk assessments for children
Children of Staff

Staff are permitted to bring their children to their offices if they are experiencing temporary childcare difficulties. The Head of Schools office must be informedand the child must be supervised by their parent at all times. Risk assessments concerning children in CNS buildings can be found here and the control measures stated therein must be adhered to. Children of staff are not permitted to enter laboratories, workshops, aquaria or storage areas.

Children of Students
Children of students are not permitted on university property unless prior written permission has been granted by Head of School except under the following circumstances;

1) When students are handing in coursework at designated handing in points

2) When students are visiting a member of college staff in their office

The children must be supervised at all times and except in case of emergency elevators must always be used where they are available since some staircases within CNS are not suitable for use by children.

1.12.3  Visits by Schools
· Head of schools office must be informed

· A specific risk assessment, taking into account the lack of maturity and experience of children and addressing the need for an appropriate supervision ratio must be completed

· Consult Safety Services policy Children on University property for guidance. The document is aavailable at :  http://hss.bangor.ac.uk/policies_guidance/policies/p15-2002.php.en
· Risk assessments concerning children in various CNS buildings can be found here. The control measures given in these assessments must be followed.
1.12.4  Visiting groups and field courses (excluding those with young persons or children) 
· The member of staff liaising with the group must ensure the visiting group leader has a copy of the College Health and Safety Policy and is briefed on emergency procedures, first aid provision and accident and incident reporting

· The group leader must submit copies of all risk assessments to the Departmental  safety co-ordinator

· Head of schools office must be informed

1.12.5    Resident Groups 
· Please consult the CNS  health and safety officer for advice on safety arrangements for resident groups

1.12.6  Family of staff and PhD students (excluding children)
· Family and staff and PhD students may visit offices only

· A formal safety induction is not required but they must be briefed on emergency procedures.

· Family of staff may only work within the school if they comply with the requirements for ‘Individuals on College Business’

1.12.7     Work experience placements 
· Member of staff organising the placement must ensure a specific risk assessment has been completed.

· Consult Safety Services policy P9 ‘Young persons at work’ for guidance.

· Parental permission is require for work placements and Head of Schools Office must be informed

· A formal safety induction is required

1.12.8       Open Days:
The organiser of an open day must ensure that necessary health and safety measures are in place.

1.12.9      contractors
All contractors working in the University are under a legal obligation to ensure that their work is conducted in such a way as to minimise the risks to themselves and occupants of the premises in which they are working. They are also expected to comply with relevant statutory requirements. Failure to do so may be considered grounds for termination of a contract.

Likewise the University has an obligation towards any contractors working on its premises to ensure that they are provided with information about any possible risks to their health and safety and the steps they should take to avoid such risks. It is therefore of great importance that effective liaison exists between University staff and contractor's staff so that each can be made aware of the needs of the other.

The University is also expected to supervise any contractors that it may engage to the degree necessary to ensure that they are working to an acceptable standard of safety. Ensuring that this is carried out is the responsibility of the Department who place the contract. Often this will be the Estates Department or Croeso Welcome Bangor (CWB) but may also be other University Departments (e.g. servicing of equipment). When contracts are placed a person should be nominated to carry out this function.

If contractors are observed to be working in a manner which endangers themselves or University staff and students an approach should be made in the first instance to the Department who have engaged the contractors. In the case of most general building work this will normally be the Estates Department or CWB. Where the Department responsible for the work is not known or cannot be contacted an approach should be made to the nominated Estates or CWB contact. A code of practice aimed at contractors has been published by the Estates Department.
1.13    College Health and Safety Committee

A College Health and Safety Committee, which meets yearly, has been set up whose main objective is to consult on the management of health and safety in the College.

It is chaired by the Head of College and membership includes:-

· Heads of Schools

· College Health and Safety Officer (College Manager)
· School Health and Safety Coordinators

· Staff Safety Representatives

· Student Representative/s

To ensure that health and safety issues are given proper consideration at all times, health and safety is a standing item on the agenda of the CNS Executive Committee

1.14
The Health and Safety Coordinators Working Group

The Health and Safety Coordinators Working Group has been set up to consider day to day safety matters and to promote the adoption of best practice across the college. The Working Group is chaired by the College Health and Safety Officer and comprises the Departmental Health and Safety Coordinators.

2. EMERGENCY PROCEDURES

2.1 FIRE SAFETY

2.1.1 General Fire Prevention

Fire is probably the most serious danger which most College personnel will ever have to face. It can break out almost anywhere and can affect everyone.

Regular fire prevention routines are one of the simplest and most efficient means of preventing fire. The value of the nightly routine of switching off and unplugging all unnecessary electrical equipment, and closing all doors to rooms and staircase enclosures cannot be overstressed.

2.1.2 Fire routine procedure

Staff and students must familiarise themselves with the location of fire doors and fire exits in the building/s they occupy or visit, so that they know as many as possible of the means of escape from the building/s.

Members of staff and students should know the location of their nearest fire extinguishers and fire alarm call points and be familiar with exist routes out of the building.

Emergency exit routes must remain tidy and free from obstacles. Staff and students must not leave or store combustible materials on emergency exit routes or blocking access to fire alarms, fire equipment or electrical switchgear.

2.2 UNIVERSITY FIRE PROCEDURES

2.2.1
Your Fire & Emergency Action Procedure
· If you start or discover a fire or see smoke

i. Sound the fire alarm;

ii. Dial 333 (internal phone) or 999 (pay phone) to call the Emergency Service;

iii. Only if safe to do so attack small fires, using the appropriate appliances provided;

iv. If fire gets out of control, or if your exit is threatened, leave the building and inform Security.

· If you hear an alarm

i. If safe to do so, switch off all gas appliances and dangerous electrical items;

ii. Close doors behind you;

iii. Leave the building by the nearest available safe exit;
iv. If caught in a smoke filled area, crawl on hands and knees

v. If you suspect there is a fire on the other side of a door, open it very slowly, keeping your foot braced against it and shielding yourself as much as possible form any possible flashover.
vi. Report to the assembly point.

Do Not take risks

Do Not return to the building for any reason unless authorised to do so.

Do Not use passenger lifts.

· Never tackle a fire unless help has been summoned and you feel completely able to do so safely.

It is essential all staff and students know the emergency procedures, escape routes, extinguisher positions and any special hazards in each building they use.

2.2.2
Guidance on the Fire and Emergency Procedures
· Sound the fire alarm.

Throughout the majority of University buildings electrical fire alarm systems are installed and these can be activated through breaking the glass within the fire alarm call point (where such systems are installed).  Call points are located throughout buildings and next to exit doors.

Where a fire alarm is not installed reference should be made to the local arrangements established by the College/Department or Estates and Facilities.

· Dial 333 (internal phone) or 999 (pay phone and cellular phones) to call the Fire & Rescue Service.

All internal University phones are connected directly to the University switchboard or Security Base (out of hours).  To notify the Fire & Rescue Service of a fire incident, dial 333 and inform the University Switchboard (or Security). 

The University Switchboard and Security Base give priority to emergency calls and will coordinate with the emergency services and despatch a Security Officer to the scene immediately (Bangor area sites).

· Only if safe to do so, attack small fires (no bigger than the size of a waste paper bin) using the appliances provided.  If the fire gets out of control, or if your exit is threatened, leave the building at once.

No person should tackle a fire unless they are confident and competent in the use of a fire extinguisher and are aware of the hazards associated with such activities.

· Switch off all electrical and gas appliances.

Wherever possible, when leaving the building, extinguish and isolate all gas and appropriate electrical equipment (such as workshop machines, ovens and autoclaves etc.).  Compressed gas supplies such as oxygen, acetylene, compressed air and hydrogen must be isolated at the cylinder.

· Close doors behind you.

To restrict the travel of smoke and fire, and the source of oxygen, all doors must be closed as people leave the building.  Doors must not be wedged open and doors should not be locked, as this will delay the Fire Rescue Service's investigation.

· Leave the building by the nearest available safe exit.

Leave by the nearest exit route.  This may not be the same way you entered the building as a quicker safer route might be via an external fire exit. Always familiarise yourself with alternative means of escape from buildings.

· Report to the assembly point.

The Fire Action Notice will identify the assembly point for each building.  Everyone should remain at the assembly point until told otherwise by either the Fire & Rescue Service or University Security.

If any person is aware of how the incident started or is aware of any person remaining in the building, they must report to the Fire & Rescue Service or University Security as soon as possible. 

2.3   Emergency action procedures for disabled people
During an 'emergency', additional arrangements may be required in order to ensure the safety of some people e.g. those with sensory and physical impairments; mental health difficulties and learning disabilities.

Advice on the safe emergency evacuation of members of staff, students and visitors who may require additional arrangements is provided in Guidance note HSG 28 – 13 produced by the Department of Safety Services. It does not advise on generic (non-evacuation) safety issues involving those with impairments which should be addressed through the College/School risk assessment.

This guidance is of a general nature and local arrangements and, where appropriate, personal emergency egress plans must be introduced to address particular situations or for identified individuals. Personal Emergency Egress Plans (PEEPs) must be produced for all members of staff and each student with an impairment which may prevent them from evacuating a building, without assistance, through use of a staircase.

It would be advantageous if any member of staff or student with an impairment which would restrict their ability to safely and speedily evacuate a building disclose the fact to the University as soon as possible or when such impairment occurs. 

2.3.1
Personal Emergency Egress Plans (PEEPs)

Personal Emergency Egress Plans (PEEPs) help to match the characteristics of a building to the needs of each impaired person. 

Responsibility

When a disabled person is employed or enrols as a student, or when they develop impairment, a suitable PEEP must be undertaken for all locations where they may visit.

.  

For all visitors and visiting academics etc. the College is required to try and ascertain whether the person has any significant mobility or sensory difficulties and undertake a Personal Emergency Egress Plan or implement generic control procedures as appropriate.

Who should write a Personal Plan?

· For Staff

The line-manager should contact the College Health and Safety Officer who will arrange for a PEEP to be produced in consultation with the disabled member of staff and other persons as appropriate.

· For Students

Student Services will contact the Department of safety Services and a PEEP will be drawn up in consultation with the student, their tutor and the College safety Officer.
Occasional visitors /members of the public unable to descend stairs
There may be occasions, for example UCAS visits, when disabled visitors enter college buildings. A PEEP for such short term visitors is not practical so an alternative means is required to ensure the safety of such persons in the event of an emergency requiring evacuation. The following steps should be taken

1) All departments need to identify and train staff that can ensure the safety of disabled visitors in the event of an emergency.

2) Emergency evacuation procedures for persons unable to descend stairs should be drawn up for all CNS buildings.

3) On arrival disabled guests should be assigned a competent member of staff to assist them in case of an emergency and briefed on the procedures that will used in case of the need to evacuate the building.

2.3.2
Safe Refuge Points 

The University seeks to implement the advice issued by the Department for Communities and Local Government (issued under the Regulatory Reform [Fire Safety] Order 2005) and Building Research Establishment (IP16/91) and adopts where required the principle of a 'refuge' or 'safe area' within a building prior to physical evacuation. 

· Why a Safe Refuge Point? 

Not all of the University’s passenger lifts can be used when the fire alarm is activated
 so mobility impaired persons (wheelchair users or those with significant walking difficulties) will have difficulty leaving the building if above the ground floor. The provision of a 'refuge point' will afford a safe place until help arrives to assist them in evacuating the building.

· What is a Safe Refuge Point?
A Safe Refuge Point is a designated area within a building which provides protection from smoke and fire for a considerable length of time (normally for over 30 minutes).  The Refuge is kept isolated from fires as it is made of a fire and smoke resistant construction.

The Safe Refuge is capable of accommodating at least one wheelchair user and a helper and is located next to or very close to a stairway or passenger lift.  A radio/intercom facility or an emergency telephone is provided at each designated 'safe refuge' point to allow communication with University Security.

Safe Refuges are identified with dedicated signage. 
2.3.3  Detailed arrangements
a)
Wheelchair users/those unable to use stairs in an emergency

If you are on the ground floor:

• 
On hearing the fire alarm evacuate the building as speedily and as safely as possible.

If above the ground floor never use the passenger lifts to evacuate the building (unless under the direct instruction by an accompanying member of University Security staff or Fire & Rescue Service personnel):

• 
If possible ensure two people know your location and make your way to the Safe Refuge Point.  Once at the Refuge Point, use the telephone or intercom facility located at the Refuge Point to contact the Security Base.  Advise Security of:

- 
your name, the name of the building, details of the floor you are on and where exactly you are.  Also advise Security if you can see or smell smoke or fire.

• 
you can ask someone to stay with you while you wait for assistance.

Upon arrival at the building, University Security and/or the Fire & Rescue Service will assess the situation and where necessary due to a real fire or emergency situation proceed to evacuate. 

If it is not safe to use the passenger lift, you will be evacuated either through the building or by the stairs by trained University personnel or the Emergency Services. Physical evacuation from the building will only be undertaken where the risk requires and to ensure personal safety.  Such assisted evacuation will not be undertaken unless a real situation arises to reduce/eliminate the risk of injury or harm occurring whilst being physically evacuated.

Where there is no personal risk, you will be requested to remain at the Safe Refuge Point whilst the Emergency Service(s) assess the situation.  At no stage will you be placed in any imminent danger.

b)
People who are unable to hear the Fire Alarm

If you cannot hear the fire alarm contact either Student Services Disability Service or the College Health and Safety Officer .
In most cases you will be issued with a Vibrating Pager which indicates when a Fire Alarm has been activated in your building.  Detailed advice on the use and coverage of the Vibrating Pager will be issued by Student Services Disability Service or the Estates and Facilities Department.

General Procedure

• 
Familiarise yourself with the standard evacuation procedure.

• 
Avoid working in isolated areas if you cannot hear alarms or where the Vibrating Pager has no coverage.

• 
If for any reason you have to work alone, ensure someone knows where you are and will inform you if the alarm sounds.

Further Advice to Staff and Students with Visual Impairment

• 
On hearing the alarm, leave the building by the nearest route and go to the Assembly Point. Your evacuation training will identify this route.

• 
If you do not know the emergency exit route, ask someone to escort you to the nearest fire exit. Always make yourself aware of the exit routes.
Persons who have any form of disability which they feel might have particular relevance to their health and safety whilst working or studying at the University, should contact the College Health and Safety Officer.. Systems of work and precautionary measures relevant to each individual’s situation may then be discussed, and implemented, where required.

2.4       Suspected gas leak procedure
If you smell gas or suspect a gas leak you must:

· Turn off all gas appliances (if possible turn off at isolation valve or meter).

· Extinguish all naked flames, high heat sources and cigarettes. 

· DO NOT turn electric switches ON or OFF.

· Where it is safe to do so, open as many external windows and doors as possible but close all doors and leading onto the staircase.

· Where the smell of gas is very strong or is in the whole building the entire building must be evacuated.

· Dial 333 (internal phone for Bangor sites) or 01248 382795 (Security) to report the occurrence. If there are any difficulties, call TRANSCO on 0800 111 999.

· Ensure that no person remains within the evacuated/building area.

· If the smell of gas is outside the building telephone Estates and Facilities on 2783 or 01248 382783 or UWB Security on 01248 382795 immediately.

The Estates and Facilities Department shall operate specific procedures for investigating suspected natural gas leaks within buildings and on University grounds and aid evacuation where required.

2.5     Emergency evacuation drills
The Departmental Safety Co-ordinator will ensure that at least one Emergency Evacuation drill is carried out and recorded per Semester for each building occupied by their department. Where buildings are shared with other departments or colleges then liaison must take place with the Health and Safety Coordinators of the other Colleges or Departments.

2.6    First aid
It is the policy of the College to ensure that a number of key personnel are fully trained in first aid procedures in accordance with the requirements of the Health and Safety (First Aid) Regulations and the findings of Risk Assessments. All academic staff who undertake regular fieldwork with students or for research purposes should receive first aid training. All persons working Out of Hours should also receive first aid training.
In the event of any emergency requiring an Ambulance call the University Emergency Number 333 and state the precise location and nature of the emergency. Never be afraid to call for an Ambulance.

2.7  Action in case of accidents
The nearest First–Aider or other trained person must be summoned as soon as possible. Ensure you know who the first aiders in your area are.
When going to the assistance of an injured person, care should be taken to avoid putting yourself in danger.
The victim should not be moved unless in immediate danger.

A burning victim should be put on the ground and the flames smothered with a fire blanket, cotton laboratory coat or something similar.
Electric Shock

a. If the casualty is still in contact with the power supply, switch off the current before attempting to give the casualty treatment.

b. If it is not possible to switch off or break the current, ensure that you are properly insulated before attempting to remove the casualty from the contact. With ordinary domestic voltages, insulation can be obtained by standing on a rubber surface or thick layers of dry cloth or newspapers.

c. Withdraw the casualty by pulling him/her with a dry rope, stick or by grasping dry clothing. Avoid anything that is damp or metallic.

General Points

A victim should not be given anything to eat or drink (except if poisoned, or hypoglycaemic).

3.
 General Health and Safety Information 
Please note that more detailed information on many of the topics listed below is available on the CNS safety Website

3.1 
Accident / Incident Report Procedure 

The first priority following an accident or incident is to deal with any immediate health and safety issues arising, such as administering First Aid, clearing chemical spillages etc.

If you are involved in, or witness an Accident or Incident you should:

· Obtain an Accident/Incident Report Form from the Departmental Safety co-ordinator or the CNS or University Health and Safety Website. The Form should be completed while details are still clear in your mind and witnesses are still present. If possible, this is best done with the help of a colleague or the College Health and Safety Officer or Departmental Safety Coordinator.  

· Return the completed form to the Departmental Safety Co-ordinator who will in turn forward a copy of the Accident/Incident Report Form to the Coleeg Health and safety Officer.
For accidents occurring on hired/leased premises or during externally organised courses/conferences etc. the reporting procedure as indicated by the host organisation should be completed (and a copy of the Report kept) and the above reporting procedure for the University should also be followed. 

Death, major injury, disease and dangerous occurrences must be reported immediately directly to the College Health and Safety Officer and also to the Head of Safety Servicesw on 01248 383847. 

All accidents and Incidents, including near misses, must be reported and investigated for the College and the University to learn and for similar events to be avoided in the future.

An “incident” includes acts of violence and aggression which result in either physical or verbal abuse or intimidation to any member of staff or a student.

3.2   Risk Assessments and COSHH assessments
A risk assessment is nothing more than a careful examination of what, in your work, could cause harm to people, so that you can weigh up whether you have taken enough precautions or should do more to prevent harm.

No new activity is to be undertaken within the College without the risk of harm having been assessed and a written risk assessment having been completed. 

All Risk Assessments must be brought to the attention of all persons who may be affected by any of the hazards identified.
Risk assessments will be regularly reviewed (i.e. periodically and in the event of change, compliant accident, incident etc) to ensure the information contained within them remains valid. 
Where substances hazardous to health are used or created during an activity a COSHH assessment must be carried. Further advice and guidance on Risk and COSHH assessments is available on both the CNS and University safety webpages.
3.3     Animal Allergies

Health monitoring procedures have been introduced for those persons routinely handling animals Most people who have allergies are affected by hairs and dander, animal faeces and feathers but a significant number of allergies can be developed from handling fish and shellfish proteins and fish food. Before embarking on a new piece of work involving routine contact with animals or fish/shellfish, please see the College Health and Safety Officer or your Departmental Health and Safety co-ordinator for health surveillance forms.

3.4
Alcohol and Drugs

Staff with possible alcohol or drug related problems should seek advice, in confidence, from the Occupational Health Nursing Adviser. Should persons visiting the College cause concern to members of staff and students due to their being adversely under the influence of alcohol or drugs, University Security should be called to assist.

3.5       Aquaria and wet areas
Only authorised persons may work in aquaria and wet areas and must follow the guidelines outlined in the relevant safe working practice.

3.6     Asbestos

Some of the University’s premises were built when asbestos was a common construction material and as a result of this fact a comprehensive asbestos survey has been undertaken and a database of all known asbestos products is maintained by the Estates and Facilities Department.

When in good condition, asbestos does not pose a threat to health and safety and therefore the emphasis is to ensure that asbestos remains in good condition or is removed.

Around the University you may see yellow or black and red labels indicating the presence of asbestos. Please do not remove an asbestos label and do not interfere with the material that it is affixed to.
Under no circumstances should you disturb any structural materials, regardless of whether they are marked by a label or not.
3.7         Biohazards and genetically modified organisms (GMOs)
All micro-organisms which are hazardous to human health and covered by the COSHH regulations and therefore a COSHH assessment is required before any work with hazardous microbes is undertaken. 

All work with micro-organisms in ADCP hazard group 2 must be notified to the University Biological Safety Officer and only undertaken in designated laboratories. 

All work involving the use or creation of genetically modified organisms must be approved by the Local Genetic Modification Committee  before commencing. Please visit 
http://hss.bangor.ac.uk//inflink/bio.php.en for details on how to apply for permission to undertake work involving GMOs.

Staff and students must also be aware that they may be exposed to biohazards when undertaking fieldwork ( for example endemic diseases) and these must be assessed in the relevant risk assessment. 
3.8
Computers / Display Screen Equipment (DSE)

The College considers all members of staff to be DSE “Users” as defined by the relevant central Regulations.

The main hazard associated with the use of display screen equipment (computers etc.) is upper limb disorders and temporary visual strain. These increase with increased usage. A risk assessment must be undertaken for all computer workstations. 
Each DSE “User” may receive regular Eye Tests for working with DSE and, where required, an agreed amount of money will be provided for the purchase of glasses that are necessary for them to work safely with DSE, in line with current Bangor University policy. 

Details of the College arrangements for eye tests and provision of corrective appliances are available from the College Health and Safety Officer.All members of staff are requested to discuss any concerns relating to use of DSE with the College Health and Safety Officer at the earliest opportunity.
3.9       Compressed gas cylinders

Any member of the College who uses or moves gas cylinders must do so in accordance with the Colleges 'Safe Working Practice for Gas Storage and Handling'. Gas cylinders (empty or full) must not be stored in the following buildings:

Craig Mair
Westbury Mount

ECW
No tools other than proper cylinder keys are to be used on gas cylinders, and gas must not be withdrawn unless a proper reduction valve is fitted. Checks for leaks should be made on newly installed cylinders. Where appropriate, safety valves should also be incorporated into the system and flashback arresters must be fitted to flammable gas cylinders. Remember that even small leaks can build up to explosive concentrations overnight.

Never use grease or oil on the threads or valves of cylinders.
Cylinders may only be moved on a cylinder trolley. The reduction valve must be taken off before moving. 

Empty cylinders should be so marked and the technical staff informed so that they can be removed or replaced. When in doubt, consult the School Safety Co-ordinator.

Gas lines from these cylinders must only be installed or modified by a qualified technician. They must be leak–tested regularly, and labelled appropriately.

3.10       Diving and snorkelling

Any workers wishing to undertake diving as part of their scientific work in the college will only be able to do so if able to satisfy the Diving Safety Adviser that they have the appropriate qualifications and competence for such work. Strict rules and Codes of Practice govern scientific diving, and they are mandatory. Please read the Department of safety Services Policy Note P11 (1998) Diving at Work Safety Policy. The Regulations do not cover recreational divers who are not at work, but please note that data or samples intentionally collected by staff and students during recreational sport dives cannot be used in university work, i.e. recreational and work diving is strictly separate. 

Snorkelling

Although the diving regulations do not cover snorkelling , you must consult the Diving Safety Adviser and follow the College’s Safe Working Practice. A Risk Assessment must be completed for each snorkelling activity.
3.11
Electricity / Portable Electrical Appliances 
· Electricity – equipment and supplies

The College has implemented a system for the inspection and testing of Portable Electrical Equipment 

Portable appliance testing (PAT) should be undertaken by the nominated trained persons and records maintained by the Administrator. 

Unauthorised connections or alterations to electrical equipment are forbidden. Extension cables should be as short as possible and only used when fully uncoiled adequate measures taken to ensure no trip hazard exist.

Only authorised staff are permitted to repair electrical.

· Electricity – all staff and visitors

No member of the College staff is to interfere with any fuse box, circuit breaker, isolators etc. within College premises. These are the responsibility of Estates and Facilities Department and any faults should be reported to them directly, and where there is a safety issue, to the DSS. Where there is an imminent safety danger, all members of staff are authorised to isolate electrical supplies – where it is safe to do so. 

If any electrical equipment blows a fuse or causes a circuit breaker to trip, then an authorised Estates and Facilities operative (or other person authorised by the Estates Department) must investigate the cause and remedy the fault. 

Every member of staff and all students  should visually check electrical equipment before use (for example, look at the cables and plugs). Any defects or any doubts about electrical connections or the condition of any electrical equipment must be brought to the attention of the Departmental Safety Co-ordinator immediately. 

Do not play with electricity and do not use any item of electrical equipment if you think it may be unsafe or has not been formally inspected and/or tested. Electrical items can present a serious hazard if not utilised in a safe and correct manner and all members of the college are expected to appreciate this.

If you bring electrical equipment in from home it needs to be Portable Appliance Tested (PAT) before it is plugged in to the University’s sockets.

3.12      Fieldwork

Anyone undertaking field work must comply with the College’s code of Practice for Fieldwork as well as any additional controls imposed by individual departments.
3.13     Gas

Connections to gas points must be kept short and should be securely fixed when the gas is to be on for several hours at a time. All gas taps must be turned off overnight and at all times when a laboratory is left unattended. Individuals concerned are responsible for seeing that burners are extinguished and the last person to leave a laboratory is responsible for checking that all gas taps are turned off.

3.14
Hazardous Substances / Use of Chemicals 

A wide range of hazardous chemicals are used within CNS 
Where hazardous chemicals are encountered, general guidance is as follows: 
       

· Read the instructions on containers and understand what is written on them.

· Follow the directions for use.

· Use the correct personal protective equipment as specified for the material i.e. gloves, goggles etc.

· Pay particular attention to warning labels that identify substances hazardous to health. It is important to be able to identify the type of harm caused by a product from the warning label.

.

· DO NOT leave substances where they can be accessed by, or may cause harm to, other people.

· Correctly dispose of any chemicals used.
Solvents
Solvents must not be used until a COSHH Assessment has been done.

When ordering solvents, keep the volumes as low as possible

Storage and use:  To reduce risks of fire, quantities of flammable solvents greater than 500ml must be kept in fireproof cupboards below bench level except when actually in use. All containers of flammable materials must be kept stoppered at all times except during transfer of the material. They must be kept away from heaters and open flames. Remember that the vapour of some solvents (e.g. ether) is heavier than air and may flow along bench tops or the floor. This can greatly increase the risk of explosions. 
All flammable liquids should be stored stored in the central solvent stores and obtained from this store for use in minimum one or two-day quantities. Winchesters may only be transported in appropriate Winchester carriers. Normally no more than one Winchester of any one flammable solvent should be in a laboratory at one time.(Substantially larger quantities of solvents and flammables may be used by staff in the Biocomposites centre in locations protected by Firetrace or similar systems.)  Flammable solvents should not be stored in refrigerators, except those designed for that purpose, as there is a risk of explosion. If you need to store solvents at low temperature, consult the Departmental Safety Co-ordinator.

Disposal:  Solvents must not be poured down the drains. All used solvents must be put in a suitable container, labelled and recycled or disposed of by licenced waste contractors.
Acids
Storage and use:  To reduce risks of injury and corrosion, all inorganic acids must be stored in designated aresa. When ordering acids, keep the volumes as low as possible.. It is important that other (non-acid) materials are not stored in the same location acids. (Oils and solvents pose particular danger) 
When using acids, take the acid to the appropriate fume cupboard, decant only what is needed for the job and return the remainder to the store. Small volumes may be stored locally but these must be in appropriate labelled containers which do not allow fumes to escape. Ensure suitable spill kits and first aid equipment is to hand when using acids.

HF (hydrofluoric acid) and Perchloric Acid must only be used in the specially designated fume cupboards after all Risk Assessments and COSHH forms have been completed.

Disposal: The disposal of used acids must be in accordance with the COSHH form’s recommendations.
Very toxic chemicals
Storage and use:  Chemicals labelled “very toxic” or “highly toxic” must be kept in a locked poison cupboard. The minimum necessary quantity will be issued by the technician responsible for the storage and security of poisons. Poisons and poisonous solutions made up must be clearly labelled with ‘Very Toxic’ or 'POISON' labels, the name of the compound and use, and concentration. They must be kept in a locked cupboard when not in use. These regulations also apply to narcotics.
Disposal:  Any such chemicals must be taken to a senior member of the technical staff who will supervise their disposal.
Use of Cyanide:  All use of cyanides must be approved by the departmental safety Co-ordinator or the college health and safety officer.
Mercury spillage:  Mercury is toxic, and spillage must be reported to a senior member of the technical staff. 
Pesticides:  Special rules apply for the storage and use of pesticides. Some biocides used in anti-fouling paints are classed as pesticides.
Fume cupboards
Do not use fume cupboards for storage. Before using a fume cupboard, check that it is working. Most have a flow meter and alarm; if using an older cupboard hold a tissue in front of the opening; it should be sucked towards the opening. NEVER ALLOW TISSUES TO BE SUCKED INTO THE FUME CUPBOARD as they can get wrapped round the fan, reducing its effectiveness. Fan noise is no guarantee that the fume cupboard is working! Work as cleanly as possible; remember, spillages may evaporate, but they are vented into the environment.

3.15     Home Working

Some staff in the College, with varying degrees of frequency, carry out elements of their work away from the College. Under the Health and Safety at Work Act  the University has to take reasonable steps to protect the health, safety, and welfare of its staff wherever they carry out their work.

Depending on the type of work being carried out, health and safety risks will vary. For example, where the work may involve the use of equipment (e.g. use of a VDU) the obligation to ensure that such work is carried out safely is just as important as if it was carried out in University buildings.

If you do work from home, it is important that the College is aware that you are doing so and is able to contact you, if necessary, during working hours on work related matters. 

3.16       Ionising Radiation

The use of ionising radiation is strictly controlled by the Radioactive substances Act (1993) and the Ionising Radiation Regulations (1999). All persons wishing to work with open sources of ionising radiation must be registered and all projects involving open sources of ionising radiation approved by the University Radiation Protection Officer (RPO)or University Radiation Protection Advisor (RPA).  For advice on the regulations governing the use of open radiation sources and how to apply to become a registered radiation worker please visit:  http://hss.bangor.ac.uk//inflink/radiation.php.en and follow the relevant instructions.
3.17
Manual Handling 
From time to time, staff may be required to undertake some manual handling activities. Under these circumstances it is important to: 


· Where possible, avoid handling large or heavy objects and if unavoidable to do so to undertake the task with the help of others in a planned way.


· Wherever possible use mechanical means to help in lifting heavy objects; such as ‘sack’ trucks or trolleys.

· Ensure that all deliveries (paper, water etc) arrive at the point of use.

· Follow guidelines for best practice in handling boxes, packages etc

· Remember how the manual handling you create affects others, for example do not overfill receptacles for waste, recycling materials etc. and notify Security of any large mailshots etc.     

3.18    Noise

The College will ensure that noise assessments are carried out where required and any controls arising from the assessments are put into place.

3.19     Personal Protective Equipment (PPE)

In some circumstances the only way your health and safety can be ensured is by requiring you to wear personal protective equipment (PPE) for certain tasks. 

The decision to use PPE is only made when other means of controlling risks have been considered and found impracticable, so this is the last line of defence.

If needed you will be supplied with, and trained or instructed in the proper use of, suitable PPE. You will be expected to take care of the PPE issued to you, store it safely (as appropriate) and report any defects to a supervisor or appropriate colleague.

Remember PPE is personal to the individual and one size does not fit all. Make sure the PPE you use is a correct fit and remember that PPE is there to protect you, so please wear it.
3.20
Personal Safety, Security & Crime Prevention

· Consider your own safety in everything you do

· Think before you act

· Be aware that intruders and thieves may be encountered on campus

· Look after your own personal possessions and belongings

· Avoid situations which may lead to confrontation

· Keep to recognised footpaths

· Ask for help or further information when you need it

· When travelling be aware of personal security

· Park in a well-frequented area as near as possible to your destination

· Conceal any valuables or attractive items before locking your car

· Never use a mobile phone while driving, but always carry one for emergencies

· Have your keys ready when returning to your car

3.21   Placements of Students

The College has adopted the University’s Health and Safety Guidance for the Placement of Higher Education Students into the College arrangements for this activity (See the BU Health and Safety Website). Staff are reminded of the Code of Practice on Placement Learning (Quality) and the health and safety procedures listed therein; copies are available on the Bangor University Academic Registry Website.

3. 22    RV Prince Madog

VT Ocean Sciences is responsible for all Health and Safety matters concerning the RV Prince Madog. 

The Master of the RV Prince Madog is generally responsible for the overall safety of the crew and scientists on board, but supervision of the safety aspects of the scientific work is the responsibility of the Senior Scientist nominated for each trip. All workers making trips on these ships must familiarise themselves with and adopt the vessel’s safety procedures. Risk Assessments for general ship activities have been completed and are available on-board, but specific Risk Assessments must be completed for each cruise with at least one month’s lead time. RAs should be discussed with the ship’s safety officer before submission. COSHH forms must be taken to John East for approval, and when signed a copy given to the ship’s Master.

3.23     Safety Signs and Labels

The following emergency signs may be found within the University. All staff are expected to familiarise themselves with any and all particular emergency signs within their working environment to ensure their personal health and safety, as well as that of others, in the event of an emergency situation arising.
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	Fire signs (RED & BLUE)  eg fire procedure signs
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	Fire signs (RED & BLUE)  eg fire procedure signs
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	Prohibition signs (RED)eg no smoking
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	Mandatory signs (BLUE)  eg must wear personal protective equipment
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	Warning signs (YELLOW) eg radiation
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	Safe area signs (GREEN) eg location of fire exits


3.24        Small Boats

CNS has a number of small boats which are MCA registered and must be operated in compliance with the MCA code. Please contact the Small Boats safety advisor for advice on use of small boats

3.25 
 Training

Health and safety training is needed at all levels within the College. It is an important way of achieving competence and helps to convert information into safe working practices.

It is a legal requirement that adequate training be given to all persons (staff or students) before any work commences. Training may also be required when new duties are undertaken, or on promotion. The University provides training courses for some activities; others will be provided by supervisors. Consult the College health and safety officer for an up to date list of courses available through the University OHSU. 

All new staff must attend a University health and safety briefing as part of their staff induction and attend further departmental inductions if required. All registered students will receive a college safety induction. All new PhD and MRes students must successfully complete the formal health and Safety course ONS4000 within their first year of registration.

3.26     Travelling abroad as part of University Work

The University policy on Overseas Working specifies that when travelling abroad on College business you must undertake a risk assessment; this assessment must take into account health and security issues and will reflect controls stipulated by the Foreign and Commonwealth Office (FCO).

Where the FCO advise against all travel to countries or regions it is the University's Policy that it will not consider authorising the travel of any member of staff or student unless that travel is under the control of an International Humanitarian or Governmental Agency, such travel shall only be authorised by the Safety Executive Group and following due consideration.

Where the FCO advise against all travel unless on essential business it is the University's Policy that travel should only be authorised where a comprehensive risk assessment has been undertaken, following receipt of advice from the Department of Safety Services and having due regard for FCO advice, and where the case for the importance of travelling is evidentially overwhelming. Authorisation shall only be given by the Head of School/Department (or, if the Head of School wishes to travel, by the Registrar) following due consideration of the risk assessment and following consultation with the Department of Safety Services.
It is the policy of CNS that STUDENTS ARE NOT ALLOWED TO CARRY OUT PROJECTS IN COUNTRIES OR REGIONS WHERE THE FCO ADVISES AGAINST ALL OR ALL BUT ESSENTIAL TRAVEL.
The University can arrange travel insurance for staff and students who are travelling abroad on University business. Please note that cover is not automatic and staff must complete and return an authorised application form at least 10 working days before the date of departure. Forms can be downloaded from the intranet via Finance Department website.
3.27
Use of Vehicles and Driving Safely
Use of vehicles is one of the most hazardous activities at the University and it is therefore very important that suitable controls are in place to ensure the safety of the vehicle and of the driver and passengers.

· Vehicles
Vehicles hired or leased by the College should be safe, stable, road worthy and be suitable for purpose. Vehicles owned or leased by the college must be properly maintained and subjected to weekly safety checks by a competent person for which records must be kept.
Where own vehicles are used these must also be safe, stable and road worthy and suitable for purpose and be insured for the purpose of driving on College business. All expenses payments (mileage claims) are provided on this basis. Checks will be made on staff claiming mileage allowance to ensure their vehicles are properly insured.
· The Driver
All drivers must be suitably competent to drive particular vehicles and must hold an appropriate drivers licence. Off road driving, towing and the use of large vans ( transit van size) is potentially more hazardous than drinign an average family car and the University will introduce controls on such activities in late 2008. CNS will adhere to these controls.

All drivers wishing to drive minibuses must have passed a MIDAS test.
Each driver is required to undertake basic daily safety checks before using the vehicle. 
· The Journey
All journeys on College business should be planned so as to avoid rushing to a meeting or appointment etc. and should be planned in such a way so that no unacceptable time pressure is placed on the driver.

Where journeys are likely to be in excess of four hours then consideration should be given to obtaining overnight accommodation; similarly, when the meeting/conference etc. has an early morning start or late evening close, overnight accommodation is recommended.

3.28
Violence

The University is committed to fostering an environment where its staff, students and visitors and contractors can work, study and live free from intimidation, aggression, coercion and victimisation. The University is particularly concerned to eliminate all forms of harassment and bullying as it recognises that such behaviour is unacceptable, discriminatory and, in certain circumstances, also unlawful.

All incidents will be taken seriously and could provide grounds for disciplinary action that may lead to dismissal or expulsion from the University. Furthermore, individuals who harass or bully may be subject to criminal and/or civil prosecution.

All College staff, students, visitors and contractors are responsible for helping ensure that individuals do not suffer harassment or bullying in any form. If, however, bullying or harassment does occur there are a number of actions individuals can take; please contact Human Resources or your Line Manager for further information. All incidents of violence or aggression must be reported on an Accident/Incident Form, and a copy sent to the College Health and Safety Officer.

3.29
Young Workers

Individual risk assessments must be prepared for persons under 18 years of age, including those on work experience. For further information contact College Health and Safety officer.
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