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AGENDA for the 02 October 2018 meeting 
 

 

 
The 192nd meeting of the Safety, Health & Wellbeing Committee will be held at 13:30 in G07 Old 
Broadcasting House, City Campus. 
 

13:30 Part A: Preliminary Items Paper Led by 
     
 A1 Apologies  Chair 
     
 A2 Terms of reference and membership HEA-2018-001 Chair 
     
 A3 Declarations of interest  Chair 
     

 
A4 Minutes of the last meeting held on 07 June 

2018 
HEA-2018-002 
 

Chair 

     
 A5 Matters arising HEA-2018-003 Clerk 
     
13:45 Part B: Major Topics Paper Led by 
     

 
B1 Thematic Topic: Colleagues, Students, Sleep 

and Strategies to Improve Consequential 
Fatigue 

Presentation M Thew 

     

 
B2 Corporate Health and Safety Risk assessment 

– Annual Review 
HEA-2018-004 L Flatman 

     

 B3 Safety, Health & Wellbeing Policy Review HEA-2018-005 L Flatman 

     

 B4 Management of Stress Action Plan HEA-2018-006 L Flatman 

     

 B5 Fitness to Study Policy HEA-2018-007 P Preston 

     

 B6 Annual Effectiveness Review HEA-2018-008 Chair 

     

14:30 Part C: Local Reports Paper Led by 
     
 C1* Collated Report of Low Impact Areas HEA-2018-009 L Wilson 
     
 
 

    



 

 High Impact Areas   
     
     
 C2* Summary Report of CARES HEA-2018-010 D Collett 
     
 C3* Summary Report of Estates Services HEA-2018-011 T Armour 
     

 
C4* Summary Report of School of Art, 

Architecture & Design 
No report L Stansbie 

     

 
C5* Summary Report of School of Built 

Environment & Engineering 
No report D Haigh 

     

 

C6* Summary Report of School of Clinical & 
Applied Sciences, School of Health & 
Community Studies, Leeds School of Social 
Sciences (medium risk area), and Leeds Law 
School (low risk area) Joint Summary Report 

HEA-2018-012 A Caswell /  
L Clark 

     

 
C7* Summary Report of School of Film, Music & 

Performing Arts 
HEA-2018-013 A Slade 

     
 C8* Summary Report of School of Sport HEA-2018-014 M Gray 
     
 C9* Summary Report of Sport & Active Lifestyles HEA-2018-015 M Dunstan 
     
 Medium Risk Areas:   
     
 C10* Summary Report of External Relations HEA-2018-016 T Commons 
     
 C11* Summary Report of IT Services HEA-2018-017 N Buckland 
     

 
C12* Summary Report of Libraries & Learning 

Innovation 
HEA-2018-018 W Luker 

     

 
C13* Summary Report of Carnegie School of 

Education  
HEA-2018-019 C Bligh 

     
 C14* Summary Report of University Recruitment HEA-2018-020 D Dixon-Smith 
     
 C15* Summary Report of Student Services  HEA-2018-021 P Preston 
     
 C16 Common Themes HEA-2018-022 L Wilson 
     
14:40 Part D: Safety  Paper Led by 
     
 D1 Accident and Incidents Report HEA-2018-023 C Domeracki 
     
 D2* Fire Safety HEA-2018-024 P Johnston 



 

     

14:50 Part E: Health & Wellbeing 
     
 E1 Wellbeing Update  HEA-2018-025 L Flatman 
     
 E2 Occupational Health Update HEA-2018-026 A Coulson 
     

 
E3 Staff Absence Monitoring and Benchmarking HEA-2018-027 

CONFIDENTIAL 
B Owens 

     

 
E4 Stress Absence Update HEA-2018-028 

CONFIDENTIAL 
B Owens 

     

15:15 Part F: Other Matters 
     
 F1 Safety, Health & Wellbeing Training HEA-2018-029 L Wilson 
     
 F2 Good Practice HEA-2018-030 L Wilson 
     
 F3 SHW Audit Update HEA-2018-031 C Domeracki 
     
15:25 Part G: Other Business Paper Led by 
     
 G1 Schedule of Business 2018/19 HEA-2018-032 Chair 
     
 G2 Any other business  Chair 
     

 
 Date of next meeting: Tuesday 26 February 2018 at 13:30 in G07, Old 

Broadcasting House, City Campus  
     

 
       Shaded items indicate that the Board / Committee is being asked to make a decision. 
 
*Starred items will be taken without discussion unless a member notifies the Chair or Secretary in 
advance that she or he wishes the item to be open for debate 
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Terms of Reference & Membership 
 
 
Executive Summary 

The report sets out the Safety, Health & Wellbeing Committee’s Terms of Reference and 
Membership.   
 
The following changes have taken place since the last meeting held on 07 June 2018 
 

• Professor Andrew Slade - representative for the School of Film, Music and Performing Arts 
• Jessica Carrier - Student representative from the Students’ Union  
• Tracey Race - representative for the School of Health & Community Studies 
• Mark Dunstan - representative for Sports & Active Lifestyles 

 
The advisory position of the Head of HR Strategy & Policy has now been superseded by the role 
of Head of Strategy HR Projects. Laura Flatman will be occupying this position 
 
An update on the review of the constitution and the re-classification of impact levels will be 
provided by verbal update by the Chair.  
 

Action Requested 

This report is for information. 
 

Appendices 

Appendix 1 – Terms of Reference 
Appendix 2 – Membership 

Author 

Name: 
Job title: 
Date: 

Rachael Andrews 
Governance Administrator 
September 2018 

 

 
 
 
 



 

SAFETY, HEALTH & WELLBEING 
COMMITTEE 

 
 

Terms of Reference 
 

 
Approval Route 
09 February 2010 Corporate Management Team 
03 October 2017 University Executive Team 
 
Purpose 
The principal purpose of the Safety, Health & Wellbeing Committee is to promote greater 
awareness of safety, health and wellbeing; to ensure continuous improvement in University 
performance; and to consider issues relating to the safety, health and wellbeing of employees, 
students, governors, visitors and contractors to the University. 
 
Functions 
a) To act as a forum for management to consult with employees and their recognised Trade 

Unions (Safety Representatives) on matters relating to their safety, health and wellbeing, in 
accordance with the Safety Committees Regulations 1977 and the Health and Safety 
(Consultation with Employees) Regulations 1996. 
 

b) To advise on the development of policies, procedures and regulations which will safeguard 
safety, health and wellbeing; and to monitor their implementation.  
 

c) To monitor and review the effectiveness of the University’s Safety, Health and Wellbeing 
Policy; recommending amendments to the Policy via the University Executive Team to the 
Finance, Staffing and Resources Committee. To monitor its compliance through supporting 
procedures including the review of audit results, inspections, reports and observations. 
 

d) To monitor safety, health and wellbeing performance indicators through the periodic review of 
(i) safety audit reports, (ii) accident and incident data, (iii) absence statistics and trends, (iv) fire 
evacuation reports and (v) any other relevant reports and statistics. 
 

e) To receive and review reports on University-wide safety, health and wellbeing and act on 
recommendations where appropriate. 
 

f) To receive and review the effectiveness and suitability of the University’s programme of safety, 
health and wellbeing training, information and supervision. 
 

g) To receive and review reports from representatives of the enforcing authorities and act on 
recommendations where appropriate. 
 

h) To escalate critical health and safety issues to the University Executive Team through the 
Deputy Vice Chancellor (Resources). 

 



Membership 
The Committee shall consist of members representing the management, employees and students 
of the University: 
 
a) The Committee will be jointly chaired by the Deputy Vice Chancellor and the Trade Union 

Chair. 
 
b) School/Service Representatives: 
 

High risk areas 
i. All Schools/Services identified as high risk areas shall nominate a representative to 

attend the Committee. 
 

Medium risk areas 
ii. All Schools/Services identified as medium risk areas shall nominate a representative to 

attend the Committee. 
 

NB. Reporting Framework 
Schools/Services identified as high/medium risk areas, shall provide summary reports of 
local safety, health and wellbeing matters and this will provide an opportunity to 
escalate matters to the Safety, Health & Wellbeing Committee.  
 
Schools/Services identified as low risk areas, shall provide brief updates via the 
University’s Safety, Health and Wellbeing team and this will provide an opportunity to 
escalate matters to the Safety, Health & Wellbeing Committee. Where issues are raised 
for the Committee’s attention, a representative from the respective low risk area will be 
invited to speak at the relevant Committee meeting.  
 
To support local discussions, all areas shall receive a summary report of the Safety, 
Health & Wellbeing Committee following each meeting. 

  
c) Trade Union Safety Representatives: 

i. In consultation with its constituency, Unison shall nominate three representatives. 
ii. In consultation with its constituency, UCU shall nominate three representatives.  

 
d) Co-opted members: 

The Committee shall have powers to co-opt at any time suitable persons for specialist or 
specific advice. 
 

e) Students’ Union: 
The Students’ Union shall nominate one member to represent students and one member to 
represent the Students’ Union. 
 

f) Advisers to the Committee: 
Advice, support and guidance will be provided to the Committee by the Head of HR Strategy 
& Policy and the University’s Safety, Health and Wellbeing team.  



Position Member

Joint Chairs [2]
Joint Chair – Management Professor Paul Smith
Joint Chair – Safety (Trade Union) Tim Briggs

High Risk Areas [9]
CARES David Collett
Estates Services Trevor Armour
School of Art, Architecture & Design Dr Lisa Stansbie
School of Built Environment & Engineering Dr David Haigh
School of Clinical & Applied Sciences Dr Alison Caswell
School of Film, Music & Performing Arts Professor Andrew Slade
School of Health & Community Studies Tracy Race
School of Sport Mike Gray
Sport & Active Lifestyles Mark Dunstan

Medium Risk Areas [7]
External Relations Tracy Commons
IT Services Nigel Buckland 
Libraries & Learning Innovation Wendy Luker
School of Education & Childhood Dr Caroline Bligh  
School of Social Sciences Dr Sarah James
University Recruitment Denise Dixon-Smith
Student Services Priscilla Preston

Students’ Union [2]
Students' Union representative Kerry Radford
Student representative Jessica Carrier

Trade Union Safety Representatives [6]
UCU Dave Procter
UCU Jennifer Dods
UCU Annemarie Piso
UNISON Mobina Begum
UNISON Roland Cross
UNISON Vacancy 

Co-opted members [1]
Human Resources Benny Owens

In attendance / Advisers to the Committee

Head of Strategic HR Projects Laura Flatman
Senior Health & Safety Adviser Chris Domeracki
Health & Safety Advisor Laurie Wilson
Senior Occupational Health Advisor Ann Coulson
Fire Safety Adviser Paula Johnston 
Health & Safety Coordinator (Estates Services) Luke Smalley

Secretary Rachael Andrews

Safety, Health & Wellbeing Committee: 2018/19

Membership [27] 
Quorum [13]
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COMMITTEE 

02 October 2018 
 

HEA-2018-003 
OPEN 

 

   

Matters Arising 
 

 

Executive Summary 

The report presents the matters arising from the meeting of the Safety, Health & Wellbeing 
Committee held on 07 June 2018 which were not covered elsewhere on the agenda.  

Recommendation 

This report is for discussion.  

 

Appendices 

None. 
 

Author 

Name: 

Job title: 

Date: 

Rachael Andrews 

Governance Administrator 

September 2018 

 

 
 

 



MATTERS ARISING  
 
Introduction 
 
1. This report summarises the matters arising from the minutes of previous meeting held on 07 

June 2018, not otherwise on the agenda. 
 
Matters Arising 
 
2. Updates concerning items arising from the last meeting, not otherwise on the agenda, are set 

out below: 
 

(a) ONGOING Arising from minute 101(b).2017.HEA The Associate Director of Estates would 
look at the fund for Health & Safety work carried in the Schools and their facilities.   
 

(b) TBC Arising from minute 105.2017.HEA a copy of the email on the changes to car parking 
would be circulated to the trade unions 

 
(c) TBC Arising from minute 111.2017.HEA a communication would be sent to all staff 

providing an update of the HSE visit and the changes to stress management.  
 
(d) CLOSED Arising from minute 127.2017.HEA the School of Education representative 

confirmed with the Chair of the local advisory group that the Stress Management report 
would be completed once the Heads of Subjects had completed the manager Stress 
Management Risk Assessment training up at the end of June 2018. 

 
 
 
 
 



 

SAFETY, HEALTH & WELLBEING  
COMMITTEE 

02 OCTOBER 2018 
 

HEA-2018-004 
OPEN  

 

 
Corporate Health and Safety Risk Assessment (CHSRA) 
 
 
Executive Summary 

Following the review of the CHSRA in October 2017, further additional changes were fed back at 
the February 2018 SHW Committee meeting. After the CHSRA was updated, this was subsequently 
reviewed by the University Executive Team (UET), and feedback provided that the UET required 
the CHSRA to be updated to reflect the University risk register. 
This updating has now been completed. This paper contains the updated version of the CHSRA for 
its annual review. 

 
Action Requested 

This report is for decision.  The Committee is invited to review the risk assessment and provide 
comments prior to endorsing the risk assessment for review and approval by the University 
Executive Team. 

 
Appendices 
Appendix A – Corporate Health and Safety Risk Assessment  
 

Author 

Name: 
Job title: 
Date:  

Chris Domeracki 
Senior SHW Adviser 
23 August 2018 

 

Approval Route 

10 September 2018 Trevor Armour, Director of Estates  

  

  

 
 
  





Corporate Health & Safety Risk Assessment Categories

1) Asbestos
2) Cash Office Robbery, Conflict and Aggression
3) Chemicals and Hazardous Substances
4) Children accessing University premises
5) Estates Management Activities
6) Fire
7) Food Provision
8) General Workplace Activities
9) Health 
10) Lone Working
11) Management of Contractors
12) Noise and Vibration
13) Occupational Road Risk
14) Outdoor and Outward Bound Events/Volunteering
15) Sports and recreational activities
16) Student Placements
17) Traffic
18) Use of Workstations – Display Screen Equipment
19) Working Overseas
20) Work-related Stress



Risk Key

Probability      

x

Risk 

factor  x
Severity         

Risk 

factor   =

Remaining Risk 

factor

Certain 5 Catastrophic 5

Likely 4 Major 4

Possible 3 Serious 3

Unlikely 2 Minor 2

Rarely 1 None 1
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LBU 01 Asbestos Damage to health
through inhalation of
asbestos fibres

Director of
ES

Staff/Contractors/Students/General 
Public

2 4 8 Asbestos Management Plan containing:-                                              
Policy Statement, organisation and responsibilities for 
managing asbestos
• Asbestos register detailing presence of asbestos in all 
University premises
• Procedures for controlling work with asbestos, 
including permit to work procedures. Removal of 
asbestos containing materials duri
• Emergency procedures for unplanned release of 
asbestos fibres
• Health surveillance and monitoring if required
• Use of asbestos contractors, analysts and consultants
• Training of university staff and contractors
Periodic review of Plan effectiveness by Estates Services 
and Safety, Health and Wellbeing support function

2 2 4 Post accident/Incident investigation review 
of risk assessment and effectiveness.                                                        

Monitoring of existing control measures to 
ensure efectiveness. Any failures identified 

will have appropriate actions taken to 
rectify/control the failure as appropriate.

08/08/2018 02/02/2019 Unchanged LOW

LBU 02 Cash Office 
Robbery, Raid & 

Aggression

Psychological harm, 
physical injury or 
death through 
involvement in 
robbery/raid of cash 
office

Dealing with 
conflict/aggression in 
the workplace

Director of
Finance/ 
Director of
CARES

Cash officeStaff/Students/General Public 1 3 3 Installation of physical security systems to deter 
robbery/raid (e.g. Closed Circuit Television (CCTV), 
alarms, security doors)

Specific cash office security risk assessment. Training for 
all cash office staff in how to behave during 
robbery/raid.
Provision of counselling for staff/contractors involved in 
robbery/raid

Training in conflict and aggression handling techniques. 
Post incident investigation.
Access to counselling/Employee 
Mediation Service
Assistance Program.
Extensive CCTV coverage/security presence on both 
campuses/patrols

Clinical supervision in place for Student Wellbeing team, 
staff/team supervision  for staff in Student 
Disability/Engagement teams, peer support
Panic alarms installed at appropriate locations and 
tested monthly
Personal Safety Advice via security and access to Police 
Student Liaison Officer 
Lone Working Risk Assessment Procedure, and H&S 
Essentials Training

1 3 3 Post-robbery investigation to identify 
learning from incident

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 03 Chemicals and 
Hazardous Substances

Damage to health 
through exposure to 
hazardous chemicals 
of substances, 
including radioactive 
substance and 
biological hazards

The 
University

Staff/Students/Visitors/Contractors 2 2 4 Control of Substances Hazardous to Health (COSHH) 
procedures – guidance, assessment and generic office 
COSHH assessments in place.

COSHH Awareness training is available to all staff online 
or via face to face session.
Access to specialist hazard advice is available via –

Chemicals Advisor
Occupational Health Adviser and Occupational Health 
staff
Officer and Adviser
Genetically Modified Organisms (GMO) Safety Advisor 
Biological Safety Officer (and deputy)
Radiation Protection Supervisor and Radiation 
Protection Advisor

Waste disposal is controlled by use of standard chemical 
disposal template and disposal is via the licensed waste 
disposal contract, this contract includes the disposal of 
clinical waste. Contract is controlled by Estate Services.

Specialist cleaning techniques in place for dealing with 
bodily fluids – Campus and Residential Services.

2 2 4 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 04 Children Injury through slip, 
trip, fall, collision, 
burn etc

The 
University

Children/Staff/Students/Visitors 2 2 4 University-wide policy/ procedures for controlling access 
of children to University premises are available on the 
SHW A-Z. Risk assessment and supervision for organised 
events. 
AWP team that regularly organise school/college visits 
and community events in place. with specialist advice 
being available from the SHW team. 
Student Access Support and Success Steering Committee 
in place overseeing university wide participation. Sport 
& Active Lifestyles employ a number of trained and 
experienced staff who co-ordinate and deliver an 
extensive programme of daily sporting activities for 
children. 

Access and disability issues picked up through Personal 
Emergency Evacuation Plans(PEEPS) and risk assessment 
of activity
CARES also has a conferencing office with experienced 
staff that may deal with events where children may be 
present. Specialist advice is available from the SHW 
team. CARES security service, Closed Circuit Television 
coverage and operate continuously.

2 2 4 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness 

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 05 Estates 
Management Activities

Physical injury 
through slip, trip, fall, 
electrocution, 
collision, fall from 
height, burn, fire etc

Damage to health 
through exposure to 
chemicals or noise, 
upper limb disorder, 
legionella 

Director of
Estates

University Estates staff
Other staff
Visitors
Contractors
General Public

1 5 5 Established procedures for risk assessment of property 
specific hazardous activities including Construction 
Design and Management, work equipment, permit to 
work, confined spaces, electricity, environmental, fire, 
flood, gas, lifts, lifting equipment & operations, 
vibration, radiation, noise, pollution, sewage and food 
safety hygiene.

Managers in University Estates are trained to Institution 
of Occupational Safety and Health Managing Safely 
standard. 

Expert advice provided by safety, health and wellbeing 
support function and Estates Services Health and Safety 
Coordinator.

Maintenance Helpdesk in place for the reporting of 
building related issues, and out of hours issues are 
emergency, procedure utilising on-call officer.

Use of toolbox talks to promote health and safety 
initiatives.

Audit of procedural compliance by University Safety, 
Health and Wellbeing support function.

Contractor competency checks, approved contractor list 
d j t d t t  t d  

1 5 5 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 06 Fire Physical injury – 
including burns, and 
damage to property 
& assets resulting 
from building fire

The 
University Staff

Visitors
Students
Contractors
General Public

1 5 5 Established procedures for:                                                      
• Fire Safety  by means of the Fire Regulations and 
Procedures
•  Fire risk assessments and technical assessments with 
aligned competence
• Building fire safety systems
• Workplace fire safety measures
• Use and storage of dangerous substances
• Emergency fire safety arrangements
• Co-ordination of fire safety matters with landlord & 
tenants
• Training in fire safety management
• Regular fire drills and fire alarm testing
• Regular Liaison with West Yorkshire Fire and Rescue 
Service on fire safety related issues with site 
familiarisation visits conducted when requested
• Contractor management procedures in place, liaison 
with Project Managers at design stage.
• Fire-stopping 
• Investigation of all fire related incidents
Bi-annual review of evacuation effectiveness by 
University Safety, Health and Wellbeing Committee

1 5 5
Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 07 Food Provision Health issues as a 

result of incorrectly 

prepared food

Director of
CARES/ 
Student 
Union Chief
Executive 
Head of SAL's

Staff
Visitors
Contractors
General Public
Students

1 3 3 Food provision at the University is controlled by Campus 
and Residential Services. Dedicated facilities are in place 
at both campuses. Established health and safety 
operating procedures and control measures in place 
which follow the Hazard Analysis Critical Control Point   
(HACCP) for food safety management:-:
• Food Service Policy and procedures
• Risk assessment, quality control procedures & food 
labelling, and allergen controls in place to comply with 
Food Allergen Regulations
• Food Policy & Hygiene Certification
• First aid / Accident and incident reporting
• Staff training
• Temperature monitoring/record keeping
• Maintenance and housekeeping
• COSHH assessment

• Experienced hospitality and kitchen staff
• Conferencing office with experienced staff for 
events/external bookings
• University SHW support function 
• Local Authority Inspections/external food audits by 
independent specialist
• Audit of procedural compliance by University Safety, 
Health and Wellbeing support function in conjunction 
with nominated external auditor.

1 3 3 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 08 General Workplace 
Activities

 Physical injury 

through slip, trip, 

fall, electrocution, 

collision, fall from 

height, burn, etc

The 
University

Staff
Visitors
Contractors
General Public

2 2 4 General risk assessment procedures incorporating 
Health and Safety Executive guidance.
Form B risk assessment for low/medium/high risk 
workplace activities. More specific risk assessments are 
available both online and paper based including;
• Slips, trips & falls
• New & expectant mothers (online)
• Lone Working (online)
• Young persons
• Manual handling
• Office based activity

Risk assessment procedure included in health & safety 
management training

University Safety, Health and Wellbeing support function 
provide assistance in completing risk assessment 
process. 

Audit of procedural compliance by University Safety, 
Health and Wellbeing support function.

Safety Health and Wellbeing awareness and risk 
assessment training provided both online and via face to 
face sessions on a regular basis to assist with 
compliance.

E t t  d CARES i  ith h l d k  i  l  f  

2 2 4 Post-accident/incident review of risk 
assessment presence and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 09 Health Damage to health, 
through working 
conditions, hazardous 
chemicals, 
environments, 
disease, Meningitis,
Pandemic and other 
major public health 
issues

The 
University Staff

Students
Contractors
General Public

2 2 4 There are established procedures in place for dealing 
with the wide variety of potential health incidents:
• Access to health and medical services advice from 
Occupational Health Service Team   with campaigns run 
to highlight available external vaccine programmes  
• First Aid assistance
• Membership of Leeds Public Health Forum
• Meningitis procedures/ Pandemic website with 
specialist working group
• Health surveillance for work related health issues 
provided by Occupational Health Service
• Business Continuity & Emergency Plans
• HR procedures
• Allergy management advice available through CARES/ 
OH/Safety Health and Wellbeing Service. 
• Electromagnetic Fields risk assessment and guidance in 
place for local service and schools. EMF risk assessment 
in place for general areas. 
In addition
• Wellbeing and Engagement website
• Counselling service for all staff
• Access to first aid rooms and Occupational Health 
Service
• University Websites University Safety, Health and 
Wellbeing support function.
• University Safety, Health and Wellbeing Committee

2 2 4 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 10 Lone Working
Physical injury 
through slip, trip, fall, 
electrocution, 
collision, fall from 
height, burn, theft, 
acts of aggression 
etc, affected by lone 
working.
Psychological harm 
from Lone Working 

The 
University

Staff
Visitors
Contractors
General Public

2 2 4 Risk assessment process in place both online and paper 
based ,for lone working whilst undertaking work related 
activity and during home working including;
• Slips, trips & falls
• New & expectant mothers(also online)
• Young persons
• Maintenance call out
• Hazardous areas
• Security provision
• Research 

Lone Working training available online. Telephone access 
available locally or via Skype for Business. Extensive 
CCTV coverage /security presence on both campuses/ 
with regular patrols/ 24/7 control room. 

24/7 library areas have additional night security cover. 
Security staff are first aid trained.

Panic alarms installed at appropriate locations and 
tested monthly

University Safety, Health and Wellbeing support function 
provide assistance in completing risk assessments.
Safety Health and Wellbeing awareness, risk assessment 
and on-line training provided on a regular basis. Audit of 
procedural compliance by University Safety, Health and 
W llb i  t f ti

2 2 4 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 11 Management of 
Contractors Physical injury 

through slip, trip, fall, 
electrocution, 
collision, fall from 
height, burn etc

Damage to health 
through exposure to 
chemicals, biological 
agents or noise, 
upper limb disorder.

The 
University

Staff
Contractors
Students
Visitors
General Public

1 4 4
University Estates Health & Safety procedures (see risk 
assessment for ‘property activity risks’)

Project and contractor management procedure based on 
CDM 2015 in place, and contained within health & safety 
management system on intranet for Estates led projects. 
School and professional services project managers to 
ensure projects are managed within CDM 2015 
guidelines  .

Site induction procedure for all contractors

Health & safety factors included in University procedures

Permit to work/Permit to access procedures

Audited as part of the university internal health and 
safety audit process

Health and Safety Coordinator in post, with direct 
communication and liaison with contractors throughout 
the project phase.

External specialist support and health and safety 
management for all project contracts 

1 4 4 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 12 Noise and 
Vibration

Damage to health 
from exposure to 
high levels or 
prolonged periods of 
excessive noise

The 
University

Maintenance staff, maintenance 
contractors

Staff
Students
General Public

1 3 3 Noise survey undertaken following reduction in action 
levels in Noise Regulations 2005.

Hearing protection zones created in relevant plant 
rooms, lift motor rooms and generator rooms. Hearing 
protection provided as required. 

Induction process for contractors and site visitors to 
ensure awareness of noise.

Vibration – exposure monitoring and assessment, use of 
low vibration tools and training are provide to minimise 
risk associated with vibration.

Access available to noise and vibration specialist advice 
within the university.

Specialist facilities i.e. music studios and acoustics 
laboratory within the University are only available under 
staff supervision.

Audio limiters are in place in music studios.

The use of headphones at workstations is covered within 
the requirements of DSE training/assessment/advice.

Noise Awareness online training course in place via 
P l  D l t O li    

1 3 3
Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 13 Occupational Road 
Risk Physical injury 

through vehicle 
accident or 
collision whilst 
driving/cycling/
walking on company 
business

The 
University

Staff driving on company business
Vehicle Passengers
Pedestrians, Cyclists
Other road users

2 5 10 University guidance available on Finance web 
pages/linked from the SHW A-Z intranet page

Driver risk assessment procedures for use of personal 
vehicles, checked during expenses process.

Procedures for use of hire cars, including DVLA licence 
checks procedure.

Risk assessment and method statement for operation of 
University-owned vehicles

Provision of driver awareness and defensive driver 
training as required.

The use of public transport by staff and students is 
promoted within the university.
New staff intercampus bus  service - pilot . 

Periodic review of effectiveness via audit and by 
University Safety, Health and Wellbeing Committee.

Cycle and pedestrian safety is covered within the Road 
Safety Guidance for all University Road Users  with 
specific reference to the Highway Code

2 5 10 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged Medium

LBU 14 Outdoor and 
outward bound 

events/Volunteering

Injury through slip, 
trip, fall, collision, fall 
from height, burn etc

Damage to health 
through exposure to 
noise, hazardous 
chemicals, manual 
handling, 
environmental 
conditions etc

Psychological harm 
due to unforeseen 
circumstance 

The 
University

Staff
Students
General Public
Event organisers

3 1 3 Specialist function with the Carnegie School of Sport, 
Carnegie Great Outdoors who deal with outdoor and 
outward bound events and are AALA licensed.

Specialist function in the International Office – 
Volunteering, who deal with local, UK & international 
based volunteering activity.

Risk assessments and method statements completed for 
university organised activities.

Safety, health and wellbeing support function, review of 
risk assessments and method statement run by external 
organisers

Management awareness of procedure through inclusion 
in health & safety management training.

Working Overseas micro site/OVP procedures with 
management oversight and risk assessment sign off prior 
to travel

3 1 3 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 15 Sports and 
Recreational Activities

Injury through slip, 
trip, fall, 
electrocution, 
collision, fall from 
height, burn etc 

The 
University

Sport & Active Lifestyles
Staff
Students
Visitors
General Public

2 2 4
Sport & Active Lifestyles(SAL’s) control access to sporting 
and recreational facilities. High risk sport equipment is 
maintained by specialist contractors. Estate services 
undertake maintenance activities on behalf of SAL’s with 
Campus and Residential Services (CARES) also providing 
support function for housekeeping. Risk assessments 
and method statements completed for university sport 
organised activities.

Location specific inspections and checks undertaken 
daily
University sport review risk assessments and method 
statement run by external organisers. Support function 
provided by Health and Safety liaison personnel within 
Carnegie with additional support function from the 
Safety, Health and Wellbeing team.

Management awareness of procedure through inclusion 
in health & safety management training.
Estates maintenance and CARES helpdesk reporting 
functions in place.

2 2 4 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 16 Student 
Placements Physical injury 

through slip, trip, fall, 
collision, fall from 
height, burn, fire etc

Damage to health 
through exposure to 
noise, work-related 
stress, hazardous 
chemicals etc

Psychological harm 
due to unforeseen 
circumstance 

The 
University

Students
Staff
Visitors
General Public

Staff/Students

1 3 3 New LBU Framework for the Management of Work-
Based and Work-Related Activity, Placements and 
Exchanges  - In Place – now operational. 

Access to the University and Colleges Employers 
Association, Health and Safety Guidance for the 
placement of Higher Education students has now been 
published to assist with placements.

Schools  have specialist placement offices undertaking 
student placements with dedicated experienced 
placement officers in place.
Placement information available on School web sites. 

Health and safety support available from faculty liaison 
personnel, with access also available to the support 
function from the safety, health and wellbeing team.
 
Access to personal safety information on the Campus 
and Residential Services security web site

1 3 3 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 17 Traffic Physical injury 
through vehicle 
collision

The 
University Staff

Contractors
Students
Visitors
General Public e.g vehicle passengers,
pedestrians etc

1 5 5
Vehicular access to campus is controlled by Campus and 
Residential Services security staff via gatehouse/ barrier 
control.

Good Closed Circuit Television coverage, appropriate 
speed limits, signage, road markings, speed humps and 
other hard speed reduction measures are in place.

Clearly identified crossing points, good footpath 
provision with good lines of sight.

Staff car permit parking scheme in place during normal 
daytime operation. Students not permitted to park on 
campus.

Regular road safety initiatives, supported by Leeds City 
Council equipment, and  Taxi and Vehicle Licensing 
Officers and contact with West Yorkshire Police student 
liaison officer. 

Use of inter campus shuttle to travel.

1 5 5 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 18 Use of 
Workstations and Display 

Screen Equipment

Work-related upper 
limb disorder and 
deterioration of 
eyesight, through 
incorrect use of 
workstation or poor 
working environment

The 
University Workstation users

3 1 3 Display Screen Equipment risk assessment and training 
undertaken online ,automatic enrolment 36 monthly via 
People Development Compliance function post 
completion of module. Procedure to assess correct 
workstation set-up and address working environment 
issues.

Management of change risk assessment for changes to 
software and hardware. 

Trained Display Screen Equipment Assessors provided in 
local areas where appropriate, with specialist support 
provided from safety, health and wellbeing and Safety 
Health and Wellbeing Coordinators.

Awareness of requirement for workstation assessment 
included in basic health and safety training modules and 
at induction.
Estates helpline for reporting premise defects and 
working environment and Campus and Residential 
Services for furniture/housekeeping issues.

University supported eyesight tests offered  to 
workstation users every 2 years. Spectacles provided if 
required for workstation use via the nominated 
university supplier

3 1 3 Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Description Measures Status and review

Overall indicator

Control Measures Employed Net Risk (post-

controls)
Comments / Further Actions 

Required / Contingency Plan - 

including deadline dates

Last Review Date
Next Review 

Date
Current Status Risk ID Code Risk 

Risk 

Owner                       

Gross risk (pre-

controls)

LBU 19 Working Overseas
Damage to health 
through overseas air 
travel, working 
conditions, hazardous 
chemicals, 
environments, 
disease and  personal 
safety

Psychological Harm 
due to unforeseen 
circumstance 

The 
University Staff

Students
General Public

1 3 3 There are established procedures in place for overseas 
business travel, work and voluntary activities:

University and Colleges Employers Association Guidance 
on working overseas
Risk assessments
 Finance
 Control of overseas travel and voluntary activities
 Confirmation of approach for management of medical 
issues pre travel through OVP sign off
 Insurance and specialist travel briefings/advice 
 Foreign and Commonwealth Office information

In addition
 Documented procedures for managing response to an 
all incidents including emergencies  
Availability of free, confidential counselling service for all 
staff
Access to personal safety information on the Campus 
and Residential Services security web site Audit of 
procedural compliance by University Safety, Health and 
Wellbeing support function

1 3 3 Post-accident/incident review of risk 
assessments and effectiveness

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW

LBU 20 Work-related 
Stress

Damage to health 
from stress caused by 
exposure to excessive 
or prolonged work 
pressure, or other 
work environment 
factors.

The 
University

All Staff
Students(indirectly)

1 5 5 Stress Management Plan containing:-
• Policy Statement, organisation and responsibilities for 
managing stress
• Risk assessment procedure for work-related stress
• Training in stress management/risk assessment both 
online and face to face when identified 
• Stress management guidelines to assist managers 
identify suitable control measures
• Occupational Health Service  in place to assist with 
work related stress management 
• Human Resources policies and procedures aligned to 
stress management good practice
• Documented procedures for managing response to an 
incident of stress
• Health Assured provide  a free, confidential counselling 
service for all staff
• Range of staff wellbeing initiatives 
• Audit of procedural compliance by University Safety, 
Health and Wellbeing support function
• University risk assessment for management of change, 
workplace relocation and individual case management  
workplace for stress related issues
• 2019 Specific Stress Management Audit 
• Annual review of Plan effectiveness by University 
Safety, Health and Wellbeing Committee

1 5 5 Clinical supervision in place for Student 
Wellbeing team, staff/team supervision  for 
staff in Student Disability/Engagement 
teams, peer support

Panic alarms installed at appropriate 
locations and tested monthly

Monitoring of existing control measures to 
ensure effectiveness

Any deficiencies identified will have 
appropriate action taken to rectify/control 
– as required

08/08/2018 02/02/2019 Unchanged LOW
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Policy Statement 
The University is committed to provide a safe and healthy environment for work and study in 

support of its core values and its mission to use knowledge and resources to make a difference 

to people, communities and organisations. This commitment exists alongside its wider legal 

and moral obligations to ensure the health and safety its staff, students and members of the 

public who may be affected by its activities. 

 
In order to achieve this aim, it undertakes, so far as is reasonably practicable, to: 
 
 

• implement health and safety arrangements that are considered best practice and that 

comply fully with relevant health and safety legislation as it applies to its activities; 

• provide safe and healthy working conditions, ensuring work and study activities are 

planned, organised and carried out so as to minimise any risk; 

• develop and implement strategies and plans for developing and sustaining safety, 

health and wellbeing performance; 

• ensure the safety, health and wellbeing of its staff and students is a consideration in all 

operational decisions thereby becoming an integral part of the way the University is 

managed; 

• provide information, training, instruction and supervision to ensure an appropriate level 

of health and safety competence amongst staff and students; 

• consult and liaise with trade union colleagues, working together in partnership to ensure 

effective communication, co-operation, and engagement on safety, health and 

wellbeing matters; 

• provide a range of support measures, policies and interventions that help minimise 

accidents and ill-health, and facilitate healthy working relationships; 

• provide expert assistance to support managers and staff meet their safety, health and 

wellbeing responsibilities; 

• provide suitable and sufficient resources to meet the objectives set out in this Policy 

statement; 

• regularly monitor, audit and review the effectiveness of this Policy and amend 

accordingly. 

 
 
 
Professor Peter Slee 

Vice Chancellor 



Purpose and Core Principles 
 
The purpose of this Policy is to meet the University’s statutory health and safety 

responsibilities and to outline a wider approach to staff and student wellbeing that goes beyond 

achieving minimum legal compliance. 
 
The University actively consults with its staff and students on safety, health and wellbeing 

matters, through the Safety, Health and Wellbeing Committee at a University level, and 

through the Safety, Health and Wellbeing Advisory Groups and Leadership Teams at a 

School/Professional Service level. Trade Union Safety Representatives provide a focal point 

for consultation on safety, health and wellbeing matters, and are a vital source of advice and 

guidance for union members. 
 
Scope 

 
This Policy is applicable to employees, students, governors, visitors and contractors. 

 
 
Responsibility 

 
Every member of the University has a responsibility for health and safety, these duties are 

outlined in this Policy. Estate Services has responsibility for monitoring the implementation of 

this Policy, and its supporting procedures, and will provide advice and guidance to managers, 

employees and students. 
 
Monitoring and Review 

 
This Policy will be reviewed annually, by the Vice Chancellor, University Executive Team, 

Safety, Health and Wellbeing Committee and Finance, Staffing and Resources Committee. 

The effectiveness of the Policy will be monitored using a range of active and reactive 

performance measures, such as audit and inspection results, staff survey results, absence 

rates, accident and incident investigations, and testing activity. The Policy will be amended in 

light of the results of monitoring activity, any legislative changes, and changing organisational 

requirements as appropriate. 



ARRANGEMENTS 
 
1. The Organisation 

 
 
1.1 The University has a clearly defined organisational structure for safety, health and 

wellbeing that mirrors the operational structure of the University. The executive duties 

relate to the management and operation of the University, and non-executive duties 

relate to the monitoring and oversight that accompanies this. 

 

 
 

 
2. Corporate Health and Safety Risk Assessment 

 
 
2.1 The University has a legal duty to undertake and maintain a suitable and sufficient 

assessment of the risks to the health and safety of staff and others affected by its 

activities. The principal document the University has in place to meet this requirement is 

its Corporate Health and Safety Risk Assessment. 

  

This provides a central, high-level overview of the University’s activities, which involve 

significant health and safety hazards, and identifies the control measures it has in place 

to manage the risk associated with these activities. The risk assessment is maintained 

by the University’s Health and Safety Team and reviewed six-monthly by the Safety, 

Health and Wellbeing Committee prior to formal review by University Executive Team. 



3. Responsibilities and Duties 
 
 
3.1 The objectives set out in the Policy Statement can only be, successfully met by the 

collective efforts of everyone at the University. As well as management responsibilities 

for providing a safe and healthy environment for work and study, everyone has 

responsibilities for the health and safety of themselves and others affected by what they 

do or fail to do. 

 
3.2 Board of Governors 

The Board of Governors has ultimate responsibility in ensuring the University has an 

appropriate Safety, Health and Wellbeing Policy in place and that this operates 

effectively. The Board delegates approval authority to the Finance, Staffing and 

Resources Committee. 

 
3.3 Finance, Staffing and Resources Committee 

The Finance, Staffing and Resources Committee approves the Safety, Health, and 

Wellbeing Policy and oversees its implementation, development and review. The 

Finance, Staffing and Resources Committee also monitors and evaluates the 

implementation of safety, health and wellbeing strategies and receives regular reports 

on safety, health and wellbeing matters. 

 
3.4 Vice Chancellor and University Executive Team 

The Vice Chancellor, as the University’s most senior executive, has the ultimate 

responsibility for leading the Institution and demonstrating that safety, health and 

wellbeing matters are taken seriously and are strategically important. His duties and 

those of the University Executive Team are to; 

• be satisfied that this Policy is being effectively implemented across the  University; 

• demonstrate commitment and support for the establishment of a positive safety, 

health and wellbeing culture across the University; 

• act on recommendations from the Finance, Staffing and Resources Committee and 

the Safety, Health and Wellbeing Committee as they relate to this Policy and its 

implementation; 

• identify and communicate to team members their responsibilities for managing 

safety, health and wellbeing; 

• establish an operational structure for the University that ensures clear 

accountability for, and consideration of, the safety, health and wellbeing 

implications of management decisions and change initiatives; 

• ensure that, where applicable, safety, health and wellbeing is a considering factor 

when appointing direct reports and assessing their overall performance; 

• ensure that team members have a suitable level of knowledge and understanding 

to effectively carry out their duties within this Policy; 

• ensure effective consultation with employees on safety, health and wellbeing 

matters through the operation of a Safety, Health and Wellbeing Committee; 

• ensure that suitable and sufficient resources are provided to team members to 

effectively meet the safety, health and wellbeing needs of their  respective 

school/professional service. 



 
 
3.5 Deans, Directors and Heads of Service 

Deans, Directors and Heads have the primary responsibility for ensuring this Policy is 

fully implemented in their area. Their duties in this are to: 

• satisfy themselves that this Policy is being effectively and consistently implemented 

in their respective school/professional service; 

• identify and communicate to team members their responsibilities for managing 

safety, health and wellbeing; 

• establish a local operational structure for the school/professional service that 

ensures clear accountability for, and consideration of, the safety, health and 

wellbeing implications of management decisions and change initiatives; 

• ensure that, where applicable, safety, health and wellbeing is a considering factor 

when appointing direct reports and assessing their overall performance; 

• ensure that team members have a suitable level of knowledge and understanding 

to effectively carry out their duties within this Policy and undertake all the relevant 

training identified in school/professional service safety, health and wellbeing 

training needs analysis; 

• establish and maintain a local Safety, Health and Wellbeing Advisory Group, 

ensuring the membership is representative of the full range of staff and student 

activities undertaken in the school/professional service; 

• ensure that for schools or services designated as ‘low impact’, that safety, health 

and wellbeing is reviewed at leadership team meetings and reported back to the 

University Health and Safety team. 

• ensure that suitable and sufficient resources are provided to team members to 

ensure they can effectively meet the safety, health and wellbeing needs of their 

staff and students. 

 
3.6 School/Professional Service Leadership Teams 

Local leadership teams are responsible for the management of the affairs and activities 

in each school and professional service, and as such for local implementation of this 

Policy to provide a safe and healthy environment for work and study. Each team’s duties 

in this are to: 

• demonstrate commitment and support for the establishment of a positive safety, 

health and wellbeing culture within the school/professional service; 

• act on recommendations from the University Executive Team, the Safety, Health 

and Wellbeing Committee, and the local Advisory Group as they relate to the 

implementation of this Policy at a local level; 

• appoint a member of staff as the school/professional service coordinator for safety, 

health and wellbeing, ensuring that they are sufficiently knowledgeable and 

empowered to influence and maintain awareness of local issues and performance; 

• review safety, health and wellbeing matters at team meetings as part of a standing 

quarterly agenda item. 



 
3.7 Senior Managers and Line Managers 

Senior managers and line managers play a vital role in the local implementation of this 

Policy and its supporting procedures and practices. Their duties in this are to: 

• ensure that activities planned and organised in their area that involve a significant 

risk to the safety and health of staff, students and others are appropriately risk 

assessed. This specifically includes: 

• identifying any hazards associated with work or study that staff and students may 

be exposed to, and assess the level of risk that they may cause; 

• implementing measures to eliminate or reduce any significant risk to an acceptable 

level; 

• communicating effectively to any staff and students affected, ensuring they are 

aware of the measures in place for minimising risk of exposure to hazards; 

• evidencing the identification, control and communication of hazards through the 

completion of documented risk assessments. 

• ensure that all relevant safety, health and wellbeing records, risk assessments, 

documentation, notices and registers are maintained, up-to-date and are readily 

available; 

• promptly communicate any health and safety accident or incident to the health and 

safety team; 

• identify and communicate to team members their responsibilities for managing 

safety, health and wellbeing; 

• liaise, cooperate and collaborate with other line managers, senior managers and 

the local safety, health and wellbeing coordinator to align practice within the 

school/professional service and across the University; 

• ensure that, where applicable, safety, health and wellbeing is a considering factor 

when appointing direct reports and assessing their overall performance; 

• ensure that team members have a suitable level of knowledge and understanding 

to effectively carry out their duties within this Policy, and undertake all the relevant 

training identified in school/professional service safety, health and wellbeing 

training needs analysis. 

 
3.8 All Staff 

All staff have a responsibility for their own safety, health and wellbeing and for those that 

might be affected by what they do. Their duties therefore are to: 

• take reasonable care of themselves and others who may be affected by their acts or 

omissions; 

• not undertake any activity that might pose a risk to anyone’s safety, health or 

wellbeing; 

• cooperate with their line manager and other colleagues on safety, health and 

wellbeing matters; 

• ensure they are acquainted with and adhere to this Policy as it applies to their 

work activities; 

• not interfere with or misuse anything provided in the interests of safety, health 

and wellbeing; 

• identify and report to their line manager any unsafe acts or conditions, accidents or 

incidents; 

• treat other colleagues, students and others with respect.



 
3.9 Students 

As regular visitors to University premises and participants in its activities, students also 

have responsibilities for the safety, health and wellbeing of themselves and others. They 

should: 

• not undertake any activity that might pose a risk to anyone’s safety, health or 

wellbeing; 

• cooperate with the organisers of University activities particularly with regard to any 

health and safety instructions issued; 

• not interfere with or misuse anything provided in the interests of safety, health and 

wellbeing; 

• identify and report to their academic supervisor or other University staff any unsafe 

acts or conditions, accidents or incidents; 

• treat other students, staff and others with respect. 
 
 
3.10 Safety, Health and Wellbeing Coordinators 

To assist managers and staff in each school/professional service, a safety, health and 

wellbeing coordinator will be appointed. The role will ordinarily co-exist alongside other 

responsibilities and the appointee will be empowered to represent and promote safety, 

health and wellbeing matters at a school/professional service management team level. 

Their duties in this role are to: 

• communicate and share relevant safety, health and wellbeing information, new 

procedures etc to colleagues within the school/professional service; 

• establish and maintain the school/professional service local health and safety 

operating procedures; 

• coordinate the provision of training in accordance with the local training needs 

matrix; 

• provide general assistance to the Dean/Director and school/professional service 

leadership team on the implementation of this Policy at a local level; 

• undertake all the relevant training identified in school/professional service safety, 

health and wellbeing training needs analysis; 

• actively  participate  in  the  school/professional  service  Safety,  Health  and 

Wellbeing Advisory Group as required; 

• obtain advice, guidance and support from the safety, health and wellbeing team as 

may be required; 

• act as a single point of contact for local safety, health and wellbeing matters. 
 

3.11 Safety Representatives 

Trade union appointed Safety Representatives play an important role in ensuring staff 

are fully engaged in safety, health and wellbeing matters, and in helping establish a 

positive culture. As well as being represented at the Safety, Health and Wellbeing 

Committee, Safety Representatives have the following rights: 

• represent staff generally and on specific matters that will affect their safety, health 

and wellbeing; 

• represent staff when health and safety inspectors from enforcing authorities consult 

them; 

• investigate accidents, near misses, and other potential hazards and dangerous 

occurrences in the workplace; 

• investigate complaints made by members of staff they represent about their safety, 

health and wellbeing in the workplace; 

• present the findings of investigations to University management; 

• inspect the workplace. 



 
3.12 Deputy Vice Chancellor (Resources) 

The Deputy Vice Chancellor (Resources) is the University Executive Team champion 

for safety, health and wellbeing. The duties relating to this are to: 

• provide senior management commitment and support for the establishment of a 

positive safety, health and wellbeing culture across the University; 

• ensure participation and co-operation of all University Executive Team members on 

health and safety matters; 

• chair the Safety, Health and Wellbeing Committee. 
 
 

3.13  Director of Estates 

The Director of Estates is responsible for providing a central health and safety advice 

team. The duties relating to this are to:  

• establish and maintain an effective central support team for the provision of health 

and safety advice, support and guidance to managers, staff and students;  

• ensure that team members engaged in the provision of safety, health and wellbeing 

support and advice have an appropriate level of competence, providing appropriate 

training and continual professional development as required;  

• ensure the central support team is provided with suitable and sufficient resources 

to enable it to effectively support managers, staff and students on safety, health 

and wellbeing matters.  

• ensure the structure, format and content of this Policy reflects requirements set out 

in relevant legislation, approved codes of practice and guidance notes;  

• define and develop the strategy and plans for implementing this Policy;  

• ensure active promotion of this Policy across the organisation; 

• coordinate the monitoring and auditing of the University’s safety, health and 

wellbeing performance to enable internal and external benchmarking and report 

production. 

 

3.14 Health and Safety Team 

The central support service is the source of expert advice and guidance on health and 

safety matters. Their duties are to: 

• identify new health and safety legislation or changes in interpretation, and assess 

the impact and relevance to University activities; 

• organise and maintain the information and procedures contained in this Policy, 

ensuring a user-friendly tool to help everyone discharge their responsibilities; 

• undertake accident and incident investigation as required, ensuring findings are 

actioned as required, and that all resulting data is collated for trend analysis; 

• liaise directly with enforcing authorities as required on general matters of health and 

safety and in the event of a reportable accident or incident; 

• provide central co-ordination of safety, health and wellbeing training built on a 

University-wide analysis of training needs; 

• provide advice and guidance to the managers, staff and students on safety, health 

and wellbeing matters; 

• obtain specialist safety, health and wellbeing advice as required by the nature of 

the University’s activities; 

• undertake the monitoring and auditing of the University’s safety, health and 

wellbeing performance to enable internal and external benchmarking and report 

production.   

 

 

 



3.15  Director of Human Resources  

The Director of Human Resources is responsible for providing a central wellbeing and 
occupational   health advice team. The duties relating to this are to:  
• establish and maintain an effective central support team for the provision of 

occupational health and wellbeing advice, support and guidance to managers, staff 

and students;  

• ensure that team members engaged in the provision of occupational health and 

wellbeing support and advice have an appropriate level of competence, providing 

appropriate training and continual professional development as required;  

• ensure the central support team is provided with suitable and sufficient resources 

to enable it to effectively support managers and staff and on occupational health 

and wellbeing matters; 

 

 3.16    Head of Strategic HR Projects 

The Head of Strategic HR Projects is responsible for leading the wellbeing and 

occupational health team. The duties relating to this are to:  

• provide support, advice and guidance to the Vice Chancellor, Governors, Deans, 

Directors, and Heads of Service on occupational health and wellbeing matters;  

• coordinate the monitoring and auditing of the University’s occupational health and 

wellbeing performance to enable internal and external benchmarking and report 

production; 

• ensure appropriate stress management arrangements are in place. 

 

 

3.17  Wellbeing and Occupational Health Team 

The central support service is the source of expert advice and guidance on 

occupational health, and wellbeing matters. Their duties are to: 

• identify new occupational health requirements or changes in interpretation, and 

assess the impact and relevance to University activities; 

• provide advice and guidance to the managers and staff on wellbeing and 

occupational health matters; 

• provide advice on health surveillance, pre-employment assessment, risk 

assessment; 

• provide advice on health related issues which may impact on ability to attend work 

or may be made worse by work; 

• provide health promotion advice, and advice and information to staff travelling 

abroad as part of their work. 

 

3.18   University Safety, Health and Wellbeing Committee 

 The main function of the Committee is to provide a forum to formally consult on safety, 

health and wellbeing matters. In particular, this includes monitoring and reviewing the 

effectiveness of the Safety, Health and Wellbeing Policy, in addition to making 

recommendations to the Finance, Staffing and Resources Committee and University 

Executive Team. Its functions are: 

• to keep under review the effectiveness of this Policy and recommend amendments 

via the University Executive Team to the Finance, Staffing and Resources 

Committee; 

• to monitor compliance with this Policy and supporting procedures through the 

review of audit results, inspections, reports and observations; 

• to monitor safety, health and wellbeing performance indicators through the periodic 

review of (i) safety audit reports, (ii) accident and incident data, (iii) illness and 



absence statistics and trends, (iv) fire evacuation reports and (v) any other relevant 

reports and statistics; 

• to receive and review reports on University-wide safety, health and wellbeing and 

act on recommendations where appropriate; 

• to review the effectiveness and suitability of the University’s program of safety, 

health and wellbeing training, information and supervision; 

• to receive and review reports from representatives of the enforcing authorities and 

act on recommendations where appropriate; 

• escalate critical health and safety issues to the University Executive Team through 

the Deputy Vice Chancellor (Resources). 

 
Full details of the Committee’s purpose, function, and membership are contained in its 
Terms of Reference. 

 
3.19 Safety, Health and Wellbeing Advisory Groups 

Schools and professional services considered to have a high/medium potential health and 

safety impact are required to operate a Safety, Health and Wellbeing Advisory Group. The 

main function of these groups is to provide a local forum to discuss, debate, monitor 

and review the implementation of this Policy within the school/professional service. 

This includes escalating issues and making recommendations to its leadership team and 

the Safety, Health and Wellbeing Committee. Its functions are: 

• to keep under review local implementation of the University’s Safety, Health and 

Wellbeing Policy; 

• to monitor compliance with this Policy, school/professional service area Safety, 

Health and Wellbeing Policy, and relevant legislation through the review of audit 

results, inspections, reports and observations; 

• to monitor safety, health and wellbeing performance indicators through the periodic 

review of (i) safety audit reports, (ii) accident and incident data, (iii) illness and 

absence statistics and trends, (iv) fire evacuation reports and (v) any other relevant 

reports and statistics; 

• to make recommendations to school/professional service leadership teams on the 

implementation of the Safety, Health and Wellbeing Policy where identified by 

Policy monitoring; 

• to receive and review reports on safety, health and wellbeing matters from Group 

members and act on recommendations where appropriate; 

• to monitor and review local participation in the University’s programme of safety, 

health and wellbeing training; 

• escalate critical health and safety issues to the school/professional service 

leadership teams and the Safety, Health and Wellbeing Committee (as appropriate) 

through the Advisory Group Chair; 

• to prepare reports on the Group’s work for each meeting of the Safety, Health and 

Wellbeing Committee. 

 

 
Full details of an advisory group’s purpose, function, and membership are contained in its 

terms of reference. For those professional services t ha t  a re  ca teg or i zed  as  low 

impac t ,  and  not required to operate Safety, Health and Wellbeing Advisory Group, the 

Dean of School/Director or Head of Service has a responsibility to ensure that Safety, Health 

and Wellbeing is a regular, standing item for discussion at leadership team meetings. 
 
 
 



4 Auditing 

 
4.1 The University’s programme of health and safety audits helps assess the level of 

implementation of this Policy across the University and, as such, provide an important indicator 

of its effectiveness. The full audit report is provided to the Safety, Health and Wellbeing 

Committee, University Executive Team, the Finance, Staffing and Resources Committee and 

Board of Governors as part of their ongoing responsibilities to monitor and review safety, health 

and wellbeing performance. 
 
 
Related Policies and Documentation 

 
A full list of the University’s Safety, Health and Wellbeing policies is available on the Safety, 

Health and Wellbeing A-Z webpage. 
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Management of Stress Action Plan and HSE Visit update 

Executive Summary 

This paper contains a summary report to update the Committee of actions to date in relation to 
the Management of Stress Action Plan and the HSE visit in November 2018. 

Action Requested 

This report is for information 

Appendices 

Appendix A – Management of Stress Schedule of Work (CONFIDENTIAL) 

Author 

Name: 
Job title: 
Date: 

Laura Flatman 
Head of Strategic HR Projects 
13 September 2018 

Approval Route 

14 September 2018 Natalie Saunders, Director of Human Resources 



   

 

Stress Management Action Plan – Training and HSE Visit Update 
 
Introduction 
 
This paper contains a summary report to update the Committee of actions to date in relation to 
the Management of Stress Action Plan and the HSE visit for the Committee’s information. 
 
Update on Stress Management Training 
 
Following the Safety Health and Wellbeing Committee February 27 update, the following actions 
have been undertaken by the SHW team/People & Organisational Development in relation to Stress 
Management training: - 
 

1. Training provision was made available with sessions at both city and Headingley campuses, 
including a number of alternative dates with both morning and afternoon sessions. 
 

2. 36 training sessions in total were provided by SMC Consultancy.  
 

3. A total of 362 colleagues out of 402 attended the training. 
 

4.  Feedback evaluation of over 200 feedback forms provided a satisfaction rating of 8.27/10. 
 

5. The People Development online stress training was updated, and colleagues who were 
unable to attend the training have been enrolled on the online module.  They have also been 
advised to discuss the process of stress management and risk assessment if further 
clarification was required. 

 
6.  The 2018 SHW Audit includes questions on stress management, and will take into account 

the transition from the previous arrangements, and the embedding of the new stress 
management arrangements. 

 
7. SMC Consultancy will attend in early 2019 to undertake a stress management audit, as 

detailed with in the action plan. 
 
Stress Risk Assessments 
 

8. The revised SRA process has been implemented and has been rolled out across the 
University.  The action plans will be reviewed at Institutional level on an annual basis and 
key themes/issues across schools and services will be identified and reported to SHW 
committee in February every year.  

 
Grievance Policy 
 

9. Discussions are at an advanced stage with Trade Union colleagues with a view that the 
revised procedure will be provided to UET, FSRC and the Board of Governors in 
October/November 2018 for final approval.  
 
 

 



   

 

Health and Safety Executive 
 

10. The HSE attended the University on the 2nd August 2018, to discuss evidence requirement in 
terms of action to date, to be provided by the 12th October, and are due to revisit on the 19th 
November, as previously agreed. The HSE have advised that this visit will now be for 3 days, 
and they will be interviewing a number of University colleagues during this follow up visit. 

 
Author 
Laura Flatman, Head of Strategic HR Projects 
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Fitness to Study Policy and Procedure 
 
 
Executive Summary 

This report presents a Board approved Fitness to Study Policy and Procedure to the Committee 
for information.  The policy presented incorporates the extensive feedback received from across 
academic Schools, Professional Services, including Governance and Legal Services as well as the 
Students’ Union.   
The policy and procedure has been created in response to School feedback and in order that we 
address the policy and procedural gap that exists in relation to supporting students who are 
exhibiting behaviours of concern.  In certain cases, where a student’s behaviours and actions 
concern us, the institution is required to take appropriate supportive action and in certain cases 
action which mitigates risk for the individual student concerned and those around them i.e. 
students and staff.   
The policy and procedure is not a substitute for any interventions as a result of Student 
Engagement Monitoring and the use of the SEMS system.  However, local School based Student 
Engagement Monitoring work may inform broader concerns surrounding a particular student 
which may lead to this policy being applied in support of the student concerned.  This can be 
viewed as a policy of last resort to be used in a handful of circumstances where normal pastoral 
support mechanisms fail to change behaviours which cause concern. 

 

Action Requested 

This report is for information.  
  

Appendices 

Appendix 1 – Fitness to Study Policy & Procedure Flowchart 

Author 

Name:                          
Job title:                       
Date:                            

Jan Daley 
Associate Director of Student Services 
10 September 2018 

 

Approval Route 

11 September 2018 -  Priscilla Preston, Director of Student Services. 

    
 
  



   

 

Student Fitness to Study Policy and Procedure 
 
1. Introduction 

 Leeds Beckett University is committed to maintaining an inclusive and enabling environment, 
which is safe and conducive to learning, teaching and research and the wellbeing of all of its 
community.  Fitness to study relates to an individual’s capacity to participate fully and 
satisfactorily as a student, in relation to academic studies and life generally at the University. 

 
2. Purpose 

 The Fitness to Study procedure is intended to be a supportive measure focussed on a student’s 
welfare and used where complex issues require a response which is over and above that which 
may be given through day-to-day processes. The procedure encourages interaction between 
staff from all areas in support of students, supports appropriate decision-making and ensures 
that any outcomes are consistent with the University’s responsibilities under the Equality Act, 
2010. 

 
3. Scope 

 This policy and procedure applies to all registered students on all levels and modes of study, 
including postgraduate research students. It should be used for any student registered on a 
Leeds Beckett University award, irrespective of the location of delivery of that award. 

 
 Concerns regarding a student’s fitness to study may arise from a variety of circumstances 

(including concerns raised by a third party).  In cases of uncertainty, advice should be sought 
from your line manager, a member of the Student Wellbeing Team, or Governance and Legal 
Services.  

 
 This policy and procedure is separate to the Fitness to Practise Policy which applies to all Leeds 

Beckett University students who are registered on a programme of study recognised by a 
Professional, Statutory or Regulatory Body (PSRB) for the purpose of attaining a professional 
qualification, future registration with the relevant body and for the entitlement to practise the 
particular profession.  Essentially, the Fitness to Study procedure applies to all students whose 
programmes are not covered by the Fitness to Practise Policy.  The policy is also distinct from 
the ‘Fit to Sit’ principle enshrined in the Academic regulations relating to extenuating 
circumstances and mitigation. 
 

4. Procedure 

 Stage 1 - Informal Action: School review 
 Fitness to Study concerns are often first raised by members of staff or by other students. If such 

a concern is raised, emphasis at this point should be on informal action and for the matter to be 
dealt with supportively at School level.  The lead person (ideally someone that knows the 
student, such as the Academic Adviser or a module leader) should contact the student in a 
sensitive and understanding way to request a meeting.  

 
 In most cases, appropriate informal supportive strategies can and should be recommended and 

implemented at this stage. It is suggested that a follow up review meeting take place to consider 

http://www.leedsbeckett.ac.uk/-/media/files/public-information/student-fitness-to-practise-policy--procedure/student-fitness-to-practise-policy--procedure/student-fitness-to-practise-policy--procedure.pdf?la=en


   

 

how things have progressed since the first meeting (at the discretion of lead person). The 
majority of cases would normally be resolved at this stage. 

 
 The Dean of School and the Course Director should normally be notified that a staff member has 

met with a student to discuss fitness to study concerns.  A record of the meeting should be kept 
locally in the student record system. 

 
 Stage 2 - Fitness to Study Meeting: Ongoing and Persistent Concerns  
 
 Stage 2 of the procedure is to be used where: 

• There is continued and on-going concern following Stage 1. 
• Concern about a student’s health, wellbeing, behaviour, safety and/or ability to study as 

a result has increased to the degree whereby action is required by the University. 
• All other informal avenues have been unsuccessful in resolving the issues. 

 A Stage 2 meeting should include relevant people who have a direct link or support role with the 
student, and someone who holds an appropriate decision making authority for the relevant area 
within the student’s School (the lead person for this stage of the process). It is a more formal 
meeting than Stage 1 and convened by the School’s Academic Services Manager following the 
direction of the lead staff member.  The School may choose to have a senior member of Student 
Services to lead the meeting. 

 
 The student should be informed of the meeting in writing. The letter should include the purpose 

of the meeting, a link or information about the Fitness to Study policy and procedure. The 
student should be informed they can bring someone in a supportive capacity, including a 
member of the Students’ Union Advice Service. 

 
 If the Stage 2 meeting is following on from instigation of Stage 1 of the procedure, the meeting 

should include a review of how the student has been since the first meeting (if attended) as well 
as consideration of new or on-going relevant evidence. The Stage 2 meeting will determine 
whether a further action plan is necessary and the timescale for further review. The meeting will 
make explicit the consequences of failing to complete the agreed actions (action under Stage 3). 
A record of the meeting will be kept in the student record system. 

 
 Responsibility to monitor the process and ensure agreed review meetings take place should be 

undertaken by the lead person. The lead person will make the decision as to whether the issue 
or concern is resolved by the end of the agreed monitoring period or whether further action is 
required.   

 
 If the lead person is not satisfied the matter is resolved, they can request the Dean of School 

consider a Stage 3 case conference. 
 
 Stage 3 – Fitness to Study Case Conference: Serious persistent concerns  
 
 A Fitness to Study Case Conference should only be convened where there are serious or 

persistent fitness to study concerns, and continuing at University is deemed to pose a significant 
risk to the student’s safety, or that of others. The responsibility for convening a Stage 3 meeting 
lies with the Dean of School.  The case conference may be requested by a member of the School 
or the Director (or nominee) of Student Services. The student should be informed of the meeting 



   

 

in writing. The letter should include the purpose of the meeting, a link or information about the 
Fitness to Study policy and procedure. The student should be informed they can bring someone 
in a supportive capacity, including a member of the Students’ Union Advice Service. 

 
 Escalation to Stage 3 signifies real concern about the student’s current ability to continue 

studying, and the purpose of the panel is to consider and make recommendations to whether it 
may be in their best interests to consider temporary withdrawal, suspension or exclusion. It is 
expected that a stage 3 meeting will bring together some or all of the following staff: 

• Dean of School or nominee (Chair) 
• Member of Governance and Legal Services 
• Director of Student Services or nominee 
• A representative from Student Wellbeing Team or Disability Adviser, where appropriate 
• A representative from the Accommodation Team, in cases where the student lives in 

University accommodation 
• Academic Adviser or other appropriate member of staff from the course team 

 In most cases, escalation to Stage 3 will have followed the stepped process.  However, in some 
instances, the concerns may be so significant that it may be necessary to address them directly 
at Stage 3 of the procedure.  This is likely to be when: 

• There are significant concerns regarding risk to the health and safety of the student 
and/or where there is a perceived significant threat and risk to others (including their 
educational experience). 

• Involvement of the Dean of School or designated nominee is needed in order for the full 
range of possible outcomes to be considered in one meeting. 

 A Stage 3 Fitness to Study case conference aims to determine: 
a) If the student’s fitness to study is not substantially impaired and they may continue their 

studies. In this case, the School will be responsible for ensuring that all reasonable efforts 
are made to enable the student to continue on their programme. The ongoing fitness to 
study and academic engagement of the student should be monitored in the usual ways. 

b) If the student’s fitness to study is seriously impaired. In this case, the Case Conference will 
determine an appropriate and proportionate action according to the extent to which fitness 
to study is impaired, the extent to and means by which that impairment might be addressed 
and, if applicable, any mitigating circumstances that are relevant. 
 
Actions may include any of the following measures, alone or in combination: 
1. Enhanced action plan; 
2. Recommendation to the Deputy Vice Chancellor for: suspension, temporary withdrawal 

or termination of the current course. (If for suspension or temporary withdrawal, this 
will include consideration of conditions for re-admittance to the University.) 

 In cases where withdrawal of the student is the outcome of the Stage 3 meeting, this must be 
notified in writing, and information relating to rights of appeal given, as appropriate. 

 



   

 

 Documentation regarding the outcome of the Stage 3 meeting and arrangements for review will 
be held in a confidential location by Governance and Legal Services, in accordance with the 
University’s Data Protection Policy. 

 
 University led withdrawal or suspension outcome 
 Where the outcome of Stage 3 of the procedure is University-led withdrawal or suspension, 

consideration will be given to the implications on student funding and accommodation 
contracts; Student Services will advise panels on this.  Outcome letters will include relevant 
information and contact details for the Students’ Union Advice Service, and offer to review the 
decision on the basis of any further independent assessment or evidence of fitness to study. 

 
5. Appeals 

 Where the outcome of a Stage 3 Fitness to Study Case Conference is termination of registration, 
the student has the right to appeal the decision to the Vice Chancellor.  This appeal must be 
submitted in writing and be received by the Governance and Legal Services team within 10 
working days of the decision.  Appeal submissions must be sent to: 

 
 Governance & Legal Services 
 Leeds Beckett University 
 Room 101, Old Broadcasting House  
 Woodhouse Lane 
 Leeds 
 LS2 9EN. 
 

6. Return to Study 

 If the outcome of any of the stages in this process results in time away from study (i.e. temporary 
withdrawal, suspension or deferral), then a further review meeting will be required so that a 
decision can be taken with regard to the student’s fitness to return. At this stage, the student 
will be required to demonstrate that there have been improvements relating to the original 
concerns that resulted in the Fitness to Study decision. 

 
 In some cases, particularly if suspension or temporary withdrawal has resulted from significant 

physical or mental health difficulties, the review will request the student provide medical 
evidence that they are fit to return.  Evidence will be required to demonstrate that there have 
been improvements in their physical, psychological or emotional health, or that they have 
engaged with recommendations resulting from the case conference outcome, and that they are 
able and ready to return to study and participate in university life again. 

 
 Relevant staff from Student Services should be contacted for advice about the support available 

to facilitate the transition back to study/student life, e.g. Student Wellbeing Team, Money Team, 
Disability Advice team.  The Student Wellbeing team can provide support to the student during 
their period of absence from the University, where appropriate. 

 
 Any return to study will be subject to the student’s co-operation with the process and adherence 

to any agreements made. 
 

________________________________________________________________________________ 
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Effectiveness Review 2017/18 
 

 

Executive Summary 

To consider the effectiveness of the Safety, Health & Wellbeing committee in 2017/18 and identify 
areas for improvement and enhancement in relation to the Committee’s role, remit and 
operation. 

Action Requested 

This report is for discussion. The Committee is invited to note the contents of the report and 
consider any changes it may wish to make as a result of the outcomes of the review. 

 

Appendices 

Appendix 1 – Results of the 2017/18 Effectiveness Review 

Author 

Name: 

Job title: 

Date: 

Rachael Andrews 

Governance Administrator 

September 2018 

 

Approval Route 

September 2018 Professor Paul Smith & Tim Briggs – Joint Chairs of the Safety, Health 
& Wellbeing Committee 

  

  

 



                                                                              

 

Annual Effectiveness Review 2017/18 
 
Introduction 

 
1. Following the light touch approach to the annual effectiveness review in the 2016/17 academic 

year, it was agreed that the 2017/18 effectiveness review would continue to use the surveying 
method to conduct the review so as to allow a more thorough response to be provided to the 
questions and to allow members and attendees to express their views more freely.   

 
 

Previous Safety, Health & Wellbeing Committee Effectiveness Reviews 
 
2. For the 2016/17 effectiveness review, members were asked to consider the following 

questions for discussion at the meeting: 
 
Relationship with University  

       (a) What do you think has been the contribution of the Safety, Health & Wellbeing Committee to   
the work of the Senior Management Group and wider University during 2016/17?  

(b) Does the Committee provide a valued source of assurance for health and safety matters?  

       (c) Does the Committee have open channels of communication with the Executive which facilitates 
the surfacing of issues and reports back to, as appropriate?  

 
Roles and responsibilities  
(d) Does the role, remit and membership of the Committee remain appropriate?  

(e) Do you feel able to contribute fully to discussions?  

(f) Is the membership comprised with an appropriate mix of relevant skills and experience?  
 

Future enhancements  
(g) What key aspects of meetings would you change to make them more effective?  

(h) What is the top challenges facing the committee in 2017/18?  

(i) What do you think should be the key areas of the Committee’s attention for the coming year?  
 

 
3. The overall response was generally positive and many of the recommendations and suggestions 

made by members were implemented. The membership of the committee was re-addressed 
following the University’s change of structure from four faculties to thirteen schools and to ensure 
a greater representation at the committee in-line with the Equality & Diversity Committee.   
 

4. The Committee recognised that there had been an increase in consultation with senior managers 
which had enabled the Committee to challenge areas of work where appropriate.  
 

5. For the future, the Committee hoped to focus on working with Schools and recognise their 
ownership and responsibility for  safety health & wellbeing in their areas. The Committee hoped to 
get  health and safety ‘key messages received and taken seriously at School level via its committee 
representatives.  
 

 

  



                                                                              

 

Effectiveness Review 2017/18 results 
 
6. For the effectiveness review of the Committee for the academic year 2017/18, the questions 

presented for the 2016/17 review were re-worked and issued via a SNAP survey over the summer. 
The survey was issued to all the members and standing attendees of the Committee. 16 out of 28 
(57.14%) responded.  
 

7. 68.75% agreed that the Committee’s work had contributed to the work of the Senior Management 
group and the wider University during 2017/18. 
 

8. The committee agreed that its work had provided a valued source of assurance for health & safety 
matters to: 
(a) Schools and Services (75%) 
(b) University Executive Team and Senior Management Group (87%) 
(c) the University in its entirety (75%)  

 
9. 56.25% of the respondents agreed that the role, remit and membership of the Committee 

remained appropriate.  
 
10. 75% feel that they are able to contribute to the discussions.  
 
11. 68.75% agreed that the Committee clearly considered the safety, health & wellbeing of its students 

and staff and allowed the student voice to be clearly represented.  
 
12. 62.5% agreed that the atmosphere of the meetings is conducive to open and productive debate 

and discussions. 37.5% strongly disagreed or disagreed with the statement.  
 
13. 81.25% agreed that the introduction of thematic topics had been useful to understand the wider 

activities across the University. 
 

Suggestions for the future of the Committee 
 
14. Common themes suggested for the Committee priorities for the future included: 

• Health & Safety Executive (HSE) review 

• Stress Management 

• The health & safety management of new builds and major projects 

• Oversight of the health & safety audits 

• Student Union activities such as Mental Health campaigns  

• Staff and student wellbeing campaigns 

• Review of the changes to health & safety resources 
 
 

Conclusion 
 
The results of the 2017/18 effectiveness review show that it is operating effectively on the whole. 
A large majority of respondents to the questionnaire find the thematic topics explored at the 
meetings to be useful and it is therefore recommended that these continue in the 2018/19 
academic year. Confidence in the appropriateness of the role, remit and membership of the 
Committee appears to be relatively low and this may be an area which the Committee wishes to 
explore and make changes, if appropriate. Most respondents felt that they were able to contribute 



                                                                              

 

to discussions which is encouraging and suggests that the meeting is well chaired and allows for 
full discussion of the matters it considers, though this is not a unanimous view as shown by the 
qualitative comments shown in response to question 2 which are set out at Appendix 1. 
 
Following comments from this, and the previous year review we will be undertaking a fundamental 
look at the committee, its remit and structure. The review will explore the separation of Health and 
Safety from Wellbeing in order to create appropriate fora for these important aspects of our work 
to be appropriately debated. It is intended that the outcomes of the review will be presented to the 
committee early in 2019 
 
Rachael Andrews 
September 2018 
 
 
 
 
 
 



                                                                              

 

APPENDIX 1 
Overview of Safety, Health & Wellbeing Effectiveness Review 
 
Relationship of the University 
 
1. The Safety, Health & Wellbeing Committee has contributed to the work of the Senior Management Group and the wider University during 2017/18 

 
 

 
 
  

Agree, 6 Strongly Agree, 5 No View, 3 Disagree, 2



                                                                              

 

2. The Committee has provided a valued source of assurance for health & safety matter to: 
 
    (a) Schools and Services from summaries at the School Academic Committees/Leadership team meetings 
 

            

 
 

    (b) The University Executive Team and Senior Management Group 

 

 
 

   (c) The University in its entirety 

 

 
 

 
Further Comments 

• The committee is too distant and is not brought to life to our wider staff base; it would be good to understand strategic priorities, key concerns rather than 
just a set of long, dry, wordy 'academic' minutes 

• There is little discussion and contribution from a significant amount of those on the committee. It appears most of the time a signing off committee. 

Agree, 10 Disagree, 2 No View, 2 Strongly Agree, 2

Agree, 11 Strongly Agree, 3 No View, 1 Disagree, 1

Agree, 9 Strongly Agree, 3 No View, 2 Disagree, 2



                                                                              

 

Roles and Responsibilities 
 
3. Does the role, remit and membership of the Committee remain appropriate? 

 

 
 
        4.  Do you feel able to fully contribute to discussions? 
                   

 
 
 
Further Comments  

 

• The SHW Committee membership should be reviewed to take into account the recent updating/changes in terms of the impact ratings for both school and 
service areas. 

• Sometimes the membership isn’t varied enough to discuss fully some topic areas and it can be monopolised by the more vocal attendees 

• Representation is very mixed from Schools and Services, some areas being represented by Deans and Directors, others by their deputies or further into 
their staffing structures. Others maybe not at all or at least not consistent/ regular representation 

• The committee is too big and would be better if the membership was smaller which would allow for an open discussion and probably allow more 
meaningful engagement. The size of the committee can make it feel intimidating 

• The membership does not seem to include Coordinators or people from 'shop floor' level who do Health and Safety day in day out. The group is very high 
level and there is very much an assumption that people are aware of what is happening across the whole University when this is not the case as individuals 
are representing their areas only and are probably not privy to a lot of the information - in fact at the last meeting someone was scolded for saying 
something about the Health and Safety team 

• I think there should be senior manager representation for all schools, there is a mixed approach from Lecturers through to Deans 

 

Yes, 9 No, 6 No View, 1

Yes, 12 No, 2 No View, 2



                                                                              

 

 
General 
 
5. The Committee clearly considers the safety, health & wellbeing of students and staff and allows the student voice to be clearly represented? 

 
 
6. The atmosphere at meetings is conducive to open and productive debate and discussion 
 

 
 
7. The introduction of thematic topics has been useful to understand the wider activities across the University 
 

 
 
 

Further Comments 
  

• This is a dry, long, bureaucratic meeting where the agenda seems to be driven by precedent rather than need. 

• The atmosphere at some meetings in the past has been somewhat less conducive to open debate, due to some members vocality - which can seem 
intimidating to committee members, and potentially stifle debate. 

• I find that the meetings have open debate, however I feel that these could be more productive. This is currently influenced by some members being more 
outspoken to a degree where I believe others may not feel comfortable in speaking out. 



                                                                              

 

• Sometimes the atmosphere at the meetings isn’t conducive to open discussion as some of the more vocal members get their point across too strongly. 
This then doesn’t allow others to possibly contribute as they would like through fear of any discussional confrontation. The thematic topics are useful, but 
it seems that a single dept has to arrange 

• Some discussions can feel quite direct and blame driven, less of a feeling of trying to support changes and challenges together. 

• I do not believe that the committee covers general student wellbeing - it is very staff focused. I cannot recall any mention of student campaigns or welfare. 
The room currently used for the meeting does not lend itself to a productive debate - you cannot hear people most of time. The membership does need 
looking at to ensure that all staffing levels are able to contribute 

• remain the atmosphere promotes open, productive discussion however it is not productive when Unions use the forum inappropriately to disclose 
privileged management information they are party to in order to provoke. 

  



                                                                              

 

Further Enhancements 
 
8. What key aspects of the meetings would you like to change to make them more effective? 
 

• Ensuring the colleagues  around the table are at the appropriate managerial level. 

• Make SHWAG reports a discussion item or reduce the need to submit two reports to a summary only. Full minutes should be made available upon request 
only or submitted if required for discussion. it would reduce the unnecessary duplicate reports.  

• Smaller, more focussed meeting with new faces.....too many of the representatives have been in role for many years and have very fixed views which 

means debate is stifled and new ideas are rarely discussed.  

• More strategic conversations with regard to general health and wellbeing.  

• Flexibility in who can attend the Committee meetings would be welcomed  

• To ensure that there is consistency of approach in the chairing of the meetings, and that the agenda is adhered to. To ensure that debate on topics is 
controlled, and that time is managed more effectively within the meetings - to ensure points can be debated, but without them being allowed to become 
bogged down in unnecessary debate/point score 

• Ensure that speakers are closed down once the initial point has been addressed to ensure a good use of time. For all members to contribute to what they 
would like to see as the thematic debate  

• Ensure the thematic talk is at the beginning so all have a chance to sit in. Stronger chairing of the meetings when some discussions may be monopolised by 
a small number of delegates. This would also help to recognise when particular issues sit outside of the committee remit. The room, in OBH is too long and 
narrow and some members may feel they cant interact well due to being at the bottom of the room. 

• getting the mixture of members correct so that the members there can be decisive. 

• Less blow by blow reading of reports by the H&S advisor. If reports have been circulated prior to the meeting there is no reason to go through them point 
by point during the meeting. Highlight only items which need action/discussion by the Group.  

• Representation by members at a level that support and drive positive change/ contribution 

• Size and having a shared purpose. That people read the minutes before they attend (I have observed some of those attending on their phones and sending 
emails during the meeting) 

• The room itself. The membership Student involvement Unions can be quite argumentative and seem to pick up on every single point extending the 
meeting unnecessarily. 

• administration, chairing etc. are all excellent. 
  



9. What are the top challenges facing the Committee in 2018/19?

• HSE Review

• Continuing to be effective

• Balancing the focus on supporting SHW initiatives, particularly in respect of stress management with the need to maintain a productive, effective, dynamic
working environment

• Not allowing other agenda's influence through the health and safety committee

• To ensure appropriate membership and attendance. To apply consistency in the chairing of the Committee. To seek thematic suggestions from members.

• To continue gaining good attendance from all areas

• Getting the mixture of members correct so that the members there can be decisive.

• H&S reporting

• Stress and Deployment Effects from Brexit. New Build and Major Projects

• Increasing [focus on] mental health issues. The challenges of facing institutional change. Recruitment. New developments. Money.

• Too much focus on buildings and not people

• Being able to represent the views of the general staffing team

• Facilitating a team approach to H&S assurance matters across all stakeholders

• Student and staff wellbeing/mental health

10. What do you think should be the Committee’s key areas of focus for the coming year?

• Compliance assurance, its great that there are policy and procedure for "everything" but without assurance they are followed and complied with, they are
in danger of being ineffective in reality.

• Reducing the burden of SHW management and concentrating on empowering and engaging the wider staff & student base to believe in an SHW culture

• Health and wellbeing of both students and staff

• Stress management  2018 SHW Audit, SHW Policy updating. Corporate risk assessment

• Ensuring promotion of all areas working to support each other.

• Looking at how the schools are bedding in from being outside of a faculty structure. Sharing best practice between schools/services and focussing on
support for SHW Coordinators.

• Oversight of School/Service audits

• Stress, New Builds and Major Projects

• Staff and student wellbeing

• Better communication with students and staff of the work of the committee and its purpose Mental health and wellbeing of staff and students Review of
the changes to Health and Safety resources and structure and effectiveness

• Wellbeing campaigns for Students



• would suggest maintaining an all-round overview with high risk issues discussed at each meeting
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COLLATED REPORT OF LOW RISK AREAS 
 
Introduction 

 

The Collated Report summaries recent safety, health and wellbeing discussions taken at Leadership 
Team meetings for Schools / Services identified as low impact risk. 

 
Schools/ Services 
 
 
Conclusions and recommendations 
 
The committee is invited to receive the report for information and no items have been requested 
to be raised for discussion. 
 
Author 
 
Laurie Wilson, Health & Safety Adviser 
 
Financial Services 

 
Major discussions 
 
The latest accident report for Financial Services:  no accidents to report; 
The allocation of SHW roles within Financial Services; 
Absence monitoring data for Financial Services for the rolling 12 month period to July 2018; 
Stress Risk Assessments for the whole Service were discussed and updated during the meeting; 
The latest mandatory training records for the whole Service; 
The current position on completed DSE assessments for which we have no outstanding concerns; 
An update on first aid and first aiders; 
An overview of the Service’s driving records. 
 
Vice Chancellor’s Office 

The VCGs office remains a low risk area. Minor amendments have been made to both the Standard 
Operating Procedures (SOP) over the summer following a review, and the staff induction procedure 
with regards to Health and Safety Arrangements, namely to include information in relation to the 
locations of AED’s across the university. Staff are aware of the new process regarding stress risk 
assessments following a briefing session, and no concerns have been identified at a service level. 
 
Preparations and planning are underway in relation to the upcoming Health and Safety Audit, and a 
regular review of SHW staff training needs is due to be undertaken in early September. The local 
action plan continues to be updated and actions regularly monitored. 
 

Centre for Learning & Teaching 

The following SHW items were discussed with CLT Heads/team in Summer 2018: 
There was one accident report in the period June-Aug 2018 where the person in question felt faint 
at the DEAP conference and was attended to by first aid staff. 
Other than that there were no other incidents at the DEAP conference and good manual handling 
procedures were used throughout. 



   

 

CLT staff have been refreshing their online training modules and are expected to complete them all 
by mid-Sep. 
At this moment in time all DSE issues are resolved. 
Annual room inspections have taken place and an issue relating to a door not closing has been dealt 
with by Estates. 
PAT testing is due to take place in September. Awaiting Veriserv to respond with a date. 
The team stress risk assessment is not due until the Autumn but Ruth Pickford, Director of CLT and 
Sue Smith, Associate Director, attended the Stress Management workshop on 14 and 15 May. 
A new placement student is due to start in September and will have H&S induction from Deb 
Chapman. 
There is nothing to report on any other areas. 
 

Distance Learning 

 

All updates from the SHW Team are passed directly to our team, unless they need to be discussed 
at a higher level before being passed on.  As I am a member of our Strategic Management Team 
along with Edmund and Sarah Grund, Head of Instructional Design, any decisions are taken at 
these. If a discussion is required the information is shared at our monthly team meeting. The Stress 
Risk Assessment for the team has just been completed.  No training has been undertaken in the last 
couple of months, but we have a new student placement who will be completing her modules in the 
next couple of weeks. 
 

HR 

HR has undergone change in the appointment of its SHW Coordinator. A full handover and training 
session was undertaken to ensure the new SHW C had the necessary resource. All the HR Operating 
documents were updated and signed off. Attendance at the HR LT meeting was undertaken to 
update the Leadership Team on progress relating to the up and coming Health and Safety Audit, as 
well as updates on training compliance. Stress management training has been completed and dates 
set to undertake Service level Stress RA. 
 

Research & Enterprise  

We have integrated health and safety support across the service. A new local instruction document 
has now been produced and circulated to all staff within R&E Services. We have appointed a second 
SHW Coordinator, the R&E Personal Assistant, who will act as an initial point of contact for service 
staff based in Headingley. The existing SHW Coordinator will be first point of contact for staff based 
at City and the three University Business Centres (Leeds, Wakefield, and Halifax). Now that all office 
moves have been completed, we have carried out a full review of our First Aid and Fire Warden 
provision across the service with several new members of staff being assigned to these roles. 
 

 

University Secretary’s Office 

Health & Safety operations within the service are now re-established following the realignment of 
the University Secretary’s Office, and are working well. A service-wide ‘operating procedures’ 
manual has been developed, and is currently awaiting sign off by the University Secretary’s 
Leadership team (USLT). The submission of the service’s first health & safety audit is currently 
underway and will be submitted before the end of October 2018. The area still remains as low risk, 
and there have been no accidents or incidents reported since the Committee’s last meeting. 
 



   

 

Business Engagement 

Business Engagement team is approaching first full year since being established.  
Updated Risk registers are being compiled to reflect office working in RB408.  
No SHW issues reported via the team meetings in Placements, Employer Engagement or Jobshop.  
Low Impact annual H&S self-audit is being used as opportunity to evaluate all H&S practices and 
ensure training is up to date for all team members.  
New departmental Secretary for the Pro Vice Chancellor has been appointed and is taking up role 
of Fire Marshall for the department. ( Taryn Cranswick )  
Appointment of the Fire Marshall and early work on the annual H&S audit suggests improvement 
actions in the following areas :  
Better signage in RB408 office for Fire exits and assembly points. 
Provisions of Fire extinguishers or information relating to nearest fire extinguisher location on Rose 
Bowl 4th Floor.  
Information ( and signage ) to be shared with staff on details of nearest qualified First Aiders to 
RB408  ( 1 person in team is qualified, but information regarding other First Aiders in Rose Bowl is 
lacking)  
 
Student Union 
 
The SU is currently preparing for Freshers 2018 and all relevant individuals have been working on 
providing health and safety information to stall holders and completing risk assessments for all 
activities.  The Students’ Union has recently agreed  ‘Mental Health’  will be a priority objective for 
18-19, this applies to both students and staff and we will be working on incentives and campaigns 
around this topic. The Union has recently revisited first aid provision, fire marshal provision and 
agreed nominated individuals.   16 members of the SU recently attended Mental Health First Aid 
training and a further session will be arranged during term 2.    A second member of staff has 
recently attended DSE training and is now a DSE Assessor. The SU is preparing for the Health and 
Safety Audit and hopes to meet with the Health and Safety Advisor shortly.  
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Minutes of the CARES meeting 
Introduction 
 
1. This is the summary report of the CARES Safety, Health and Wellbeing Advisory Group meeting 

of 28th August 2018. Recent copies of the full minutes are available at 
www.leedsbeckett.ac.uk/partners/hea.htm or thereafter from the Secretary. 

 
Recommendations and referrals 
 
2. The Group has made no recommendations/referrals for Committee consideration. 
 
Other major discussions 
 
3. The Advisory Group discussed the following matters: 

 
 

• Actions from previous meeting discussed. 

• Terms of reference and membership discussed;  

• LW To send out a link to read the last Safety Health & Wellbeing Committee meeting. 

• A reminder was given verbally to remind staff of the Accident, Dangerous occurrences 
procedure. 

• Staff reminded that all inspections are due and once complete must be forwarded to 
CARES SHWAG email. 

• The Stress Management Policy has been agreed and Managers Stress Risk Assessments 
are being undertaken. 

• Training 
- Managers reminded that it is there responsibility to decide what training is relevant 

to their staff (excluding University mandatory training). 
- Stephen Thackray working with People Development to improve staff enrolment and 

compliance reporting by re-aligning area training profiles. 
- First Aid and Fire Warden – continue to promote especially within Food Services.  
- To meet with People Development to review CARES training provision, on-line 

training process. 
- Managing Safely – IOSH course – Managers and supervisors booked on face to face 

course in January 2019. 

• COSHH – ST reminded staff that data sheets, assessments need updating annually and 
signing. Both campuses should be using the same chemicals. 

• PAT – Laurie Wilson gave an update on PAT as all university areas are having difficulties, 
this will be centralised and financed through estates moving forward. 

• Fire – Reminder to keep fire doors shut, and closed once deliveries have been stored. 

• Catering and food Services – Ongoing Issue with road outside Campus Central to James 
Graham back entrance. Road is uneven and causes handling issues moving trolleys  

• Mail room – ongoing issues with the fire exit doors in the mail room – Estates to progress. 

• DC reiterated the point of incorporating Health and Safety in all CARES areas and to 
ensure issues reported to Estates are monitored and escalated if required. 

• New Health and Safety Audit themes including Leadership section were discussed to 
make staff aware of the change in the audit process. 

https://www.leedsbeckett.ac.uk/partners/hea.htm
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Attendance 
 
Present: 
 
Stephen Thackray [Chair] 

David Collett Paul Goodall  

Angela Carter Maria Philips  

Laurie Wilson Chris Rayner  

Christine Simpson Shaun McHugh  

Luke Smalley  Lyndsay Gallaher  

Clare Vidler Neil Armstrong  

Louise Hartley Richard Corbett  

Anita Northing   

   

 
Staff within brackets have sent a substitute to attend  
 

Apologies: 

Kate Davis Sharon Mangan  

Jon Beyon Geoff Ibbotson  

David Parker Michael Walton  

Lorraine Foster Nick Gill  

Karen Dodd Brian McLaughlin  

Geoff Ibbotson Sunny Chukwu  

Lio Achard Karen Hall  

John Keeton Michael Walton  

Louise Lyttle Victoria Johnson  

Kelly Allen Mike Walker  

Sarah Furgurson Harish Champaneri  

Gareth Brew 
 

  

   
Attendees: 
Julie Rodley [Secretary] 
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Summary report of the Estates Services 
 
Introduction 
 
1. This is the summary report of the Estates Services Safety, Health and Wellbeing Advisory Group 

meeting of 7th September 2018. Recent copies of the full minutes are available at 
www.leedsbeckett.ac.uk/partners/hea.htm or thereafter from the Secretary. 

 
Recommendations and referrals 
 
2. The Group has made no recommendations/referrals for Committee consideration. 
 

Major discussions 
 

3. There was an adjustment in the group membership with the departure of Rebecca Lord (Head 
of Projects). An invite to Louise Childs (Associate Director Planning and Development) to attend 
or nominate a project team member to join the group 
 
The group noted Andy Allison’s role change from Head of Maintenance to Associated Director 
(Property & Assets) 
 
The group continues in its endeavours to recruit new/maintain existing members. 
 
The agenda continues to be well received and will be continued for the near future. 
 
The previous minutes were accepted as a true record 
 
The group heard a verbal report from Laurie Wilson, summarising items discussed at the last 
university committee meeting.  
 
The group discussed the reported incidents from contractor infringements; thankfully, all were 
no injury events 
 
Planon continues to progress 
The existing Permit to Work procedure is undergoing a review  
The Electrical Safety Rules are undergoing an external review to ensure suitability. 
 
The group noted the change in electrical regulations – the introduction of the 18th edition and 
training provision fund has been made available for training staff where/as required 
 
It was noted by the group that the Sustainability Team had secured recertification to the ISO 
14001 (2015) standard 
 
Christine Bell on behalf of HR spoke about the imminent colleague survey and voiced her 
encouragement for managers to encourage staff to complete 
 
Operational updates - Key issues for each team/area was discussed within the group. 
 
Any staff training needs discussed and confirmation given of training already 
booked/completed/outstanding. 
 

https://www.leedsbeckett.ac.uk/partners/hea.htm


   

 

AOB.  
Maintenance officer Ryan Hill raised concerns as to the air quality within Portland boiler house 
Laurie Wilson advised the group hi is in the process of centralise the PAT testing requirement. 
 
 
 

 
Attendance 
 

Present: 
Luke Smalley [Chair] 
 
 
Mark Robinson, Mark Warner, Jenifer Bridger, Anj Farrar, Laurie Wilson,  
Chris Naylor, Christine Bell, Victoria Hague, Ryan Hill,  
 
 
 
Apologies: 
Christine Simpson, Andy Keeling, Peter Griffiths, Ann Coulson Andrew Keeling, Michael Hetherington 
Derek Turner, Andrew Thrippleton 
 
Attendees: 
Julie Rodley (secretary) 
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Summary Report of the Composite Advisory Group for the Schools of Clinical and 
Applied Sciences and Health and Community Studies, the Leeds School of Social 
Sciences, and the Leeds Law School Meetings of 29th June and 7th September 2018 
 

Introduction 
 

1. This is the summary report of the Composite Advisory Group for the Schools of Clinical and 
Applied Sciences and Health and Community Studies, the Leeds School of Social Sciences, and 
the Leeds Law School meetings of 29th June and 7th September 2018. 
 

2. Recent copies of the full minutes are available at www.leedsbeckett.ac.uk/partners/corporate-
governance/safety-health-and-wellbeing-committee or thereafter from the Secretary. 

 

Recommendations and referrals 
 
3. No matters have been referred to the Committee.  

 
Meeting of 29th June 2018 
Major discussions 
4. The Group reviewed the following papers from the Meeting of the Safety Health and 

Wellbeing Committee held on Thursday 7th June 2018: 
Thematic Topic – Security (Verbal); 
Annual Accident Report; 
Safety Health and Wellbeing Audit Review; 
Quarterly Accident and Incident Report;  
Spring Fire Drill Report; 
Wellbeing Update; 
Occupational Health Update; 
Stress Absence Monitoring and Benchmarking (Verbal) 
Stress Management Update (Verbal) 
Safety Health and Wellbeing Training; 
Good Practice. 
 

5. The Group then considered the following local issues: 
Accidents and incidents; 
Health and Safety Inspections; 
Training Update; 
Operational Procedures/Restructuring Update; 
Update on Biological Safety Committee; 
Health and Safety Action Plans; 
Arrangements for Electrical Testing. 
 

6. The Group was also informed that after consultation, it would appear that members were 
more likely to be able to attend on a Friday morning, and it was therefore agreed meetings in 
2018-19 would start at 10.00.  The proposed schedule would be drawn up outside of the 
meeting. 
 

http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee
http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee


   

 

Meeting of 7th September 2018 
Major Discussions 
7. This meeting was scheduled so as to be able to meet the reporting deadline for the Health and 

Safety Committee.  Unfortunately, some members were on leave or at Conferences, and two 
others had to send apologies at very short notice due to circumstances outside of their control. 
Megan Robinson (Secretary in SCA) was welcomed as the new Secretary to the Group. 
 

8. There were no new papers from the Health and Safety Committee to consider, but the Group 
briefly discussed the proposed Fitness to Study Policy, as it had been actively following this up.  
The Group was pleased to note that progress was being made. 
 

9. The rest of the meeting was devoted to consideration of the following: 
Accidents and incidents – none to report; 
Inspections; 
Training Update; 
Health and Safety Operating Procedures; 
Arrangements for the Biological Safety Committee; 
Arrangements for Electrical Testing; 
Document Storage. 
 

10. In relation to Electrical Testing the Group was advised that there was still no date arranged for 
Veriserve to come and undertake the testing within the 4 Schools despite several attempts to 
contact them by e-mail.  The SHW Team had provided details of an alternative contact, but as 
yet there had been no response.  Due to an error on the part of Veriserve, they would be 
undertaking testing in the Leeds Law School as part of a visit to another School.   
 

Attendance 

 29th June 7th Sept. 

Alison Caswell (Chair/Co-ordinator Clinical and Applied Sciences) Attd. Attd. 

Megan Robinson (Secretary) N/A Attd. 

Carl Morgan (Co-ordinator Leeds Law School) Attd. Apols. 

Liz Phizackerley-Sugden (Co-ordinator Leeds School of Social Sciences) Apols. Attd. 

Ian Richardson (Co-ordinator Health and Community Studies) Attd. Attd. 

Paula Beesley Attd. Attd. 

Julie Blythe Attd. Attd. 

Tim Briggs (UCU) Apols. Attd. 

Clare Edwards Apols. (ML) Apols (ML) 

Pauline Fitzgerald Apols. Apols. 

John George Attd. Apols. 

Kate Grafton Apols. Apols. 

Sarah James Apols. Apols. 

Stephen Mole Attd. Apols. 

Vikki Roberts Apols. Apols. 

Darren Shaw (UCU) Apols. Apols. 

Kristy Shaw (in place of Vikki Roberts) Attd. N/A 

Chris Domeracki N/A Attd. 

Laurie Wilson (In place of Chris Domeracki) Attd. N/A 
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SUMMARY REPORT OF THE SCHOOL OF FILM, MUSIC AND PERFORMING ARTS SAFETY, 
HEALTH AND WELLBEING ADVISORY GROUP  
 

Introduction 
 
1. This is the summary report of the School of Film, Music and Performing Arts Safety, Health and 

Wellbeing Advisory Group meeting of 26th June 2018. Recent copies of the full minutes are 
available at www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-
wellbeing-committee or thereafter from the Secretary. 

 

Recommendations and referrals 
 
2. The Advisory Group confirm that no matters have been recommended/referred to the 

Committee for consideration. 
 

Major discussions 
 
3. The Senior Occupational Health Advisor had been invited to the meeting to present an overview 

of the services available.  Power point slides were sent to the School for dissemination to staff. 
 

4. First aid trained staff and fire wardens had been identified in all buildings used by the School, 
however it was agreed there was insufficient cover. School staff would be encouraged to 
participate in first aid training and was already in the process of encouraging staff to undertake 
the role of fire warden. 

 
5. A total of four accidents, near misses or dangerous occurrences had been reported between 13th 

April and 15th June 2018.  A student had accessed the roof of Electric Press, students had been 
locked behind gates at Prime Studios due to overrunning their agreed finishing time and two 
students had trapped their fingers.  All occurrences had been formally reported.  Further 
investigation regarding the student climbing onto the roof of Electric Press was underway. 

 
6. The forthcoming schedule of inspections had been analysed to ensure they met the needs of the 

School and were achievable and were presented to the Advisory Group. It was agreed that 
inspections would be spread out over the year to avoid all inspections being undertaken at the 
same time.  Inspection dates had not yet been added to the spreadsheet for Prime Studios (FTU) 
and Blueberry Hill recording studios.  The Learning Support Manager agreed to undertake these 
inspections. 

 
7. The Advisory Group received a report on the completion figures for the School’s Health & Safety 

training.  It was agreed that whist the results were good, there was still room for improvement. 
Managers were asked to encourage staff to complete the training they were enrolled on. 

 
8. The Advisory Group received a report on guidance on undertaking stress risk assessments from 

Human Resources.  It was noted the Stress Management Policy and Procedure had been updated 
to identify and control potential causes of work related stress.  Key actions from the overall 
action plan would be taken forward and discussed at the School Leadership Team meetings. 

 
9. Following a light touch Safety, Health and Wellbeing audit in 2017, the Advisory Group were 

informed that a full audit would be undertaken in summer 2018.  Significant work had been 

http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee
http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee


   

 

undertaken within the School; the Health & Safety Co-ordinator and the Learning Support 
Manager would ensure appropriate management of operational activities was taking place. 

 
10. The Advisory Group received the minutes of the Safety, Health and Wellbeing meeting held on 

7th June 2018.  The Health and Safety Officer provided a brief overview of the discussions that 
had taken place and confirmed there were no specific issues relating to the School 

 
 
 

 

Attendance 
 
Present: 
Stephanie Lapidus [Acting Chair] 
Paul Butler Chris Domeracki Oliver Bray 

Andy Solomon 
Steve Parker representing 
Martin Briggs 

 

   
   
Apologies: 
Annabelle Pangborn Cheryl Bumby Mobina Begum 
Netti Cairns Dave Procter  
   
Attendees: 
Pam Carter [Secretary] Anne Coulson  
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Summary Report of Sport & Active Lifestyles 
 
Introduction 
 
1. This is the summary report of the Sport & Active Lifestyles Safety, Health and Wellbeing Advisory 

Group meetings of 14th August 2018. Recent copies of the full minutes are available at 
https://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-
committee/ or thereafter from the Secretary. 

 
Recommendations and referrals 
 
2. The Group has made no recommendations/referrals for Committee consideration.  
 
Major discussions 
 
3. The Advisory Group discussed the following matters on the 14th August 2018: 
 

 
a) The Group received the accident and incident reports for the previous 3 months. No unusual 

or concerning data recorded. It was noted that through that Near Miss data will be included 
in future reports. 

 
b) The Group were updated on progress with preparation for the forthcoming full Audit that is 

scheduled for September 2018 
 

c) The Service is to engage with QLM (Quality Leisure Management) for specialist sport and 
leisure industry related advice and guidance to complement the internal safety support as of 
1st September. As part of this partnership the service is aiming to achieve LeisureSafe 
Accreditation by 2020. 
  

d) The Group were updated on progress against the Team Stress Risk Assessments that had 
shown a significant reduction in areas highlighted as factors contributing to stress. There 
were no new individual cases identified and the total number of individual cases remains 
zero. Chris Domeracki informed the group that the TSRA’s summaries used were an ideal 
example of good practice in terms of monitoring  ‘stressors’ as identified from TSRA’s to 
inform the action plan in terms of the most significant stressors. 

 
e) The Group were updated as to the activity of the recently formed Safety Working Focus 

Forum which had representation at all levels of the department from SLT to front line staff. 
 

f) The Group received an update from the most recent SHW Committee. 
 

g) The Chair shared with the Group that the HSE had again been approach with a concern 
resulting in an extended visit between 19-21 November, originally their return was only 1 
day.  

 
h) The Chair further advised the group that feedback from S&AL, following the HSE 

announcement, had evoked overwhelming positivity from staff about our department & 
team as a whole, particularly relating to collaborative team (Service wide) working and 
significantly improved communication. 

https://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee/
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i) The Chair advised the group that the Communications and Engagement Plan has been well 

received by staff all of whom have had the opportunity to contribute. Monthly drop in 
sessions had also been well attended by staff across the service to ask questions.  

 

Attendance 14th August 2018 
 
Present: 
Sally Nickson [Chair] 
Louise Assioun (LA) Mobina Begum (MB) Chris Domeracki (CD) 
Mark Dunstan (MD) Jane Halloran (JH)  
   
   
Apologies:   
Helen Dickson (HD) Sharon Meredith (SM) Ian Smyth (IS) 
Dan Stanley (DS) Laurie Wilson (LW)  
 
Attendees: 

 
 

Adrienne Stockdale [Secretary]           
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SUMMARY REPORT OF EXTERNAL RELATIONS, CORPORATE COMMUNICATIONS 
 

Introduction 
 
1. This is the summary report of External Relations Safety, Health and Wellbeing activities between 

May 2018 and September 2018.  
 

Recommendations and referrals 
 
2. The committee is invited to receive the report for information and no items have been requested 

to be raised for discussion. 
 

Activities  
 
3. Policy: The External Relations Safety, Health and Wellbeing Coordinator confirmed that the 

External Relations Operating Procedures documentation had been reviewed, updated and 
submitted to the Directorate for oversight and feedback prior to circulation to all External 
Relations staff; with a deadline for circulation agreed for Monday, 1st October 2018. 
 

4. Leadership/SLT/SHWAG: As part of the standing agenda items for the External Relations 
Management Team meetings, held fortnightly, which cover the departmental health, safety and 
wellbeing risk register, stress management etc. the Associate Director of External Relations 
circulated the audit themes and questions paper at the meeting held 11 September 2018 and 
reminded senior colleagues of the need to input and support the upcoming audit. 

 
Regular cross-departmental health, safety and wellbeing update meetings have also been 
scheduled with both the Safety, Health and Wellbeing lead for University Recruitment, Denise 
Dixon-Smith and the University Recruitment Safety, Health and Wellbeing Coordinator, Kevin 
Mullowney, in order to ensure that Corporate Communications continues to be aligned across 
the whole service. 

 
5. Training:  Compliance across the required e-modules to 14 September 2018 stands at: 
 

 

 
DSE Training    46/47 
DSE Assessment   46/47 
Equality and Diversity  47/48 
Managing Stress   15/16 
Health and Safety Essentials  45/47 
 

Colleagues with non-completions have been sent reminders and their Line Managers informed 
of outstanding modules for further action to be taken with the individual as appropriate. 
 
New staff members who joined External Relations were given a Health, Safety and Wellbeing 
induction on 20 June 2018 and all relevant online modules have been completed. 
 
External Relations Managers completed the mandatory Stress Management and Risk 
Assessment face to face training sessions held throughout May and June 2018.  Colleagues were 
also made aware of the new Stress Management Policy and Procedure and the Guidance on 



   

 

Undertaking Stress Risk Assessments available on the Managing Stress webpage, along with the 
refreshed online training modules available for all colleagues through People Development 
Online e.g. ‘Stress Work and You’, ‘Individual Stress Risk Assessment’, ‘Occupational Health 
Referrals’ and ‘Coping with Change’. 
 

6. Health and Wellbeing: The External Relations Safety, Health and Wellbeing Coordinator 
circulated an email notification to all staff on 14 September 2018 with regards to the new 
support service ‘Active Care’ which provides early intervention and support for colleagues 
absent from work due to stress (whether work-related or otherwise) highlighting that this 
service would be available through Employee Assistance Programme, Health Assured from 17 
September 2018. 

 
Mental Health First Aid for HE training, led by Chris McLay of HR, has been arranged for all 
managers within External Relations on 27 November 2018, with two further sessions to be 
confirmed, in order to ensure that all management have the relevant skills to appropriately 
support both themselves and their colleagues. 
 

7. Accidents, near-misses and dangerous occurrences: Graduation 2018 saw six incidents reported 
to the External Relations Safety, Health and Wellbeing Coordinator consisting of: 
 
1 x Insect bite/sting – first aid applied 
1 x small cut to head of graduate due to throwing mortarboard into the air – head advice given 
1 x diabetic incident – ambulance crew on scene 
1 x report of central chest pain – ambulance called and rapid response unit on scene 
2 x falls down steps at the Town Hall - staff escorted to LGI A&E in wheelchair for review. 
 
No additional remedial actions were required.  Colleagues were reminded to remain vigilant and 
to report incidents when they occurred.  Colleagues were also asked to encourage staff to learn 
from any incidents in order to prevent them being repeated.   
 

8. Room Inspections: The External Relations Safety, Health and Wellbeing Coordinator confirmed 
that the 2018 room inspections within Bronte Hall had been completed with ESR’s submitted for 
remedial works to be undertaken where necessary.   
 
At the weekly External Relations Team Stand-up meetings, colleagues were reminded to remove 
pop up kitchens, ensure that their offices were tidied and that event materials were properly 
stored in Macaulay basement.  The Events, Alumni and Partners team confirmed that the 
Macaulay basement had been cleared. 
 

9. Performance Review: The date of the External Relations H&S Audit 2018 had been confirmed 
for the afternoon of 30th October 2018. 
 

10. Hazards: Four additional External Relations staff were trained as DSE Assessors on 14 September 
2018 by Laurie Wilson and Ann Coulson.  This brings External Relations to having six trained DSE 
assessors with at least one trainee per section. 

 
11. First Aid and Fire: Departmental first aiders who require recertification have been booked onto 

a relevant course in December 2018.   
 



   

 

The External Relations Safety, Health and Wellbeing Coordinator continues to work with 
Maintenance colleagues with a view to implementation of a revised fire schedule of fire doors 
within Bronte Hall. 

 
12. Hazardous Substances: COSHH assessments for items used within External Relations have been 

reviewed and updated as necessary. 
 

13. Environmental: Moth infestation continues to be a problem within Bronte Hall.  Enserve 
attended site Friday, 31 August 2018 to carry out a routine spray however, this is being found to 
be ineffective with adult moths and larvae continuing to be witnessed on a daily basis, especially 
within the Director’s office, Bronte 201, located mid-corridor.  Loft treatments will now be 
implemented by Estates Services in an effort to eradicate the infestation. 

 
Conclusion 
 
The Committee is invited to note the report. 
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SUMMARY REPORT OF IT SERVICES 
 

Introduction 
 
This is the summary report of the last IT Services Safety, Health and Wellbeing Advisory Group 
(SHWAG) of 11 September 2018.   
 

Recommendations and referrals 
 
1. The Group has not made any observations or recommendations which require referral to the 

committee for consideration or decision. 
 

Major discussions 
 
2. Since the last report, IT Services have reverted to a formal Safety, Health and Wellbeing Advisory 

Group approach rather than continuing with specific Leadership meetings to coordinate this 
activity.  The primary purpose of this change was to support the Director’s wish to better engage 
the wider staff base in ‘owning’ Safety, Health & Wellbeing matters; three meetings have been 
held in the past three months.   

 
3. Concern has been raised by the SHWAG as to both the quality of the PAT testing which is 

undertaken by Veriserv and also the management of spaces across the University where it is not 
clear where the responsibility for arranging PAT testing is not clear and where there is a risk that 
equipment in these rooms has not been tested in the required manner.  Both of these matters 
have been escalated to the University SHW team who are taking these forwards and will issue 
recommendations in due course. 

 
4. Much of the focus of SHWAG has been on understanding the requirements of the revised Audit 

process and on ensuring the Department is able to effectively evidence the good work that has 
continued over the past year.  Preparations are going well although the timescales to undertake 
this activity have been challenging for the Service given the number of business critical 
programmes that are being delivered during the summer recess. 

 
Attendance 
 
Present: 
Nigel Buckland [Chair] 
Tatiana Hepplewhite Joan Sheehan Roland Cross 
Sarah Keeley [Secretary] Becky Nicholson Graeme Bromley 
Angus Orde 
 

Paul Hartshorne  

Apologies: 
Chris Domeracki   

 
 
   
 
   



 

SAFETY, HEALTH & WELLBEING 
COMMITTEE 

2 October 2018 
 

HEA-2018-018 
OPEN  

 

 

Summary Report of the LLI Safety, Health and Wellbeing Advisory 
Group 
 

 

Executive Summary 

This is the summary report of the LLI Safety, Health and Wellbeing Advisory Group meeting of 10 
September 2018, 

 

Action Requested 

This report is for information. The Committee is invited to note the report. 

 

Appendices 

None. 

 

Author 

Name: 

Job title: 

Date: 

Wendy Luker 

Associate Director, Libraries and Learning Innovation 

18 September 2018 

 

Approval Route 

18 September 2018 Jo Norry, Director, Libraries and Learning Innovation 

 



   

 

SUMMARY REPORT OF THE LLI Safety, Health and Wellbeing Advisory Group 
 

Introduction 
 
1. This is the summary report of the LLI Safety, Health and Wellbeing Advisory Group meeting of 

10 September 2018. Recent copies of the full minutes are available at 
www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-
committee or thereafter from the Secretary. 

 

Recommendations and referrals 
 
2. The Group has made no recommendations or referrals. 
 

Major discussions 
 
3. The Advisory Group discussed the following matters: 

• The minutes of the last meeting held on 11 May 2018 were confirmed. 

• Under Matters Arising, the tannoy in the Headingley Library, and the PAT testing of PCs in public 
areas were discussed. 

• A report from the University Safety, Health and Wellbeing Committee held on 7 June 2018. 

• One accident had been reported in LLI, but no remedial action was needed. 

• An update was provided on Team Stress Risk Assessments. 

• The Group then discussed Fire Wardens and First Aiders, and confirmed that this is also working 
well at QSH, where LLI’s Learning Systems Team are located. 

• An update was received on online training and DSE assessments. 

• An update was provided on room inspections currently taking place.  

• An update was given on the refurbishment works of the ground floors of both libraries which 
took place in Summer 2018, and noted that the HY works are almost complete. The Group Study 
rooms are now being refurbished at HY. 

• The Group received a full report on the air quality in LSBG21. It was noted that the monitoring 
provided assurance that there are no issues regarding air quality. 

• A Wellbeing update considered what more the group can do to promote wellbeing within the 
service. 

• An effectiveness review of the SHWAG will be conducted following the meeting. 

• Under Any Other Business, the Chair sought clarification of the risk level assigned to LLI. 

• The Group noted the Schedule of Meetings/Business for the 2018-19 academic year. 
 

Attendance 
Present:  
Wendy Luker [Chair] 
Chris Domeracki James Hochstrasser Nicola Hurle 
Eric Jackson Andy Key Kate Kluttz  
   
Apologies: 
Karl Darbyshire Stephen Grindrod Tom Guest 
   
Attendees: 
Clare-Marie Beaman [Secretary]  

http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee
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SUMMARY REPORT OF CARNEGIE SCHOOL OF EDUCATION 
 

Introduction 
 
1. This is the summary report of Carnegie School of Education, Safety, Health and Wellbeing 

Advisory Group meeting of Monday 21 May 2018. Recent copies of the full minutes are available 
atwww.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-
committee or thereafter from the Secretary. 

 

Recommendations and referrals 
 
2. The Group can confirm that no matters have been referred to the Committee for consideration 
 

Major discussions 
 
3. Key major discussions 

Caroline Bligh (CB) suggested that all course directors (or deputies) should be invited to the 

School of Education Health and Safety Advisory Group. The School committee secretary was to 

update the membership list and invite all course directors to the next meeting. 

 
Use of Outlook Calendars  
 
CB outlined the importance of knowing where people are in an emergency situation.  The School  
had requested that all staff share their Outlook calendars and provide full permissions  
to their line managers.  CB believed that this information would aid fire drills. 
CD provided the University perspective.  Sharing of Outlook calendars was not compulsory and that  
 staff working off-site should provide their absence details and mobile phone numbers to  
their line managers.  CD also referred to the University HR Attendance policy.CD further explained  
that the Carnegie Hall fire alarm was clearly audible and was backed up with fire drills and  
fire wardens.  A reliance was placed on the “Human Factor” with staff required to state who  
is still in the building and anyone with a mobility issue should assemble in the stairwells and  
wait for evacuation via Evac Chair. It was mandatory to conduct at least one full evacuation of  
Carnegie Hall each year.  Higher occupancy buildings had at least two full evacuations each year.   
 
Stress Management Training  
In place of LW, CD encouraged colleagues to book on the Stress Management Training sessions,  
attend and feedback to the Senior Leadership Team.   
 
Action – CD to send TH the link to this issue. 
 

 

Schedule of Business Reports 
Due to a change of circumstances, the Carnegie Faculty Health, Safety and Wellbeing  
Coordinator (Mike Jennings) was unable to provide assistance with the following reports: 

o Building Inspection Report 
o Office Risk Assessment Report 
o Display Screen Equipment (DESA) Report 
o PAT Electrical Equipment Report  
o H&S Training Update   

http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee
http://www.leedsbeckett.ac.uk/partners/corporate-governance/safety-health-and-wellbeing-committee


   

 

CD noted that in the absence of Mike Jennings, the School needed to work with the School  
Health and Safety Wellbeing Coordinator (VH) to obtain these reports.  In addition, CD referred 
the committee to the outcomes of the 2017 Health and Safety audit, in which the Carnegie 
Faculty was not compliant.  
 
Action – TH to work with VH in conducting and obtaining the reports. 
 
School of Education Health and Safety Management Audit 
CD explained that the audit had been undertaken since 2009 and that the  
Carnegie Faculty failed compliance in 2017.  The audit will be face-to-face (not  
unannounced) and include searching the H: drive for relevant documents and  
conducting spot checks regarding displayed posters and notices. The audit will  
include a stress element, highlighting the importance of regular staff training  
and the accurate completion of risk assessments.  CD reminded the committee  
to refresh their knowledge about the themes of the audit. 
 
Action – For the School to note CD’s comments and prepare for the August 

audit.  
 
Accident and Incident Report 
One accident had been reported since the previous meeting.  On 13 April, Gary 

Walker had tripped on the stairs between the first and ground floor in 
Carnegie Hall.  He sustained a sore and swollen left ankle, but was 
walking on the same day.  No defects had been found in the accident 
area. 

CD reminded the committee that all reported accidents should be circulated 
around the school.  Hard copies of Accident Forms should be located in 
the School Reception.   

Action – TH to e-mail this information to the school. 
 

Safety, Health and Wellbeing Committee Update  

• CD presented findings from the previous meeting.  Using data from the 
final quarter of 2017, it was noted: 

HSE Action Plan- Colleagues were required to book and attend training sessions. 
University Accident / Incident Report – 34 accidents had been reported, a 

reduction from 47 in the third quarter.  5 colleagues had been injured 
and 3 had to be declared by the University as part of RIDDOR regulations. 

Fire Drills – Of the 49 fire drills, 89% of evacuations had been within the optimal 
time frame. 

Road Safety Event – The recent taxi inspection found that of the 20 vehicles 
inspected, 2 were temporally suspended due to failure to present taxi 
licence or insurance documents. 

 
Action – At future meetings, the secretary will present this information prior to 

the meeting.  
 



   

 

Design and Technology Building 
DM expressed concerns regarding the D&T building, which is scheduled for 

demolition this summer.  DM highlighted issues regarding access to the 
site (lack of signage), potential trip hazards (the two concrete bowls at 
the top of the steps) and asbestos issues.  

CD confirmed that an asbestos survey would be completed and the building 
would be enclosed prior to demolition  

 
 

Attendance  
Please note - meeting was not quorate 
 
Present: 
Present: 
Caroline Bligh (CB) 
(Chair)  

Doug Martin (DM) 
 

Mary Strode (MS) 

   
In attendance:   
Tim Hirst (TH)  
(Secretary) 

Chris Domeracki (Senior 
H&S Advisor) 
(CD) 

Mai Tai (Student) 
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SUMMARY REPORT OF EXTERNAL RELATIONS, CORPORATE COMMUNICATIONS 
 

Introduction 
 
1. This is the summary report of University Recruitment Safety, Health and Wellbeing activities 

between May 2018 and September 2018.  
 

Recommendations and referrals 
 
2. The committee is invited to receive the report for information and no items have been requested 

to be raised for discussion. 
 

Activities  
 
3. Policy: The University Recruitment Safety Operating Procedures documentation is being 

reviewed and updated. This will be submitted to the Directorate for oversight and feedback prior 
to circulation to all University Recruitment staff. 
 

4. Leadership:  
Regular cross-departmental health, safety and wellbeing update meetings have  been scheduled 
with both the Safety, Health and Wellbeing lead for External relations, Tracy Commons and the 
External Relations Safety, Health and Wellbeing Coordinator, Kerry Dawson, in order to ensure 
that Corporate Communications continues to be aligned across the whole service. 

 
5. Training:  With regards to colleagues completing their People Development Online training 

modules, non-completions have been sent reminders and their Line Managers informed of high 
levels of non-compliance for further action to be taken with the individual as appropriate. 
One additional University Recruitment staff member has been trained as a DSE Assessor on 14 
September 2018 by Laurie Wilson and Ann Coulson. 
Kevin Mullowney attended SHW coordinator training in June 2018. 
 

6. Health and Wellbeing: An email notification to all staff on 14 September 2018 with regards to 
the new support service ‘Active Care’ which provides early intervention and support for 
colleagues absent from work due to stress (whether work-related or otherwise) highlighting that 
this service would be available through Employee Assistance Programme, Health Assured from 
17 September 2018. 
 

7. Accidents, near-misses and dangerous occurrences: Incidents reported to the University 
Recruitment Safety, Health and Wellbeing Coordinator: 
 
6th July 2018 Open Day on-campus – A visitor fell off the kerb on Woodhouse Lane, antiseptic 
wipes and plasters were administered. No further action needed 
 
3rd August 2018 Larkia (Asian girls) residential – Art session, injury to eye from a plastic sheet. 
The eye was washed and dressed. No further action needed 
 
12th September 2018 Cares assistant hit her ear on a shelf in Bronte 118. Incident was reported 
to Cares management team. A recommendation to move the shelves and an ESR request has 
been made. 



   

 

 
No additional remedial actions were required.  Colleagues were reminded to remain vigilant and 
to report incidents when they occurred.  Colleagues were also asked to encourage staff to learn 
from any incidents in order to prevent them being repeated.   
 

8. Room Inspections: The University Recruitment Safety, Health and Wellbeing Coordinator 
confirmed that the 2018 room inspections within Bronte Hall had been completed with ESR’s 
submitted for remedial works to be undertaken where necessary.   
Colleagues were reminded to remove pop up kitchens, ensure that their offices were tidied and 
that event materials were properly stored. 
 

9. Performance Review: The date of the University Recruitment H&S Audit 2018 has been 
confirmed for the 26th October 2018. 
 

 
10. Environmental: Moth infestation continues to be a problem within Bronte Hall.  Enserve 

attended site Friday, 31 August 2018 to carry out a routine spray however, this is being found to 
be ineffective with adult moths and larvae continuing to be witnessed on a daily basis, especially 
within the Director’s office, Bronte 201, located mid-corridor.  Loft treatments will now be 
implemented by Estates Services in an effort to eradicate the infestation. 

 
Conclusion 
 
The Committee is invited to note the report. 
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Summary Report of Student Services 
 

 

Executive Summary 

This is the summary report of the Student Services Leadership team meeting held on Wednesday 
12 September 2018 where an extended Health & Safety discussion took place.  

Action Requested 

This report is for information. The Committee is invited to note the report. 

Appendices 

N/A 
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Date: 

Nada Ellis 

Head of Operations and Business Support 

13 September 2018 

 

Approval Route 

13 September 2018 Priscilla Preston – Director of Student Services 

 



   

 

SUMMARY REPORT OF STUDENT SERVICES 
 
Introduction 
 
This is the summary report of the Student Services Leadership team meeting of 12/09/18. 
 
Recommendations and referrals 
 
No recommendations and matters have been referred to the committee for consideration.  
 
Major discussions 
 
Below is a brief summary of what was discussed at the leadership team meeting. 
 

• There are no accidents to report since the last Health and Safety Committee held on 2 June 
2018. 

• The Head of Operations and Business Support confirmed that the Service would receive a 
Health and Safety audit visit in October from the Senior Health and Safety Advisor now that 
we were deemed a medium impact risk. The Director of Student Services would need to be 
present for the first initial meeting before the full audit took place with the Safety, Health 
& Wellbeing Coordinator.  

• The update from the Senior Health and Safety Advisor on stress risk assessments was 
discussed and colleagues were reminded to save their updated action plans from the 17/18 
meetings in the relevant folder. It was confirmed that managers had added stress risk 
assessments on their team meeting agendas and common themes would be fed into the 
Student Services collated Stress Risk Assessment form.   

• Other action points from the audit were discussed and was also acknowledged that all first 
aid boxes had been checked across both Campuses. 

• The Safety, Health & Wellbeing Coordinator confirmed that she would be checking next 
week the Health & Safety compliance online modules and would be sending reminders to 
staff to complete any outstanding modules. 

• The Head of Operations and Business Support confirmed that she needed to update the 
Student Services Operating procedures and would then circulate to all staff within the 
service.    

• Concern had been raised about student appointments that take place outside of normal 
office hours following a recent situation that could have become a potential risk to the 
member of staff.   It was agreed that a further conversation would be held at the next 
leadership team meeting.  

• The Head of Operations and Business Support would request an ESR for a panic alarm to 
be installed in PRG07a and RB147. 

 
Attendance 
Present: 
Jo Gibson (Chair) 
Member Nada Ellis Member Kate Dean Member Sarah Tomlinson 
Member Sheila Duxbury Secretary Lucy Chapman 
 
Apologies: Chair Priscilla Preston Member Andy Withey Member Claire Aydogan  
Member Kathryn Hassell Member    
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Common Themes Report 
 

 

Executive Summary 

This report is of the common themes noted during Safety Health, and Wellbeing Advisory Group 
and Leadership Team meeting attendance, and through review of associated minutes. 

Action Requested 

This report is for information. 

This report is a starred item. 
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Good Practice Report 
 
This report is of the common themes noted during Safety Health, and Wellbeing (SHW) and 

Leadership Team meeting attendance, and through review of associated minutes. 

 

The following themes were of note: 

 

1. Stress risk assessment and the need to ensure they have been reviewed/updated, and the 
new stress management arrangements. 
 

2. The forthcoming SHW Audit and preparations to ensure appropriate action in terms of 
evidence collation and reports, and meeting dates arranged – where appropriate. 

 
3. Portable Appliance Testing with updates on action taken, and feedback on service 

provision issues relating to Veriserv.  
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Accident and Incident Report  
 
 
Executive Summary 

The report summarises the accidents, injuries and dangerous occurrences within the University 
from 1st April to 30 June 2018, the second quarter. 

Action Requested 

The Committee is invited to receive and note the report. 

Appendices 
Accident Report 2nd Quarter 2018. 
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Accident and Incident Report 
 
Introduction 
The University has moral, legal and financial responsibilities for managing risk and ensuring the 
health and safety of its employees, students and visitors. 
 
A key part of any health and safety management system is measuring performance and the quarterly  
report examines reactive data relating to accidents for the 2nd quarter of 2018. 
 
Measuring performance in relation to health and safety can elucidate trends, highlight safety issues  
and forms the basis for improvements in the future.  
 
Failure to monitor accident data can have a detrimental impact on the management of health and  
safety in an organisation. 
 
The total number of accidents and incidents (47) reported in the 2nd quarter was higher than in the 
corresponding quarter of 2017 (35).  
 
This was due in part to an increase in the number of near miss/dangerous occurrences reported,  
up from (31), in the same quarter of 2017 to (43) within this quarter of 2018.  
 
The numbered injured persons (4), in this quarter was the same in number as compared with the  
corresponding quarter of 2017 (4).  
 
There was (1) RIDDOR accident reported in the 2nd quarter of 2018, (1) less in number when   
compared to the same quarter of 2017(2). The comparison is specifically in relation to the current  
reporting criteria.  
 
Conclusions and recommendations 
 
The Committee is invited to receive and note the report. 
 
 
References and further information 
Accident Report 2nd Quarter 2018. 
 
Chris Domeracki 
Senior SHW Adviser 
5 September 2018 
 



Leeds Beckett University – Accidents and Incidents 1 April to 30 June 2018  
 
There were 47 incidents (excluding sports injuries) reported during the three-month period, 
compared to 35 in 2017. There was one accident reportable to the HSE within this quarter. 
A column headed ‘Hazard Severity’ is included to provide a breakdown of the accidents to 
employees. These are summarized in the table below. 
 

 INJURED PERSON 

 Employees Hazard Severity Students Visitors TOTAL 

School      

Other (on placement) 0  1 0 1 

Service Area      

Business Engagement 1 1 Serious 0 0 1 

CARES 2 2 Min 0 0 2 

Total Injuries 3 1Serious,2 Minor 1 0 4(4) 

Dangerous 
Occurrences 

40  2 1 43(31) 

Total Incidents 43  3 1 47(35) 

 
Totals for 2017 are in brackets. There were 33* other HS1 forms received where the accident 
was classified as a ‘slight’ (compared with 24 in 2017). 
*This total includes the static electric shock incident in the CTEB building.  
 
RIDDOR classification is now only reportable if over 7 day’s absence for employees. 
# - Identifies an ‘over 3-day accident’, but less than 7 days for employees. ® - Identifies the 
accident as reportable by the University, @ - Identifies the accident as not reportable.  
 
RIDDOR Summary (Reported to HSE by LBU) 
 

DRIDDOR   
 Summary 

2018 
2nd 
Quarter 

2018 
Cumulative 

2017 
2nd 
Quarter 

2017 
Cumulative 

  Cause     

Major Injuries 1 1 0 0 

Over 7 Day 
Accidents  

0 0 0 2 

Occupational 
Health 
Disorders 

0 0 0 0 

Accidents to 
members of 
the public 

0 0 1 2 

Reportable 
Dangerous 
Occurrence 

0 0 1 1 

TOTALS 1 0 2 5 

 
Major Injuries/ Health Disorders 
 
There was one accident to report in this category, and no reportable occupational diseases in 
this quarter. This is the same as in the corresponding quarter last year. 
 
A member of University staff was out for a walk during her lunch break. Whilst walking along 
the sports access road, it was reported that she tripped/fallen - when later checked with the 
member of staff upon her return to work, she confirmed that she was wearing wedge shaped 
sandals, and that her fall may have been due to tripping on an uneven surface - possibly a 
twig - adjacent to the speed hump.  
The area was checked on the day of the accident, and later upon her return to work - no 
defect was found. The road has tall trees to both sides. Upon returning to her office on the 
day of the accident - and informing her colleagues - first aid assistance was sought and 
provided by a member of security staff. 



A suspected fracture of the wrist was diagnosed, an ambulance was to be called, but the 
member of staff asked that her husband was contacted, who attended soon after, and took 
her to the A&E Department of the Leeds LGI. It was later confirmed that she has a broken 
left ulna (inward compression).The member of staff was back into work 5 days later. 
A DSE assessment was arranged and provided, and a referral to Occupational Health was 
arranged by her manager in order to aid her recovery. 
 
Over 7-Day Accidents 

 
There were no accidents to report in this category during this quarter. This was the same as in 
the corresponding quarter last year. 
 
Accident to Members of the Public Requiring Hospital Treatment (Includes students) 

 
There were no accidents to report in this category. This was one less than in the corresponding 
quarter last year.   
 
Dangerous Occurrences 

 
During this quarter, there were no dangerous occurrences classed as Reportable to the HSE. 
This was one less than in the corresponding quarter last year.   
Near Miss/Dangerous Occurrences (not reportable to HSE) 
 

School/Service Number 

CARES 
Fire alarm activations (9 various)  
Lift entrapments (6) 
Power outage  at BPA/B due to external provider issues(2) 
CARES Security colleague verbally abused at security cabin by staff member 
Door to goods lift CARES service corridor (RB) found wedged open with cardboard. 
Break in at SU bar by x3 unknown persons at 02.35am. 
Broken window in Rosebowl 5th floor. 
Razor blade found in toilets CL 4th floor 
Verbal threat to security staff due to unpaid parking tickets 
Youths found to have accessed Campus Central roof 
Table accidentally broken by student JG building 
Stadium doors faulty  
3 males became aggressive whilst exiting LSB 
Rosebowl window broken adjacent to room 148 
X2 males entering LSB library were abusive to Security when challenged. 

29 
 

Estates 
Emergency Generator exhaust fumes entering Carnegie Hall. 
Issues reported with gas boiler maintenance for Carnegie Village. UPP and Estates 
following up. 
Incorrect procedures for work at height adopted whilst using steps. 

3 

FMPA 
Student accessed the EP roof by climbing out of a window. Subsequent full 
investigation by FMPA/ES. 
Students locked behind gates in prime due to running over time prior to lock down. 

2 

HR 
Lift contractor left items of work equipment in circulation space 
Driver driving aggressively and being verbally abusive to security colleague. 
REDS 10 operative working unsafely on scaffold. 
REDS 10 contractor working on kerb edging not wearing appropriate PPE 
Operative using Stihl saw with no PPE or water suppression on Carnegie Drive 

5 

S4S -    Student became angry and broke a plastic magazine holder on floor 1 

SAAD - Water spilt on kitchen floor  in BPA kitchen 1 

SOE -    Leak from water boiler in Carnegie Hall 2nd floor 1 

SOS -    Fire doors found to be propped open in CDT workshop. 1 
TOTAL 43(31) 



  LEEDS BECKETT UNIVERSITY Includes injuries (excluding slight) reportable by accident form in the University accident reporting procedures 
 

  
 
 
 1 April– 30 June  2018 
 
TYPE OF ACCIDENT 
 

MACHIN
-ERY/ 
EQUIP-
MENT 
FOR 
LIFTING 
AND 
CONVE
Y-ING 

PORTBL
E 
POWER 
OR 
HAND 
TOOL 

ANY 
VEHICL
E OR 
ASSOCI
-ATED  
EQUIP-
MENT/  
MACHI
N-ERY 

OTHER 
MACHIN- 
ERY OR 
EQUIP-
MENT 

PROCE
SPLANT 
PIPE- 
WORK 
OR 
BULK 
STRAG
E 

ANY 
MATERIAL 
SUBSTNCE 
OR PRODUCT 
BEING  
HANDLED/ 
USED OR 
STORED 

GAS 
VAPOUR, 
DUST, 
FUME OR 
OXYGEN 
DEFICIEN
T ATMO-
SPHERE 

PATHO- 
SEN OR 
INFECT
D 
MATRIA
L 

LIVE 
ANI
MAL 

MOVBLE  
CONTAIN-
ER OR 
PACKAG-
ING OF 
ANY KIND 

FLOOR, 
GROUND 
STAIRS OR 
ANY WORK 
SURFCE 

BUILDING 
ENGNERING 
STRUCTRE 
OR 
EXCAVATON 
UNDRGRND 
WORKING 

LAD
DER 
OR 
SCA
FFO- 
LDIN
G 

CONSTR-
UCTION 
FROM 
WORKING 
SHUTTER- 
ING AND 
FALSE- 
WORK 

ELECTRI-
CITY 
SUPPLY 
CABLE 
WIRING 
APPARA
TS OR 
EQUIP-
MENT 

ENTER-
TAINME
NT OR 
SPORTI
NG 
FACILIT
IS OR 
EQUIP-
MENT 

H 
O 
R 
S 
E 
P 
L 
A 
Y 

ANY 
OTHER 
AGENT 

T 
O 
T 
A 
L 

 
CONTACT WITH 
MOVING 
MACHINERY/MATERIA
L BEING MACHINED 

                  0 

 
STRUCK BY MOVING/ 
FLYING/FALLING 
OBJECTS 

                  0 

STRUCK BY MOVING 
VEHICLE 
 

                  0 

STRUCK AGAINST 
SOMETHING FIXED OR 
STATIONARY 

  10                1 

 
INJURED WHILST  
HANDLING, LIFTING OR 
CARRYING (STRAINS) 

                  0 

SLIP/TRIP/FALL AT 
SAME LEVEL 

          04, 37, 79        3 

 
FALL FROM A HEIGHT 
 

                  0 

TRAPPED BY SOME-
THING COLLAPSING/ 
OVERTURNING 

                  0 

 
DROWNING/ 
ASPHYXIATION 

                  0 

EXPOSURE TO 
CONTACT WITH 
HARMFUL 
SUBSTANCES 

                  0 

 
EXPOSURE TO FIRE 

                  0 

EXPOSURE TO 
EXPLOSION 
 

                  0 

CONTACT WITH 
ELECTRICAL 
DISCHARGE 

                  0 

 
ANY OTHER AGENT 
 

                  1 

 
TOTAL 

0 0 1 0 0 0 0 0 0 0 3 0 0 0 0 0 0 0 4 

 
   Please note – the numbers in the accident categories on the table relate to the accident log reference number  
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Fire Safety Management Update  
 

 

Executive Summary 

This paper contains a summary report to update the Committee in relation to Fire Safety 
Management across the university estate  

Action Requested 

This report is for information.  This report is to be a starred report. 

 

Appendices 

None 
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Approval Route 
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Fire Safety Management Update 2018 
 
 
 
Introduction 
 
As part of the University commitment to manage fire safety, the details below a summary of 
actions:- 
 

University Fire Risk Assessment 
 
Fire Risk Assessments are undertaken in line with the requirement of the University Fire Safety 
Policy. Both within the University Estate and for non-residential leased space.  Where measures 
are identified that require improvement, these have been escalated to the appropriate School 
and/or professional Service Area. All actions continue to be monitored via the Safety Health and 
Wellbeing team alongside Estates Colleagues, until the actions are either completed or included 
within a wider, managed project.  
 
Revised Fire Evacuation Strategy – City Campus 
 
Works is progressing on a revised fire evacuation strategy for Lesley Silver, Woodhouse, 
Portland, Portland new entrance and Calverley buildings.  The purpose being to improve 
effectiveness of evacuations whilst reducing the impact to teaching and learning.  This includes 
works to life safety systems and signage in order to support the change.   
 

 Fire Safety Policy  
 
 The Fire Safety Policy has been updated to reflect the reporting change of the Safety Health & 

Wellbeing team from Human Resources to Estates Services.   
 
Fire Equipment Servicing 
 
In line with our legal obligations, all fire extinguishers and fire blankets that remain the 
responsibility of the university have received an annual service.  This took place throughout July 
2018 at our Headingley Campus and during August 2018 at our City Campuses. 
 
External Premises  
 
Support has continued to be provided in relation to those premises currently under lease 
agreement by the University. These include Bond Terrace, Wakefield, Piece Mill, Halifax and 
Prime Studios, Leeds.  Support has included working with the Enterprise Team, Schools, Estates 
Services and Landlords/Owners of premises. 
 
Fire Drills  

 
 Planning has commenced for the forthcoming autumn drills. 
 

 
 



   

 

KPMG Audit 
  

  Fire Safety has been identified as part of the Internal Audit Plan for Leeds Beckett University.  
The Safety Health and Wellbeing team have met with the auditor and provided evidence as 
requested in line the Terms of Reference. The draft audit report is currently awaited.  

 
  

Estates Projects 
 
The Safety Health and Wellbeing team have continued to provide fire safety guidance in relation 
to both new and existing projects.  
 
 
 
 
Fire Safety Management updates are to be provided at each subsequent committee meeting. 
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Wellbeing Update 
 
 
Executive Summary 

This paper provides an update on our wellbeing events and activities  
 

Action Requested 

This report is for information.  The Committee is invited to receive the report and note its 
contents. 
 
 

Appendices 
Appendix 1 – Active Care Manager’s Guide 
Appendix 2 – Active Care Employee’s Guide 
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Approval Route 
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WELLBEING UPDATE 
 
Introduction 
 

1. This paper provides an update on the Wellbeing and Occupational Health team’s activities 
and events. 
 

Wellbeing and Occupational Health Team 
 

2. Further to the recent transfer of the Health and Safety team to Estates, the Occupational 
Health team has been renamed the Wellbeing and Occupational Health team.  The primary 
focus of this team is to provide a proactive wellbeing service and support colleagues through 
the Occupational Health service and relevant providers.  

Employee Assistance Programme (EAP) – Health Assured 
 

3. In September a new support service called ‘Active Care’ was introduced through the 
Employee Assistance Programme, Health Assured. 
Active Care provides early intervention and support for colleagues who are absent from work 
due to stress (whether work-related or otherwise). It is a proactive service, aiming to provide 
support to colleagues at a much earlier stage.   
Specifically, managers can refer colleagues (with their agreement) who are absent from work 
due to stress to the Active Care service on the first day of their absence. The benefits to this 
include ensuring colleagues receive information, and are signposted to support services, 
much sooner. 

 
Wellbeing Events and Campaigns  
 

4. Colleagues in the Health and Wellbeing team will be supporting World Mental Health Day 
on the 10 October 2018.  The aim is to raise awareness of mental wellbeing and the support 
offered by the University.   

 
Mental Health First Aid  

5. Colleagues in People & Organisational Development and Student Services have been 
working together to provide training across the University.  To date 108 colleagues have 
attended the Mental Health First Aid for Higher Education and 307 colleagues have 
completed the Mental Health Awareness – Supporting Students online module.  
 
Chris McLay in People and Organisational Development is now an accredited trainer for 
Mental Health First Aid and will work alongside colleagues in Student Services to deliver this 
training across the University. He is also due to attend the Safety Health and Wellbeing 
Conference on the 14th November to present a session in the afternoon.  

 
 
 
 



   

 

Wellbeing and Mental Health Framework 

6. The Wellbeing and Mental Health Framework has been developed and shared with Union 
colleagues, UET and SMG for comment.  This will be presented to the Board of Governors on 
the 28 September 2018. 

Stress Management Training  

7. The Safety, Health and Wellbeing team organised stress management training for all 
managers to help them understand the new approach to stress risk assessment and stress 
management and refresh general stress management/awareness and knowledge.  They 
were also assisted by People and Organisational Development colleagues. 

A total of 36 training sessions took place.  402 managers were invited to attend the training 
including SMG members and 362 attended in total.   The remaining 40 managers have been 
enrolled to complete the online training which has been reviewed and updated following 
the changes to the stress management Policy and Stress Management and Risk Assessment 
Guidance 2018.  

  
 
 
References and further information 
 
Appendix 1 – Active Care Manager’s Guide 
Appendix 2 – Active Care Employee’s Guide 
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That's why we're here 24 hours a day. 

Manager's Guide 
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Day 1 Intervention 

What is Active Care? 
The unique Active Care service from Health Assured provides effective intervention on the very first day

the employee calls in sick with stress or submits a ‘Fit Note’ stating stress. Active Care ensures a far

higher degree of pro-activity and engagement with the employee during their absence.  The service

provides the employee with guidance on where to obtain information and advice from relevant support

mechanisms available through Health Assured.

What happens during an Active Care call? 
 An experienced Occupational Health Advisor (OHA) will contact the employee via telephone or

secure web conferencing facility, gain further verbal consent and undertake a maximum 30

minute structured and supportive consultation.

 The OHA will engage with the individual in a supportive and impartial manner to obtain an

understanding of their specific needs, ascertain triggers, treatment already prescribed and offer

recommendations for treatment. Additional resources and further supporting mechanisms will be

discussed and signposted appropriately.

 In the case of work related stress, we will obtain an understanding of the issues and identify any

barriers preventing a return to work.

 A written report will be supplied by email, to the employer based on the telephone consultation

within four working days, subject to employee consent being supplied to Health Assured from

the employee to release this report.

 Should you require any further support in regards to the case, please do not hesitate to contact
us.

In our experience, the early, pro-active intervention associated with Active Care positively influences

an earlier return to work and supports the individual, whilst safeguarding the interests of the employer.

http://www.healthassuredeap.com/
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Active Care Referral 

How to make an Active Care referral 

The Active Care Call Request Form is provided as part of this guide (please print this page 

off, complete and then return a scanned copy). Alternatively, a digital version can be 

downloaded from www.healthassured.org/downloads. Simply select “Active Care Referral 

Forms” from the drop down menu. 

The referral process 

1. Employee calls in sick with stress or submits a ‘Fit Note’ stating stress.

2. Employer phones the employee to gain verbal consent to be referred to Health Assured.

3. Employer completes and returns the Active Care Call Request Form to

occhealth@healthassured.co.uk.

4. Health Assured contacts employee to arrange the Active Care Call.

5. The OHA telephones the employee, reconfirms consent and carries out a structured supportive

telephone consultation.

6. The OHA would signpost to the online stress health portal, and other services available (such as

counselling) and discuss the benefits of the support offered by their General Practitioner.

7. The OHA will provide a written report, which the employee can review prior to confirming their

consent to release the report to their employer.

Please note: 

 Active Care can only be used for absences related to stress

 For an Active Care referral to be eligible, the employee must be currently off work but for no

longer than two weeks.

 The employee must provide verbal consent for the employer to continue the referral.

Contact Us 

Should you require any further support please contact the Health Assured team on 0844 8922  493

or by emailing occhealth@healthassured.co.uk

http://www.healthassuredeap.com/
http://www.healthassured.org/downloads
mailto:occhealth@healthassured.co.uk
mailto:occhealth@healthassured.co.uk
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Referral Process 

1)
• Employee informs manager of absence stating stress or

submits a fit note stating stress.

2)
• Manager calls the employee to discuss absence, explain the

Active Care call and obtain verbal consent.

3)
• Manager completes the Active Care referral form.

4)
• Referral form is emailed to occhealth@healthassured.co.uk

5)
• Health Assured will confirm receipt by email.

6)
• An Occupational Health Advisor (OHA) contacts the employee,

reconfirms consent and conducts consultation.

7)
• Employee is signposted to support such as the EAP and online

tools.

8)
• Written report is collated by OHA.

9)
• Report reviewed by clinical team.

10)
• Consent re-checked and issued accordingly to the employer

and the employee.

http://www.healthassuredeap.com/
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Referral Form 

Active Care Referral Form 

Section 1 - Employee  Details 

Name of Employee:

Employee Date of Birth:

Employee Address:

Employee Contact Telephone Number:

Employee Email Address:

Start date of absence:

Please note: referral will not be eligible if absence is more than two weeks

Section 2 - Employer Details 

Name of referring Manager:

Company Name:

Company Address:

Manager’s Contact Telephone Number:

Manager’s Email Address:

Is this to do with work, personal or both?

Brief description of absence:

Copy of ‘Fit Note’ attached? Yes / No (please delete as appropriate)

Has verbal consent been obtained from the employee? Yes / No (please delete as appropriate)

Please Note: An Active Care referral can only be made if the employee has consented to receiving our call.

It is important the referral is discussed with the individual concerned by the referring

Manager. Please send the completed form by email to:

E: occhealth@healthassured.co.uk  

http://www.healthassuredeap.com/
mailto:occhealth@healthassured.co.uk


0800 030 5182 

mailto:client.services@healthassured.co.uk
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What is Active Care? 
 
Our University is committed to supporting its colleagues to be well at work, which includes 
being able to cope during periods of stress. We have therefore recently introduced a unique 
Active Care service from Health Assured whereby effective support is provided on the very first 
day a colleague is absent from work as a result of stress.   Active Care ensures a far higher 
degree of pro-activity and engagement with colleagues during their absence.   The service 
provides our colleagues with guidance on where to obtain information, and sources of support 
available through Health Assured.  
 

What happens during an Active Care call? 
 
An independent Occupational Health Advisor (OHA) from Health Assured will contact the 
colleague via telephone or secure web conferencing. Once the OHA has obtained verbal 
consent, they will then conduct a structured consultation lasting for a maximum of 30 minutes.  
The OHA will engage with the colleague in a supportive and impartial manner to discuss their 
current circumstances and signpost to any further support that may be available.  
 

The referral process 
 

1. Colleague phones in sick with stress or submits a ‘Fit Note’ stating stress. 
 

 
2. Employer phones the colleague to gain verbal consent to be referred to Health Assured.  

 
 

3. Employer completes and returns the Active Care Call request form to Health Assured. 
 

 
4. Health Assured contacts colleague to arrange the Active Care Call.  

 
 

5. The OHA telephones the colleague, reconfirms consent and conducts the 30-minute  
consultation. 
 

 
6. The OHA will signpost the individual to suitable support mechanisms available and 

discuss any options offered by GP.  
 

 
7. The OHA will provide a written report by email, which the colleague will be given the 

chance to review prior to confirming their consent to release the report to their Line 
Manager. 

 
 

 
 
 
 
 



    

Referral Process 
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OCCUPATIONAL HEALTH UPDATE 
 
Introduction 
 
1. This report provides information regarding Occupational Health Service activities, including a 

reminder on the Occupational Health referral process and the ordering of equipment through 
Estates and IT Procurement. 

 
Occupational Health Service Activities. 
 
2. The Occupational Health team have now concluded their presentations to Leadership Teams; 

providing information on the Occupational Health Service provision and the Employee 
Assistance Programme. In total Occupational Health have attended, eighteen School and Service 
leadership teams meetings.  Overall, feedback on the sessions has been positive.  

 
3. Ann Coulson has continued to attend the quarterly meetings with HR Business Partners to 

discuss and review trend analysis data, including stress related sickness absence statistics and 
Occupational Health referrals numbers. 

 
4. Occupational Health presented a session on the Menopause at the CARES – Staff Engagement 

Festival in May 2018, which was well attended and had good feedback. A further such session 
has been requested by CARES for January 2019. Occupational Health have also been requested  
through CARES, to provide a session to the Campus Service Supervisors on completing 
Occupational Health referrals. A session is also to be planned for Libraries and Learning 
Innovation colleagues, on being ‘Fighting Fit for Winter’.  

 
Occupational Health referrals  
 
5. Occupational Health offer a confidential advisory service to colleagues and managers. 

Colleagues, who wish to meet with a member of the Occupational Health team, require an 
Occupational Health referral, completed by their line manager. Completed referral forms should 
be sent to the Occupational Health inbox ; occupationalhealth@leedsbeckett.ac.uk 

 
6. Unless stated on the Occupational Health report, Occupational Health do not undertake routine 

reviews. If a review is advised, then an updated Occupational Health referral is needed. 
 
Ordering of furniture / equipment  
 
7. The role of Ocupational Health is to advise managers on equipment that may assist in the 

management of health conditions whilst at work. The recommendations given are based on 
their professional advice and it is the management’s decision to decide whether their 
implementation is reasonable. Occupational Health do not order equipment for individuals, but 
provide details to the manager of the correct process to follow to enable them to order the 
equipment once it has been approved.  

 
8. To order equipment through IT Services, i.e. ergonomic keyboards and mice, the link below 

should be used, indicating this is an OH requirement; this will avoid any delays in the order being 
processed. 

 

mailto:occupationalhealth@leedsbeckett.ac.uk


  

 

 
 
       http://www.leedsbeckett.ac.uk/staffsite/services/it-services/it-help/purchasing-it-equipment 
 
9. Ergonomic chairs and nonstandard desks (height adjustable and adjusted height) are ordered 

through the Estates ESR process as per the link below. Occupational Health will issue a specific 
code for the equipment, which must be quoted on the requisition form. The equipment remains 
the property of Estates and if a colleague leaves the University, Estates should be informed, so 
that the equipment can be reissued. 

 
      http://fms.leedsbeckett.ac.uk/main/ESR/login.htm 
 
Occupational Health Team update 
 
10. Due to a colleague secondment, from the 24/09/18, Damien Montag will provide administrative 

support to the Occupational Health team; any general Occupational Health enquiries should 
initially be directed to the Occupational Health inbox. 

 
11. Temporary part time Occupational Health Advisor cover is currently been provided through an 

approved Occupational Health agency.  
 
 

Author 
 
Ann Coulson  
Senior Occupational Health Advisor  
11th September 2018  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.leedsbeckett.ac.uk/staffsite/services/it-services/it-help/purchasing-it-equipment
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Safety, Health and Wellbeing Training 
 

 

Executive Summary 

This paper provides an update on People Development Online health and safety training.  The 
reports gives a comparison over a 3 year period on completed courses and also breaks down the 
figures for both health and safety and HR courses completed over a 6 monthly period. Additional 
reporting on Instructor led training is also included in this report. 
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The report is for information. The Committee is invited to note the report. 

*The report is a starred item. 
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Appendix B - Activity Report detail April 2018 to September 2018. 

Appendix C - 6 monthly Activity Report for H&S/HR Mandatory Modules. 
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TRAINING UPDATE 
 
Introduction 
 
1. This paper provides an update on the delivery of safety health and wellbeing training, including 

progress made on the implementation of the University’s People Development Online system 
modules and associated health and safety course delivered via external providers. 

 
People Development Online implementation and progress 
 
2. The People Development Online system continues to provide an excellent and accessible 

training resource. 
Continued appraisal of new module content is undertaken by the SHW office and People 
Development to ensure module availability is based upon need assessment with review of a 
number of modules having been undertaken. The activity report for period of October 2017 to 
September 2018 of the systems usage can be seen in Appendix A. 

 
3. Face to face training has also been delivered across a number of school and service areas in 

subjects such as: 
a) Stress Management and Risk Assessment( Externally provided) 
b) SHW Coordinators role/PDO (internal) 
c) Electrical Safety//PUWER/Use of steps for ITS 
d) IOSH Managing Safely (external online) 
e) COSHH Assessor (SAL’s) 
f) DSE Assessor Training 

 
4. Health and safety Compliance for all service areas has been added to the report as a useful guide 

and comparison. 
 
Conclusions and recommendations 
 
5. Progress continues to be made in most areas with a continued uptake in both health and safety 

courses/HR courses and assessments completed as well as good progress using the ILT tool. 
Further ILT activity has been identified in a number of service areas and continues to be recorded 
and reported. 

 
Activity report graph for October 2017 to September 2018 for all Courses and Assessments 
 
Courses completed - October 2017 to September 2018 total: 11,688 
Assessments completed - October 2017 to September 2018 total: 1,578 
Total Courses and Assessments: 13,266 
 
References and further information 
 
Appendix A - Activity October 2017 to September 2018.  
Appendix B - Activity Report detail April 18 to September18. 
Appendix C - 6 monthly Activity Report for H&S/HR Mandatory Modules. 
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Comparison of 2014 to 2018 course module completions per month: 
Monthly Course Total by Comparison. 
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Total Annual Usage - Courses and Assessments 
October 2017 to September 2018 

 
 
 
 

Total usage – 13,266 
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Appendix B 
                                                                    Total usage of H&S Courses and Assessments  
April 18 to September18 
 

 
 
                     
                                                                                                                                            
                                                 
 
    
 
 
 
 

Total usage - December 2017 to May 2018 -6,726 
- 6702 
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KPI Compliance#-August 2018 Leeds Beckett University                                                
           

       
       
 #-Manual handling within the compliance function for Student Union only. 
Compliance Report for all areas 
#Information Security Awareness launched and in progress so this reflects on overall compliance. 
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Compliance % for all areas August 18 
##- Compliance scores affected due to enrolment on Information Security Awareness launched and in progress. 
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The chart above shows a representational percentage of users who have completed the 
identified Health and Safety modules between Sept 17 and Sept 18 
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Good Practice Report 
 

 

Executive Summary 

This item of good practice outlines Sport and Active Lifestyle’s approach to stress management 
using proactive measures to ensure appropriate stress management is in place. 
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Good Practice 
 
Introduction 
 
The School/Service Stress Risk Assessment uses the Health and Safety Executive (HSE) 6 

management standards for work related stress to identify areas of concern.  The management 

standards cover the primary sources of stress at work that, if not properly managed, are associated 

with poor health, lower productivity and increased accident and sickness absence rates. 

 

• Demands - The workload, work patterns and work environment 

• Control - How much say a person has in the way they do their work 

• Support - The level of support provided by managers and colleagues 

• Relationships – Not being subject to unreasonable behaviours (e.g. bullying at work) 

• Role - How well an employee understands their role and responsibilities 

• Change - How well organisational change is managed and communicated 

 
 
Main Body 

In response to the HSE visit and outcome in 2017 and the subsequent University led ‘Management 
of Stress Action Plan’, Sport & Active Lifestyles created two specific Action Plans to support the 
contribution to the HSE findings and recommendations. 
 

Communications and Engagement – Action Plan 
 
This ‘18 point’ plan was initially created by the Head of S&AL and shared with staff (along with DVC/ 
HR & SHW input) for consultation, comment and contribution. With fully support and agreement 
from S&AL colleagues the plan became operational in early 2018. A majority of these actions have 
now become part of ‘Business As Usual’  
 
Monitoring & Management of Staff Absence – Action Plan 
 
This latter plan was initially designed by the Head of S&AL with Sport Leadership Team consultation, 
comment and contribution, (again with key external input noted above). This plan has remained 
confidential to SLT and supported some informative analysis and discussions that have helped shape 
and develop further work associated with the Communications & Engagement Plan. 
One of the 13 Actions of this plan is to ‘Track and Monitor the Team Stress Risk Assessment (TSRA) 
Responses’, this in turn has informed SLT of any trends and concerns arising and support the actions 
to be taken. 
 
Attached by way of appendix is the 7th August summary (Version 3) of all the latest TSRA completed 
in S&AL (11 in total). It is evident that the ‘Communications and Engagement Action Plan’ has made 
a significant contribution to the improvement in each teams TSRA. 
 
 
 
 
 



   

 

The summary in brief: 

• Lists and highlights (ticks) the ‘significant elements with potential to cause stress’ lifted from  

each TSRA 

• Highlights with a green downward arrow those elements with ‘potential to cause stress’ that 

have now been agreed to be removed by the team/s and a red upward arrow where the 

concern has on this occasion increased. 

• Highlighted in purple (bold) in the ‘significant elements with potential to cause stress’ 

column are those elements that are a concern for more than 50% of the S&AL, enabling SLT 

to focus on these concerns more directly. It is important to note that this work has already 

seen two of these elements reduce. (See the reverse of the document). 

• All concerns raised are discussed within SLT meetings and within teams regular (weekly/ 

monthly/ quarterly) Team Briefings. The other elements specific to teams are managed and 

supported by the relevant SLT members  

•  On the reverse of the form are tracking notes of dates for teams. 

 

Conclusions and recommendations 
 
This procedure ensures close monitoring and management of work related stressors in SAL’s and 
ensure early intervention for those stressors identified as having high impact. 
 

References and further information 
 
http://www.hse.gov.uk/stress/standards/ 
 
https://www.leedsbeckett.ac.uk/staffsite/services/human-resources/working-here/safety-health-
and-wellbeing/managing-stress/ 
 
 
                                             
 
 

http://www.hse.gov.uk/stress/standards/
https://www.leedsbeckett.ac.uk/staffsite/services/human-resources/working-here/safety-health-and-wellbeing/managing-stress/
https://www.leedsbeckett.ac.uk/staffsite/services/human-resources/working-here/safety-health-and-wellbeing/managing-stress/
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Safety, Health and Wellbeing Audit Update 
 

 

Executive Summary 

This paper contains a summary report to update the Committee of actions to date in relation to 
the 2018 Safety Health and Wellbeing Audit for the Committee’s information. 

 

Action Requested 

This report is for information.  This report is to be a starred report. 
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Appendix A – 2018 Safety, Health and Wellbeing Audit Action Update Report 
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2018 Safety, Health and Wellbeing Audit - Update 
 
 
 
Following the Safety Health and Wellbeing Committee June 18 update on the Safety Management 
Consultancy (SMC) SHW  Audit review, the following actions have been undertaken by the SHW 
team:- 
 

1. Regular updates provided to SHW Co-ordinators and Deans/Directors/Heads of Service in 
terms of progress on new audit arrangements, and also an updated briefing note and 
question set for the 2018 SHW Audit following recommendations made. 
 

2. For high/medium impact schools/services - Deans and Directors/Heads of Service are to 
attend the initial part of SHW Audit meeting, and to sign off the audit submission and receipt 
of the subsequent feedback report. 

 
3. For low impact areas - Heads of Service to sign off the audit submission and receipt of the 

subsequent feedback report. 
 

4. Stress management questions are incorporated with the 2018 audit under the Health and 
Wellbeing theme. A full stress management audit is due by SMC in early 2019. 
 

5. Audit briefing sessions provided at City and Headingley campuses for Safety Health and 
Wellbeing Coordinators to ensure clarity on the audit process and to allow 
discussion/networking between Coordinators. 

 
6. Training provided to new SHW Coordinators on the roles and responsibilities of the Safety 

Health and Wellbeing Coordinator, alongside bespoke training on the People Development 
Online system and the audit process. 

 
7. Updates on the SHW Audit provided to LT/SHW Advisory Groups. 

 
8. Prompt responses to queries arising from the updated audit briefing note/question set. 

 
9. The period for audit meetings/audit submission has been extended – from July until the 

October 31st. 
 

10. Audit meetings/report submissions are currently either scheduled/completed. 
 

11. SHW Co-ordinators/Wellbeing Conference is due to take place on the 14th November in the 
Lewis Jones Suite at the Carnegie Stand. The morning session is for SHW Coordinators/Health 
and Safety liaison staff. This morning session will provide an opportunity for SHW audit 
feedback from SHW Coordinator’s perspective, amongst a variety of presentations that are 
due.  The afternoon session with be focussed on Wellbeing, and open to University SWHAG 
members/managers. 

 
12. The 2018 SHW audit report will be presented at the SHW Committee meeting due on the 

26th February 2019. 
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Executive Summary 

The Schedule of Business for 2018/19.  
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Schedule of Business 2018/19 
 
 

Tuesday 02 October 2018, at 13:30-15:30 in  
G07 Old Broadcasting House, City Campus  (Chair: Prof 

Paul Smith) 

Tuesday 26 February 2019, at 13:30-15:30 in  
G07 Old Broadcasting House, City Campus  

(Chair: Tim Briggs) 

Tuesday 04 June 2019, at 13:30-15:30 in  
G07 Old Broadcasting House, City Campus   

(Chair: Prof Paul Smith) 
Report deadline: Tuesday 18 September 2018, 5pm Report deadline: Monday 12 February 2019, 5pm Report deadline: Wednesday 21 May 2019, 5pm 

1. Corporate Health and Safety risk assessment – 
Annual Review  

2. SHW Policy Review – L Flatman 
3. Management of Stress Action Plan – L Flatman 
4. Stress Absence Report – B Owens 
5. Staff Absence Monitoring and Benchmarking - B 

Owens 
6. Effectiveness Review Results – Chair 
7. Fitness to Study Policy – P Preston 
8. Thematic Topic: Staff, Students, Sleep. Strategies 

to Improve Fatigue 
9. Fire Safety update – P Johnston 

1.  Autumn Fire Drills Report 
2.  Road Safety Event Report 
3.  SHW Audit Report 
4. Staff Survey Results 
5. Thematic Topic:  
 

1. Staff Absence Monitoring and Benchmarking - 
B Owens 

2. Draft Schedule of Business 2019/20 
3. Spring Fire Drills Report – C Domeracki  
4. Thematic Topic -  

St
an

di
ng

 it
em

s 

Part A: Preliminary Items Declarations of Interest - Chair  
Terms of Reference and Membership - Chair 
Minutes of the Last Meeting - Chair 
Matters Arising - Chair 

Part B: Major Topics Listed above.  
30 minute thematic topic 

Part C: Local Reports  Local Summary Reports (including a collated report of low impact areas via SHW Team) 
Common Themes Report (verbal) - L Wilson 

Part D: Safety Accident and Incident Report - C Domeracki 
Part E: Health and Wellbeing Wellbeing Update -  

Occupational Health Update - A Coulson 
Part F: Other Matters Safety, Health and Wellbeing Training - L Wilson 

Good Practice - L Wilson 
Part G: Other Business Schedule of Business - Chair 
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