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HEALTH AND SAFETY IN OFFICES

1. introduction

Oxford Brookes University Health and Safety Manual is produced by the University’s Health and Safety Division in accordance with the Health and Safety at Work Act 1974(Section 2), Workplace health, Safety & Welfare Regulations 1992
. 
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This .......... Division Health and Safety Handbook has been produced to be a `user friendly’ guide for all Division staff. However, health and safety is a serious matter and this handbook is designed to complement the University’s Health and Safety Manual.   All staff must take the time to read and understand the University’s health and safety documents.

The Health and Safety Manual is available in the School/Directorate main office and on-line. This handbook will be revised in line with any changes to the Health and Safety Manual and government regulations/guidelines.  More specific details can be found within the Health and Safety Manual, with the relevant corresponding pages identified in the boxed sections. 

All members of the .......... Division will be given a copy of this handbook, which they should read and understand. A copy will also be sent by email that can be read on screen and the web addresses identified easily accessed.

2. health and safety at work act

Legal Requirements
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 The Legal requirements as outlined in the University’s Health and Safety Manual identifies that under the Workplace Health, Safety and Welfare Regulations 1992, that it is the employers responsibility to ensure the health, safety and welfare at work of all employees.  
In addition, it is the responsibility of the Head of the School/Directorate to make necessary arrangements to ensure the health, safety and welfare at work of all employees.


3. general requirements

Environment
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The place in which you work should 

· Be a safe, clean and comfortable place.

· Have good ventilation with a source of Fresh or Purified’ air.

· The office should attain a minimum legal temperature of 16°C after the first hour. 

       An ideal temperature is between 18°C -20°C but should not be higher than 27°C.

· Lighting should be good and appropriate and sufficient for the job.

· Space – everyone should have at least 11 cubic metres of working space and floor area of 3.66 

      Square metres.


4. sickness


On the first day of sickness/illness, you should contact your line manager.  If you are absent through sickness for up to 5 working days (7 days including Saturday and Sunday) you should complete a Self-Certificate SC1 which is available via your line manager or from Personnel.  This should be completed and sent to Personnel no later than the 8th calendar day of sickness.  A doctor’s certificate is required for more than 7 days sickness.  If you are likely to be absent for a long time due to illness or injury, the Occupational Health Nurse will be informed. She will then contact you to see if there is anything that can be done to help you on your return to work.

5. accident/hazard reporting
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Any accident/incident or hazard must be reported immediately. 

You should

Ÿ Contact the nearest First Aider.

Ÿ Make safe any equipment involved where safe to do so.

Ÿ For emergencies ring 222 during normal working hours or 999 at any other time.

Ÿ Contact the Health and Safety Division if either the accident has caused the injured party to attend hospital and/or in the event of a dangerous occurrence

Ÿ As soon as immediate action has been carried out, the accident/incident must be reported by the member of staff present using the University’s Accident Report Form OBUAR-11/2001.  Accident report forms are available from your line manager.


6. fire 
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Fire prevention is the key.  All members of staff are required to take a Fire Extinguisher Training Course where you will be taught what to do in case of a fire, the types of extinguishers available and their use. For further details contact your line manager or the Health and safety Division.  

Ÿ Smoking - This University has a `No Smoking’ policy and this applies to staff, students and visitors.

Ÿ Paper - The .......... Division holds a lot of paper in the form of applications and other documentation. Care should be taken that this is stored properly and not next to electrical equipment and/or sources of heat.

Ÿ Cleaning fluids, toner for the photocopier or printer are to be store correctly and disposed of correctly, mainly aware from a heat sources. For guidelines on this you should refer to the Oxford Brookes University Health and Safety Manual.

Ÿ Electrical circuits are not overloaded.

Ÿ Materials are not stored as to restrict the airflow through electrical equipment.
FIRE ACTION

On discovering a fire you should: -

Ÿ Sound the alarm. The nearest alarm point to this office is outside of the main .......... Division door, to the left in the corner [location].

Ÿ Tackle the fire ONLY if it is safe to do so. The nearest extinguisher for use on paper or non-electrical fires is near to the fire alarm, outside in the corridor. The nearest extinguisher for electrical fires is within the .......... Division by the [location].
FIRE EVACUATION PROCEDURES

Upon hearing the fire alarm you must: -

Ÿ Vacate the building using the nearest fire exit. From this office you should go directly down the main staircase and out the main front door. Across Gipsy Lane and stand on the footpath opposite [location].

Ÿ Never stop to collect personal belongings.
Ÿ Never use a lift.
Ÿ Do not run.
Ÿ The alternative route is past the Library, down the staircase and out through the side door at the front. Across Gipsy Lane and stand on the footpath opposite [location if appropriate].

Ÿ You should NEVER re-enter the building until it is safe to do so and you have been given the `all clear’. 

Remember you must always vacate the building when you hear the fire alarm, unless you know it’s a fire alarm test. Test times are currently Wednesday about 8.30 am [insert appropriate time/day].

These procedures are repeated on the last page of the handbook for easy reference.


7. vdu/display screen equipment
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Your workstation should be set for you. The location of the monitor and keyboard should be so that you body/spine is straight and not stretched unnecessarily. The desk and keyboard should be so that your arms are  parallel to the keyboard. This helps to avoid strain on the wrists. Wrist rests are available if required. The Division’s DSE assessor or the University’s Occupational Health Nurse will be able to advise you and you can make an appointment with her to discuss your workstation.

Monitors should be free from glare, flickering and noise.   Hoods and screen filters can be used to help reduce glare.

It is helpful to take a break at regular intervals when working on a lengthy document or a VDU task that takes more than 30 minutes to complete. This does not mean you have to stop working but to change the type of task you do. Perhaps to does some filing, photocopying or other manual task.

As a constant user of VDU/screen equipment, you are required to attend the course provided by the University. You will be given information on when the next course is available. If you require spectacles for VDU work, the University will cover the cost up to a certain amount, currently about £60.00. Personnel will advise you on how to claim.




8. other office equipment
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All office equipment should be in good order and qualified people should carry out any repairs to any piece of office equipment.

Ÿ Chairs should be at the correct height for you and should be adjusted in line with the workstation, monitor and keyboard. If you have special needs regarding your chair i.e. back problems, you should speak to the Occupational Health Nurse and the Admissions Officer regarding purchasing the correct chair for your needs.

Ÿ Fax Machines, Printers, and Photocopiers. NO ONE SHOULD EVER START A MACHINE UNLESS THEY KNOW HOW TO STOP IT IN AN EMERGENCY. Any guards and covers should be kept in position unless removed by authorised personnel for maintenance or other appropriate tasks. 
9. lifting and handling

Lifting/Moving
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Care should be taken when lifting or handling heavy or bulky objects in the office. DO NOT try to lift or move something that is too heavy. Assistance should be sort if the item is too large or bulky. Site and Services staff should be contacted to assist in the moving of furniture, large amounts of post, confidential shredding etc.  Manual handling training is provided by the Health and Safety Division.  Details of all health and safety courses can be obtained from the Oxford Centre for Staff Learning and Development, OCSLD.


Paper Cuts 
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One of the most common accidents is that of Paper Cuts. Take care when handling paper, files or other documents, try not to run your fingers along the edges of the paper. If you need to cover the cut, you can find a plaster in the first aid box. 
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10. first aid



The First Aid box is located above the Senior Tutors trays.  A list of First Aiders in or near the .......... Division is on page 8 of this handbook.  The on-line Internal Telephone Directory
 contains the complete University list of First Aiders.  First aiders details are also posted around the University on green notices.



11. ELECTRICAL SAFETY
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As outlined in the Oxford Brookes University, Health and Safety Manual, all fixed and portable electrical equipment has to conform to the Electricity at Work Regulations 1989, the Provision and Use of Work Equipment Regulations 1992, British Standard BS 7671:2008 and must be wired to the IEE Regulations (17th Edition).

The .......... Division has a nominated and trained person to carry out the testing of portable electrical equipment and electrical equipment such as plugs, cables etc are inspected regularly. If you have any problems with any of your electrical equipment, PC, plugs, fans etc. you should inform the named person in the .......... Division.

12. security
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The Site Services Office deal with the main University security. They also have other responsibilities within the university, such as cleaning, care taking.

All staff should note the following: -

· You should be able to produce your staff identification card on request.

· If you are the only person left in the .......... Division after 4.30 the counter should be closed and the staff entry only door locked.

· You should not leave personal belongings unattended.

· If you are working after normal working hours let the site services office know.


13.
Good practice
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Good practice is really good housekeeping. If you re-arrange your work area, you should always have safety in mind.

You should be aware of the following: -

Ÿ Safe storage – shelves should not be overloaded and at a reasonable height. Access  to high shelves should be by use of a step stool. You should not over-stretch yourself.
Ÿ Do not leave any materials or equipment where people may trip or fall over them.

Ÿ Do not use a chair to reach high places, the step stool should be used.

Ÿ Take care when using a stapler especially if it has jammed. Care should be taken on opening and or re-filling it.

Ÿ Hair, jewellery and clothing should be kept away from Photocopiers and Printers.

Ÿ Filing cabinets should be stable and care should be taken when opening and closing the drawers.



11. training
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The University provides every member of staff with the opportunity to obtain training in range of Health and Safety aspects. Some you are *required to take and others are optional but can be useful for example: -

· *Visual Display Equipment

· *Fire Extinguisher Training

· First Aid courses

· Manual Handling

Your training for the required courses will be arranged with you. Other courses should be discussed with your line manager and the information on these courses may be obtained from the Oxford Centre for Staff Learning and Development, (OCSLD).

12. general well being
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You may notice that sometimes in the main foyer at Gipsy Lane, Health Care promote Healthy Eating, Stopping Smoking and other health topics. In addition to this you can speak to the Occupational Health Nurse who will be happy to discuss these matters with you.

All staff can use the Sports Centre facilities, of which we have three of these now based at Gipsy Lane, Wheatley and Harcourt Hill. Information on the Sports Centre is available at http://www.brookes.ac.uk/sport/
Finally, the area around the University has a park and areas to walk, why not at break time if the day is fine, take a walk instead of sitting inside.  Each campus has a designated health walk, designed to promote physical and mental wellbeing.  Leaflets about the health walks and route maps are available from campus receptions or Occupational Health.

FIRST AIDERS

The First Aiders for the Division are: -

	Name
	Internal Phone
	Location

	
	
	

	
	
	


If your office First Aider is not available the nearest are: -

	
	
	

	
	
	

	
	
	


In addition to this list, you will note that First Aiders are also identified on a wall-mounted list in the corridors. This list may change.

USEFUL WEB SITES

Here are a few useful web sites. If you have received this handbook as a file, you can click on the web address within the file and as long as you are `logged on’ you will be taken to that web site.

Health and Safety Executive


http://www.hse.gov.uk/
Riddor – Accident Reporting


http://www.riddor.gov.uk/info.html
Stationery Office 



http://www.the-stationery-office.co.uk/
First Aiders – Internal telephone directory
 https://kmis.brookes.ac.uk/csms/wtel_dir.first_aider 
Health and Safety Division


http://www2.brookes.ac.uk/services/safety
Staff Learning and Development

http://www.brookes.ac.uk/services/ocsd/
Buildings/Environment/Catering

 http://www.brookes.ac.uk/services/environment/
USEFUL CONTACTS

Named Health and Safety Advisor:

………. 
telephone: ext. …….
email: 

Any Health and Safety Issues should be addressed to ……. in the first instance or the University’s Health and Health and Safety Division 

University Health and Safety Division contacts

Safety Officer:

Tim McGill 
 telephone: ext. 5744 
email: tmcgill@brookes.ac.uk
Senior Occupational Health Nurse:

Emma Tompkins
telephone: ext. 5772 email: cemtompkins@brookes.ac.uk
Health and Safety Assistant

Bob Barnes
telephone: ext. 5745  email: bbarnes@brookes.ac.uk

University Site Services Office, Site Services Manager

Mike McCluskey          telephone : ext. 3059 
email: mmcluskey@brookes.ac.uk
Main sites and services telephone: ext. 3060
FIRE EVACUATION PROCEDURES

Upon hearing the fire alarm you must: -

Ÿ Vacate the building using the nearest fire exit. From this office you should walk down the main staircase and out the main front door. Across Gipsy Lane and stand on the footpath opposite.

Ÿ Never stop to collect personal belongings.
Ÿ Never use a lift.
Ÿ Do not run.
Ÿ The alternative route is past the Library, down the staircase and out through the side door at the front. Across Gipsy Lane and stand on the footpath opposite.
Ÿ You should NEVER re-enter the building until it is safe to do so and you have been given the `all clear’. 

REMEMBER

YOU MUST ALWAYS VACATE THE BUILDING

WHEN YOU HEAR THE FIRE ALARM
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�  The Stationery  Office Limited, The Workplace (Health, Safety and Welfare) Regulations 1992, ISBN 0110258045





� Oxford Brookes University, on-line Internal Telephone Directory





1

_1064915635.doc



_1065611966.doc
[image: image1.png]






_1081234156.doc
[image: image1.png]






_1081235961.doc



_1065007478.doc



_1065597352.doc



_1064921561.doc



_1061904598.doc



