SCHOOL HEALTH AND SAFETY POLICY

SCHOOL OF LAW

1) INTRODUCTION 

In the interests of staff, students and visitors the Law School takes health and safety issues very seriously. I would urge all staff to read this document carefully. We must ensure that the working environment within the School is as safe as possible.



2) ORGANISATION 

The Head of School, Professor Douglas Brodie, is responsible to the University Court for the management of health and safety matters within the School of Law. 

The School Safety Adviser, Mrs Morag Cherry, has been appointed by the Head of School to take a special interest in the promotion of health and safety matters, to provide a first level of advice and to act on behalf of the Head of School in respect of these matters. 

In the absence of either of the above please report any incidents to Dr Lisa Kendall.

All staff and students are responsible for ensuring that they work in a manner which is safe to themselves and to others, and to comply with the relevant requirements of both the University and School Health and Safety Policies. 



3) GENERAL HEALTH AND SAFETY INFORMATION 

All staff and students are urged to read the relevant parts of the University Health and Safety Policy and in particular, Parts 1 and 2

http://www.safety.ed.ac.uk/policy/index.shtm 



4) ON DISCOVERING A FIRE 

1. Operate the nearest fire alarm 

2. Leave the building 

3. Assemble on the gravel area of the quadrangle if located in Old College.  Those in the Law School Annex at 15 Buccleuch Place should congregate at the bottom of the steps outside the David Hume Tower.
4. Ensure that the University Emergency Service (dial 2222) has been informed, if you have not already done this. They will call the Fire Brigade. 



5) FIRE PRECAUTIONS 

All staff and students must familiarise themselves with the location of fire doors and fire exits, so that they know as many as possible of the means of escape from the building. All staff and students should know the location of their nearest fire extinguishers and fire alarm call points and instructions for their use. 

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

The fire alarm is a siren and is tested within Old College each Wednesday at 10.53 am.  At present there is no weekly fire alarm check in 15 Buccleuch Place due to on-going refurbishment in the next door building.  



6) FIRE PREVENTION 

The value of the nightly routine of checking for dropped cigarette ends, switching off all unnecessary electrical equipment, checking that gas taps are turned off, and closing all doors to rooms and staircase enclosures, cannot be overstressed. Staff and students are reminded that smoking is no longer permitted on University premises, except in specially designated areas. Smoking is permitted only in open areas in the north side of the quadrangle and not in any semi-enclosed spaces or under the archways. 



7) ACCIDENTS 
All accidents, fires, “near misses”, and instances of known or suspected occupational ill health, must be reported.  File a report by using the University’s designated online reporting system.  You may do this yourself, or you may contact the Health and Safety Adviser for support in doing so.

Forms to report accidents can be accessed and completed online at:
http://www.safety.ed.ac.uk/IncidentReporting/IncidentDetails.cfm 
Forms to report incidents of occupational ill health can be accessed and completed online at: 
http://www.safety.ed.ac.uk/OccHealthReporting/OccHealthDetails.cfm
Items reported via this system should be simultaneously brought to the attention of the School Health and Safety Advisor.
All accidents / incidents, except those of a minor nature will be investigated by the appropriate school personnel and any necessary remedial measures, including revised work procedures, training, etc, will be implemented as appropriate.  Accidents as a result of a defect in the fabric or structure of the building should be reported to EBIS for action.  Accidents/ incidents will be reviewed annually by the School Management Group. 

Accidents / incidents of a serious nature must be notified immediately by telephone (50-6605/6) to Health and Safety Department and will be subject to a more formal investigation by a member of staff from the Health and Safety Department. 



8) FIRST AID 
First Aid Boxes in the School are located in:
	Basement
	Ground/First floor
	Second floor
	Third floor

	· SCRIPT Kitchenette
	· Staff Common Room 

· Administrative Officer (Room 188) 

· Reception
· Legal Practice Unit (Room 161) 


	· Library Staff Room


	· 3rd Fl. West Copy/Printing area (outside Room 340)


The nearest Qualified First Aiders in the School of Law are:
	Old College
	15 Buccleuch Place

	· Fran Fullerton (Library, 50-2043)
· Jessica McCraw (Room 188, 51 4309)

· Alison Stirling (room 194c, 50 2025)

· Lindsay Kelly (room 420, 51 4308)


	· List of first aiders in Buccleuch Place available on notice boards


If Old College School of Law first aiders are not available, telephone the reception desk across the Quadrangle (50 8003) to request the assistance of the first aiders located in the south side of Old College or dial the University Emergency Number (50 2222).  

The nearest First Aid Room is located in Old College (ask at main reception) 

In the event of any emergency requiring an ambulance, call the University Emergency Service (dial 2222) and state the precise location and nature of the emergency. 



9) RISK ASSESSMENT
The majority of the activities carried out by the school are routine and generally low risk in nature and do not require to be formally risk assessed. 

However, for any activity involving a significant risk, a written risk assessment must be carried out. To assist with this, model risk assessment forms are available from SAFENET, the University's system of inter-linking checklists and model risk assessment forms.
Forms, guidance and checklists may be found at the following link.   
http://www.safety.ed.ac.uk/safenet/risk_assess/index.shtm
It is recommended that all staff use the form to check the display screen equipment, and become familiar with the notes associated with lone working and general risk assessments.  Other areas of interest may be the risk assessments for overseas travel and stress. 

Risk assessments must be brought to the attention of all relevant staff and students involved in the activity, and a copy sent to Morag Cherry. Risk assessments must be regularly reviewed (i.e., annually) to ensure the information contained within them remains valid.
Control measures:

1. Use of stepladders.  Risks associated with the use of stepladders have been identified as falling, and items from a height falling onto the user of the stepladder or onto staff at ground level.  To reduce the risk of falling do not climb too high up the stepladder which should be securely placed on the ground, and consider fastening the stepladder to a support for extra stability.  Ensure that both hands are on the stepladder for as much time as is practicable.  Do not carry heavy loads up or down the stepladder without adequate supervision or assistance.

2. Use of portable heaters.  Always switch off a portable heater on leaving the room where it is being used.  Ensure that no papers or other items could land on top of it, and it is placed at a distance from papers and furnishings.  Ensure that the lead is not going to cause a tripping hazard.

3. Lone and out of hours working.  If you inform Security (50 2257) that you have entered the building please remember to inform them when you are leaving, in case they try to trace you as the result of an incident.   


10) MONITORING OF THE SCHOOL HEALTH AND SAFETY POLICY 

A self-inspection (safety audit) of the School will take place every 12 months to monitor the effectiveness of the health and safety policy. The inspection will be made by Morag Cherry.


11) HEALTH AND SAFETY QUERIES OR ISSUES 

All staff and students encountering any kind of health and safety hazard in this School should report these promptly to Morag Cherry Room 189 or, in her absence, to the School Administrator or any senior member of staff. 



12) HEALTH AND SAFETY CONSULTATION 

Health and Safety will be a standing item on the agenda of the meetings of the School Management Committee, which are held every month, and a yearly report will be submitted to the Committee. 

Any member of the School who wishes to raise a health and safety item at this Committee, should inform Morag Cherry as soon as possible. 
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