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1 General Statement of Policy

BIMM University are fully committed to ensuring the health, safety and welfare of staff and of everyone

who may be affected by its activities, including students, visitors, contractors and the general public.

This Policy sets out the arrangements that are necessary to achieve the above, while complying with
the Health and Safety at Work Act 1974, the Management of Health and Safety at Work Regulations
1999 and all other applicable legislation. There is a separate Health & Safety Policy for BIMM Germany.

The University will ensure, so far as is reasonably practicable, that:

= Safe equipment is provided and safe systems of work are devised and implemented;

= Adequate arrangements are in place for the safe use, handling, storage and transport of
materials, substances and equipment;

= Sufficient information, instruction, training and supervision is given to ensure the health and
safety of employees, students and others;

= A safe working and learning environment, including a safe means of access and egress, is
provided and maintained; and

= The environment is without risks to health and adequate welfare facilities are provided.

It is University’s Policy to consult with employees and student representatives on health and safety
issues before updating or modifying any part of the Health and Safety Policy and to provide training and
information, as appropriate. The University will do as much as is reasonably practicable to ensure that

health and safety arrangements are adequately resourced at all times.

This Policy can only be successful with the active co-operation of employees who have responsibility for
taking care of themselves and others, following safe working procedures and reporting any health and

safety issues, concerns or incidents.

This Policy will be reviewed annually and revised as necessary in response to changes in legislation,

organisation and sector guidance.

1

David Jones-Owen
Chief Executive Officer & Vice Chancellor
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2 Objectives for Managing Health and Safety

To establish and maintain effective systems and plans for managing the health, safety and
welfare of employees and students.

To effectively manage Campus buildings, enabling a safe estate and learning environment;

To ensure that all significant risks are properly assessed and controlled, so far as is
reasonably practicable;

To establish and maintain clear written standards and procedures to control the risk to
health and safety and ensure that they are adhered to;

To ensure that all staff and where necessary, students, are competent and able to perform
their tasks safely, through the provision of adequate training, information and supervision;

To maintain an effective system of consultation with employees, self-employed Lecturers,

students, clients, suppliers and contractors on health and safety issues;

Torecord and investigate all incidents and accidents, ensure appropriate corrective actions
are taken to prevent recurrence and to enable a culture of continual improvement;

To promote an increased awareness of health and safety amongst all employees and
students;

To maintain an effective system of monitoring and reviewing health and safety
performance; and

Ensure that the principles of good health and safety management are applied to all activities

undertaken by the University including activities such as events, travel, and field trips.
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3

Organisation & Responsibilities

Refer to Appendix 1 for the organisational structure.

3.1

3.2

3.3

3.4

The University Board

Under the Health & Safety at Work etc. Act 1974, the University Board is responsible for ensuring
that there is a Health and Safety Policy in place which sets out the objectives and the
responsibilities owed to employees, students and those who may be affected by the
undertakings of the University. The Board shall ensure that they receive adequate information
and assurance on the effectiveness of the health and safety management system in place. The
Board shall receive an Annual Health and Safety Report along with supplementary reports and
updates on significant issues and performance. The Board should consider health and safety as

a key aspect of strategic decisions and resource allocation.

Chief Executive and Vice Chancellor

The Chief Executive and Vice Chancellor is responsible for achieving the objectives set out in
the Health and Safety Policy. The Chief Executive and Vice Chancellor shall advise the
University Board of the resources required to comply with statutory requirements and make
adequate arrangements. The Chief Executive and Vice Chancellor shall escalate any matters
to the University Board and provide regular updates on performance. The Chief Executive and

Vice Chancellor is supported by the Executive Management Group in fulfilling this role.

Executive Management Group (EMG)

The Executive Management Group are responsible for the development, implementation and
continual improvement of health and safety, this provision includes employees and extends to
anyone else who may be affected by the University’s activities. EMG members are specifically

responsible for ensuring that:

»  The Health and Safety Policy is implemented across their area of responsibility;

= There are adequate and effective arrangements for health and safety planning,
organisation, control and monitoring across their areas and functions;

= Risks are adequately assessed, mitigated and communicated;

= There is sufficient financial, resources and time are available to meet statutory
requirements;

= Acting on reports, advice and recommendations;

=  There is a mechanism for communicating and reporting on health and safety risks,
performance and feedback in their area of responsibility; and

=  They set a positive example of leadership and behaviour with regard to health and safety.

Pro Vice-Chancellor (Student Experience)
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3.5

3.6

3.7

The Pro Vice-Chancellor (Student Experience) is responsible to the Chief Executive & Vice
Chancellor on a delegated basis for oversight and development of the Health and Safety Policy
and for ensuring co-ordination of such policies and practice across the University. The PVC has
responsibility for ensuring that the arrangements to manage health and safety in accordance

with University Policy are effective.

The PVC (SE) has responsibility for the Health and Safety Consultancy agreement in order to
support health and safety compliance and performance.

Associate Director of Campus & Technical Services
The Associate Director of Campus & Technical Services is responsible for collating, analysing

and reporting on Health & Safety matters from across campuses and co-ordinating with the
Campus Deans and Health & Safety Consultancy to deliver on building inspections, incident

reports and risk assessments.

Campus Deans

The Campus Deans are responsible for the day-to-day management of health and safety on
Campus and are specifically responsible for:
= Organising and co-ordinating Campus activities to ensure minimum risk to the health and
safety of employees or any persons who may be affected by the University’s activities,
through close liaison and support/direction from Campus Management Teams.
" Ensuring that Line Managers are aware of their health and safety responsibilities and
comply with the requirements of the Policy and supporting Procedures;
" Ensuring Line Managers are consulted and their views considered prior to implementing
changes that may affect their health and safety;
= Ensuring new staff receive suitable and adequate induction and training as outlined in the
University Health & Safety Training Matrix;
= Ensuring that Building & Technical Services are implementing statutory compliance
activities and maintaining a safe workplace and learning environment;
" Listening to employee or student concerns in relation to health and safety and acting
accordingly; and;

" Setting a positive example of behaviour with regard to health, safety and wellbeing.

Building & Technical Services Managers
At each Campus, the Building & Technical Services Managers (in conjunction with the Senior
Health & Safety Officer) are responsible for the management of health and safety in relation to

the Campus and contractors. They are specifically responsible for:

=  Implementation of the University Health & Safety Compliance Matrix for each building;
= Maintaining the University Health & Safety system with incident reports, investigations and

recording of building checks;
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Ensuring all equipment is inspected and maintained in accordance with statutory
requirements;

Ensuring that a Fire Risk Assessment is undertaken and suitable fire precautions and
arrangements are implemented for each Campus Building.

Ensuring risk assessments are undertaken in accordance with statutory requirements and
findings actioned;

Assist in the follow up of DSE assessments when requested by Line Managers;

Ensuring Contractors on premises have adequate health and safety arrangements in
place and the competence to undertake the work safely in the premises;

Undertake regular building inspections;

Ensure sufficient Fire Warden, First Aid and Evac Chair trained persons at each location;
Listening to employees concerns in relation to health and safety and acting accordingly;
Setting a positive example of behaviour with regard to health and safety; and

Assist the Campus Deans in ensuring that accidents and dangerous occurrences are
reported to the HSE under the Reporting of Injuries, Diseases and Dangerous

Occurrences Regulations (RIDDOR).

3.8 Associate Dean - Creative Futures

The Associate Dean Creative Futures and sector Heads of Careers are responsible for:

Ensuring that workplaces where students engage with work-based learning placements
have adequate health and safety arrangements in place before the student engages with
the placement provider;

Monitoring workplaces to achieve the above; and

Maintaining a list of approved work-based learning centres.

39 Deans & Heads of Schools

Deans & Heads of School are responsible for:

Ensuring the health and safety of academic delivery including study trips, off-Campus
learning;
Embedding health and safety related professional practice into relevant courses; and

Leading by example on matters of health and safety.

3.10 Line Managers

The Line Managers are responsible for:

Organising and co-ordinating work and University activities to ensure minimum risk to the
health and safety of employees and students under their control or any persons who may
be affected by the activities in their area of responsibility;

Ensure that risk assessments exist where relevant to their area of responsibility (e.g., for
activities, events, new/expectant mothers, processes);

Ensure that their direct reports have the appropriate health and safety induction, training
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and supervision in order to work safely;
Ensuring that their area of responsibility is kept clean and tidy, as appropriate, that

housekeeping is maintained at all times and that regular inspections take place;

Report any incident or accidents and assist in any investigation;

Ensuring that materials/equipment are stored safely in their area of responsibility;
Listening to employee or student concerns in relation to health and safety and acting
accordingly; and

Setting a positive example of behaviour with regard to health and safety.

3.11 Lecturers

The Lecturers are responsible for:

Organising and co-ordinating activities to ensure minimum risk to the health and safety of
students under their control or any persons who may be affected by the activities in their
area of responsibility;

Report any incident or accidents and assist in any investigation;

Ensuring that the findings of the risk assessment process are adhered to when the activity
or event takes place;

Ensuring that materials/equipment are stored safely in their area of responsibility;

Listening to student concerns in relation to health and safety and acting accordingly; and

Setting a good example of behaviour with regard to health and safety.

312 Employees

All Employees have a duty to co-operate with the employer under the Health and Safety at Work
Act 1974, the Management of Health and Safety at Work Regulations 1999 and all other related

regulations.

Self-employed Lecturers will comply with all aspects of this policy as though they were

employees. Conversely the organisation will treat Self-employed Lecturers as though they were

employees.

All Employees and Lecturers will therefore:

Comply with the Health and Safety Policy, risk assessments and other documented
procedures;

Co-operate with management and follow reasonable instructions in the interests of health
and safety;

Use, operate or maintain any work equipment as instructed and not misuse it in any way;
Ensure that guards or covers are in position whilst work equipment is in use;

Keep work equipment and personal protective equipment in good condition and report
defects;

Report any accident, dangerous occurrence or condition to their Line Manager, Building
& Technical Services Manager or Campus Dean;

Take all reasonable steps to ensure the safety of themselves and of others;
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= Avoid improvised arrangements and suggest safe ways of reducing risks, where
appropriate;

=  Observe all warning notices and follow instructions;

=  Not interfere with or misuse anything provided for them in the interests of health, safety
and welfare;

=  Wear appropriate clothing and personal protective equipment conducive to the work;

= Raise any health and safety concerns with their Line Manager, Building & Technical
Services Manager or Campus Dean;

= Report immediately any defective work equipment and not use it until repaired; and

= Inform their Line Manager of any allergy, health condition or medication likely to affect

their ability to stay safe.

Any breach of these requirements will be treated as a breach of contract and appropriate
disciplinary action may be taken. The taking of any reasonable action to safeguard the health,

safety and welfare of themselves and others will not result in any form of disciplinary action.

313 Students
Students have a duty to make themselves aware of and comply with the Campus health and safety

arrangements. In particular, Students will:

=  Comply with the University’s Code of Conduct, risk assessments and other documented
procedures;

=  Co-operate with academic staff and, where appropriate, non-academic staff and follow;
reasonable instructions in the interests of health and safety;

= Use any University equipment as instructed and not misuse it in any way;

=  Ensure that guards or covers are in position whilst University equipmentis in use;

=  Keep University equipment in good condition and report defects;

= Report any accident, dangerous occurrence or condition to their Lecturer, Building &
Technical Services Manager or Campus Dean;

= Take all reasonable steps to ensure the safety of themselves and of others;

=  Avoid improvised arrangements;

L] Observe all warning notices and follow safety instruction;

= Notinterfere with or misuse anything provided for them in the interests of health, safety and
welfare;

=  Wear appropriate clothing and personal protective equipment conducive to the work;

= Raise any health and safety concerns with their Lecturer, Building & Technical Services
Manager or Campus Dean,;

=  Reportimmediately any defective work equipment and not use it until repaired; and

] Inform their Lecturer or Student Well-Being Services of any allergy, health condition or
medication likely to affect their ability to stay safe.
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Any breach of these requirements will be treated as a breach of terms and conditions, and

appropriate disciplinary action may be taken. The taking of any reasonable action to safeguard

the health, safety and welfare of themselves and others will not result in any form of disciplinary

action.

3.14 Responsibilities of BIMM towards Students

Students are not in the legal sense employed persons and hence many of the specific provisions

of the Health and Safety at Work etc Act 1974 do not apply to them. Equally, they are not bound

by the duties of employees as laid down in the Act. As with all other members of the public the

University owes them a general duty of care in order that their health and their safety is

protected. It is important therefore to ensure that:

When under the control of University staff, the responsibility for students' safety or health is
adequately met. For example, when required to evacuate a seminar room or studio due to
a building alarm, the Lecturer takes the responsibility for the safe evacuation.

Safe use of workshop and studio facilities is communicated.

Students are given full instructions in health and safety matters relating to the normal
functioning of their Campus building(s) and course, and follow up information about specific
hazards is communicated where appropriate i.e. noise risks, placement learning safety,
staying safe on film shoots;

The supervision given is adequate both with regard to the nature of the work in which
students are involved and the experience of the particular student. As regards student
projects, a risk assessment should take place and necessary precautions should be agreed
with students and written down before commencement of work; and

Details of relevant policies and procedures and should be issued to students.
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4 Health & Safety Arrangements

A summary of our overarching Health and Safety Arrangements are provided below and are
supplemented by our Health & Safety Procedures which can be found in Appendix 3.

41 Health & Safety Committee

The Health & Safety Committee is Chaired by the Pro Vice-Chancellor, (SE) meets quarterly and is
responsible for setting policy and monitoring health and safety performance and the Health & Safety
Risk Register. The Health & Safety Committee Terms of Reference sets out the committee membership

and purpose.

4.2 Communication & Consultation

The University will communicate to employees their commitment to safety and ensure that employees
are familiar with the contents of the BIMM University Health and Safety Policy.

Communication will take place by providing written or verbal information from this Policy; through emails
to employees, termly Health and Safety Committees, senior management meetings, local Campus

Management Teams and through the general line management process.

Similarly, employees will be consulted on health and safety matters through the above forums and the
general line management.

Students will be able to communicate and consult with the BIMM management through appointed

student representatives and via the Campus Dean.

All students will have direct access to the Lecturers, Campus Dean or Head of School at any time
to discuss any health and safety issues.

4.3 Information

All new employees will receive induction training when they join the University. As part of the induction
process, employees will receive access to PeopleHR which hosts the health and safety documentation.
This includes key aspects of the Health & Safety Policy and includes emergency procedures and other
key health and safety information.

Similarly, students will receive instruction about health and safety during enrolment week. As part of the
induction process, students will receive health and safety information relevant to their location and

course of study.

Employees and Students will also receive information when:
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= There are changes to work procedures or working patterns
» Introduction of new buildings or spaces
= New equipment is being procured

= There are changes as a result of new or revised legislation

Employees and Students will be encouraged to read the health and safety law poster, located in
prominent positions in all BIMM Campuses, which provides key information about employer’s

responsibilities and employee’s rights.

The University will also display a copy of the Health & Safety Policy Statement and Employers’ Liability

(Compulsory Insurance) certificate in key prominent positions on the University premises.

4.4 Co-operation & Care

If the University is to build and maintain a health and safe working environment, co-operation between
the University community is essential. Arrangements will be in place to respond to and manage any

incidents arising on Campus.

All employees and students are expected to co-operate with the University on safety matters and to
accept their duties under this Policy. Disciplinary action may be taken against any employee or student

who violates safety rules or who fails to perform their duties under this Policy.

Employees and students have a duty to take all reasonable steps to preserve and protect the health and

safety of themselves and of all other people affected by University operations.

4.5 Health & Safety Training

All new Employees will be given induction training in the following areas by their Line Managers, this

should include:

= Fire and emergency evacuation procedures for the building
= Arrangements for First Aid
=  Procedures for reporting hazards, accidents, incidents and near misses

=  Use and care of protective clothing and/or equipment (where applicable)

Students should be assumed to be untrained in all matters of health and safety. Students will be provided
with a basic health and safety induction on starting with the University. This will include fire procedures,
first aid and general health and safety procedures. The University will also provide students with the

training and supervision necessary to ensure their health and safety:

= While working on Campus

= On organised fieldwork/trips
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= Placements

= During academic activities elsewhere

All employees will be trained in safe working practices and procedures prior to being allocated any new
role. Training will be provided on the safe use and maintenance of work equipment and safe systems of

work where appropriate.

The Head of People will arrange for a formal review of training needs on a regular basis, and make
appropriate recommendations to the University Health & Safety Committee who will decide what action

to take.

All Employees will be trained and updated in health and safety and the specific hazards of their work on
a regular basis. Special training will be given for specialist roles / tasks e.g., first aid, fire warden,

evacuation chair operator.

Employees will be encouraged to bring to the attention of management any training courses or training

needs which they think might be appropriate.

All Health & Safety training records will be retained on PeopleHR.

4.6 Monitoring & Review of Health & Safety Policy

The Pro Vice-Chancellor (SE) together with the Health & Safety Committee will review the Policy
annually to ensure that all parts of the Policy are still valid. Advice will be obtained from the BIMMs
external Health & Safety Consultant to ensure that the Policy remains compliant with legislation. Any
updates or amendments will be brought to the attention of the employees, and information, instruction

and training provided where necessary.

Health and safety performance will be assessed and reviewed and presented to the Board via the Audit
Committee via the Annual Health & Safety Report.

4.7 Inspection & Monitoring

The Campus Deans, Building & Technical Services and Line Managers will be responsible for day-

to-day informal monitoring of health and safety on Campus.

The Building & Technical Services Team also undertake formal inspections and checks of the

Campus buildings. The inspection reports are filed on the Health & Safety System Eco Online.

Campus inspections will provide an opportunity to review the continuing effectiveness of the Policy and
identify areas where revision of the Policy may be necessary.
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4.8 Audit & Review

Annual independent Health & Safety Audits will be undertaken by the University’s nominated Health &
Safety Consultancy and in addition there will be an annual review of different elements of the health

and safety management system to:

=  Campus environments are safe

=  Ensure that the Health & Safety Policy remains up to date and effective
Ensure that the safety management system is being implemented correctly together with any
recommendations for improvement

4.9 Competent Health & Safety Advice

Advice on occupational health and safety matters will be available from the University’s nominated
Health & Safety Consultants, Create Safe Ltd.

410 Hazard Reporting

Itis the policy of University to eliminate hazards from the workplace, wherever possible.

All Employees have a duty to report any unsafe or unhealthy working conditions, practices or
arrangements to their Line Manager, Building & Technical Services Team or Campus Dean.

Similarly, all students will be encouraged to report any unsafe or unhealthy working conditions, practices

or arrangements to their Lecturer or Senior Management.

The University will take immediate remedial action to eliminate or minimise the risk and will take the

necessary long-term action to prevent future occurrences.

If an Employee is concerned that the University is not doing enough, the University accepts that the
employee ultimately has the right in law to approach the Health and Safety Executive as detailed on the

Health and Safety Law poster on the notice board.

411 \Visitors

All visitors will report to reception and sign the visitor’'s book at all sites when they enter the premises
and sign out when they leave. All visitors will generally be accompanied by their host whenever possible.
Visitors will be informed about any specific health and safety requirements for the area they are visiting,
particularly if they are unaccompanied.

Contractors will be given a briefing about site rules, where they can go or not go and safety procedures
by the Building & Technical Services Team before they start work in the premises.
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APPENDIX 1: Organisational Structure

EMG Structure
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APPENDIX 2: Health & Safety Training Matrix

Health & Safety Training Matrix

to their
Mandatory (M)
Job specific the
Health be not might
reference they
- Bulklin& & .
Trainin.1 Session Duration Ei;?:;:tﬁent EZ:S:?)EISS:;i;&n Le::;;:::/ssex?j: E:;;:::a?gcewices Lecturers anILIS'::)ﬂ (Student Q:Liéi?égj:gj
roup Team Team members
General Health & Safety/ Management
Health & Safety Induction for New StarterssuKJ1RE/oe | TES Online M M M M M M M
Health & Safety for LecturerseuKJIRf/OE In development M
Health & Safety for Senior Executives'UK/IRE/DE 2 hours M
Health, Safety & Wellbeing for Managers 'UK/IRE/DE Half Day M JS JS
I0SH Managing Safely 'UK 3days M
Health & Safety Awareness-uK Iday M Js Js
First Aid & Fire
First Aid At Work/Responder « e.g.,
Colleges/Bulldings-UKJIRE 3Day s s s s s s 8
Emergency First Aid e.g., 1 Day for
events/trips/travel 'UK/IRE/DE IDay s s s s s s 8
First Aid Essentials - Refresher 'UK/IRE/DE Half Day Js Js Js Js JS JS JS
Fire Warden/Fire Helper 'UK/IRE/DE Half Day JS JS JS M JS JS Js
Evacuation Chair Operator «uK/1RE/DE Half Day JS JS JS M JS JS JS
Risk/Toplc Spedfic
Risk Assessment «uK/1RE/DE 3 hours JS M M JS JS JS
Display Screen Equipment (DSE) Assessor 'UK/IRE/DE Half Day JS JS JS JS
Manual HandlingsuK{1RE/DE 2.5 hours M M JS JS JS
Working at HeightUI(JIRE/DE 2.5 hours M M JS JS JS
Legionella: Duty Holder and AwarenesssuK{1RE{oen 2 hours M M M
Asbestos: Duty Holder and Awareness <ull{1RE/DE.. 2 hours M M M
Construction (Design & Management) & Managing
Projects *UIC/IAE/OE.. (RIII'JSnot applica in IREor DEbut 3 hours M M
principles apply)
EcosOnline H&S System*UK/IRE/DE 2 hours M M M JS JS
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APPENDIX 3: Health & Safety Procedures

Procedure

Accidents & Incidents

Asbestos Management

Contractor Management & Construction (Design & Management) Regulations 2015

Control of Substances Hazardous to Health (COSHH)

Display Screen Equipment (DSE)

Festivals & External Gigs

Promotional Events & Exhibitions

Driving on Business

Electricity at Work

Film Production Safety

Fire Safety

First Aid

Handling, Lifting & Carrying

Health & Wellbeing

Legionella: Management of Water Systems

Lone Working

New or Expectant Mothers

Noise at Work

Performance Production Safety

Personal Protective Equipment

Personal Safety

Risk Assessment

Study Trips/Educational Visits

Work Equipment

Working at Height

Workplace

Work Placement Learning

Work Permits

Severe Weather
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