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SUMMARY  

 

The objective of the University’s Health and Safety Policy is to ensure the health and safety of 
all employees, students, visitors, other employers and their employees and all others who 
may be affected by activities on its premises. However, a policy can achieve nothing on its 
own – it is what people do in their everyday working life that counts.  

 

To help achieve that, this Policy establishes a range of necessary procedures and practices.  

 

HEALTH & SAFETY POLICY  

 

This Policy applies to everyone for whom the University has responsibility   
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STATEMENT OF INTENT 

The University will act positively to minimise the incidence of all workplace risks as required to 
fulfil its legal obligations under the Health, Safety and Welfare at Work Act 1999, and all other 
relevant health and safety legislation in force at any time. All activities shall be carried out with 
the highest regard for the health and safety of all staff, students, visitors and the public at large. 
Our aim is excellence in health and safety, by means of continuous improvement of standards 
and removing the causes of accidents/incidents and ill-health. The legal requirements should be 
regarded as the minimum standard to be achieved. 

The Board of Governors and the Vice-Chancellor are committed to providing the financial and 
physical resources necessary to ensure that a high standard of health and safety is achieved. 
Within their areas of responsibility Directors will make provision for adequate resources to 
maintain and improve a healthy and safe working environment. People are our most valuable 
resource, and the safeguarding of human as well as other resources through health and safety is 
important, not only for its own sake, but also as a way of minimising costs. 

All reasonably practicable training, resources and information will be provided to ensure that 
employees and others work and perform all tasks safely and without risk to the health and 
safety of themselves and others.  

The successful implementation of this policy requires total commitment from all members of 
staff, students and visitors. 

This policy will be reviewed bi-annually or in the light of legislative or organisational changes. 

 

THE HEALTH, SAFETY AND WELFARE SUMMARY - GENERAL DUTIES 
OF EMPLOYERS AND EMPLOYEES  

The health, safety and welfare of employees, students and others legitimately on University 
premises are protected by law. They also have a responsibility to look after themselves and 
others.  The University has adopted the following policy and procedures and requires all its 
members, whether staff or students, to follow them at all times. 

1. The University will provide training for all employees to assist in the achievement of 
safe and healthy working conditions for both employees and students. 

2. The University will provide and maintain health and safety information, which will be 
available to staff and students as necessary. 

3. The University will identify, through Risk Assessment, and so far as is reasonably 
practicable, eliminate or control hazards and conditions which present a risk to the 
health and safety of employees, students and others affected directly by the 
University operations. 

 

4. Any dangerous incidents must be reported through a reporting system located in the 
Reception Area and logged on the security daily log and clearly labelled as an H&S 
issue. Each incident will be investigated and appropriate steps taken to mitigate 
recurrence. 
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5. All serious incidents, accidents, fires and enforcement notices must be reported 
through the incident reporting procedure / process via the Reception Area, which will 
automatically trigger notification to the appropriate member of Executive 
Management Team (EMT). 

6. The University will continue to provide first-aid and welfare facilities, and will arrange 
for the testing and evaluation of contaminants and noise as necessary. 

7. Before any new potentially hazardous equipment is used, a Risk Assessment and 
Control of Substances Hazardous to Health (COSHH) assessment will be undertaken to 
minimise risks to health and safety. This will include, where necessary, consultation 
with the manufacturer or supplier and Estates Department to ensure that the 
manufacturer’s instructions, legislative compliance and best practice are carried out. 

8. Whenever the situation demands it, the University will, in the interests of safety, 
provide personal protective clothing and/or equipment (PPE). The use of PPE is a 
mandatory requirement, not optional. All protective clothing will meet required 
standards. 

9. Risk Assessment will be undertaken, as required, to ensure that the external and 
internal environment is not unreasonably affected by the University work activities. 

10. The University will adopt a Control of Contractors policy to ensure that all contractors 
employed on University premises are competent and that they are aware of the 
University’s safety policy and procedures. 

11. Monitoring and compliance of contractors will be carried out by the Executive 
Management Team (EMT) members and staff responsible for engaging contractors, 
but with additional overarching involvement by the Campus Manager to ensure that 
all contractors perform in a safe manner and that risks to University employees, 
students or any other persons likely to be affected by their activities are reduced to a 
practicable minimum. 

12. Liaison will be maintained, as required, with the Health and Safety Executive, Fire 
Authority, Local Authorities and with other advisory sources. 

13. The University's Health, Safety & Welfare Policy will provide guidance, information, 
procedures, instructions and Codes of Practice. The manual forms part of the 
University's Policy Statement and will be brought to the attention of all employees 
and students. 

14. The University will ensure that all work activities involving employees, and others who 
may be affected by inherent hazards, will be subjected to appropriate risk assessment 
procedures and details of assessment will be recorded. 

15. All trips visits and activities involving travel away from the University will be subject to 
a prior “Visit / Trip” risk assessment wherever possible and will be covered by the 
University Travel Insurance.  
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HEALTH AND SAFETY RESPONSIBILITIES  

Overall and final responsibility for health and safety in the University is that of: 

 

Professor Catherine Bachleda Vice Chancellor/CEO 

 

The following supervisors are responsible for safety in particular areas: 

 

Jason Fa 

Campus Buildings/External Contractors/Conferences 

 

Christian Camilleri 

Student Welfare/Services 

 

Paul Bowling 

Catering/Commercial services 

 

Dr. Darren Fa 

Laboratories 

 

Caroline Moss-Gibbons 

Library 

 

Christian Celecia 

ICT and Print Services 

 

GENERAL STATEMENT ON COMPETENCE AND TRAINING  

To enable each line manager to carry out their responsibilities effectively and ensure 
compliance with statutory requirements, they are required to ensure competent people can 
carry out their duties. To support line managers to develop competence in their staff, the 
University will provide a dedicated programme of essential training and development which 
all relevant employees are expected to attend.  
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GENERAL STATEMENT ON MONITORING AND AUDITING 

The monitoring of health and safety is based on the health and safety management system 
described in this Policy. This includes a range of mechanisms that facilitate approaches to 
check progress, including:  

• Inspection – scheduled formal examinations of the working situation by the relevant 
member of staff in partnership as appropriate with the Trade Union safety 
representatives, if any. Inspections highlight areas of concern so control measures can be 
put in place before any harm can be caused.  

• Spot-checks – specific health and safety staff and campus Trade Union safety 
representatives, if any, pay an unannounced visit to a University location to check that the 
expected health and safety standards are met. This also demonstrates continued 
commitment to health and safety leadership.  

• Audit – the CFOO carries out a planned, independent, detailed process to collect evidence 
of the effectiveness of local systems for managing health and safety risks.  

• Review – EMT review the current health and safety position (using reports from 
inspections, audit, trend analysis and so on) to assess progress. 

• Data collection – maintain appropriate records, measure and compare patterns and 
progress in health and safety practice.  

 

PEOPLE WORKING ON UNIVERSITY PREMISES NOT EMPLOYED BY THE 
UNIVERSITY AND CONTRACTORS 

Persons working on the University campus who are employed by other organisations are 
expected to follow University Health and Safety Policies with regard to the safety of University 
employees, their own personal safety (and that of other parties such as the general public if 
appropriate) and their method of work.  This responsibility will be included, or implied, in 
contracts or working arrangements. Similarly, seconded University employees working in 
other host premises will be expected to follow the host employers Health and Safety Policy. 

The University wishes to ensure that as far as is reasonably practicable, the Health, Safety and 
Welfare of Contractors working in the University's establishments will be of the highest 
standards.  In addition, Contractors and their employees have an obligation, so far as is 
reasonably practicable, to ensure all equipment, materials and premises under their control 
are safe and without risks to health. 

Contractors must also observe the University's Fire Safety Procedures.  These obligations will 
be drawn to the attention of the Contractors in the contract document issued to them.  In 
addition, a University Campus Manager will be identified in the contract as having authority 
to stop the work of Contractors who are placing themselves, other staff, or visitors at risk.  
Any member of staff who judges there is a risk where contractors are working, should inform 
their Manager or the Campus Manager immediately. 
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VISITORS, CHILDREN AND PETS  

The University wishes to ensure that as far as is reasonably practicable, the Health, Safety and 
Welfare of visitors to University establishments will be of the highest standard. Any member 
of staff who notices persons acting in a way which would endanger other staff, should 
normally inform their Head of Department.  If the danger is immediate, common sense must 
be used to give warning, call for assistance or give aid as necessary. It is equally important not 
to over-react to a situation. 

Please ensure that any children brought onto the campus are to be closely supervised at all 
times. Children are not permitted to enter workshops or laboratories unless they are 
attending an officially organised event. 

In order that we can continue to maintain a safe University we would ask that you report any 
health and safety issues or concerns that you may have to your host or contact the University 
Campus Manager on 20071000 extension 803. 

Assistive animals on site must be kept under control at all times. 

DEALING WITH SUSPICIOUS OBJECTS 
If you discover a suspect package please follow the following emergency procedures.  

• Stay calm and contact Reception/Security (811 internal). Report all details of the item, it’s 
location and what it looks like, what the item is doing; e.g. ticking, leaking, smelling etc, and if 
the item has been opened prior to it being deemed suspicious.   

 Do not panic. 

 If you are holding the item, put it down on a cleared, easily accessible flat surface. 

 Not to touch the suspicious item, do not move it, leave it where it is. 

 Contact the Estates and Facilities department immediately.  

 If it is decided by the Department to clear the building, the firm alarm will be activated.  

SMOKING 

 

 

The University operates a No Smoking Policy within its buildings, including e-
cigarettes, in accordance with smoke-free legislation. If you wish to smoke 
outside please ensure you extinguish and discard your cigarette in the 
facilities provided. 

 

TRAFFIC AND CAR PARKS 
The roads leading up to the campus and the University car parks are used by cars, heavy goods 
vehicles, motor bikes and bicycles. Please use and maintain a high level of awareness when 
moving around these areas. A 10KPH vehicle speed limit will apply within the campus car park 
and should be adhered to at all times. 
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SPECIAL NEEDS AND SPECIFIC RISKS 

If you have any special needs please do not hesitate to raise these with your host (before your 
arrival if possible). Arrangements can then be made to make sure that your visit runs as 
smoothly as possible. Examples relevant to Health and Safety could be a mobility or hearing 
disability where and individual may have difficulty in responding to a fire alarm and would 
therefore need a personal Evacuation Plan, difficulties reading instructions, colour blindness 
or any concerns. Temporary impairments may also need special arrangements such as 
returning to work or study following and injury or illness.   

Where any disabilities or medical conditions are identified as needing disability assistance, 
temporary adjustments or a Personal Emergency Evacuation Plan should be reviewed and 
revised if necessary for the individual. This may need to be done in discussion with the 
University Estates & Facilities manager, Healthy and Safety Manager and the Student 
Wellbeing team. 
 
There are certain areas within the University where access is restricted to authorised persons 
only. Safety signs, notices and instructions are provided to protect you; we require that you 
comply with them. Please ask a member or staff if you are unsure. 

 

FIRE SAFETY 

The University has various systems in place to manage fire safety. It is therefore important 
that you are aware of what to do if you discover a fire or hear the fire alarm. 

Raising the alarm 

On discovering a fire, raise the alarm by shouting FIRE! (to alert anyone in the immediate 
vicinity) and then activate the nearest push-glass fire alarm call-point (small red box, close to 
major exits). 

If safe to do so, use an appropriate fire extinguisher to tackle the fire, but only if your exit is 
clear. 

Leave the building by the nearest exit. 

Call the Fire & Rescue Service on 190 and state location as the University of Gibraltar, Europa 
Point Campus. 

Report location of fire (room number) to the Fire Safety Manager attending the Fire System 
Panel in the Reception Hall or to the Fire Marshal at your Assembly Point. 

The Fire Evacuation Plan is shown in Appendix A. 
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Evacuation procedure 

On hearing a continuous siren, leave the building immediately by the nearest exit.  Escort any 
visitors/students from the building.  If an intermittent alarm is heard, there is a fire alert that 
requires investigation.  Be prepared to leave if this becomes a continuous siren. 

 

Fire exits are located at: 

Lower atrium - both ends of the corridors  

Upper atrium - main and rear entrance  

Courtyard - red door  

Admin space - vice-chancellors corridor  

 

Report to the appropriate Assembly Point at the Main Entrance of the University of Gibraltar, 
Car Park (see fire escape plan below). 

 

In the event of a fire:  

Maintain silence 

Do not rush or panic 

Do not attempt to pass others 

Do not use the lift 

 

 



 

 pg. 11 

ELECTRICITY 

The University will manage, so far as reasonably practicable, all electrical systems and 
electrical equipment falling under its control in such a manner as to minimise the risk of any 
person using such systems to a tolerable level. The University will aim to achieve this policy 
by putting measures in place to secure, so far as is reasonably practicable: 

 That all electrical systems and equipment is suitable and safe for its intended use.  

 That suitable precautions are taken to prevent danger arising from the use of electrical 
systems and equipment. 

 That all electrical systems and equipment are subject to a suitable risked-based regime 
of inspection, testing and maintenance. This requirement is limited to circumstances 
where this is necessary to ensure that systems or equipment remains safe. 

 That all electrical systems and equipment shall have a suitable means of cutting off the 
electrical power and isolating it. 

 That electrical systems or equipment which are decommissioned, dismantled or 
abandoned are made dead and isolated from every source of electrical energy. 

 

Work on live electrical systems or equipment should be performed in exceptional 
circumstances only. Work on or near live electrical conductors (other than one suitably 
insulated) is not permitted unless: 

 It is unreasonable in all the circumstances for it to be dead; 

 It is reasonable in all the circumstances for the work to take place while the conductor is 
live; and 

 Suitable precautions are taken to prevent injury. 

 

Before any live electrical is undertaken, the operation is subject to a risk assessment and 
suitable precautions implemented before work commences: 

That work on or near electrical systems or equipment is only undertaken by persons 

competent to do so. 

Workplace Well-being 

THE OCCUPATIONAL HEALTH SERVICE 

Stress is the adverse reaction people have to excessive pressure or other demands that are 
placed upon them.  It can be caused by issues at work or by concerns outside work or in some 
cases both. Stress may be caused by a number of factors including: 

1. Long hours 

2. Too much or too little work 

3. Poor management 

4. Working alone 
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5. Bad relations with work colleagues 

6. Low Pay 

7. Low job satisfaction 

8. Either actual or threatened violence, bullying or harassment 

 

It is the policy of the University to provide Occupational Health Services.  Such services are 
provided confidentially to the individual employee and include counselling on health and 
associated matters, investigation of hazards and incidents, environment studies, health 
interviews and employment medicals. 

The University is committed to the principles of the Working Time Regulations.  No member 
of staff is expected to work more than 48 hours per week (including overtime) unless there 
are exceptional circumstances. Similarly, all other requirements of the regulations e.g. in 
relation to breaks, night workers etc. will be complied with. 

LIFTING AND CARRYING AT WORK 

Manual handling at work, such as lifting, putting down, pushing, pulling or carrying, is a major 
cause of injury and ill health. 

The University's Manual Handling Standard forms part of the Health and Safety Policy for 
controlling risks from manual handling and complies with the regulations. The regulations 
require the University to take action if hazardous manual handling is carried out and to reduce 
the risk of injury by: 

1. Avoiding hazardous manual handling so far as is reasonably practicable. 

2. Making a suitable and sufficient assessment of any hazardous manual handling that 
cannot be avoided. 

3. Reducing the risk of injury so far as is reasonably practicable. 

 

Staff are required to use equipment provided and follow any safe system of work to reduce 
the risk from manual handling. Other health and safety standards may apply to the controls 
you put in place to manage the risk: 

1. organising events safely 

2. lifting equipment 

3. work equipment safety 

4. buying work equipment: health and safety considerations 

5. working at height 

6. stepladder safety 

7. protection during pregnancy 

 

https://www1.essex.ac.uk/health-safety/policies/hs-policy.aspx
http://www.hse.gov.uk/pubns/priced/l23.pdf
https://www1.essex.ac.uk/health-safety/activities/events.aspx
https://www1.essex.ac.uk/health-safety/equipment/default.aspx
https://www1.essex.ac.uk/health-safety/equipment/default.aspx
https://www1.essex.ac.uk/health-safety/equipment/purchase.aspx
https://www1.essex.ac.uk/health-safety/activities/height.aspx
https://www1.essex.ac.uk/health-safety/equipment/default.aspx
https://www1.essex.ac.uk/staff/ohs/health/pregnancy.aspx
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Computer Use 

While you are using a computer, it is important that you are comfortable and consider 
pointers that will reduce your chances of getting OOS (occupational overuse syndrome) or RSI 
(repetitive strain injury). 

 

Body positions 

There is more than one good body position so find one that works for you. Here are some 
general guidelines: 

• Keep the hollow in the base of your spine well-supported. 
• Face straight onto your work. 
• Loosen your shoulders. 
• Have your elbows loose at your side. 
• Keep your wrists straight. 
• Look down by pivoting your head about the joint at the top of your neck. 
• Experiment with different backrest angles. 
• Don’t slump forward. 
• Change your position often. 
• Do some limbering up movements. 
• Keep your thighs above horizontal. 
• Keep your knees and ankles open (90° or more). 
• Keep your feet well supported (don’t let them dangle). 

 

Getting comfortable in your workstation 

To make your seat higher, take your weight off the chair and pull the lever on the right-hand 
side of the chair up. When the chair is at the height you want it to be, release the lever. 

To make the seat lower, sit on the chair and pull the lever on the right-hand side of your chair 
up. When the chair is at the height you want it to be, release the lever. 

• Your feet should be flat on the floor. 
• Your thighs should be about horizontal. 

  

Set the backrest height and adjust the backrest angle 

The small of your back should be supported. Your buttocks should fit comfortably into the 
space between the bottom edge of the backrest and the seat pan. There is a knob on either 
the side or back of the backrest that you can turn either way to adjust the backrest angle. 
Your upper arms should be straight up and down and your forearms about horizontal. 

 

Are your shoulders low and relaxed? 

Are your elbows loose at your sides? 

Is the height of your keyboard comfortable? 
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Adjust the position of your keyboard / mouse 

Your keyboard shouldn’t be too far away (a space of 50mm between the desk edge and 
keyboard). Your mouse should be placed where you don’t need to reach for it when you take 
your hand from the keyboard. 

  

Adjust the position of your screen and prevent eye strain 

This varies from person to person but should be in a range from about 450-800mm. 

Take micropauses (a 5-10 second break every three minutes or so). 
Take a break every hour for 10 minutes. 
Use the buttons at the bottom of your screen to adjust brightness and contrast on your 
screen. 
Reduce glare and try to blink often. 
Look out the window at a distance scene if available. 
If you have doubts about your eyes, visit an optometrist. 

 

 

 

 

 

 

 

 

 

 

 

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiFuca-_oPfAhUmgM4BHVrxC9AQjRx6BAgBEAU&url=http://episodbaru.blogspot.com/2010/11/simptom-sindrom-carpal-tunnel.html&psig=AOvVaw1yrf70-SiZX0qcGyc2scdq&ust=1543937711655067
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COVID-19 
For information related to COVID-19 please refer to: COVID-19 Campus Activities policy, 

procedures and guidance (Oct.2020, and any applicable updates), COVID-19 Response 

Procedure (Nov.2020, and any applicable updates), together with related risk assessments (as 

amended and updated). 
 

Scooters, Bicycles, Skates and Skateboards 
 
Due to health and safety concerns, scooters, bicycles, skates and skateboards are not permitted to be 
used inside University buildings, and the University of Gibraltar will not be liable for any accidents that 
occur as a result of a failure to follow the University’s Health & Safety policy. Those who wish to use 
scooters or bicycles as a means of transport to the University will find a designated parking area at the 
entrance to the main University building.  
  
In addition to the above, E scooters are not permitted to be used once entering the Campus car park. 
Students, staff and visitors are required to step off the E scooter on entering the car park and walk to 
the nearest parking area which can be found at the main entrance to the main University building.  

  
Further advice on parking of bicycles/ scooters can also be requested from Campus staff. 

APPENDICES 
 

a) Accident/ Incident Report 
 

Accident/ Incident Report 

Employee Name:  Title/Role:  
Date of 
Report: 

 

Name of reporting 
University staff 
member:  

 

Location of 
Incident: 

 
Date of 
Incident: 

 
Time of 
Incident: 

 

 

Incident Information 

Incident Description 
(Describe fully how 
accident occurred)  

  

Tasks Leading To 
Incident 

 

Actions Taken   
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Witness Name and 
Contact 

 
 

 

Verification 

Manager Name: 
 Reported To:  

Date of 
Report: 

 

Manager 
Signature: 

 
 

   

Additional Info: 
 

 

 


