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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 and Safety Policy

This Policy applies to everyone for whom the University has responsibility.

Page 2 of 12



n/_/\-\

UNIVERSITY OF
GIBRALTAR

Is 74
- : ]
pat

s |
2

Contents

) U101 411V 2
Health and Safety POLICY ..cccueiii et e e e e s e e e e stae e e e s nreeeeeaaaeeens 2
1.0 StALEMENT OF INTENT. ... e et e s 4
2.0 The Health, Safety and Welfare Summary - General Duties of Employers and Employees.....4
3.0 Health and Safety ReSpoNSIDIlities.......c.uveeeiiiiiiiiiie e e 6
4.0 General Statement on Competence and TraiNiNg ........ccoveieieiiiiecciie et 6
5.0 General Statement on Monitoring and AUditing .......ccooeeviiiiciiii e 6
6.0 People working on University Premises not employed by the University and Contractors.....7
7.0 Visitors, ChIldren and PEES.....uui i e e e e e e e e e r e e e e e e e e e nnraaeees 7
8.0 Dealing wWith SUSPICIOUS OBJECES ..eceiieiiiiiiiiee e e e ee e e e e e araeees 8
9.0 Y 1 Te) 1= USSP 8
10.0  Traffic @nd Car Parks .....cc.eooierieiieree ettt 8
11.0 Special Needs and SPeCific RiSKS........iiiiiiiieiiciie e e et 8
12,0  FIrE Saf@LY ceiiiiiiiiie e e e e e et e e e —e e e e erta e e e eabteeeeeataeeeeaanaaeaan 9
G 3 O B = =Yt o ol Y28 USRS 9
14.0  WOrKPIace WEIIFBEING .....ccueeeeeieiietetee et st ettt te et ettt stesbesreeas seraesaesaes e bensaessestesteens 9
15.0  Lifting and carrying @t WOIK ......oecii ittt et ee e e e e et aa e e e e e e e e enrrnees 10
16.0  COMPUEET USE ciiiiiiiiiiiiiiieiieieiieeeeteeeeee ettt ee e e e et e e e et e e e et e e e e teeeeae et e aeeeseeeeeaeeeeeeeeeeeseeeeeeeaaeees 10
17.0  COVIO-19 ittt sb e s st sb e sre e 11
18.0 Scooters, Bicycles, Skates and Skateboards..........cuueeeeiiieiciiiiiiiie e 11
19.0  SUN PrOtECHION....ciiiiiieie et e s ee s s r e e s e e e e e e e e es 11
20.0  RESOUITES ..eeueeueeeeteresseeeiete s ettt ese et st e sesse b es et es s eas e eae saeee see e sesses b esteseeseas s eneeresen seeaessessensenens 11

Page 3 of 12



NIVERSITY OF
IBRALTAR

)

1.0 Statement of Intent

1.1 The University is committed to minimising workplace risks and ensuring the health and safety
of staff, students, visitors, and the public, in compliance with the Health, Safety and Welfare at Work
Act 1999 and other relevant laws. Legal requirements are regarded as the baseline, with continuous
improvement as our goal.

1.2 The University will provide the resources necessary to maintain and enhance a safe and
healthy environment, recognising that safeguarding people and resources is both an ethical
responsibility and a means of reducing costs.

1.3 Training, resources, and information will be provided to enable safe working practices for all,
ensuring tasks are performed without risks to health and safety.

1.4 This policy's success depends on the full commitment of staff, students, and visitors.

1.5 The policy will be reviewed biannually or in response to legislative or organizational changes.

2.0 The Health, Safety and Welfare Summary - General Duties of Employers

and Employees

2.1 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 staff,
students, and visitors to follow them at all times.

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

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

2.1.3  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.

2.1.4 Any dangerous incidents must be reported through a reporting system located in
the Reception Area and logged on the security daily log/ incident report and clearly
labelled as an H&S issue. Each incident will be investigated and appropriate steps
taken to mitigate recurrence. Refer to Appendix A.

2.1.5 Allserious incidents, accidents, fires and enforcement notices must also be reported
through the incident reporting procedure / process via the Reception Area, which
will automatically trigger notification to the appropriate member of the Executive
Team. Refer to Appendix A.

2.1.6  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.

2.1.7 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,
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consultation with the manufacturer or supplier and Campus Team to ensure that the
manufacturer’s instructions, legislative compliance and best practice are followed.

2.1.8 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.

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

2.1.10 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.

2.1.11 Monitoring compliance by contractors will be undertaken by the Executive Team
members and staff responsible for engaging contractors, but with additional
overarching involvement by the Head of Campus and Events to ensure that all
contractors work 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.

2.1.12 Liaison will be maintained, as required, with the Health and Safety authorities, Fire
and Rescue services, local authorities and with other advisory sources as
appropriate.

2.1.13 The University's Health and Safety Policy will provide guidance, information,
procedures, instructions and, if appropriate, Codes of Practice. This document forms
part of the University's approach to health and safety and will be brought to the
attention of all employees and students.

2.1.14 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.

2.1.15 All trips, visits and activities involving travel away from the University will be subject
to a prior “Visit / Trip” risk assessment wherever appropriate and will be covered by
the University’s travel insurance.
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3.0 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 members of staff 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

Parasol Library

Aaron Carreras

ICT and Print Services

4.0 General Statement on Competence and Training

4.1 The University will ensure staff receive adequate training on Health and Safety issues to be able
to carry out their responsibilities effectively and ensure compliance with legal requirements, and that
this is reinforced by effective oversight.

5.0 General Statement on Monitoring and Auditing

5.1 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 to check progress, including:
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e Inspection — scheduled formal examinations of the working situation by the relevant
member of staff. Inspections highlight areas of concern so control measures can be put in
place before any harm is caused.

e Spot-checks — specific health and safety staff 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.

e 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.

e Review — Executive Team review the current health and safety position (using reports
from inspections, audit, trend analysis and so on) to assess progress.

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

6.0 People working on University Premises not employed by the University

and Contractors

6.1 Persons working on the University Campus who are employed by other organisations are
expected to follow University Health and Safety policy with regard to the safety of University
employees, their own personal safety (and that of other parties such as the general public if
relevant) and their method of work. This responsibility will be included or otherwise indicated
in contracts or working arrangements. Similarly, seconded University employees working in
other host premises will be expected to follow the host employer’s Health and Safety policy.

6.2 The University wishes to ensure that as far as is reasonably practicable, the Health, Safety and
Welfare of contractors working at the University Campus will be of the highest standards. In
addition, contractors 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.

6.3 Contractors must also observe the University's Fire Safety Procedures. These obligations will
be drawn to the attention of the contractors. In addition, the University Head of Campus and
Events will have authority to stop the work of contractors who are placing themselves,
University staff and students, or visitors at risk. Any member of staff who judges there is a risk
where contractors are working should immediately inform their line manager or the Head of
Campus and Events.

7.0 Visitors, children and pets

7.1 Visitors must comply with University health and safety policies. Children must be supervised at
all times and are not permitted in restricted areas, such as labs and workshops. Assistance
animals are welcome and must be kept under control.
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8.0 Dealing with suspicious objects

8.1 If you discover a suspect package, please follow the following emergency procedures.

e Stay calm and contact Reception/Security (811 internal). Report all details of the
item, its 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.

e Do not panic.

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

¢ Do not touch the suspicious item, do not move it, leave it where it is.

e Contact the Campus Team immediately.

e Ifitis decided by the Campus Team to clear the building, the firm alarm will be
activated.

Further information can be found in our Security Policy: https://www.unigib.edu.gi/wp-
content/uploads/2023/05/S3.Security-PolicyFINAL20230208.pdf

9.0 Smoking

9.1 The University enforces a no-smoking policy, including the use of e-cigarettes, within its
premises. Designated smoking areas are located outside.

10.0 Traffic and Car Parks

10.1The roads leading up to the Campus and the University car park are used by cars, heavy goods
vehicles, motor bikes and bicycles. Please maintain a high level of awareness when moving
around these areas. A 10 KPH vehicle speed limit applies within the Campus car park and should
be adhered to at all times.

11.0 Special Needs and Specific Risks

11.11f 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 an 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 other concerns. Temporary impairments may also need special arrangements such as
returning to work or study following an injury or illness.

11.2 Where any disabilities or medical conditions are identified as needing disability assistance,
temporary adjustments or a Personal Evacuation Plan should be reviewed and revised if
necessary for the individual. This may need to be done in discussion with the University Head
of Campus and Events or Student Services.

11.3There are certain areas within the University where access is restricted to authorised persons
only. Safety signs, notices and instructions are provided to protect you and they must be
respected. Please ask a member of staff if you are unsure.
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12.0 Fire Safety

12.1The 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. Fire Action Plans,
including advice on raising the alarm and evacuation procedures, and Fire Escape Plans will be
prominently displayed in both buildings and in all classrooms.

13.0 Electricity

13.1The 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. The University will ensure that all electrical systems and
equipment are maintained and operated safely. Detailed guidance on electrical safety will be
made available to relevant staff.

14.0 Workplace Well-Being

14.1Stress can be caused by issues at work or concerns outside work or both. The University will

provide information to its staff on the availability of Occupational Health Services. Such services
are provided confidentially to the individual employee and include counselling on health and
associated matters.

14.2 The University will be responsible for:

assisting in fulfilling statutory and regulatory requirements to ensure that the health of staff
and others is not adversely affected by their work

advising or seeking advice on fitness for work, vocational placement, return to work after
iliness, rehabilitation, ill health retirement, work-related illness and the control of
occupational hazards

ensuring that work health issues are appropriately managed

advising on health issues affecting attendance or performance at work

providing vaccination and immunisation dictated by work activities including travel

guiding implementation of appropriate workplace adjustments specific to the health needs of
the employee

promoting health and wellbeing at work.
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15.0 Lifting and carrying at work

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

15.2 The University will make available guidance for controlling risks from manual handling and
complying with relevant regulations. This will include:
1. Avoiding hazardous manual handling so far as is reasonably possible.
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 possible.

15.3 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 manage these risks
in relation to:

1. organising events safely

lifting equipment

work equipment safety

buying work equipment: health and safety considerations

working at height

stepladder safety

7. protection during pregnancy

ounkswWwN

Refer to link below for further information on manual handling at work.

16.0 Computer Use

16.1 Purpose

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

The University will ensure that seating used supports health, safety, and comfort for staff, students,
and visitors. This aligns with the University's commitment to creating an ergonomically sound and
inclusive environment.
Refer to link below for further information on seating at work.
16.2 Monitoring and Compliance

e The University will conduct regular risk assessments for seating and workstations, ensuring

they meet any applicable safety standards.
e Feedback from users will be considered to improve seating arrangements and maintain

health and safety standards.

Staff and students are encouraged to follow ergonomic best practices when using computer
workstations.
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17.0 Covid-19

17.1For latest information related to COVID-19 please refer to GHA COVID-19 advice link below.

18.0 Scooters, Bicycles, Skates and Skateboards

18.1For safety reasons, the use of scooters, bicycles, and other personal mobility devices is
prohibited inside University buildings. Designated parking is available at Campus entrances.

19.0 Sun Protection

19.1The University will provide written advice from reliable sources on sun protection to staff who
are most likely to be required to work outside for long periods.

20.0 References and Further Reading

e COVID-19, COVID-19 | Public Health | GHA
e Employers  Association: https://www.ucea.ac.uk/library/publications/Leadership-and-
management-of-health-and-safety-in-higher-education-institutions/#

e Health & Safety Executive: HSE: Information about health and safety at work

e Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health
and Safety (Miscellaneous Amendments) Regulations 2002 Guidance on Regulation, Health &
Safety Executive: Work with display screen equipment Health and safety (Display Screen
Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous
Amendments) Regulations 2002 Guidance on Regulations Work with display screen
equipment Health and safety (Display Screen Equipment) Regulations 1992 as amended by
the Health and Safety (Miscellaneous Amendments) Regulations 2002 Guidance on

Regulations L26
e Manual handling at work: https://www.hse.gov.uk/msd/manual-handling/print.htm

e Seating at work: https://www.hse.gov.uk/pubns/priced/hsg57.pdf
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APPENDICES

APPENDIX A: Accident/ Incident Report

Accident/ Incident Report

Employee Name:

Title/Role:

Name of reporting
University staff
member:

Location of
Incident:

Date of
Incident:

UNIVERSITY OF
GIBRALTAR

Date of
Report:

Time of
Incident:

Incident Information

Incident Description

(Describe fully how
accident occurred)

Tasks Leading To
Incident

Actions Taken

Witness Name and
Contact

Verification

Manager Name:

Manager
Signature:

Reported
To:

Date of
Report:

Additional Info:
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