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1. Safety Policy
1.1 Safety Policy Statement
The University of Stirling Students’ Union is committed to providing a safe and healthy place of work where employees are confident that their health, safety and welfare at work is considered to be of the utmost importance at all times. The Union is also committed to providing a safe and healthy environment for others who may be affected by its activities such as students, contractors and visitors. In satisfying this commitment the Union will:

• Ensure that managers and personnel are fully aware of their responsibilities for safety and show strong and active leadership on safety management, in particular to establish safety objectives, ensure good risk control and to monitor performance.
• Establish effective communication systems and arrangements for safety, integrating good health and safety management with the strategic planning processes and business decisions.
• Ensure, through a robust system of performance monitoring and audit, that the Union is complying with current health and safety law and where practicable, aim to achieve higher standards and continual improvement in safety performance.
• Provide appropriate training, information, instruction and supervision to secure the competence of all staff and students.
• Adopt a collaborative approach between the Unions, staff safety representatives and University management on health and safety issues.
• Allocate adequate resources to health and safety at all levels.
• Ensure that the Union has access to competent specialist advice for health and safety.

The Union also expects every individual member of staff to show high standards with regard to health and safety. All staff should be aware that they have statutory duties to take reasonable care for their own safety and the safety of others who may be affected by their actions, and that they must co-operate with the Union’s arrangements for health and safety.

PRESIDENT & CHIEF EXECUTIVE

1.2 Organisation for Safety
The Students’ Union, (as employer) bears the primary responsibility for ensuring health and safety at work of staff, students and all those using the Student Union. The Chief Executive and President have overall responsibility for the executive management of the Union including the implementation of the safety policy.

Section Heads have responsibility for safety management within their sections and report to the Chief Executive. The Chief Executive ensures that the Union’s policies and procedures are followed, records are kept, risk assessments are made and acted upon, and that supervision and monitoring arrangements are in place to ensure that all of this is being done effectively.

The list below illustrates the representatives within the Union with responsibilities for health and safety. Duties may be delegated at each level but responsibility rests with the named post holder.

SAFETY GROUP – STAFF SAFETY REPRESENTATIVES
(1) Section: ROBBINS CENTRE
Commercial Manager: J. BEATON (7183)
Staff Supervised: Centre Staff, Members, Visitors.
Area Supervised: All Centre Areas, Access Corridors, Robbins Cellar, Delivery Area.
Main Risks: Manual Handling, Cellar Equipment, Ladder Use.

(2) Section: ROBBINS CATERING
Duty Manager: G. JOHNSON (7189)
Staff Supervised: F/T Catering Staff, P/T Catering Staff, Casual Catering Staff,
Members, Visitors.
Area Supervised: Robbins Kitchen, Robbins Stores, All Trading Areas, Delivery Area.
Main Risks: Hot Equipment, Use of Knives, Manual Handling.

(3) Section: STUDIO/VENUE
Duty Manager: J. BEATON  (7183)
Staff Supervised: Venue/Studio Staff, Members, Visitors.
Area Supervised: Studio/Venue.
Main Risks: Broken Glass, Slipping, Members Behaviour.

(4) Section: GREEN & BLUE SPACE (ENVIRONMENTAL PROJECTS)
Coordinator: J. SCHAMP (7601)
Staff Supervised: Volunteers, Visitors.
Area Supervised: Green and Blue Space, Containers and Garden.
Main Risks: Manual handling, Slips, Trips and Falls.

(5) Section: ROBBINS CLEANING
Cleaning Supervisor: G.JONSTON  (7189)
Staff Supervised: F/T Cleaning Staff, P/T Cleaning Staff, Casual Cleaning Staff,
Members, Visitors.
Area Supervised: Robbins Building and All Rooms.
Main Risks: Wet floors, Specified Cleaning Materials and Members Behaviour.

(6) Section: UNION SHOP
Shop Manager: K.McGREGOR (7175)
Staff Supervised: F/T Shop Staff, P/T/ Shop Staff, Casual Shop Staff,
Members, Visitors.
Area Supervised: Shop, Shop Store, Delivery Area.
Main Risks: Manual Handling, Ladder Use.

(7) Section: GENERAL OFFICE
Union Secretary: W. FORBES (7166)
Staff Supervised: All Office and Administration Staff, Sabbaticals, Sports Union,
Members, Visitors.
Area Supervised: All Office Space, The Hub, Staff Room, Meeting Rooms.
Main Risks: Tripping, DWA Requirements.

(8) Section: EVENTS
Communications & Activities Manager: N. MANTON (7168)
Staff Supervised: Ents Staff, i.e. DJs, Members, Visitors.
Area Supervised: Venue, Studio & Campus sites.
Main Risks: Manual Handling, Specialist Equipment, Ladder Use.

In addition to these eight Section Heads the Group Safety Committee also has as members the Departmental Workstation Assessor and the Union Fire Officer.

(9) Section: DISPLAY SCREEN EQUIPMENT
Union Secretary: W. FORBES (7166)
Staff Supervised: All DSE users.
Area Supervised: Wherever DSE is located.
Main Risks: RSI, Eye Testing, Posture, DWA Requirements.

(10) Section: FIRE PRECAUTIONS/FIRST AID
Commercial Manager: J. BEATON
Staff Supervised: All Union Staff, Members, Visitors.
Area Supervised: All Union Premises.
Main Risks: Fire Evacuation.

(11) Section: GROUP SAFETY COMMITTEE
Responsible Office & G.S.C.
AL LAWLEY-POWELL
University of Stirling Students’ Union.

SAFETY GROUP – STAFF SAFETY REPRESENTATIVES
(1) ROBBINS CENTRE MANAGER/SUPERVISOR
CENTRE JULIE BEATON
CLEANING  G.JONSTON
ADMIN WENDY FORBES
EVENTS NICK MANTON
ENVIRONMENTAL PROJECTS JOHANNES SCHAMP
(2) UNION SHOP KAREN MCGREGOR
(3) UNION FIRE OFFICERS JULIE BEATON / NICK MANTON
(4) GROUP RESPONSIBLE OFFICER AL LAWLEY-POWELL
(5) FOR EMERGENCY SERVICES - DAY OR NIGHT POLICE, FIRE BRIGADE,
AMBULANCE OR UNIVERSITY SECURITY, SAFETY ADVISER, NURSE
INTERNAL PHONE 2222
Dial 01786 467999 using a mobile phone
Call 999 direct for an ambulance, all other services via security

1.3 Provision of competent Health and Safety Advice
Professional advice from the University is available to Union Management regarding health and safety issues.

1.4 The Management of Safety
• The elements of safety management are:
• Having clear Health and Safety Policy;
• Having clear responsibilities and accountabilities;
• Having a communication and training infrastructure that supports the policy;
• Providing a systematic approach that embeds Health and Safety management into the
general management processes;
• Providing sufficient resources for the effective implementation of the plans;
• Having a coherent set of safety performance measures;
• Reviewing the effectiveness of the system.

The Student Union has a Safety Management process based on the Management of Health and Safety at Work Regulations 1999, the Health and Safety Guide HSG 65, and the University Health and Safety Management - code of best practice. Regular review is essential to ensure that the arrangements are implemented and are effective.

• The Safety Management process comprises the following:
• Union Safety Policy Statement.
• Safety Organisation and general responsibilities.
• Union Health and Safety Arrangements.
• Planning for Health and Safety.
• Risk Assessment and Union Control Procedures.
• Management of Risk through Risk Register.

[bookmark: _Hlk112924698]1.5 Monitoring Safety Performance
There is a system in place for the monitoring of health and safety performance across the University including the Students’ Union. It is important that this is clearly distinguished from the lines of responsibility detailed in the ‘Organisation’ for safety. The following summarises the lines of communication for monitoring, which is generally based on a system of inspections and audits.




Head of Safety, Environment, Security & Continuity (SESC)
(Safety Audits; Annual Safety Report)
Head of Department (Annual Safety Returns; Department inspections and audit)
Union Safety Officer
Union/Staff Safety representative (Union 2 weekly safety inspections)
University HSC Health & Safety Committee (HSC)

[bookmark: _Hlk112924754]1.6 Department Inspections/ Annual Safety Return
A system of self-inspection by the Union is in place. Inspections are carried by all sections on a two weekly basis.
The Student Union must complete an Annual Safety Return that reports on key safety criteria. The completed Return is forwarded to Safety Environment and Continuity (SEC) before 31 October each year. The Annual Safety Returns are collated and included in the University Annual Safety Report produced by the Head of OR&ES.

[bookmark: _Hlk112935800]1.7 Health and Safety Audits
SEC undertakes a programme of safety management audits of departments throughout the year. Audit reports, with action points, are sent to the Head of Department who co-ordinates a response with details of proposed time scales for the action to be taken. This audit information is included in the University Annual Safety Report.

2. Safety Committees
2.1 Safety, Health and Environment Committee
The Safety, Health and Environment Committee meet twice times each year and has representatives from all parts of the University including the Students’ Union. The Safety, Health and Environment Committee reports to the University Court via the Joint Policy, Planning and Resources Committee (JPPRC).

Remit & Constitution
1) To consider all issues relating to the management and implementation of Safety, Health and Environment and to advise the University Court thereon, by reporting to JPPRC.
2) To develop objectives and actions necessary to ensure compliance and continual improvement in Safety, Health and Environmental performance.
Chair
Deputy Principal
Secretary
University Fire Officer and Assistant Safety Adviser
Membership
University Secretary
Deputy Principal responsible for Academic Operations
Director of Information Services
Director of Estates and Campus Services
Member of Administration nominated by the University Secretary
Director of Human Resources
3 Members nominated by the Heads of Departments
MacRobert Management
Students’ Union Management
Students’ Union representative (President)
Union representative (Unite)
Staff representative appointed by the staff assembly
Union representative (UCU)
Union representative (Unison)
Head of Safety Environment and Continuity (SEC)
Representative from Occupational Health
University Radiation Protection Adviser
Chair of the University GM Committee

2.2 Student Union Safety Committee
The Students’ Union has a Safety Committee that meets one or more times each year. All members of Union staff are represented on the Committee and will be informed as to who their representative is (normally the staff safety representatives). Union Staff will be made aware of the date of the meeting and be invited to submit any Health and Safety
concerns for inclusion on the Agenda at least one week prior to the meeting. Minutes of the meeting will be made available to all members of staff within the Union and will also be posted on the website www.stirlingstudentsunion.com

3. Safety Arrangements
3.1 Risk Assessment
The general duties imposed by the ‘Health and safety at work, etc Act 1974’ and the ‘Management of health and safety at work regulations 1999’ require the Students’ Union to perform risk assessments by:
• Using competent personnel to identify workplace hazards.
• Making a suitable and sufficient evaluation of the health and safety risks posed by their
work activities and anyone else affected by them, so far as is reasonably practicable.
• Determining and implementing any remedial actions required to remove or reduce
the identified risks. This includes management programmes to ensure the controls
are maintained.
• Recording the significant findings of the risk assessment. Risk assessments are also the
first piece of ‘evidence’ sought by regulators in the event of an accident investigation
or a prosecution being brought.

Assessing the risks posed by work place hazards is the key practical task of health and safety management. The aim is to ensure that hazards are comprehensively identified, evaluated and where significant, managed. It is a central feature of health and safety legislation covering hazardous substances, display screen equipment, manual handling, and
fire safety (among many other more specialised topics). The methodology is similar in each case.

Risk assessment is not an end in itself, but a means of ensuring that the most significant workplace risks are managed to implement sufficient and cost effective controls. These might include elimination of the hazard, engineering controls, safe systems of work, ‘permit to work’ procedures, safety training, or use of personal protective equipment. The process
of risk assessment lends itself to a continuous cycle of work improvement - one of the basic principles of effective management.

Staff with line management responsibility are responsible for assessing the risks to health and safety of staff under their control. The assessment will:

• Identify any hazards
• Identify who might be harmed by the hazards
• Assess the level of risk
• Evaluate the effectiveness of any existing control measures
• Identify any further control measures considered necessary to make the
risk acceptable
• Record the significant findings of the risk assessment
• Bring the significant findings to the attention of all staff (and others) affected
• Ensure staff are trained on procedures or working practices introduced as a
consequence of the risk assessment
• Review and update the risk assessment regularly (annually or when working
procedures alter significantly)

The Chief Executive is responsible for coordinating the risk assessment process within the Union and ensuring that adequate resources are provided to carry out the assessments effectively and introduce any necessary control measures.

3.2 Display Screen Equipment
The Students’ Union has arrangements in place to ensure that it meets the requirements under the Health and Safety (Display Screen Equipment) Regulations 2002. All staff using a computer as part of their work are considered ‘users’ of display screen equipment. All these staff must complete the Display Screen Equipment User induction course
(web based) – please contact Union Secretary 

The Chief Executive is required to nominate one or more members of staff to become Section Workstation Assessors.

The Chief Executive is responsible for ensuring that all users of Display Screen Equipment have completed the user induction course and have had their workstation assessment.
Workstations should be reassessed periodically (every two—three years) or when their circumstances change e.g. an office refurbishment, new equipment etc. Staff who use display screen equipment are responsible for following the arrangements put in place, any advice given to them by the Workstation Assessor and for reporting any hazards or problems with their computer equipment.

The Union has made arrangements to offer eyesight screening for all users of display screen equipment and will contribute to the cost of spectacles supplied solely for use with DSE equipment.

3.3 Manual Handling
The Union has arrangements in place with the University to ensure that it meets the requirements under the Manual Handling Operations Regulations 1992.

The Chief Executive and Duty Managers are required to carry out risk assessment of the work activities within the union and to identify which of these involve significant risk of injury through carrying out manual handling activities e.g. lifting, carrying, pushing or pulling.

The Chief Executive and Duty Managers are required to implement control measures to reduce the risk of injury from Manual Handling activities which may include avoiding the task, providing mechanical assistance, redesigning the work activity, training, changing the load size or shape etc. As an easy guide, working within the weight guidelines below will
help to reduce the risk from manual handling activities.

Staff involved with Manual Handling activities are required to follow the arrangements put in place to reduce the risk from these activities and to report any hazards or injuries resulting from Manual Handling activities.

3.4 Lone Working
Lone working is generally accepted to mean Lone workers are those who work by themselves without close or direct supervision. Therefore, in the event of an emergency there is no one to give assistance or summon help. There is no time limit attached to working alone - it may be for the whole work period, or for a much shorter period of time.

Activities which may present high risk include:

• Access to and from the workplace using ladders.
• Entry into confined spaces.
• Handling flammable substances.
• Handling valuables.
• Lone occupation of rooms fitted with automatic fire protection systems.
• Working alone and directly with members of the public.
• Work with high pressure systems, e.g steam boilers and pipelines.
• Work with toxic substances.

Activities which may present lower risks include:

• Cleaning duties as part of a team.
• Office work out of hours.
• Static security work (e.g monitoring CCTV).

Regardless of the reasons for working alone, steps must be taken to carry out a risk assessment of the lone working activity. All lone workers should be aware of the risk reduction procedures, and should know what to do in the case of an emergency.

3.5 Working at Height
The Work at Height Regulations came into effect on 6 April 2005. The Regulations apply to all work at height where there is a risk of a fall liable to cause personal injury. The Regulations place duties on the Union to ensure:
• All work at height is properly planned and organised.
• Those involved in work at height are competent.
• The risks from work at height are assessed and appropriate work equipment is selected
and used.
• The risks from fragile surfaces are properly controlled. Equipment for work at height is
properly inspected and maintained.

The Regulations include Schedules giving requirements for existing places of work and means of access for work at height, collective fall prevention (e.g. guardrails and working platforms), collective fall arrest (e.g. nets, airbags etc), personal fall
protection (e.g. work restraints, fall arrest and rope access) and ladders.

Union staff must:
Avoid work at height where possible and use work equipment or other measures to prevent falls where you cannot avoid working at height. Where the risk of a fall cannot be eliminated, there should be use of work equipment or other measures to minimise the distance and consequences of a fall should one occur.

3.6 Noise at Work
The Control of Noise at Work Regulations 2005 came into force on 6 July 2006 and replaced the Control of Noise at Work Regulations 1989. Exposure action values and exposure limit values have been set. The exposure action values are the levels of exposure to noise at which certain actions are required to be taken. The exposure limit values are
the levels of noise above which an employee may not be exposed.

The lower exposure action values are:
A daily or weekly personal noise exposure of 80dB(A).
A peak sound pressure of 135dB(C).
The upper exposure action values are:
A daily or weekly personal noise exposure of 85dB(A).
A peak sound pressure of 137dB(C).
The exposure limit values are:
A daily or weekly personal noise exposure of 87dB(A).
A peak sound pressure of 140dB(C).

The use of a weekly personal noise exposure value may be used where exposure to noise varies markedly from day to day. This legislation affects all staff working in noisy environments or with noisy equipment. The duties require that the Union carry out noise assessments (specialist equipment is installed behind the bars) and, where exposure to
noise is more than the first action level of 80dB(A) the Union must look at ways to:

• Reduce exposure.
• Provide information and training for employees.
• Issue personal hearing protection. Earplugs are available in all bar areas for staff to use.

As a guide, normal conversation measures around 50–60dB(A), a loud radio 65–75dB(A), a chain saw 115–120dB(A). Note that a 10dB(A) change in sound pressure level corresponds to an approximate halving or doubling in loudness.

Ask your line Manager to explain the procedures in place in regard to ear plugs distribution and noise level monitoring within the Union.

3.7 Vibration at Work
Vibration at Work Regulations came into effect on 6 July 2005. Hand arm vibration syndrome (HAVS) is a disorder that effects the blood vessels, nerves, muscles and joints of the hand, wrist and arm and is caused by the use of tools that have high vibration levels.

The magnitude of vibration is measured in terms of the acceleration of a tool (rapidly moving backwards and forwards, up and down), in metres per second squared - m/s². The readings are then converted to correspond to an 8 hour working day.
This legislation is relevant in different sections where motorised hand tools and machines are used on a regular basis. In these areas, risk assessments should be reviewed and levels of vibration for the equipment used should be taken this may affect the length of time and frequency of which some equipment can be used by any one individual and may also
require annual health surveillance checks. Consideration will also be given to vibration when purchasing new equipment.

3.8 Control of Substances Hazardous to Health
The Control of Substances Hazardous to Health (COSHH) Regulations are intended to protect people from ill health caused by exposure to hazardous substances.

The Regulations require employers to:
• Assess the risks to health and safety.
• Decide what precautions are needed to prevent ill health.
• Prevent or control exposure.
• Make sure that the control measures are used and maintained.
• Monitor exposure and carry out health surveillance if appropriate.
• Ensure that all employees are properly informed, trained and supervised.
 
A Hazard Substance is defined as:
• Chemicals - classified under ‘Chemicals (Hazard Information and Packaging for Supply)
Regulations’ are identified by orange hazard warning symbols on the container e.g. very toxic, toxic, harmful, corrosive etc. Be careful with containers that are not marked!
• Any substance that has been assigned a Workplace Exposure Limit (WEL) (previously Occupational Exposure Standard - OES’s and Maximum Exposure Limit - MEL’s).
• Dusts in concentrations in air greater than 10 mg/m3 inhaled dust, or 4mg/m3 of respirable dust.
• Biological agents such as bacteria, viruses, fungi and parasites. Asphyxiants such as carbon dioxide and nitrogen.
• Carcinogens such as tobacco smoke or radon gas.

Routes of entry into the body:
• Inhalation - breathing in vapours, gasses, dusts and fumes.
• Ingestion - eating or drinking substances or foods contaminated by hazardous substances.
• Absorption on or through the skin - contact with the skin can cause harm to the skin or substances can be absorbed into the body through the skin causing harm to internal organs.
• Eyes - contact with the eyes by fumes, vapours, liquids and dusts.
• Injection - liquids, solids or gasses through the skin either by puncture wounds or through cuts.

The Chief Executive and Duty Managers will normally carry out the risk assessments. On the following page are some do’s and don’ts to consider when carrying out a COSHH risk assessment.

• Do identify all hazardous substances used. Where possible substitute the hazardous substance for one that is not hazardous.
• Do ensure that COSHH data sheets are received from the suppliers.
• Do carry out risk assessment for each activity that uses hazardous substances.
• Do implement control precautions and check that these are being followed.
• Do contact Occupational Health if anyone starts to suffer ill health as a result of using a hazardous substance.
• Do make sure that all people doing the activity are trained on the risk assessments. Nb. staff carrying out tasks they don’t normally do i.e. when covering for absence.
• Do review risk assessments annually or when circumstances change.
• Don’t simply rely on COSHH data sheets provided by suppliers. You should use this information to produce specific risk assessments for activities using harmful substances which reflects the way in which they are used.
• Don’t expect people to know that a substance is hazardous - it may not be obvious.
• Don’t ignore health concerns from staff e.g. rashes, allergies, asthma. Some people may be more affected than others.
• Don’t rely on personal protective equipment as the only means of control.

3.9 Safety Training
All Union staff must read and have signed off by their Line Manager this Safety Policy booklet within 2 months of commencing their employment with the Union.
If Union staff use a computer, they must also complete the Display Screen Equipment User Induction course. This course is online and accessed through the Portal or via email link, check with your Line Manager before accessing this course in order to log your training.

Union staff also have access (through the Chief Executive) on a regular basis to many other online courses including Manual Handling Training and Risk Assessment Training. Additional safety training requirements should be identified by the Line Manager and communicated to the Chief Executive.

3.10 Smoking
On 26th March 2006 the Smoking, Health and Social Care (Scotland) Act and the Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006 came into force.

From this date, smoking is prohibited in all wholly or substantially enclosed public places in Scotland.

A Smoke Free policy has been developed for the Union. This policy came into effect in November 2005 (updated August 2018). Smoking is prohibited throughout any and all Students’ Union premises. This Policy applies to members, guests, staff and visitors. This includes any Union vehicle be it hired or owned, or any private vehicle being used whilst on Union Business.

Smoking is however permitted on the external deck area of Studio Bar. The Union policy is pinned to notice boards throughout the Union premises.

The full University policy can be viewed on the University’s Safety, Environment, Security and Continuity A-Z webpages. Further information on assistance to give up smoking is available from University Student Support Services or from Occupational Health.

3.11 Fixed & Portable Appliance Testing
Fixed electrical equipment testing:
A programme for the testing of fixed electrical systems is organised for the Union by the University.

Portable Appliance Testing is defined as equipment that is powered by being plugged into the mains electrical supply. The University have made arrangements on behalf of the Union with an electrical contractor to carry out this work and maintain a register of all equipment tested.

3.12 New and Expectant Mothers
As soon as the member of staff becomes aware she is pregnant, she should advise the Union Secretary. The Union Secretary will arrange with the Line Manager to carry out a short risk assessment to identify if there are any additional work risks arising from the pregnancy and to put control precautions in place should they be required. Prior to carrying out the risk assessment, the Line Manager should read the HSE booklet ‘New and Expectant mothers at work’. The New and Expectant mother should read the HSE leaflet ‘New and Expectant mothers who work’. An online course is now available.

3.13 Special Waste
The Special Waste Amendment (Scotland) Regulations 2004 amend the Special Waste Regulations 1996 and came into force on 1 July 2004. Special Waste is so called because it has hazardous properties that may render it harmful to human health or the environment.

Examples of waste classed as Special Waste include:
• Asbestos.
• Lead-acid batteries.
• Electrical equipment containing hazardous components such as cathode ray tubes.
• Oily sludge.
• Solvents.
• Fluorescent light tubes.
• Chemical wastes.
• Pesticides.

Special waste cannot be placed into normal domestic waste bins. In conjunction with the University the Union has arrangements in place, and makes use of specialist contractors, to deal with Special Waste.

3.14 Security
Where appropriate, the union contracts the services of SIA accredited individuals to deal with internal security issues. The University Security team work closely with the Union and carry out regular patrols of the external premises, the grounds and all buildings except the interior of the residences.

They also carry out security duties to prevent damage to property, protection of personnel, and to watch out for and deal with any emergency that may arise on campus. If the services of the Police are required at any incident on campus, they can be called through the emergency number 2222, by the Security Office or a member of the patrol.
The University and Students’ Union have a Police Liaison Officer based  On campus. 

3.15 Summary of Employees Responsibilities
Under the Health and Safety at Work Act Employees must:
• Take reasonable care of their health and safety.
• Take reasonable care for the health and safety of other people (including fellow employees, customers and visitors to the Students’ Union) who may be affected by what the employee does or neglects to do at work.
• Co-operate fully with your employer in the steps it takes to comply with legislation.
• Report to your immediate superior/manager any physical conditions or systems which you consider unsafe or potentially unsafe.
• The Student Union regards compliance matters as extremely important, and in the event of serious misconduct or negligence, an employee may be liable to dismissal.

4. Accident Reporting
The Students’ Union operates a reporting system for accidents at work, near miss incidents, work related ill health and dangerous occurrences is in place. Use the University online reporting form through the portal. The form should be completed by either the injured person, a colleague or first aid person attending. A copy of the completed form
should be passed to the Chief Executive.
A copy is then sent to SEC.

4.1 Serious Accidents
Call 2222
The current procedure for calling Ambulances is that you should call 999 directly. Then advise Security on 2222. The reason for this is that the NHS now ask a lot of information which needs to come from the person with the person concerned. Be prepared to answer their questions such as:
What is the name of the injured person?
Where is the location?
What is the condition of the injured person, if known?
Is the person still conscious?

If the injury is serious and requires hospital attention, but does not require an ambulance, the first aider should contact Union Reception to ask for a taxi to take the injured person to Accident and Emergency. Where possible, the first aider should accompany the injured person to A&E.

All accidents should be investigated by the Students’ Union, with assistance from the University if required, so that remedial action or additional control procedures can be implemented. Where accidents result from a defect or maintenance issue related to the building, these should be reported immediately to Union Reception.

RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
Serious accidents, certain reportable diseases and types of dangerous occurrence must be reported to the Health and Safety Executive (HSE) as soon as possible following the event.

Accidents are most likely to become reportable because the person has either broken a bone or is unable to do their normal work for a period of more than 7 days.

If an accident is reportable, this is normally reported to the HSE by the Head of SEC and a copy of the report is sent to the Chief Executive.

Management are aware of changes to RIDDOR reporting from April 2012.

4.2 Minor accidents
Locate your nearest first aid personnel or call 2222 for a first aider. Minor accidents should also be reported, using the online accident reporting system through the portal, in particular where the accident could have resulted in more serious injury. Reporting minor accidents may highlight a more serious underlying hazard and steps can be taken to reduce
any risk.

4.3 Reporting accidents involving club members or visitors
Where possible, accidents involving club members and visitors should also be reported using the accident report form. Students are encouraged to report accidents to Union Staff (if the accident has occurred on Student Union Premises. Online report forms via University online accident reporting system will be completed by staff and forwarded
to SEC. Accidents involving visitors that are witnessed by a member of staff should also be reported. In most cases, it is likely to be Union Staff or First Aider that reports these accidents. A copy of the accident report form should be forwarded to the Chief Executive and SEC via the online reporting system.

4.4 First Aid Provision
A programme of first aid training is organised by the Students’ Union. Please contact your Line Manager regarding any aspect of First Aid Provision.

4.5 Slips, Trips and Falls
Slips, trips and falls are the most common cause of injury at the Student Union, accounting for approximately one third of all reported injury accidents. The causes of these may include obstructions, poor floors/finishes, poor lighting, slippery or icy surfaces, etc. They may be avoided through taking care, concentrating and watching where you are walking, good housekeeping and maintenance. Where you see a situation that could cause a slip, trip or fall, remedy it if you can or report it immediately to your supervisor or by contacting 2444.

5. Emergency Procedures
5.1 Fire Evacuation
Preservation of life is the primary consideration when the fire alarm is activated and there could be a fire. This should be remembered at all times and in all circumstances. ONLY tackle a fire with a hand held extinguisher if you feel confident to do so and ensure that you have an adequate means of escape.

5.2 Action on Discovering a Fire
• Activate the fire alarm system by operating the nearest call point (break glass)
• From an internal telephone dial 2222 (mobile: 01786 467999) and give the location and type of fire.
• Only tackle a fire with a hand held extinguisher if you feel confident to do so – you must ensure you have an adequate means of escape. Do not take risks. If the fire begins to get out of hand leave it to the Fire Service.
• Leave the building by the nearest safe exit. Do not stop to collect personal belongings or re-enter the building.
• Close any doors you pass through to contain the spread of the fire.
• Do not use lifts.
• Make your way to the nearest assembly point and await further instructions. Internal courtyards in Cottrell and Pathfoot are not an alternative to assembly points.

Do not re enter the building until you are instructed that it is safe to do so. This instruction will come from a member of the University’s Security team (main buildings).

5.3 Action on Hearing the Fire Alarm
Assembly points are places where you should wait during a fire evacuation. They are clearly marked by assembly point signs.
• Assembly points are located at a safe distance from buildings. This is to avoid congestion at exits and enables clear access for the emergency services.
• Please familiarise yourself with your nearest assembly point.
• No roll call will be taken and you should assemble on the grass opposite on the lochside lawn. Assembly points are also a point of communication, in particular, when it is safe to return to the building.

5.4 Evacuation of Occupants with Disabilities
Many people with a disability can evacuate from a building if given a little assistance. If you feel able to offer assistance, please do so.

In some of the main buildings it is possible for someone with a disability (who is unable to vacate the building even with assistance) to carry out a sideways evacuation, i.e. turn their back to the area of the fire and travel through several sets of fire doors and wait in safety for assistance.

Where sideways evacuation is not possible, fire refuges are situated and clearly marked by a green and white pictogram with the disabled logo at strategic locations within the University buildings. There areas are positioned within fire protected zones and provide a safe haven in which a person with a disability may wait in safety until they can be assisted
to leave the building. Where the refuge is located at the head of a set of stairs, it is provided with a two way communication link with Security Control Room, and should be used to alert security. An evacuation chair is also sited in these areas which will be used by trained personnel should the need arise to evacuate a person from the refuge.
Note: Person(s) will only be evacuated from a refuge if the situation has the potential to put the individual at risk. Once the emergency is over, person(s) in the refuge will be notified via the communication link.

Fire refuges are located at:

MACROBERT’S: Main entrance from Haldanes.
COTTRELL BUILDING: 4AU, 4AV, 4AX, 4AY, 4AZ, 3C, 4C
R G BOMONT BUILDING: Level 4 escape stair opposite room 4T32, Level 4 opposite lift, Level 3 opposite lift.
COLIN BELL BUILDING: Level 2 opposite room 4S49, Level 2 lift at main entrance.
IRIS MURDOCH BUILDING: Level 2 rear escape stair.
PATHFOOT BUILDING: C2
LIBRARY: North, South & Central stair levels 2, 3 & 4.
Library staff have a procedure to clear these refuges in the event of an alarm.

In some areas there are flashing red strobe lights integrated with the fire alarm system which will alert anyone with a hearing impairment that the fire alarm has activated.

Some areas have doors fitted with magnetic holdback to enable free movement between corridors. These doors will close automatically on the activation of the fire alarm.

5.5 Assembly Points
Assembly points are places where you should wait during a fire evacuation. They are clearly marked by assembly point signs.
• Assembly points are located at a safe distance from buildings. This is to avoid congestion at exits and enables clear access for the emergency services.
• Please familiarise yourself with your nearest assembly points.
• No roll call will be taken and you can assemble on the grass area across from Starbucks. Assembly points are also a point of communication, in particular, when it is safe to return to the building.

5.6 Additional Information
All Univeristy buildings have safety features designed to prevent the spread of fire. These range from compartmentation and fire doors to contain an outbreak of fire to automatic smoke and heat detection to give early warning of fire.

Other feature include fire suppression systems which have been installed in key areas such as server rooms. Should a fire be detected in these areas the system will automatically discharge a non toxic and environmentally friendly gas which will extinguish the fire.

Emergency lighting is installed in all buildings and will come on automatically in the event of a mains power failure.
Suitable hand held fire extinguishers are located throughout all University buildings.

5.7 Evacuation in the Rare Event of Firearms or Weapons
Attack Guide for Staff
If you become aware or suspect an attack, try to identify where it is coming from, then evacuate the building or the area only if it is safe to do so… Otherwise if you are unable to get out lock doors and shutters and try to barricade doors to prevent the attackers from gaining access. Turn off volume and vibration to mobile phones, and only when you are sure it is safe to do so contact Police on 999.

	Space
	Exit

	Union Shop
	Cottrell Fire Exit
Airthrey Bridge Fire Exit
Unit Rear Loading Bay Fire Exit

	Green & Blue Space
	Chaplaincy Fire Exit
Unit Rear Loading Bay Fire Exit

	Studio Kitchen
	Chaplaincy Fire Exit

	Studio Seating Area Main
	Chaplaincy Fire Exit

	Studio Seating Area End
	Underground Stair Fire Exit

	Studio Balcony
	Underground Stair Fire Exit

	Media Hub
	Chaplaincy Fire Exit

	Ian King Meeting Room
	Chaplaincy Fire Exit

	Staff Kitchen, Marketing, Commercial
	Chaplaincy Fire Exit
Underground Stair Fire Exit

	Finance Office
	Chaplaincy Fire Exit
Underground Stair Fire Exit

	Environmental & Rep Office
	Chaplaincy Fire Exit
Underground Stair Fire Exit

	Offices
	Underground Stair Fire Exit

	Venue
	Loading Bay Fire Exit

	Venue Kitchen
	Lochside Lawn Fire Exit x 4

	Underground
	Lochside Lawn Fire Exit x 4




In the rare event of a firearms or weapons attack
If you hear or suspect terrorist attack

RUN to a place of safety. This is a far better option than surrender or negotiate. If there’s nowhere to go, then…

HIDE It is better to hide than confront. Remember to turn your phone to silent and turn off vibrate. Barricade yourself in if you can. Then finally and only when it is safe to do so…

TELL the police by Calling 999

As an employee of The University of Stirling Students’ Union, I have read and understood the policies and procedures contained in this booklet and have signed below to acknowledge this.
Employee Name ...................................................................
Signature ...................................................................
Date ...................................................................

Line Manager Name ...................................................................
Signature ...................................................................
Date ...................................................................

5.8 Quiz
Where is the assembly point when fire alarm goes off? ..................................................................
........................................................................................................................................................................
Who are the Fire Officers for the Union?............................................................................................
........................................................................................................................................................................
What does COSHH stand for?...............................................................................................................
........................................................................................................................................................................
Who is the responsible officer for the Safety Group?.......................................................................
........................................................................................................................................................................                 

For security or emergency services -
(Fire brigade & Police)
24 hour/day. 365 days per year
Dial 2222 (using an internal phone)
Dial 01786 467 999 (using a mobile phone)
The current procedure for calling Ambulances is that you should call 999
directly. Then advise Security on 2222advise Security on 2222
