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Safety reps duties:
The Safety Representatives and Safety Committees Regulations, 1977 (SRSCR) gives trade unions the legal right to appoint workplace safety representatives. Reg. 4(1) of SRSCR states that the duties of safety reps are:
(a) to investigate potential hazards and dangerous occurences at the workplace (whether or not they are drawn to his/her attention by the employees s/he represents) and to examine the causes of accidents in the workplace;

(b) to investigate complaints by an employee s/he represents relating to the employee’s health, safety or welfare at work;

(c) to make representations to the employer on matters arising out of sub-paragraphs (a) and (b) above;

(d) to make representations to the employer on general matters affecting health, safety or welfare at work of the employees in the workplace; 

(e) to carry out inspections in accordance with Regulations 5, 6 and 7;

(f) to represent the employees s/he was appointed to represent in consultations at the workplace with inspectors of the HSE or any other enforcing authority;

(g) to receive information from inspectors in accordance with section 28(8) of HASAWA (The Health and Safety at Work Act, 1974); and 
(h) to attend meetings of safety committees where s/he attends in her/his capacity as a Safety Rep in connection with any of the above functions; but without prejudice to sections 7 and 8 of HASAWA, no function given to a Safety Rep by this paragraph shall be construed as imposing any duty on her/him.

Regulation 4 also states that safety reps cannot be legally penalised if these duties are not carried out. They cannot be liable in either criminal or civil law for anything they may do, or fail to do, as a safety rep.

Under Section 28 (8) of HASAWA, HSE inspectors and local authority environmental health officers have a duty to disclose specific kinds of information to employees or their representatives concerning their health or safety or welfare at work. This information includes any measurement testing, the results of sampling or monitoring and any action that the inspector takes or proposes to take; for example, prosecutions, the issue of Improvement or Prohibition Notices or warning letters to employers.

Safety reps should ensure that they are informed by the employer when an HSE inspector or an Environmental Health Officer (EHO) is expected to visit the premises. When the HSE inspector or the EHO are actually in the workplace, safety reps should ensure that they are given the opportunity to speak privately with the inspectors.

The Employment Rights Act, 1996 protects safety reps from detriment or dismissal for carrying out their designated functions, and if they leave or propose to leave the workplace in circumstances of serious and imminent danger, or if they take or propose to take action against serious and imminent danger. Safety reps are protected regardless of length of service, hours of work, or age [Employment Protection (Consolidation) Act, 1978].

Under SRSCR all safety reps have the right to paid time off work to carry out their safety functions and to undergo union training courses for safety reps. Complaints to an industrial tribunal are allowed if the employer does not do these things.
Safety reps 

1) have broad powers to monitor health and safety in the workplace;  
2) can carry out safety inspections of the workplaces at 3 month intervals and send copies of their resulting reports to management;
3) can inspect any documents the employer is legally rquired to keep on matters of health, safety and welfare at work such as:
risk assessments,


copies of manufacturers’ and suppliers’ information,

information about hazards and methods of prevention and protection in handbooks, 

on labels and data sheets,

management safety policy, rules, working procedures, training materials,

info on management’s future plans and proposed changes,

injury reports,

injury statistics,

sickness statistics,

near-miss and incident reports,

consultant reports, surveys and test results,

copies of enforcement inspectors’ letters and reports,

copies of official health and safety guidance and advisory literature,

guidance from trade associations and employers’ associations,

reference books, journals and other health and safety information,

financial information such as health and safety budgets;
4) do not conduct risk assessments – these are the responsibility of the employer (Management of Health and Safety at Work Regulations, 1992 MHSWR, regulation 3) although safety reps can accompany the person carrying out the risk assessment. Risk assessments are done to identify measures needed to bring health and safety standards up to legal requirements and they must be reviewed if:
i) there is reason to suspect that those that have been carried out are no longer valid (could be from complaints or increase in accidents, etc.),

ii) there has been a significant change in the matters to which it relates (changes in work methods, materials, staff, shift patterns, equipment, management responsibilities, etc.).
The 5 steps of risk assessment are: identify the hazards; decide who might be harmed and how; evaluate the risks and decide on precautions; record your findings and implement them; review your assessment and update when necessary.
5) can investigate: 

i) potential hazards,

ii) dangerous occurences,

iii) causes of accidents and occupational ill health,

iv) complaints from their members.

Note: there is no need to give formal notice for any of these investigations. 
hazard: anything that can cause harm
risk: the chance that somebody could be harmed by the hazard

Some examples of major health and safety legislation

The Health and Safety at Work Act, 1974 (HASAWA) requires employers to provide:

safe equipment and safe systems at work;

a safe and healthy working environment;

safe handling, storage and transportation of goods and substances;

adequate welfare facilities;

instruction and training for employees.

The Control of Substances Hazardous to Health Regulations, 1999 (COSHH) requires that:
an employer should not carry on any work which is likely to expose any employees to any hazardous substance, unless a suitable and sufficient assessment of risk, and the steps needed to meet the requirements of the regulations has been made.
The Workplace (Health Safety and Welfare) Regulations 1992 requires the employer to provide:

suitable, sufficient, readily accessible washing facilities;


washing facilities in the vicinity of every sanitary convenience;


a supply of clean, running water;


soap or other suitable means of cleaning;


towels or other suitable means of drying.
The Personal Protective Equipment at Work Regulations, 1992 (PPE); key elements:

appropriateness of PPE to the job;


compatibility of different forms of PPE;


employers to make suitable of risks and provide to “suitable” protection;

employers ensure that all PPE is cleaned, maintained and replaced as appropriate, in efficient working order and in good repair;

PPE to be protected from contamination, dirt, loss or damage;

employers to provide instruction on why PPE is being used, how it should be used, and how it should be maintained in an efficient state;
employers to ensure that PPE is used properly;

employees to use the PPE and to report loss or defect of PPE.
The Reporting of Injuries, Diseases and Dangerous Occurences Regulations, 1995 (RIDDOR)


reporting accidents and ill health at work is a legal requirement of employers

1. when an employee, self employed contractor or member of the public is killed or suffers a major injury: this must be followed up with a completed accident report within 10 days;

2. when an employee suffers an injury (including violence) which keeps them off work for more than 3 days;

3. if a doctor tells the employer that the employee suffers from a notifiable disease;

4. if a dangerous occurrence does not result in a reportable injury but clearly could have done.

Reportable major injuries are:


fracture other than to fingers, thumbs or toes;


amputation;


dislocation of shoulder, hip, knee, spine;


loss of sight (temporary or permanent);


chemical or hot metal burn or any penetrating injury to the eye;

injury from electric shock or burn resulting in unconciousness or 24 hours in hospital;

any other injury leading to:


hypothermia;


heat induced illness or unconciousness;


requires resuscitation;

requires admittance to hospital for more than 24 hours;
unconciousness caused by asphyxia, exposure to a harmful substance, or biological agent;
acute illness requiring medical treatment;

loss of conciousness arising from absorption of any substance by inhalation, ingestion or through the skin;

acute illness requiring medical treatment where there is reason to believe that this results from exposure to a biological agent or its toxins or infected material.


Reportable dangerous occurences include:



Collapse, overturning or failure of load bearing parts and lifting gear;



Explosion, collapse or bursting of any closed vessel or associated pipework;



Failure of any freight container in any of its load bearing parts;



Plant or equipment coming into contact with overhead power lines;



Electrical short circuit or overload causing fire or explosion;

Any unintentional explosion, misfire, failure of demolition to cause the intended collapse, projection of material beyond a site boundary, injury caused by an explosion;

Accidental release of a biological agent likely to cause severe human illness;

Failure of industrial radiography or irradiation equipment to de-energise or return to its safe position after the intended exposure period;

malfunction of breathing apparatus while in use or during testing immediately before use;

collapse or partial collapse of a scaffold over five metres high, or erected near water where there could be a risk of drowning after a fall;

dangerous occurrence at a well;

dangerous occurrence at a pipeline;

accidental release of any substance which may damage health.


Reportable diseases include:


certain poisonings;



skin diseases such as:




occupational dermatitis,




skin cancer,




chrome ulcer,




oil folliculitis;



lung diseases including:




occupational asthma,




farmer’s lung,




pneumoconiosis,




asbestosis,




mesothelioma;



infections such as:




leptospirosis,




hepatitis,




tuberculosis,




anthrax,




legionellosis,




tetanus;



other conditions such as:




occupational cancer,




certain musculoskeletal disorders,




decompression illness,




hand-arm vibration syndrome.

Employees’ duties

Under HASAWA all employees are liable to criminal prosecution if they do not take reasonable care of their own health and safety and that of others, and co-operate with employers to enable them to carry out their statutory duties (section 7). 

Under MHSWR they must use machinery; equipment; dangerous substances; transport equipment; means of production; and safety devices in accordance with the training and instructions given by their employer; and inform their employer of any work situation which is a serious and immediate danger to health and safety, and any shortcomings in the employers’ protection arrangements for health and safety (regulation 12). The employee cannot be expected to report on a situation they haven’t been trained or informed about so cannot be expected to recognise.

Employers’ duties

The Management of Health and Safety at Work Regulations, 1992 (MHSWR) say that all employers must provide their employees with comprehensible and relevant information on risks identified by risk assessments, measures to prevent or protect against these risks, procedures to be followed in the event of serious and imminent danger, and risks from the work of other people’s employees working on the premises (regulation 8).

The duty of care

HASAWA 1974: there is a general duty on employers to ensure the safety, health and welfare at work of their employees (section 2).
Negligence – general principles of the law
Negligence is the failure to exercise that care which the circumstances demand. It may be omitting to do something that should be done, or doing something that ought to be done differently or not at all.

Reasonable care must be taken to avoid acts or omissions that are reasonably foreseeable. The material considerations of negligence are an absence of care and damage, together with a demonstrable relation of cause and effect between the two.

A risk is deemed foreseeable if existing facts are known or a reasonable opportunity exists for them to be learned.

The standard of care is that of a person of ordinary prudence or a person using ordinary care and skill. It is no defence that a person acted to the best of their own judgement if their best is below that of a reasonable preson.

‘Reasonable care’ means that a person must have regard both to the probability of harm resulting from their actions and the probable seriousness of the harm. 
Under the law you're protected as a safety 'whistleblower' if there has been:

· a criminal offence 

· a breach of a legal obligation 

· a miscarriage of justice 

· a danger to the health and safety of any individual 

· damage to the environment 

· deliberate covering up of information about any of these 

Stress at Work
Health & Safety Executive (HSE) definition of stress: the adverse reaction people have to excessive pressure or other types of demand placed on them.

Stress can play a part in disorders of the heart and circulation, the digestive system, immune system, and mental health.

HSE recommends a 5 step approach to risk assessment regarding stress at work:

1. look for hazards

2. decide who might be harmed and how

3. evaluate the risk and decide what needs to be done

4. record the findings
5. monitor and review.

HSE management of stress standards are based on 6 key areas of work:

1. Demands

the standard: employees indicate that they able to cope with their jobs
what should be happening:
organisation provides employees with adequate and achievable demands in relation to the agreed hours of work

people’s skills and abilities are matched to the job demands

jobs are designed to be within the capabilities of employees

employees’ concerns about their work environment are addressed

2. Control

the standard: employees indicate that they are able to have a say about the way they do their work

what should be happening:

where possible, employees have control over their pace of work

employees are encouraged to use their skills and initiative to do their work

where possible, employees are encouraged to develop new skills to help them undertake new and challenging pieces of work

the organisation encourages employees to develop their skills

employees have a say over when breaks can be taken

employees are consulted over their work patterns

3. Support

the standard: employees indicate that they receive adequate information and support from their colleagues and superiors

what should be happening:

the organisation has policies and procedures adequately to support employees

systems are in place to enable managers to support their staff

systems are in place to enable and encourage employees to support their colleagues

employees know what support is available and how and when to access it

employees know how to access the required resources to do their job

employees receive regular and constructive feedback

4. Relationships

the standard: employees indicate that they are not subjected to unacceptable behaviours, e.g. bullying at work

what should be happening:

the organisation promotes positive behaviours at work to avoid conflict and ensure fairness

employees share information relevant to their work

the organisation has agreed policies and procedures to prevent or resolve unacceptable behaviour

systems are in place to enable and encourage managers to deal with unaccptable behaviour

systems are in place to enable and encourage employees to report unacceptable behaviour

5. Role

the standard: employees indicate that they understand their role and responsibilities

what should be happening:

the organisation ensures that, as far as possible, the different requirements it places on employees are compatible

the organisation provides information to enable employees to understand their role and responsibilities

 the organisation ensures that, as far as possible, the requirements it places upon employees are clear

systems are in place to enable employees to raise concerns about any uncertainties or conflicts they have in their role and responsibilities

6. Change

the standard: employees indicate that the organisation engages them frequently when undergoing an organisational change

what should be happening:

the organisation provides employees with timely information to enable them to understand the reasons for proposed changes

the organisation ensures adequate employee consultation on changes and provides opportunities for employees to influence proposals

employees are aware of the probable impact of any changes to their jobs. If necessary, employees are given training to support any changes in their jobs
employees are aware of timetables for change

employees have access to relevant support during changes.

At each level: systems should be in place locally to respond to any individual concerns.

Bullying at Work
Intentional harassment in the workplace where abusive or insulting language or behaviour, or disorderly behaviour is used so that another person feels harassment , alarm or distress is a criminal offence punishable by law under the Criminal Justice and Public Order Act 1974.
According to the TUC bullying behaviour can include:

competent staff being constantly criticised, having responsibilities removed or being given trivial tasks to do

shouting at staff

persistently picking on people in front of others or in private

blocking promotion

regularly and deliberately ignoring or excluding individuals from work activities

setting a person up to fail by overloading them with work or setting impossible deadlines

consistently attacking a member of staff in terms of their professional or personal standing

regularly making the same person the butt of jokes.
Lone Working: the main points
Employers must comply with the HASAW Act 1974 and the MHSW Regulations 1999.

It is employer’s duty to assess the risks so the main thing to do here is see that a risk assessment has been carried out and control measures have been put in place.

If the risk assessment shows that the work can’t be done safely by the worker then back up needs to be in place.

How is the person supervised?

What monitoring procedures are in place?

Are there alarms (personal and situational) in place?

Has the person been trained in first aid? They may have to treat themselves.

Are lone workers included in the compulsory insurance cover as stated in the Employers Liability (Compulsory) Insurance Act 1969? They must be.

Training for Safety Reps

UNISON:

Introductory safety reps



2 days

Branch Health & Safety



2 days

WORKERS EDUCATION ASSOCIATION:

Fire Risk Assessment



3 days

Health and Safety Induction


3 days

COSHH




2 days

Risk Assessment



2 days

TUC:

Health and Safety Representatives Stage 1
10 days

Next Steps for Safety Reps


10 days

Diploma in Occupational Health and Safety
36 weeks

Safety reps are allowed paid time off to attend training courses.

Safety inspection checklists and a questionnaire can be found on the following pages. Photocopy them for use in the appropriate situations. Not every category in them needs to be filled in if they are inappropriate to the particular situation. Other checklists can be created for other types of workplace when necessary.  
UNISON UCL Branch

Safety inspection checklist: 
accommodation and offices

Workplace (Health, Safety and Welfare) Regulations 1992

Name of area inspected....................................................................................................

Date inspected..................................................................................................................

Time began.......................................................................................................................

Time completed................................................................................................................

Date of previous inspection..............................................................................................

Risk Assessment available
Y/N

Inspected by (print name).................................................................................................

Accompanied by (print name and position).....................................................................

To complete the form mark Y, N or N/A and add comments

1.  Good housekeeping: general cleanliness and tidiness                                           .....

..........................................................................................................................................

2.  Sufficient number of waste containers                                                                  .....

..........................................................................................................................................

3.  Walkways free of obstructions                                                                              .....

..........................................................................................................................................

4.  Walkways free of combustible materials                                                               .....

..........................................................................................................................................

5.  Trailing leads or other obstructions interfere with safe passage                            .....

..........................................................................................................................................

6.  Sufficient space                                                                                                     .....

..........................................................................................................................................

7.  Overcrowded workplace                                                                                       .....

..........................................................................................................................................

8.  Reasonable temperature (Not less than 16 degrees C and not above 26 degrees C) 

..........................................................................................................................................

9.  Thermometer available for staff use                                                                       .....

..........................................................................................................................................

10.  Fans available in hot weather                                                                               .....

..........................................................................................................................................

11.  Ventilation ducts free from obstructions, cleaned regularly and maintained in good order             








.....

..........................................................................................................................................

12.  Windows open and close safely                                                                           .....

..........................................................................................................................................

13.  Shading where windows face direct sunlight                                                       .....

..........................................................................................................................................

14.  Lighting natural, suitable, adequate                                                                     .....

..........................................................................................................................................

15.  Floor surfaces worn, loose or slippery                                                                 .....

..........................................................................................................................................

16.  Adequate toilet, washing and cloakroom facilities                                              .....     

..........................................................................................................................................

17.  Access to the building hazardous                                                                         .....

..........................................................................................................................................

18.  Traffic route hazards                                                                                            .....  

..........................................................................................................................................

19.  Asbestos surveys carried out before remedial work to the premises                   .....     

..........................................................................................................................................

20.  Asbestos or other fibres such as glass fibre, rock wool, etc released into the air                           

..........................................................................................................................................

21.  Biological containment areas                                                                               .....

..........................................................................................................................................

22.  Locks on filing cabinets: does only one drawer open at a time?                          .....     

..........................................................................................................................................

23.  Cupboards likely to fall over                                                                               .....     

..........................................................................................................................................

24.  Shelving overloaded                                                                                            .....

..........................................................................................................................................

25.  Photocopiers serviced, kept in a separate, well ventilated room                          .....     

..........................................................................................................................................

Comments of staff working in the inspected area  (Please use separate sheet if insufficient space)

..........................................................................................................................................

..........................................................................................................................................

..........................................................................................................................................

..........................................................................................................................................

..........................................................................................................................................

Report sent to (Job Title):.................................................................................................

Report sent to (Name of individual):................................................................................

Date sent:..........................................................................................................................

Signed by inspector..........................................................................................................

UNISON UCL Branch

Safety inspection checklist: 
display screen equipment

Health and Safety (Display Screen Equipment) Regulations 1992

Name of area inspected....................................................................................................

Date inspected..................................................................................................................

Time began.......................................................................................................................

Time completed................................................................................................................

Date of previous inspection..............................................................................................

Risk Assessment available
Y/N

Inspected by (print name).................................................................................................

Accompanied by (print name and position).....................................................................

To complete the form mark Y, N or N/A and add comments

1.  Monitor tiltable in all directions                                                                                                     

..................................................................................................................................................

2.  Suitable height                                                                                                                               

..................................................................................................................................................

3.  Characters well defined and of adequate size                                                                                 

..................................................................................................................................................

4.  Flicker                                                                                                                                      

..................................................................................................................................................

5.  Brightness and contrast adjustable                                                                                                 

..................................................................................................................................................

6.  Screen free of glare and reflection                                                                                                  

..................................................................................................................................................

7.  Screen at a comfortable distance to read                                                                                        

..................................................................................................................................................

8.  Document holder suitable height and position relative to screen                                                     

..................................................................................................................................................

9.  Keyboard adjustable                                                                                                                      

.....................................................................................................................................................

10.  Keys legible                                                                                                                                 

..................................................................................................................................................

11.  Matt surface                                                                                                                                

..................................................................................................................................................

12.  Sufficient space between keyboard and edge of desk                                                                    

..................................................................................................................................................

13.  Hand and/or wrist support                                                                                                           

..................................................................................................................................................

14.  Is mouse used                                                                                                                              

..................................................................................................................................................

15.  Is mouse comfortable                                                                                                                 

..................................................................................................................................................

16.  Possible to click keys without strain                                                                                                 

..................................................................................................................................................

17.  Mouse used on suitable surface                                                                                                   

..................................................................................................................................................

18.  Trackball used                                                                                                                             

..................................................................................................................................................

19.  If so, does it fit comfortably in palm                                                                                             

..................................................................................................................................................

20.  Is working surface of desk deep enough for screen to be at a comfortable distance                      

..................................................................................................................................................

21. Is it wide enough for all the documentation and equipment used                                                   

..................................................................................................................................................

22.  Is working surface at a suitable height                                                                                          

.................................................................................................................................................

23.  Sufficient leg room                                                                                                                      

..................................................................................................................................................

24.  Obstacles under desk                                                                                                                  

.................................................................................................................................................

25.  Seat adjustable                                                                                                                             

..................................................................................................................................................

26.  Back support on seat                                                                                                                   

..................................................................................................................................................

27.  Base of seat stable                                                                                                                       

..................................................................................................................................................

28.  Suitable support for the lumbar region                                                                                         

..................................................................................................................................................

29.  Pressure on thighs or the backs of knees                                                                                     

..................................................................................................................................................

30.  Is a footrest available                                                                                                                   

..................................................................................................................................................

31.  Sufficient space for user to change position and vary movements                                                

.....................................................................................................................................................
32.  Is noise distracting or disturbing                                                                                                 

..................................................................................................................................................

Comments of staff working in the inspected area   

(Please use separate sheet if insufficient space)

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

....................................................................................................................................................

Report sent to (Job Title):.................................................................................................

Report sent to (Name of individual):................................................................................

Date sent:..........................................................................................................................

Signed by inspector..........................................................................................................

UNISON UCL Branch
Questionnaire: air conditioning and breathing problems.
This is a preliminary checklist based on responding to a complaint or report from a single individual.

01. What exactly is the cause of the problem?

02. Can you see dust or particulates?

03. Is there a noticeable odour (the presence of an odour does not necessarily indicate the presence of a harmful substance and the absence of one does not necessarily indicate the absence of a harmful substance)?
04. When did it start?

05. Do you always work at the same place?

06. If not, does the problem occur at the other places you work?

07. Had you been working in the same place for any length of time before it started?

08. How long?

09. What are the physical symptoms you experience that affect your breathing as a result of this problem?

[asthma = periodic attacks of wheezing, chest tightness and/or breathlessness caused by inflammation of the airways]

10. Are there any other symptoms that affect, for example, the skin or the stomach?

11. Do you suffer from headaches as a result of the problem?

12. Did you suffer from any similar symptoms to these before the problem began?

13. If so, has the problem made your original symptoms worse?

14. Do the symptoms disappear when you are away from work for any length of time (e.g. on annual leave)?

15. Does anyone else in the same work area suffer similar symptoms?

16. If so, did their symptoms appear at about the same time yours did?

17. Is there any building or other work that causes dust going on in the vicinity of the building in which you work, especially in the vicinity of the air intake grills/duct? 

18. Do you know the location of the nearest air filters in the air conditioning system to where you work?

19. Have you ever seen them cleaned/changed?

20. If so, (about) how regularly are they cleaned/changed? 

Contacts:

Health & Safety Officer:
Bill Lehm 
internal phone: 25197
w.lehm@ucl.ac.uk
UCL Safety Services:


http://www.ucl.ac.uk/efd/safety/
UCL Occupational Health Service:
http://www.ucl.ac.uk/hr/occ_health/

UNISON H&S pages:


http://www.unison.org.uk/safety/index.asp
TUC H&S pages:


http://www.tuc.org.uk/h_and_s/index.cfm
Health & Safety Executive:

http://www.hse.gov.uk/
HandS for Safety reps:


http://www.dennismac.co.uk/hands/

London Hazards Centre:

http://www.lhc.org.uk/
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