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	This safety manual should be used as a supplement to the University safety guidelines, specifically the health and safety forms and publications. If you see any contradictions please inform the safety officer. 

 

1.0 General Introduction

The School of Psychology and its Chair take the responsibility for safety and a healthy working environment for all students and staff very seriously.

The intent of this manual/policy is to provide a clear set of procedures and guide-lines to insure not only that all Home Office and University regulations are complied with to the letter of the law, but to even exceed those guide-lines when necessary to ensure a safe and productive working environment.

To that end, this document was prepared with the special needs and activities of the School of Psychology in mind, as outlined in the appropriate sections of this manual. The hazards particular to the School are detailed, as well as the implemented control measures and monitoring procedures to ensure their effectiveness.

 

1.1 Introduction

This policy contains procedures specific to the research and teaching activities of the School, and should be consulted as an adjunct to the University Safety Policy (copies available from the Safety Office and the School Safety Coordinator). 

Under the University policy, each Head of Department (or School) is ultimately responsible for the existence and maintenance of, and compliance with the Department/School's own policy. This policy/manual was prepared based on Guidance Notes on Drafting a Departmental or Unit Safety Policy 1996 (available from the School Safety Coordinator or the Environmental, Health and Safety Services).

 

1.2 Who to contact for further assistance

The following individuals and pages may be of use with particular safety concerns and comments:
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School Safety Coordinator
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Mr. Andy Burnley, Electrical Safety Officer.
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Email Mary Latimer, the Chemical/Biological Safety Officer. 
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Head Of School

[image: image9.png]


[image: image10.png]


Environmental Health and Safety Services
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Environmental Health and Safety Services - Staff 

 

2.0 General Safety Procedures

All postgraduate students, teaching and research staff and undergraduates working in Psychological laboratories should be aware of the nearest fire alarms and equipment, escape routes, and know what to do in event of fire (see Fire Action Notices that are posted throughout the School).

In addition, each supervisor shall endeavour to identify any potential health or safety hazard, no matter how minor, using University risk assessment procedures, and provide appropriate information and training for those who work in their laboratory. Supervisors are full-time members of Academic staff who supervise Undergraduates, Graduate students or Research staff, and/or the Principal investigator named on any research grants.

Research staff may be designated as supervisors where appropriate with their expressed and informed consent re: their specific responsibilities.

 

2.0.1 Risk Assessments

According to University regulations, schools are required to assess all risks associated with work activities. This document serves as a risk assessment for many low –risk activities encountered in the School of Psychology. All high risk activities must be assessed in written format using the School of Psychology Risk Assessment Form. These written risk assessments must be completed by a competent person and reviewed by the Safety Co-ordinator plus other relevant persons. Outlined in this document are particular areas where written risk assessment is required.

Fieldwork
All fieldwork that is conducted outside the School of Psychology must be risk assessed using the Conduct of Field studies document and the Fieldwork Risk Assessment Form . This risk assessment forms require the identification of risks as well as appropriate control measures for those risks. These forms are then reviewed by the Safety co-ordinator together with other relevant personnel such as PhD supervisors for post-graduate research. They may be refered to the University |Fieldwork Committee for further approval in some cases

Research Activities
In addition all projects requiring ethical approval from either the School of Psychology Ethics Committee or the University Animal Safety Committee must also be risk assessed using the School of Psychology Risk Assessment Form This form is then reviewed by the School Safety Co-ordinator.

2.0.2 Conference travel and Visits to other Institutions 

For safety reasons, the following guidelines must be followed when travelling to conferences or visiting other institutions.

Consider your mode of travel carefully and avoid travelling alone at night whenever possible. 

Provide contact numbers to the School Secretary and also indicate how you will contact the School in your absence. 

Third, when travelling overseas 

Take a photocopy of your passport in case it is lost or stolen. 

Consult your GP for appropriate medical advice or contact Occupational Health Advisor Extn 2752.

 Make sure that you have adequate insurance cover through the University. http://www.st-andrews.ac.uk/staff/money/Insurance/Travelinsurance/ 

Where appropriate consult the FCO web pages http://www.fco.gov.uk/en/travelling-and-living-overseas/travel-advice-by-country for travel advice. 

 

2.0.3 Evening and Weekend Work Rules

For safety and security reasons, people who work in the School when the front door is locked .After 5pm and on weekends and holidays are responsible for logging themselves in and out in the logbook provided in the foyer. These individuals should also be aware of the appropriate procedures in the event of accident or emergency after-hours. A list of emergency phone numbers are listed by the phone in the main lobby. All occupants of the building should be aware that to contact the emergency services that they dial 9-999 from a university phone line.

 

2.0.4 First Aid

Students and staff should be aware of the particular rules and procedures in the event of accident or injury (see below). Students and staff should inform the School Safety Co-Ordinator and/or the University Safety Adviser of any injury at once after obtaining appropriate first aid.

First aid boxes are located, in the main office ,at the front door ,in the common room and in the Electronics workshop and on the top floor. Trained First Aiders are

Peter Wilcox …..Workshop Extn 2078 or 3040

Helen Sunderland …Main Office Extn 2157

The Janitorial Staff….Front Desk Extn 2094 or 2853 or 3590

If a medical emergency seems to be beyond the capacity of a First-aider take one of the following actions:

Telephone Occupational Health extn 2752

Transport the injured party to St. Andrews Memorial Hospital. 

Call an ambulance (dial 0 or 231 on an internal line during working hours; 9-999 on an outside line). An outside line is available at the Porter's desk in the foyer. 

 

2.0.5 Near Miss/Dangerous Occurrence Reporting Procedures

Any situation that arises in which an accident or dangerous situation nearly occurred must also be reported to the Environmental, Health and Safety Office. Any incident at work  that directly causes a person to loose 3 days of work must be reported to the HSE by the University.This information is important because it helps to identify potential causes of future accidents in the hope that such accidents might be avoided.

Near Miss/Dangerous Occurrence Report forms are available on line http://www.st-andrews.ac.uk/media/Accident-Rep-Form.rtf    and must be filled out for any but the most trivial events. It is then passed to the SSC who will inform the University safety office. 

 

2.1 Fire Safety Procedures

2.1.1 Fire alarm testing and maintenance

University policy requires a weekly test of the fire alarms of the Psychology building and Library by the Senior Janitor or a named deputy. This is done on Monday mornings at 8am you are not required to evacuate the building at this time. Any malfunctioning alarms should be reported immediately to Estates and Buildings.

In the event of a fire alarm failure, the School Safety Co-Ordinator and Estates (ext 3999) should be contacted immediately. If the fault cannot be remedied quickly, School staff are required to inform building occupants by word-of-mouth and by conspicuous notices posted in public places.

 The Notices should state “The Fire Alarm at [location] is out-of-order “

Please be extra-vigilant. Should you discover a fire raise the alarm by shouting "FIRE" and when at a safe location, telephone 9-999. State the precise location of the fire and your name and the telephone number you are calling from. 

Departmental/school staff will insure that "high-risk" areas are patrolled until the Fire alarm system has been restored.

 

2.1.2 In the event of a fire alarm

In the event of a fire alarm, staff and students should follow the instructions given in the Fire Action Notices posted throughout the School. All staff and students should go to the Assembly Point given in the Fire Action Notice.

All teaching and research staff should be reminded to treat fire alarms with the utmost seriousness. Even in the event of a false alarm, the Fire department is compelled to come to the building once an alarm has been triggered. No one should re-enter the Buildings until the most Senior Fire Officer present has indicated it is safe to do so.

Occupants of offices and laboratories are responsible for knowing the nearest fire alarm and emergency exit and an alternative route in case of actual fire. For individuals who exit onto Westburn Lane, please move to the front part of the building near St. Mary's as quickly as possible. If anyone believes they know of someone inside the building after evacuation appears complete, please advise the SSC or Head of School immediately. That individual is then to report to the most Senior Fire Officer present.

It is essential that full-time staff recognize their responsibility to make sure that individuals under their supervision be aware of these rules, and the locations of the nearest fire alarms, extinguishing equipment and exits. In the event of a fire alarm staff are required to direct other occupants in that area to the nearest available exit and to ensure that the area has been cleared.

 

2.2 Electrical Safety

The School of Psychology has a long tradition of excellence in the testing of mains borne electrical appliances for their safety. All such equipment coming into the School must be tested in the Electronics Workshop and must satisfy all standards of the Electricity at Work Regulations 1989. Please note that this regulation applies to personal electrical devices such as radios, laptops, kettles. as well as research and teaching-related devices. In addition all the electrical appliances located in the School are tested on a periodic basis in situ by Estates and Buildings.

For further information, interested individuals can consult the University document University Local Rules for Electrical Safety, and/or Electricity at Work Regulations 1989, available in the workshop or from the School Safety Co-Ordinator.

Concerns about the safety of a particular electrical device should be brought to the attention of the Electronics workshop immediately and should not be used until appropriate repairs are made.

 

2.3 Hazardous Materials Safety

Any animal house laboratories and non-animal house laboratories using chemicals in the School of Psychology must have at hand a copy of the University of St. Andrews ‘Guidance on Chemical and Biological Safety - Part 1 Chemical Safety’.

This Handbook outlines relevant material from The Control of Substances Hazardous to Health Regulations 2002 and the responsibilities of individuals within departments relating to the identification, handling, and disposal of hazardous materials.

 New hazardous substances purchased for use in the School must be accompanied by a Material Safety Data Sheet (from the supplier). Hazard assessment shall then be made using CHARM the University’s Computerised COSHH Risk Management Programme   http://charm.st-andrews.ac.uk/COSH/  and the classification clearly marked on the container.

A risk assessment should be produced for work activities that involve the use of hazardous substances by the Supervisor. All staff who intend to handle hazardous materials must read and sign the risk assessment form for that work activity on the CHARM website. In the School of Psychology, the majority of these substances will be associated with histological, and surgical techniques on the top floor and in the workshop area.

The introduction of any new substance or material into the School must be accompanied by a completed Risk Assessment form for the work activity prior to the substance being obtained.

 

2.4 Display Screen Equipment Safety

In order to protect users of  display screen equipment (primarily PC screens), UK legislation entitled Health and Safety (Display Screen) Regulations 1992 as modified in 2002 has been enacted. 

Individuals who are required to work at PC workstations  should obtain a copy of the University's Guidance Notes for Safe Use of Display Screen Equipment from the School Safety Coordinator or from University Environmental Health and Safety Services.

It is required that users complete the on line University form for Display Screen Equipment. http://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/  

All staff who are DSE ‘Users’ must undertake appropriate training. The Head of School has access to the results of this on-line training and responsibility to make sure that all staff carry it out.

2.5 Work-related Stress 
The University is committed to providing a healthy and safe working environment for all staff and recognises that excessive levels of work-related stress as well as stress caused by external factors are a potential cause of ill-health. Stress therefore constitutes a hazard that has to be managed by both the School and the University. Information about the University's Occupational Stress Policy and associated guidance can be found below. 

Stress - A Guide to Stress Recognition and Reduction
Stress - Manager's Guide to Monitoring Stress
Stress - Occupational Stress Policy
2.6 Noise at Work

Individuals in the School concerned about high levels of noise should consult the School Safety Coordinator as soon as possible. A copy of the Health and Safety Executive Guide on The Noise at Work Regulations is available from the School Safety Coordinator. Copies are also available for consultation on the Top floor and in the Electronics Workshop.

 

2.7 Manual Handling Safety

Members of staff whose duties require lifting or transporting materials are required to consult the Guidance Notes for Manual Handling Operations and General Guidance on Handling Loads available from the School Safety Co-ordinator.  http://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/Manualhandlingoperations/
http://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/Manualhandling-general/
Copies are also on file on the Top Floor and in the Electronics workshop.

In the School, individuals most concerned are Top floor technicians and Electronics workshop staff. Their supervisors should be sure that all aspects of the regulations are complied with in the day to day manual activities of their staff, and that adequate training and supervision of staff is provided.

Training in Practical Manual Handling Awareness is available from Environmental, Health and Safety Services on request.

2.8 Suspicious Packages

Postal bombs take many forms and may come in any shape or size; parcels, envelopes or padded ‘jiffy bags’. They may explode or ignite when opened and sometimes before they are opened. They are usually designed to kill or maim the person opening them. Instead of being posted, such devices may be delivered by hand or arrive by courier.

All staff who might be required to open mail in the course of their work should know the tell-tale signs which are as follows:

Grease marks on the envelope or wrapping. 

An unusual odour such as marzipan or machine oil. 

Visible wiring or tinfoil, especially if the envelope or package is damaged 

The envelope or packaging may feel very heavy for its size the weight distribution may be uneven: the contents may be rigid in a flexible envelope 

The item may have been delivered by hand or posted from an unusual place. 

If a package, it may have excessive wrapping there may be poor handwriting, spelling or typing the item may be wrongly addressed or come from an unexpected source there may be too many stamps for the weight of the package 

If you suspect that a package or parcel is not what it should be, you should:

If handling it, put it down gently walk away from it on no account let anyone move it, touch it, place it in anything (including water) or place anything on top of it. 

On no account close doors giving access to the suspected item, switch off lights or transmit a personal radio or mobile phone within 20 metres of the suspect device. 

Telephone 9-999 (not on a mobile phone!!!) and inform the police. 

Evacuate the immediate area by sounding the fire alarm so that occupants of the building gather at the normal fire assembly point(s) of the building take no further action until the police arrive. 

Ensure that the Head of School, Porter and Principal’s Office are informed of the incident. 

 

2.9 Top Floor Safety

Because of the nature of the research techniques used in the Top Floor, the School recognizes that appropriate training and supervision of new and continuing students and staff is of paramount importance. It is the supervisor's responsibility to ensure that all new personnel who will have any duties whatsoever on the top floor are introduced to the St Mary’s Secure Research Facility Manager  or theTechnician-in-charge.

In turn, the Technician-in-charge is responsible for ensuring that new staff/students have read and are familiar with the in-house documents, Code of Practice for Workers using the facility. More detailed guidance is found in these documents.

 

3.0 Specialized Equipment/Machinery

In the School of Psychology, some specialized equipment is housed on the Top floor and requires appropriate and careful use. Consequently, the mechanical lifting equipment, autoclave, and any gas cylinders can only be used and transported by experienced technicians or individuals appropriately trained by the technicians and supervised for an appropriate period of time (also see section 2.7).

The autoclave is safety tested annually by  as part of a contractual agreement, and Local exhaust ventilated equipment, lifts are to be tested regularly by Estates. Staff should inform the School Safety Co-Ordinator if these inspections are not performed according to schedule

3.1 Waste Disposal

All hazardous substances must be disposed of in accordance with the Risk Assessment form for that substance. For further information please consult the ‘Guidance on Chemical and Biological Safety - Part 1 Chemical Safety’ or contact the safety office extn 2750
Broken glass, used scalpels and any other sharp material should be disposed of in labelled sharps containers. Unbroken glass can be disposed via the janitorial staff. Used batteries should be disposed through the Environmental Health and Safety Office.

Confidential waste paper sacks can be obtained from the Janitorial staff ,other waste paper can be put into the bins provided.

Current information about Waste disposal from http://www.st-andrews.ac.uk/staff/tech/WasteandRecycling/ 

 

4.0South Street Library

Because of its proximity to the School of Psychology, the Fire Safety of all subdivisions of the South Street library complex are considered to be the joint responsibility of the School, the Main Library and the Dept. of Divinity. The complex consists of the King James Library, Parliament Hall, the West Room, and the Senate Room.

The Senior library assistant is responsible for the safety training of new library staff in consultation with the School Safety Co-Ordinator and/or Safety Co-Ordinators of the Library and Divinity. Of particular concern for the School are the appropriate procedures necessary in case of a fire alarm, including de-activation of the Security system in the West Room. Library staff must leave the building on hearing the fire alarm and are not responsible for checking the occupancy of other areas in the complex.

The Senior library assistant is also responsible for informing students of the locations of appropriate fire exits during tours of the South Street library. Students should be informed that they may be questioned at any time by library staff or Safety committee members about the location of exits and fire alarms.

An additional responsibility of the Senior library assistant is coordinating communication between the Divinity Safety Co-Ordinator, Main Library Safety Co-Ordinator and the School Safety Co-Ordinator in the South Street library.

Arrangements should be made for the Senior library assistant to inform the School Safety Co-Ordinator of changes in staff and inform any incoming Senior library assistant of this document and the responsibilities outlined above.

 

5.0 Training of Research Students and Staff

The School of Psychology recognizes the importance of comprehensive orientation for new members of the School appropriate to the working conditions and techniques to which they will be exposed. In addition to this initial training, it is important that all staff be periodically reminded of their responsibilities and the resources available to them concerning safety in the workplace.

In particular, trainee technicians, undergraduates and first year postgraduates will need to be supervised closely for extended periods depending upon the potential risks of their work in the department and the experience of the trainee.

Accordingly, the following individuals will be responsible for initial and continuing education of new postgraduate students and research and teaching staff. Undergraduate research students are considered the responsibility of their research supervisor and will be discussed below.

The School Safety Co-Ordinator will inform new members of the School of this Policy and its locations within the School for their consultation, Fire alarm procedures, what to do in case of injury, and the existence of the Safety Committee.

 

Supervisors in the Animal House
Will be responsible for additional training in the following areas where appropriate: Security measures, animal handling and care, first aid, and the handling of hazardous materials specific to their activities, and any other particular in-lab concerns and precautions necessary to promote the highest reasonable level of safety and security in their laboratories.

 

Supervisors in non-Animal House laboratories
Will ensure that safety and health concerns relevant to their laboratories and research activities within and outside of the School be fully explained to their students and staff and that adequate precautions are maintained through the academic year.

All postgraduate students should be directed by agreement to another appropriate member of staff for advice and supervision regarding health and safety if the adviser is absent for a period of a week or more.

 

Supervisors of students doing field work
If the work is to be performed outside of the United Kingdom, it is the responsibility of the supervisor to ensure that the student is fully aware of the need for, and agrees to obtain immunizations and any appropriate preventive medical treatments are obtained. All students performing field work must complete a risk assessment form which is then evaluated by the School Safety Co-Ordinator and supervisor.

 

Supervisors of students doing primate work
Are required to read the School document Starting Primate Fieldwork which outlines suggestions for health and safety while working in tropical or subtropical environments.

 

New staff
All existing members of the School are strongly encouraged to supply new staff with all information necessary for optimal safety in the set-up of new laboratory/research facilities. New staff are strongly encouraged to consult with the School Safety Co-Ordinator and other members of the Safety Committee (where appropriate) upon arrival in the School.

 

6.0 Self Inspection Procedures

It is University policy that Schools must conduct a self-inspection of their workplace on at least an annual basis.

Aim of Self Inspections: To assess school health and safety performance against predetermined standards, to recognize achievement, or, when necessary, to take and document remedial measures. Self-inspections are not intended to replace routine checks of safety within the department.

Composition of inspection teams, how to and when to conduct the inspections and preparation of a departmental check-list and report are outlined in the section on Self-Inspection in the University’s publication ‘Health and Safety - Codes and Guidance’ (available from the Environmental Health and Safety Services or the School Safety Co-Ordinator).

Head of Department/School: Ensures that:

the safety committee and appropriate Union representatives are consulted on specific arrangements for inspections, and that the inspection teams are appointed and properly trained; 

time is allocated for the SSC and other members of the Safety Committee and inspection teams to carry out these duties; 

inspections are completed on schedule; 

any necessary remedial action is taken; 

records are kept of the inspection and the completion of remedial action; 

remedial actions suggested by the report are appropriate and are carried out by the specified individuals/groups on time. 

The Inspection team and report: Should consist of two or three people, including the School Safety Co-Ordinator. The School Safety Co-Ordinator will be responsible for the preparation of a report. The report will contain the date, names of team members and a list of the exact areas/activities inspected. Positive and negative findings will be recorded, and recommendations for remedial action (including time scale and priorities) will be made, including detailed responsibilities for said actions.

Constant revision and updating of the inspection procedures should be carried out. The reporting process should in no way delay immediate remedial action when necessary. Copies of the report should go to the Head of School, School Safety Co-Ordinator, relevant union safety representative and the University Safety Adviser.

Inspections of offices, non-animal house laboratories, storage facilities, fire stations, will be carried out at least once per year. Inspections of animal house laboratories and offices will be conducted at least twice a year. Electronics, Woodworking and Metalwork Workshops will be formally inspected once a year, although informal inspection procedures by the Departmental Superintendent and/or the Chief Technician will continue on a regular basis.

 

6.1 Check-lists

Inspection teams will use check-lists to guide their inspections of all locations with the School. Guidance on check lists is given in the University publication entitled ‘Health and Safety - Codes and Guidance’.

 

7.0 School Safety Co-Ordinator

The responsibility for organizing and maintaining self-inspection, this policy, and the annual report are the duties of the School Safety Co-Ordinator. When a new School Safety Co-Ordinator is appointed, it is the responsibility of the outgoing School Safety Co-Ordinator to provide adequate instruction to allow for continued effective performance of School Safety Co-Ordinator duties.

It is the responsibility of the School Safety Co-Ordinator to ensure that new SSCs receive appropriate training and instruction for efficient and comprehensive completion of their duties during their tenure. In addition, Teaching and Research staff shall be informed by Memo of such a change which is to be incorporated into all existing copies of this manual.

The School Safety Officer is responsible for implementation of self-inspections, annual fire drills, in consultation with the Head of School and the School Safety Committee. Written reports shall be produced and held on file by the School Safety Officer, for summary in the Annual Report.

Additions to this manual can be made at any time by the School Safety Co-Ordinator in consultation with the members of the School Safety Committee. It is the responsibility of the School Safety Co-Ordinator to see that such updates are included in all circulating copies of this manual/policy, therefore the School Safety Co-Ordinator is strongly encouraged to keep accurate and up-to-date records of where all copies are held.

Annually, any changes to relevant School and safety related personnel should be included in the manual's revision. Additions or other changes to the check-lists, inspection procedures, etc. should be added to the manual at this time. Normally revisions should be completed by January 1st of the New Year.

It is important that the new School Safety Co-Ordinator is identified to the University Safety Adviser so that appropriate induction training can be provided. The Safety Co-Ordinator should also attend all the Core Health and Safety Training Sessions for Safety Co-Ordinators provided by Environmental, Health and Safety Services.

 

8.0 Annual Safety Report

It is University policy that the Head should complete the Annual Safety Report issued by the Principal’s Office.

 

9.0 Further Information

In the event of any safety concerns, please feel free to contact the School Safety Co-Ordinator. Written and dated and signed comments are preferred. University Safety Adviser can be contacted via  http://www.st-andrews.ac.uk/safety/



