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SHE Training Technical Manager 5 Year Refresher Workshop

STFC SHE for Technical Managers 5 Year Refresher Workshop

Workshop Programme

** Please note timings are approximate and will be adjusted to suit progress

09:00 to 09:15

09:15 to 10:30

10:30 to 10:45

10:45 to 12:15

12:15 to 13:00

13:00 to 15:30

15:30 to 15:45

15:45to 17:00

2025 v1.0, © STFC

through the course material **

Course aims and programme

Introductions

STFC SHE performance update
Learning from recent incidents

Policy and Management Arrangements review

Break

SHE Management system developments
SHE Codes and summary exercise

SHE IT systems review

Lunch

Risk assessment and exercises

Break

Training and improvement planning
Leadership
Concluding thoughts
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Manual Operators, | Back injuries Eliminate/Substitute: N/A MU NIA N/A N/A
Handling of staff & or other Engineering Controls: Where possible, use mechanical
boxes and items | bystanders | musculoskelet | lifting/moving equipment
in the area al disorder Administrative Controls:
Weight can vary from Analyse the Task, Individual, Load and Environment. Lifting over
from 1-2 Kgs up incorrectly short distances, 5m max. Anyone with back problems has a
to 20 Kgs. lifting or personal RA. Any loads of offset centre of gravity, lift with heaviest
moving heavy | side closes to the body. No obstacles in the environment.
equipment, Staff to have undertaken mandatory safe manual handling
materials etc. | operations training.
PPE: Safety Shoes (EN20345).
Handling gloves (EN 388)
Relevant SHE Code is No 12.
Working at Operators, | Injuries due to | Eliminate/Substitute: N/A MU NIA N/A N/A
Height staff & falls from Engineering Controls: After pre-use checks, remove any
Height of 2m bystanders | height. damaged/faulty equipment from use.
Ladders Administrative Controls: Use equipment in accordance with
assessed as operator manual. Ladders and step ladders shall be used by frained,
best tool for the competent and authorised staff only
job as access Ladders and sfep |adders to be used for access only.
only is required. Staff to have undertaken SC0408 training for Ladder Users
Class 1 or EN131 professional ladders only.
All pre-use checks to hg completed prior to use.
Cordon off area from nearby staff and bystanders.
PPE: Safety Shoes (EN20345).
Relevant SHE Code is No 4.
Lone working | Operators. | Risk of Eliminate/Substitute: Lone working is prohibited without prior M (VU N/A N/A N/A
accidents authorisation from senior line manager.
without Engineering Controls: N/A
immediate Administrative Controls: Conduct specific risk assessment for
assistance or | solo tasks
supervision. Check-in system for lone workers.
Provide training on emergency procedures and emergency contact
details.
E PPE: N/A
L Relevant SHE Code is No 1
Slide 57

Firms fined for electrician's 35ft fall at

Both contractor and company where this

Coventry manufacturers - BBC News

took place were prosecuted and fined

£100 padlock
would have
prevented this
contractor from
being harmed

2025 v1.0, © STFC
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Scaffold tower collapse caught on car dashcam | Scaffolding Collapse into Oncoming Traffic, Buckingham

Construction Enquirer News

UK (youtube.com)

Science and
Technology
Facilities Counc o p—

Slide 59

Method Statements (complex projects or
working with contractors) “RAMS”

1. Task description

2. Known hazards

3. Responsible people

4. How projects will be monitored
5. Structure of tasks

6. Environmental issues

7. Permits

8. Competency of workers

9. Deliveries

10.Emergency Arrangements
Eg cionce o See Appendix 7 of Code 6 for info on Method

Technology Statements and Safe Systems of Work

Facilities Council

Slide 60
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2016 Regime change: a new penalty
landscape

* In their first 6 months, the guidelines resulted
in as many penalties of £1m or more as there
were in the previous 20 years

Science and
Technology
Facilities Council

Slide 61
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Ineos fined £430,000 after worker
badly burned in accident

The worker, 47, was attempting to clear a sump that contained a

caustic solution. However, he fell into the sump due to inadequate
grating and sustained severe burn injuries. The sump had needed
emptying as its contents had reached the high-level design
threshold the day before.

* No risk assessment had taken place for this activity.

» There was also no safe system of work produced.

» The grating was not secured and there were no barriers
in place to prevent a fall into the sump.

Eg EE&E&E?EL. rAur'ny risk assessment performed would have identified
that the key risk was falling into the caustic solution and

that current control measures were severely lacking!
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© Print subscriptions € Signin | Search jobs | O, Search | UK edition -

The,.

Dyson fined £1.2m after 1.5-tonne
machine falls on factory worker

Guardian

Wiltshire employee’s head and chest were injured in 2019, in Newspaper of the year

incident that HSE said ‘could have been fatal'

The Health and Safety Executive said that it struck the man, injuring his head
and chest.

Its investigators found that Dyson had not provided “suitable and sufficient
information, instruction and training” to its staff. It had also not put systems
in place to ensure that the machine was moved safely.

The man escaped being crushed only because the machine landed on two
toolboxes and the handle of another machine.

“This incident could have been fatal,” said James Hole, a Health and Safety
Executive (HSE) inspector. “Those in control of work have a duty to assess
the risks, devise safe methods of working and to provide the necessary
information, instruction and training to their workforce.

The technology company Dyson has been fined more than £1m after one of
its employees was injured when a giant milling machine fell on top of him.

Dyson was ordered to pay £1.2m at Swindon magistrates court for failing to “Had a suitable safe system of work been in place, this incident and the
properly train its staff in handling the kit. The firm pleaded guilty to related injuries could have been prevented.”
breaching health and safety laws.

He was moving a computer-assisted milling machine with the help of a
colleague when the incident happened.

They lifted it up with a five-tonne jack, and were replacing some wheels with
wooden blocks when it fell. Slide 63

Personal Risk Assessment = ke

If a line manager becomes aware that one of their direct reports has a
medical condition which could be impacted on by their work activities, "ves, you May neeq
e.g. epilepsy, severe allergy, eye condition, heart disease, etc. then the et K 355085y 0N
manager will need to carry out a personal risk assessment with the
person.

This could come from a discussion about time off for hospital
appointments or a first aid incident on site. As soon as the line

For moye
; € info,
R’-"‘Manage ¢

manager is aware, they have a legal duty of care to the direct report. ;f,‘;cgs::hcan ¢ COntacteg
. . . aPpropy;. if ne,
The risk assessment demonstrates this duty of care has been fulfilled. ";’;‘girf;ac:_” e COntrol megguer "

'ce, plea.
. 25, SHE Grg,, € CONtact g o,
St Safety, Health Setncy 2
chnology , Tonce ang
acilities Council and Environment Faciiact, - =

ouncy

M‘_ﬂ_ p—

Home  Poicies Codes | Forms  Emergencies  Reportincident  Staff

Forms

You can find the proforma on the SHE
website under ‘Forms’.

If you need medical advice, you can refer
them to Occupational Health.

Risk assessment forms

Downioad Bese model assessments 10 your ocal Machine and edil nem 1o Sl e local Croumstances

Stice—64
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Lord Justice William Davis said:

“We accept that the staircase did not present a
risk for almost all members of staff at the store.
In our judgement that is not the point.

"It created a material risk to the health and

safety of Matthew Gunn.”

Conclusion: STFC needs to assess the risks to staff
where their health condition makes them more
prone to injury.

Science and
Technology
Facilities Council

Matthew Gunn death: Morrisons
supermarket fined £3.5m

® 17 March 2023

FAMILY HANDOUT

| Matthew Gunn suffered fatal head injuries in a fall from a staircase at Morrisons supermarket in Tewkesbury in 2014

By Rhiannon Yhnell
BBC News

Supermarket retailer Morrisons has been fined £3.5m for failing to prevent Slide 65
the death of a store worker with epilepsy.

Thoughts to leave you with....

Common problems with risk assessments:

» Confusing hazard (potential) with outcome. Nothing painful in 1st column!
+ Failure to consult staff on preparation of RA or brief them on completion.

* Not taking into consideration everyone potentially impacted by the activity.
* Relying on a “generic” risk assessment when a “specific” one is needed.
 Failure to complete the risk calculation correctly.

+ Insufficient information for high-risk activities. Level of detail should be

proportionate to the risk.

« Failure to take account of individuals’ requirements.
» Lack of clarity on responsibilities — especially in matrixed projects.

Science and
Technology
Facilities Council

Slide 66
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Dedicated risk assessment page

STFC COVID-19
¢« SHESupport

Sector Award

SHE Information Booklets (cick here) »
SHE Directory »

SHE Training

Click here for latest information

Useful Links

SHE Notices

Safety Occ. Health and Wellbeing Radiation and Environment

Please bookmark the SHE website on your PC/laptop,
it's a one stop shop for all SHE related topics:

https://staff.she.stfc.ac.uk/pages/stafffhome.aspx

Science and
Technology
Facilities Council

Risk Management

Managing risks to staff in an integral part of general management within STFC. This page contains a number of helpful links to facilitate
risk management.

Risk assessment aw

reness video

« This video is intended as an awareness tool and refresher for those already trained. It is not intended to replace the in-person
STFC risk assessment course, contact your local SHE team to arrange this if you perform risk assessments as part of your role

+ Ignore the link to the free risk assessment tool advertised on slide 22123, Instead you should use the STFC word template linked
below or enter your risk assessment data onto Evolix Assure, also linked below.

+ Video takes approximately 30 mins to complete

SHE Code 06: Risk Management

training for SHE ¢

6
Risk assessments should generally be stored within the STFC's safety management system Evotix Assure.

While the process of authofing and maintaining risk assessments is best done within Assure, it is often useful to start with a l:]_l
Word template. SHE Group also provide a number of examples of ‘good risk assessments.

Here are a number of documents 1o help with the process of generating and managing risk assessments on the system:

Review an existing RA on Evot ure1 pdf Archive a risk assessment on Evot ure pdf

=1 Set a review for new risk assessment on Evotix Assure.pdf £l Print a copy of your RA from Evetix Assure pdf

How to create a QR Code for your risk assessment. pdf

Risk Assessment

Slide 67

Risk assessment awareness

STEP 1: Identify the hazards

how?

Science and
Technology
Facilities Council

STEP 2: Assess the risks — who might be harmed and

-

STEP 3: Control the risks

Slide 68

2025v1.0, © STFC
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Logging onto Totara

Login External Users

Username / email STFC, Research Complex, Cockroft or Rosalind Franklin staff DO NOT need to
create accounts - this is done automatically, please use the "Login with
Single Sign on” button below to proceed

Password
By continuing past this page, you give your consent to the collection,
processing and retention of data relating to all training courses that you
undertake using this service,

Remember username
This data will only be used for purposes directly related to such training and

will not be distributed outside of UKRL
The UKRI privacy policy can be found at
Forgot username or password? hitps://stfc.ukri.org/about-us/privacy-statement/

© Cookies must be enabled in your browser

External User? Click here to log in or register

Clicking on ‘Single Sign On’ will take you Having problems?

Science and
Technology
Facilities Council

| direct to your course when you follow a link Ensure your VPN is connected.

Evotix Assure Demo Videos
* Risk Assessment
ASSURE

2025v1.0, © STFC Page 37 of 58




SHE Training Technical Manager 5 Year Refresher Workshop

Exercise 4: Risk assessment review

+ Consider the adequacy of RA coverage in your
work areas.

» Consider the standard of RAs relevant to your
area given the content of this morning’s sessions

* Prepare a 5 minute presentation for the
Chairman of your Departmental Safety
Committee summarising your findings and
making recommendations for actions

Science and
Technology
Facilities Council

Slide 71

Science and
Technology
Facilities Council

Audit, inspection and
improvement
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SHE management system PDCA cycle

* Plan * Do
« UKRI Policy and STFC H&S * Risk assessment
Management Arrangements + Assign responsibilities
» SHE Improvement planning * Implementing
+ Training and competence
Plan Do
) |
Act Check
foun * Check
« Act on findings * Measuring performance
* Reviewing performance * Investigating accidents, incidents
* Learning lessons and near misses
Techmototy. « Safety tours

Facilities Council

+ SHE auditing

Slide 73

SHE Code 30: Audit and Inspection

* The code sets out three distinct audit and inspection activities:

* An externally led independent System Audit of the
effectiveness of the STFC SHE management system as a
whole undertaken every 5 years

» A programme of STFC SHE Code Compliance Audits
undertaken on a 5 year cycle (using SHE Essentials for
office based departments)

» A programme of location/activity inspections (SHE Tours)
on a 2 year cycle (e.g. offices and low hazard areas)

Science and
Technology
Facilities Council

Slide 74
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Managers and supervisors responsibilities

« For all levels of audit and inspection:

» Co-operate fully with the inspection or audit team by providing full information
and access as required - remember the inspector/auditor has been instructed
to find opportunities to improve any aspect of SHE management or operation

« Evaluate the findings of SHE audits and inspections and act in a timely
manner on any non-conformances or recommendations - if not accepted, the
basis for this decision should be recorded in Evotix Assure

Science and
Technology
Facilities Council

Slide 75

STFC Health and safety objectives 25/26

Improve Mental Health and Wellbeing: Departments to nominate and train a minimum of 10% Wellbeing Allies in accordance with
department numbers.

2

Improve COSHH compliance: Controlling exposure to respiratory hazards.

1. 100% of users of Local Exhaust Ventilation to complete the online training on LEV Systems on Totara.

2. Line Managers to identify all COSHH assessments where RPE is required as an additional control to supplement other control measures, specifying RPE in
terms of protection factor and type of filtration required.

- 100% of relevant line managers to read the guidance of the selection use and maintenance of RPE (SHE Sharepoint)

- 100% of relevant line managers and RPE users to complete training on RPE face fit testing (as identified)

- 100% of relevant line managers to confirm that 100% of RPE users have been face fit tested (as identified).

Improve Contractor Management: SC15 is being reviewed by SHE Group to evaluate its effectiveness. The review would benefit greatly
from departments reviewing practices within their area of operation and providing commentary on what works and what needs
improvement.

1. 100% of departments who manage contractors review the text of SHE Code 15 (and/or use Appendix 6) and submit comments to SHE Group e.g. a marked up
version.

2. 100% of departments that use contractors to carry out training needs analysis (Appendix 2 of SC10) to correctly identify staff who manage contractors.

3. 100% of staff who are identified as managing contractors, to undertake relevant training and ongoing coaching, and provide formal CSO appointment and
registration on the SHE Directory.

Risk Assessment:

1. 100% of moderate and SoPS rated incidents to result in a review of relevant risk assessments, e.g. activity, COSHH, etc. and these reviews to be documented
on the risk assessment form or review section of Evotix Assure.

2. 75% of staff who are line managers to have (in date) in-person risk assessment awareness training (valid for 5yrs). Note: staff who have completed the 3-day
SHE Tech Managers course have satisfied this objective.

Tenants, Users, Visitors:

1. 100% of Tenants, Users and (unescorted) Visitors to have completed the relevant site inductions

2. 75% of staff who manage tenants to complete the SHE 3-day Technical Managers or half day Non-Technical Managers course depending on the hazard profile
of their Dept.

Slide 76
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Departmental SHE Improvement Plan

* Reviews the SHE performance of the previous financial year — incident, safety
tours, SHE audits etc, achievement of objectives/actions

* Reviews how department can contribute to the annual STFC H&S and
Environmental objectives (see next)

+ Sets out SMART objectives/actions for the coming financial year committing the
resource necessary to complete them

* Department Annual SHE Improvement Plans - led by Director and cascaded
to managers and staff in Q1 with progress reviewed by Directors during year

« Staff Annual APR - led by line managers and cascaded into staff objectives
in Q1, progress reviewed by managers in year

Science and
Technology
Facilities Council

Slide 77

Science and
Technology
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SHE training
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Line manager & supervisor responsibilities

« Training Needs Analysis (TNA):

Step Person Action

1 Employee and Defined through a risk analysis of an individuals work activities and development, identifying
Line Manager hazards and risks of the proposed work or role.
The pro-forma in SHE Code 06 can be used to structure this assessment

2 Line Manager Identify and document required SHE training by referring to:
» Relevant SHE Code or SHE Training Catalogue or
» Specialist / equipment specific training required

8 Line Manager Record these in individuals APR ‘Learning and Development’ log

4 Employee and Ensure training in the SHE Catalogue is booked through SHE Group

Line Manager Other job related training is organised by line management
5 Employer and Ensure training is completed, recorded and reviewed for effectiveness
Line Manager In the case of significant hazards, training must be completed prior to starting the work

Science and
Technology
Facilities Council

Slide 79

Types of SHE Training required

* Induction training:

» Mandatory induction session on joining STFC which is delivered on first arrival followed
by a suite of 3 mandatory training courses for all staff (Fire Safety, DSE and Safe Manual
Handling), all refreshed 5 yearly

» Also; STFC Health and Safety Management Arrangements bite size, Electrical Safety
Essentials, Asbestos Essentials (not refreshed)

+ SHE Management training:
» Technical Managers Course (with 5-yearly refresher) — this course
* Non-Technical Managers Course

» Any people working at STFC sites on average for more than 2 days a week for 3 months
require the same level of mandatory SHE training as STFC employees

Science and
Technology
Facilities Council

Slide 80
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Types of SHE Training

» Work related SHE Training:

* Any training required in an STFC SHE Code will be included in the
SHE training catalogue and organised and recorded by SHE Group

* Any training not covered by an STFC SHE Code must be specified,
organised, delivered and recorded by the Department

* Any ‘On the job’ training must be specified, organised, delivered and
recorded by the Department

Science and
Technology
Facilities Council

Slide 81

SHE Competence

» Competence can be described as the combination of training, skills,
experience and knowledge that a person has and their ability to apply
them to perform a task safely

» Other factors, such as attitude and physical ability, can also affect
someone’s competence

« Knowledge/training Competence
« Skills/Experience

» Attitude/Behaviours

Science and
Technology
Facilities Council

Slide 82
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Science and
Technology
Facilities Council

Line Management, Safety
Culture and SHE Leader

Why improve safety culture?

A model for reducing accident rates

Introduce engineering and
hardware improvements

d

Introduce process and
safety management systems

7

Improve safety culture and
behaviours

/

Accident rates

’ Continuous improvement ‘

Science and S
Technology
Facilities Council
Slide 84

Time in years
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STFC climate survey results

Row Labels 2010 2014 2018 2023 Department 2010 2014 2018 2023
Health and Safety Codes and Instructions 67% 68% 70% 69% ASTeC 75% 75% 77% 78%
Communications 72% 73% 73% 71% Business and Innovation 74% 75% 76% 79%
Environment 2023 (focus on env. compliance) 72% CLF
76% 78% 78% 79%
Environment (2010-2018) 69% 70% 69% Corporate Services
o o o o
Incident Reporting 75% 7% 76% % % 9% 9%
DI
Management Commitment 79% 81% 83% 83% % 72%
Personal Commitment 79% | 79% | 80% | 80% Estates 81% | 77%
Personal Perception of Safety Within STFC 82% 83% 85% 84% Finance 74% 71% 76% 78%
Risk Assessment 74% | 74% 18IS 76% | 76% | 78% | 77%
Rule Breaking / Risk Perception 77% 76% 77% 77% Nace 77%
Training Competence 77% 80% 80% 79% PPD 77% 78% 80% 80%
Average overall rating  75% 76% 7% 76% Programmes 72% 73% 73% 72%
RAL Space 75% 7% 76% 7%
Overall Response Rates 2010 2014 2018 2023 Scientific C -
cientific Computing 7% 77% 75% 7%
Number of people who submitted a response 866 925 879 1273

Response rate (compared to no. of staff)

44%

45%

40%

1%

Strategy, Performance and Comms 76% 77% 77% 73%

Science and
Technology
Facilities Council

Technology (incl. UKATC) 74% 77% 79% 7%

Other (incl. RC@H and CEO/COO0) 78% 78% 79% 7%

Slide 85

STFC climate survey: Key findings

» The consistency in scores with performance

remaining strong shows an embedded safety
culture — even with staff turnover

« With significantly increased staff numbers, STFC

has a strong SHE culture and either recruit's
people who fit well into this culture or have a strong

established SHE culture that new starters follow.

« STFC is currently at Level Four : Co-operating on

the Fleming safety culture maturity model

Science and
Technology
Facilities Council

Most staff consider H&S to be important from
both moral and economic point of view

Managers and staff recognise the wide range
of accident causes and the likelihood that
management decisions will be involved

Staff accept responsibility for their own H&S
and that of others

The importance of all employees feeling
valued and treated is recognised

Organisation puts significant effort into pro-
active accident prevention

Safety performance is actively monitored
using all data available

Non-work accidents are also monitored and a
healthy lifestyle is promoted

Slide 86

2025v1.0, © STFC

Page 45 of 58




SHE Training Technical Manager 5 Year Refresher Workshop

STFC Culture survey: Recommendations

» Continue action to improve ease of use of SHE Codes and Instructions
* Raise profile of environmental management and increase communication

* Improve close out of actions arising from incidents/near misses, RAs, safety
tours and SHE audits

* Maintain strong emphasis on SHE training programmes
+ Continue to integrate SHE management system into all aspects of STFC activity

+ Continue with visible leadership of SHE issues from the top

Science and
Technology
Facilities Council

Slide 87

STFC SHE communication survey

» The SHE culture survey was also used to identify preferences, issues and
suggestions for improving SHE communication through the following channels:

» STFC Executive Chair's staff forum/webinar * SHE website

* Departmental meetings »  SHE committees
+ Line manager team cascade * SHE Group

* Departmental intranet/newsletters » STFC Source

» Department Safety Contacts (DSCs) * In Brief

e STFC Yammer
» Site noticeboards
« Site TV displays

Science and
Technology
Facilities Council

Slide 88
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STFC SHE communication survey

» The survey highlighted staff preference for STFC 2023 SHE Comms. Channel Survey

o

o

=

i

line management — so it can be filtered and -
&

focussed on what matters locally though NIEEEEE
the following channels:
* Line managers
+ Dept meetings “TTTTTY
» Department SHE Contacts (DSCs) o
EAC AR F S .
& & B & L

 In terms of frequency of use, the survey @ s
found that the SHE website was the most o+
frequently used source of SHE information.

Science and
Technology
Facilities Council

SHE information to be ‘pushed’ to them by
C & & b‘$ aﬂ.v & &
& A

&

Slide 89

STFC SHE communication survey

* From the free text comments, the key expectations of staff were:

« Communication through email, newsletters, texts, webinars, and In Brief updates

» Making use of DSCs to send information

+ Communicating SHE information through line management

» Breaking down SHE information into smaller, concise pieces

» Clear and non-complicated wording in communication

» Making SHE website (and SHE info on Source) easier to navigate
* Regular safety bulletins and updates

» Disseminating important information through offline communication platforms, e.g.
posters, TVs, EC staff talk, etc.

* Providing customised training based on job categories
» Feedback provided on actions taken after creation of an incident report

Science and
Technology
Facilities Council

Slide 90
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STFC SHE communication survey

* As aresult of the survey, SHE Group is currently working on:

* Providing a regular stream of SHE items to the Exec chair forum
» Having an in person launch for new SHE Codes or major updates
» Making SHE training course feedback available to staff

* Re-marketing the SHE website, staff to register areas of interest and specific news
pushed to them

* Links from Dept intranet sites to SHE website

» Making SHE committees, minutes, and quarterly reports more available to all staff
» Supporting line managers so they can cascade relevant info

« Using SHE Directory to push relevant info to the correct staff

» Piloting at DL the use of new TV screens in Depts for relevant SHE info

» Evotix Assure — providing video mini tutorials to assist staff

Science and
Technology
Facilities Council

Slide 91

Felt leadership

» Originally developed by DuPont

Four strategic aspects of safety management

» Provides concept for leadership

e vle Felt Leadey N
» Health and safety focussed

» Felt leadership is the name given to a style
of leadership in which management wants
employees to feel that their supervisors
respect them and are deeply invested in
their well-being. Felt leadership is about
showing, not telling.

Science and
Technology
Facilities Council

Slide 92
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Felt leadership

« Leadership that is both visible to employees and also felt’ to be genuine
« The principles of ‘felt’ leadership add value to a safety management systems by:

* Inspiring people with a clear vision of what success looks like

* Leaders setting a clear and unambiguous example

« Empowering people to think and act safely whilst maintaining accountability
« Using praise wherever possible to re-enforce safe and healthy behaviours

« Coaching rather than telling

Science and
Technology
Facilities Council

Slide 93
Leadership i ti
Felt Leadership - An Overview
What | say
Values, context setting
message repetition and emphasis
What | measure Felt How | act
Rewards, recognition Leadership Behaviours, symbols
accountability relationships
What | prioritise
Science and Disciplines, routines
Technology . interactions
Facilities Council
Slide 94
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Leadership in practice

* Understand the research and what people are doing

* Anticipate operational risks and change

* Discuss hazards and take action

» Be alert for unsafe conditions - look for upcoming accidents
* Follow up and problem solve

+ Inspect often - audit intelligently Mare vou
« Take effective corrective actions - immediate and effective

* Investigate incidents (accidents) - five why’s!

« Maintain discipline - just culture

* Know your people - capabilities, motivations and preferences

* Recognise, praise and reward good health and safety practices
+ Make safety part of the ‘day job’

+ Set a good example - what shadow do you cast

Science and
Technology
Facilities Council
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Exercise 5: Leading SHE

» Based on the Felt leadership model, look at:

What | say
* What | say ek OO
* How | act —what | do .
* What | prioritise et acd

» What | measure el Aokl
accountabil relationships

* What sort of shadow | cast

* Where | need help

What | prioritise

Disciplines, routines
interactions

Science and
Technology
Facilities Council
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Science and
Technology
Facilities Council

Line Managers Action
Summary

Ongoing monitoring

Do you undertake periodic SHE reviews of the activities for which you are
responsible:

» Do you know what’s happening on your “patch”?

» For hazardous equipment and materials, do you know “what you’ve got™?

» As part of this review, have you:

» Considered the applicability of the SHE Code library and the compliance of
your activities with the latest versions?

* Reviewed the latest H&S Management Arrangements document

Science and
Technology
Facilities Council

Slide 98
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Risk assessments

* Have you reviewed the risk assessments for your department / activities?

* Have you reviewed the risk assessments for the activities of your staff:
* Were they involved in their preparation?
» Are all fields of the proforma filled out correctly?
* Are all staff aware of the control measures and are they followed?

* Have you considered the mix of generic and specific RAs?
* Have the different categories of people who might be affected been
considered?

Science and
Technology
Facilities Council

Slide 99

Risk assessments

» Are the control measures resulting from the risk assessments reasonable and are
the residual risks as low as reasonably practicable?

» Are the details in the risk assessments proportional to the severity of the risks?

* Are you familiar with the RA processes in SHE Code 6 Risk Management:
* Documented RA using the STFC proforma or SHE Assure
* On The Job RA
» Other formal techniques: e.g. HAZOP, safety case, etc.

» Have you considered the risk assessment training requirements for yourself and
your staff?

Science and
Technology
Facilities Council

Slide100
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Training and Supervision

« Have you agreed a SHE related Training Needs Analysis (TNA) for yourself, and
have you conducted a SHE related TNA for all your staff?

» Given the outcome of the TNA, the competence of the individual, and any special
requirements of the individual, is the supervision of the individual adequate?
« E.g. young or inexperienced people

« Are any of your staff involved in matrix management arrangements — contributing
to a multi department project for example?
 If yes, is there clarity and agreement between the different managers on who
is responsible for what with regard to SHE training and supervision?

Science and
Technology
Facilities Council

Slide101

SHE Performance improvement

» Encourage reporting
» Support incident investigation
» Support SHE tours and SHE Code audits

» Take account of STFC SHE objectives and any actions arising from the
Departmental Improvement Plan

» Recognise and reward good SHE management

Science and
Technology
Facilities Council

Slide102
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Science and
Technology
Facilities Council

Thank you

SHE website: https://staff.she.stfc.ac.uk/pages/stafffhome.aspx
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STFC Office SHE Essentials

A short and simple SHE guide for staff and their managers who work in offices. It also applies to agency or other
individuals that work in STFC offices with us. The SHE codes contain additional detail and guidance and can be found

here.

Code Summary

Incident Always report SHE incidents, whether they occur at STFC sites or while travelling on Council business.

reporting Incidents that should be reported: injuries; near misses (including hazardous conditions and failures of safe
systems of work); vehicle incidents; radiation incidents; environmental incidents. Report incidents in Evotix
Assure.

SHE training There are four elements of STFC mandatory SHE training each refreshed 5 yearly. They are: the SHE
Induction (site specific and generally taken on your first day(s)); followed by on-line Display Screen
Equipment (DSE) training; manual handling training (available on-line but preferably delivered through
tutor led courses); and finally Fire safety.
SO based staff complete the UKRI Polaris House (PH) Site induction on Day 1, the SHE PH Induction
(refresher), followed by UKRI DSE Agile training (administered by the UKRI H&S team ) and PH Annual Fire
training ( available in Oracle).
Managers of office based staff should attend a general % day SHE Management for Non-Technical
Manager’s course. All courses should be booked through SHE Group.

Fire Safety Fire safety training ensures you know your site’s emergency arrangements - telephone number and alarm

sounders etc. Make sure you know how to get out of your building if there is a fire — there should be more
than one route — and where your emergency muster point is.

Do not clutter offices with large volumes of combustible material, and do not obstruct emergency exits,
fire detectors, fire call points or emergency lighting. Corridors and stairwells are escape routes and should
be kept clear of obstacles and flammable materials at all times.

Display Screen

Non-SO staff: following completion of a DSE risk assessment discuss and address any issues with your line

equipment manager (SHE SC25 - Display screen equipment (DSE) refers ).
SO staff: following completion of DSE Agile the data is analysed and if there are any recommendations
identified or additional advice required this will be communicated to the share with their line manager and
implement any agreed actions.
Eye tests are available if you need glasses for DSE use.
Ensure that your workstation is set up correctly and that you take regular screen breaks.
M Driving is probably the most hazardous activity any STFC employee undertakes at work. Managers are still
COU—_nC'l responsible for staff while they are travelling on Council business. The health and safety controls required
business when staff travel are detailed here - in the UK and overseas.
If you drive greater than 3000 miles/year on Council business you should attend a defensive driver training
course which should be booked through SHE Group.
M Your job should not normally require much lifting and carrying. Following completion of manual handling
handling training, recognise where manual handling hazards exist and use safe lifting techniques. Manual handling
remains a cause of many STFC injuries.
Portable All portable electrical equipment used on STFC sites must be Portable Appliance Tested (PAT) prior to use.
electrical Check that any electrical equipment looks safe prior to plugging it in, as you would at home. Typical office
equipment equipment: PCs; Monitors; Printers, fans etc should be tested 4 yearly and have a PAT testing label

indicating when it was and needs re-testing.
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Code

Summary

Lone working

Lone Working is permitted for standard office working or IT use. Staff working out of normal office hours
should ensure site security are aware that you are working out of hours and are alone.

General risk
management

This document summarises the typical hazards encountered by individuals working in offices. There may
be others that managers need to consider - if this is the case a risk assessment might be needed. If in
doubt consult your local SHE Group for advice.

Environmental
management

The environmental impact of general office work can be minimised in several ways: only print when it is
really necessary and ensure waste paper along with printer cartridges etc. are recycled; minimise electricity
use by ensuring that lights, monitors, printers are switched off when not needed — especially overnight; try
not to have the heating on and windows open at the same time; and use Video Conferencing to avoid
travel and if you need to travel use public transport to minimise your carbon footprint where possible.
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Environmental Essentials

A short and simple guide on Environmental matters for all managers and staff — what you need to know
about environmental management in the STFC. It also applies to contractors, agency or other individuals
that work on STFC sites with us. SHE codes contain additional detail and guidance and can be found on

the SHE Group website.

To see in more detail what legislative requirements STFC works to view our Environmental Legal Register.

Code

Summary

Environmental
Management - what you
cando

Through its Environment Policy, STFC is committed to ensuring high standards of

environmental management and the minimisation, within the constraints set by our
scientific programme, of its environmental impact.

You can help

to achieve this by considering the waste hierarchy: Eliminate, Reduce, Re-

Use and Recycle when using any resource.

For example:

Reducing energy consumption by turning off lights, computer monitors and
printers, or turning the thermostat on your radiator down a little.

Reducing the amount of waste we send to landfill by Recycling items such as
printer cartridges and paper etc.

Using video conferencing facilities to Eliminate the need to travel.

Disposing of waste.
(Controlled and Hazardous
waste code)

STFC has a duty to store its waste securely and dispose of its waste safely and legally:

Use the correct disposal route for wastes such as hazardous chemicals,
broken glass, electronic equipment etc.

Store any waste securely prior to disposal.

If you store any liquid waste outside a building it should be in a bund ('tray’').
Disposal of radioactive waste should be discussed with your site Radioactive
Waste Advisor before disposal.

If you need to move waste around or between STFC sites obtain advice from
the SHE group.

Controlling Pollution to
Air, Land and Water

STFC is required to control what we discharge to local sewers, local waterways or the

atmosphere.

If you need to discharge significant volumes of any chemical down a sink or drain or to
atmosphere you should check with the local SHE Group that we have authorisation to do

this.

Environmental Risk
Management

Environmental issues and hazards should be included and considered alongside general
Health and Safety hazards in undertaking a SHE Risk Assessment.

Additional environmental issues which should be considered in any assessment include:

What to do in the event of a spill;

Check for relevant discharge authorisations (see above) if you need to vent
gases to air or discharge any liquid to a drain;

Maintain equipment to minimise any of these discharges; and

Should stored liquids be bunded?
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