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Health & Safety Planning – Example Template Local Management Action Plan   

HEALTH AND SAFETY PLAN (enter year) for (enter School/Department name)                              
	Month

Targeted Event
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	July

	Plan
	
	
	
	
	
	
	
	
	
	
	
	

	Define H&S Plan
	
	
	
	
	
	
	
	
	
	
	
	

	Define KPIs i.e. accidents/absence
	
	
	
	
	
	
	
	
	
	
	
	

	Define resources, roles and meeting members
	
	
	
	
	
	
	
	
	 
	
	
	

	Define equipment maintenance plan(s)
	
	
	
	
	
	
	
	
	
	
	
	

	Define staff/student inductions
	
	
	
	
	
	
	
	
	
	
	
	

	Define staff H&S competency matrix
	
	
	
	
	
	
	
	
	
	
	
	

	Do
	
	
	
	
	
	
	
	
	
	
	
	

	Hold H&S Committee Meeting (or H&S agenda item in low risk areas)
	
	
	
	
	
	
	
	
	
	
	
	

	Hold HoS/Dept. meeting with H&S Co-ordinator(s) and OHES
	
	
	
	
	
	
	
	
	
	
	
	

	Update Risk Assessments / Standard Operating Procedures and include in H&S risk register
	
	
	
	
	
	
	
	
	
	
	
	

	Deliver Student Induction / Passport
	
	
	
	
	
	
	
	
	
	
	
	

	Check
	

	Inspect School/Dept. areas
	
	
	
	
	
	
	
	
	
	
	
	

	Receive OHES Audit and Fire Safety Risk Assessment (1,2 or 3 yearly dependent on risk)
	
	
	
	
	
	
	
	
	
	
	
	

	Test local emergency responses
	
	
	
	
	
	
	
	
	
	
	
	

	Act / Review
	

	Review progress against H&S inspection, audit and Fire Safety Risk Assessment actions
	
	
	
	
	
	
	
	
	
	
	
	

	Review of KPIs i.e. accidents/absence data and remedial actions
	
	
	
	
	
	
	
	
	
	
	
	

	Review progress against competency matrix requirements
	
	
	
	
	
	
	
	
	
	
	
	

	Review progress against equipment maintenance plan(s)
	
	
	
	
	
	
	
	
	
	
	
	


	FURTHER ACTIONS / PROJECTS
	TARGET DATE
	RESPONSIBILITY
	PROGRESS STATUS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PLANNING ELEMENTS

Health and Safety Plan
The above table is intended as a template to be modified as required by and as is appropriate for the School or Department concerned. A plan is required for each Academic Year, however the format suggested is not mandatory – it is the planning process, and performance of the actions described in the plan that are the important factors. Mandatory planning elements (where relevant to the School / Dept’s. activities) are described below and explained at greater length in the Health and Safety Arrangements section of the RGU Health and Safety Policy and Management System.
KPIs
Key Performance Indicators should be identified at the beginning of each academic year and ideally consist of leading and lagging health and safety indicators, i.e. completion of workplace inspections and accident/incident data. It is good practice for Heads of Schools and Departments to be informed of all accidents and safety incidents, and to maintain an overview of developing trends in order to plan appropriate action. The mechanisms required to achieve this will vary with risk and scale. OHES can support in the provision of accident/incident data. 
Resources, roles and meeting membership

The local health and safety resources required for the year ahead need to defined to ensure they are sufficient to meet demands. The Health and Safety Co-ordinator position(s) and any specialist health and safety roles should be filled if vacated and identified in the School / Dept. organogram. Membership of the School/Dept. health and safety committee meeting should be defined (or meetings where H&S will be discussed.)
Equipment Maintenance Plan(s)
Work equipment may have planned preventative maintenance / servicing requirements to ensure it continues to be safe to use (in addition to reactive repairs). A plan will give oversight of the requirements and costs for the year ahead. 

Staff / Student Inductions

New staff and students require health and safety inductions / passports to ensure they have the minimum knowledge to utilise work spaces and avoid risks. Inductions will generally require regular updates to include any new activities or risks.

Health and Safety Meetings / Committee

Meetings should address health and safety issues and provide a means of consulting with employees (or employee representatives) at least twice per year. In low hazard Schools and Departments, this can be achieved by a separate agenda item – preferably first to demonstrate commitment – at an appropriate existing meeting. In higher hazard Schools and Departments, consideration should be given to holding a separate health and safety meeting or committee.

HoS / Dept. meeting with H&S Co-ordinator and OHES
The Head of School or Department should meet with the Health and Safety Co-ordinator and an OHES representative a minimum of once per year to discuss any matters that require attention or support.
Risk Assessments

All hazardous activities that are known to occur on a repeated basis should by now have a risk assessment record available (if this is not the case it should be addressed as a matter of urgency), and these need to be reviewed or their validity verified when circumstances change, but otherwise at least annually. The university has hazardous activities relating to numerous ‘one-off’ or project activities and these should be risk assessed in advance and a record created, but review may not be necessary if the activity ceases. 
Lower hazard areas such as offices may have no requirement for specific risk assessments, other than for display screen equipment and work-related stress, and this should have been verified on inspection. The inspection forms are designed to be compatible with the risk assessment forms, so if no further requirement for risk assessment is identified on inspection, the inspection form is your risk assessment record.
All relevant risk assessments should be reviewed, including general and specific assessments, i.e. COSHH, DSE, machinery, manual handling, noise etc. This should include a review of the validity of any underpinning documentation referred to in the assessment, e.g. manufacturer’s manuals, safety data sheets, laboratory protocols and SOPs.

Health and Safety Inspections

All areas under the control of the School or Department should be inspected at a frequency outlined in the Active Monitoring Procedure. The procedure requires inspections to be planned and recorded on the relevant pro forma.

Local Emergency Response

Arrangements may already be in place for a number of issues critical to core business delivery, and these may be well tested. However, where other emergency arrangements are in place or required they are unlikely to run smoothly unless they too are well tested, reviewed, amended and then tested again periodically. Examples may include lone working arrangements; panic alarms for cash handling; potentially confrontational situations and other foreseeable emergencies identified on risk assessment.

Health and Safety Competency Matrix
The Health and Safety Arrangements section of the RGU Health and Safety Policy requires that all University employees have the necessary competencies to safely fulfil their current responsibilities, both upon recruitment and on being exposed to new or increased risks. Basic health and safety training requirements should be informed by the risk assessments for the task or key competencies required for a role. It is good practice to expand this by plotting roles against any competency / training requirements in a matrix format, and addressing any gaps identified. Health and safety training may also be needed to raise awareness amongst groups of staff – either in general, or to address specific issues – identified in a number of ways from formal inspection, supervisory observation of behaviours or simply the perception of staff members. It could be that information or instruction would suffice, but if the issue runs deeper and training is appropriate it should be planned.
OHES Audit and Fire Safety Risk Assessment
RGU’s Active Monitoring Procedure and Fire Safety and Fire Risk Management Procedures require that the Occupational Health and Safety Department (OHES) undertakes a schedule of School and Departmental Audits and Fire Safety Risks Assessments. The frequency is risk based, with audits and assessments occurring every one, two or three year’s depending on the low, medium or high categorisation of the School, Department or building.
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