JOHN WHEATLEY COLLEGE
Health and Safety Committee
Draft Minutes

Minutes of the Meeting held on Thursday 6 March 2008 at 10am in Room T26, Easterhouse Campus.

1.
Sederunt

Alex Kirk – Depute Principal (Chair);
Kevin Maguire – Health and Safety Officer;

Doreen Sneddon – Human Resources Manager;

Stephen Smith – Associate Principal (Vocational);
Catriona McCue – Senior Lecturer (Health and Safety);
Karen Marshall – Senior Lecturer (Hair and Beauty);
Jim Brown – Senior Lecturer (Health and Safety); 
Annette Adams – Lecturer (Social Care);
Brian McQuillan – UNISON Representative; 

Margaret McGrath – EIS Representative; and

Annette McKenna – (for recording purposes only).
2.
Apologies

Ian Graham – Principal;

Jean Wilson – Associate Principal (Quality);

Alan Sherry – Assistant Principal; and

Alan Inglis – Assistant Principal.

3.
Minutes of Previous Meeting held on Thursday 25 October 2007
Item 8:  Health and Safety Update:  September 2007
Paragraph 8 should read ‘K Maguire will contact R Muir to ensure all staff are aware of this’ instead of ‘‘K Maguire will contact R Wilson to ensure all staff are aware of this’
4.
Matters Arising from Minute of Previous Meeting held on Thursday 25 
October 2007
Item 5:  Matters Arising from the Previous Minutes

Continuity and Contingency Planning for Possible Influenza Pandemic
A  Kirk informed members that some gel dispensers have still to be fixed in place at the East End Campus.

Health and Safety Inspection
A Adams requested that blinds be installed in the Health Care Room at the East End Campus.
Item 8:  Health and Safety Update

K Maguire informed members that Construction staff are aware that the manual handling induction brief is available to the internet for staff.
A Adams added that all staff need to be aware that the manual handling induction brief is available on the internet for staff information.  She suggested that key points and standard principles would be of better use to staff.
B McQuillan proposed that a day be set aside in the College calendar, possibly a Quality Day for Health and Safety Awareness Training that would cover all health and safety aspects (reporting, electrical, fire drills, trips and falls and manual handling).  A Kirk asked for volunteers to assist in organising such an event and requested that volunteers email him direct.  He added that the programme for the event would be compiled by the Health and Safety Committee.
D Sneddon asked if trolleys had been requested from estates by staff members.  After a discussion by members it was agreed that trolleys would be ordered for staff use and that K Maguire and D Sneddon would order these from the Health and Safety budget.
B McQuillan reported that 12 March 2008 is national no smoking day and asked what the College were doing to support this campaign.  He was informed by J Brown that staff who volunteer to stop smoking should contact him.  B McQuillan will advise staff at the Bridge.
J Brown raised the point of the Healthy Working Lives (HWL) Group, formerly known as Scottish Health at Work (SHAW) meetings.  It was agreed that J Brown would Chair these meetings and would provide members with a meeting schedule in advance.
5.
Health and Safety Update:  February 2008
K Maguire spoke to this report.  He informed members that since the last meeting in October 2007 there have been 6 injury/accidents, 1 of these was reportable to the Health and Safety Executive.  He further informed that there are indications that the actions taken following the increased reportable incidents last term is resulting in a significant improvement.  He summarised some health and safety issues which have arisen since the previous meeting of the Health and Safety Committee.  These were:
Fire 

No significant problems arose from a couple of recent unintentional fire evacuations since the last meeting.

Further fire training sessions are being organised, all staff are to undertake this training.

Action taken following the recent pre Fire Audit for the East End Campus included:

· fire Log update;

· minor updates to the Fire Risk Assessment and Fire Plan; and

· improved clarity and control re-documentation and signed checks.

The Fire Audit itself will be carried out by Robert Dockrell who has replaced Steve Wright who carried out the pre audit.

HSE Visit
Carole Keddie from the HSE visited the Easterhouse Campus last month, the aim of which was primarily to promote dermatitis awareness in respect of Catering and Cleaning staff.  The meeting was attended by the HSO, Estates Manager and the Senior Lecturer for Hairdressing (representing the Hospitality Manager).

She was happy that good surveillance measures were in place for the Hairdressing salons and were in the process of being integrated within the Catering procedures.  She will check some aspects of this policy (at the SL for Hairdressings request).

Other pertinent aspects that arose from this meeting:

· gloves (non talc and non latex) survey for Catering and Hairdressing areas – information with these areas;

· provided with 15 minute DVD presentation ‘Preventing Work Related Contact Dermatitis in Catering Workers’ – disc now copied and distributed to Catering, Hairdressing and Estates Managers for their staff awareness;

· awareness that dishwashers opened too soon (e.g. from breakdown of dosage system) can subject users to face and neck dermatitis – HSO will ensure that a specific risk assessment has been raised for this.

The College’s good practice in relation to measures in preventing stress has been forwarded from the HR Manager at Carole’s request.  This will assist her in upcoming promotions on this subject.

Hazard Identification Reviews

Pertinent points that have arisen following Hazard ID reviews include:

· Technicians – inappropriate workstations resulting in discomfort in balls of feet and legs with potential for further musculoskeletal problems.  Referred to DSE and Manual Handling assessment.  To eliminate, consider re-organisation / changing working environment;

· Admin – potential musculoskeletal problems for admin staff and those collecting mail when constantly bending to insert or remove from mail duckets.  Referred to Manual Handling assessment.  To eliminate, consider erecting wooden duckets – between waist and shoulder height – in opposite space on walls in the Easterhouse Campus (remove table for access).  For EEC consider erecting mail duckets on the wall.  There is security implications when giving out monies to students at reception desks.  To eliminate, consider e.g. vouchers or keep money dispensing to more secure areas.
H & S Training
IOSH (Institute of Occupational Safety and Health) training for all managers has now been completed.  These full day training sessions will help to ensure ownership for specific risk assessments.  

H & S training conducted on training days included general Manual Handling Techniques for Admin and Technician staff.

Health and Safety Induction / Refresher

Committee members are to consider sanctioning the use of the H&S Induction presentation as an annual refresher instruction.
First Aid

First Aid notices have been updated for both campuses following the successful completion of first aid training.
Committee members are to consider if the College is making the best use of the First Aider pager system which is rarely used.  This service is costing almost £60 a month and the alternative use of college mobile phones may be more practical and cost effective.

Reception staff can contact First Aiders where none have been readily available in the vicinity by telephoning a central number; all First Aiders in the building would be paged with instruction given to the first to respond.

Presently there are 6 First Aiders in each Campus and Reception staff have been contacting them individually where none has been immediately available.

If College mobiles are sanctioned as a preferable alternative, priority should be given to the 2 First Aiders in Construction (EEC) as there are no telephones in their work area.
COSHH

The updated form is now user friendly and more comprehensive.  Contributions have been received from the SL for Hairdressing whose area generates the most COSHH assessments.  Updates to the latest form include:
· ‘can a less hazardous substance be used’;

· ‘have personnel been informed of the hazards’; and

· have staff been instructed on PPE use.
Noise Assessments
Noise assessments for the construction area are imminent and are expected to be carried out by Acoustic Design Consultants.  These are to be carried out during normal working activity to ensure accurate readings.

RoSPA Award Submission
Information on key H&S performance questions has been submitted to RoSPA.  The College is hoping to achieve the Gold Award for the 4th consecutive year.
Health Promotion
Upcoming health promotions at the College are to include awareness on issues relating to the No Smoking Day Campaign on 12 March 2008.

Members discussed the Health and Safety Update February 2008 Report at length and noted the following:

· A Cowie, Administration Manager is currently reviewing the storage/accessing of registers at the EEC; and

· the system of using pagers to contact First Aiders will be reviewed at the end of the session.

Members noted the action taken to address health and safety issues raised in the report and the action points for future.
6.
JWC Service Continuity Plan – Version 3, March 2008  

The Depute Principal spoke to this item.  He informed members that this is the updated version of the College Service Continuity Plan, Version 3, which supersedes Version 2.  He further informed members that the College Service Continuity Plan is to provide overall guidance to the College Management in responding to any significant incident that threatens to interrupt normal operations. The key actions that may need to be performed and the key issues that are likely to arise are summarised in the Plan.
He added that it is intended that the Plan will have an appendix for a potential Flu Pandemic.

He invited members to comment.  A considerable discussion followed by members.  
Members noted the contents of the College Service Continuity Plan.
7.
JWC Hairdressing and Beauty Therapy – Health and Safety Procedures
The Depute Principal spoke to this item.  He informed members that this report is for members’ information only as the health and safety procedures detailed in the report are already in use. 
K Marshall, Senior Lecturer for Hairdressing and Beauty Therapy reported that the health and safety procedures seem to be working well.  She added that she is currently assisting R Baxter, Lecturer in Catering, with a similar health and safety procedure report.  She will bring that report to the next meeting of this Committee.

Members noted the contents of the report.
8.
Matrix of Accidents October 2007 – March 2008 

K Maguire spoke to this item.  He went through the accidents and incidents that had occurred since the last meeting of this Committee.  He added that only one of these accidents/incidents was reportable to the HSE. This was a trip over a kerb by a member of staff at the East End Campus.
Members noted the contents of the matrix.

9.
JWC Updated Inspection Programme, Working Format and Action 
Proforma

K Maguire spoke to this item.  He reported that this is the updated format of the College Inspection Programme and Action Proforma.  He invited members to comments.  
Members discussed and noted the updated format of the College Inspection Programme and Action Proforma.

10.
Health and Safety Inspection Sheet:  Lower Ground, Ground and Car 
Park – Easterhouse Campus

K Maguire spoke to this item.  He summarised the content of the document going through observations and the action taken.

Members raised the following points:

· Observation 7i) Upgrade to PAT system is being put in place – new software.

K Marshall raised the point that the PAT Test Tags in the Salon seem to be outdated.  K Maguire informed her that this is an ongoing operation and that K Marshall should inform P Haslett and M Keogh of the Estates Team when PAT Testing is required.  A Kirk added that the Hairdressing students ‘kit’ should be tested after the first year.  He further added that if a backlog of PAT Testing piles up then the College will employ contractors to carry out this function.  He further added that the College is currently reviewing the role of estates staff and currently have 2 temporary members of staff within the team.  
· Observation 12) Advice Staff (G08) periodically required to move boxes.

A Adams raised the point that it is not just advice staff that periodically move boxes, this is a function that most staff carry out.  

· Observation 13) Draughts to entrance of building necessitates the use of portable heaters for staff at reception.

M McGrath added that the Art Room at the Easterhouse Campus (G02) is always cold.  K Maguire informed members that portable heaters had been provided for G02 for a short time but were removed due to health and safety issues.  Estates are looking at a long term solution.  A Kirk will look into the re-sealment of the window ledges in that room as part of the refurbishment of the Easterhouse building.
A Adams raised the point of the lack of cleaning in the toilets at the EEC.  She added that the toilet-roll dispenser in the ladies staff toilet is continually breaking and added that this has been reported on numerous occasions.  A Kirk will bring this to the attention of J McKay, Estates Team Leader and Mite, the cleaning contractors for the EEC.

Observation 17) First Aid 

A Adams raised the point that the resuscitation dolls are stored in the First Aid Room and that causes a hazard especially when this room is timetabled for a guidance slot.  K Maguire to observe this issue.
K Maguire added that a copy of the First Aid Manual be placed in First Aid rooms.

Members noted the contents of the Health and Safety Inspection Sheet.

11.
Risk Assessment Form:  Construction at East End Campus

K Maguire spoke to this item.  He provided members with an overview of the document.  It was agreed my members that the section on Waste Materials / Housekeeping should be changed to a moderate risk.
Members noted the contents of the Risk Assessment Form.
12.
JWC Staff Development Evaluation Form:  IOSH Working Safely

A Kirk informed that 17 members of the College management team had completed a one day course on IOSH Working Safely.  The exam results are now available and the certificates had now been distributed.
13.
JWC Updated COSHH Risk Assessment Form

K Maguire informed members that this updated form is for members information only as these forms are already in use.

Members noted the content of the updated COSHH Risk Assessment Form.

14.
JWC Individual Record Sheet – H & S Induction / Refresher 

K Maguire stated that this is the proposed form to be used by line managers to ensure all staff had an understanding of health and safety at Induction stage.  He added that this would coincide with the presentation available on the College Intranet.  He invited members to comment.  

Members discussed the wording on the form and it was agreed that A Kirk and K Marshall would look at the form again then bring to a future meeting of this Committee.

15.
JWC Submission for the RoSPA Occupational Health and Safety 
Achievement Award 2008

A Kirk informed members that the College had submitted an application for the RoSPA Occupational Health and Safety Achievement Award 2008.  He went through the content of the application for members.  He further informed that the results of the application had not been received yet. 
Members noted the content of the application.
16.
Date of next meeting
The next meeting of the Health and Safety Committee is scheduled to be held on Thursday 5 June 2008.
17.
Closure
The meeting closed at 11.45am with all the business of agenda being discharged.  Mr Kirk, Chair, thanked all members in attendance for their contribution.
AK/AMcK
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