Birkbeck Health & Safety Services
Service Level Agreement

1. Objective of the Agreement

The purpose of this Service Level Agreement is to describe the key services that Birkbeck Health & Safety Services provides and the quality standards that have been agreed with the users of the service in terms of service delivery. 

This Agreement sets out 

· the services provided to the students, Schools, other internal departments and external partners
· the overall standard aimed to be achieved in the provision of the services 

· a mechanism for resolving any problems relating to the delivery of the services 

2. Future reviews and amendments to this Service Level Agreement 
This agreement will be reviewed annually as part of the annual planning process and any changes will be agreed with service users.  Changes made to this agreement will be signed off by all parties annually.

3. The Objectives of the Service are to:
· advise the College on how to comply with statutory health & safety requirements
· provide advice on all aspects of safety to all College staff
· where necessary, initiate enforcement of statutory and College requirements for health  and safety
· provide Radiation Protection Advice to the College
· provide a Fire Officer service to the College
· act as the executive arm of the College Safety Committee
· investigate accidents and incidents
· deliver induction safety training/information to all new staff
· deliver training sessions on a range of safety issues
· develop and/or assist with the development of College, school and departmental safety policies
· liaise with external bodies on health and safety matters
· advise and/or assist with annual inspections of departments
· carry out audits of school and departmental safety management systems

4. Service Users
The service is provided to Birkbeck staff, students and visitors.  Accordingly, those parties will be represented in this agreement by the College Safety Committee whose membership consists of staff and student representatives and which reports to College senior management.  Services provided to other employers are subject to separate service level agreements.

5. Responsibilities
The service is managed and largely provided by Tom McCartney the College Health and Safety Officer (CHSO) who can be contacted on X 6218; mobile 07813339494 or email: t.mccartney@bbk.ac.uk    The CHSO's duties are largely as described in (3) above.  Other advisory services are currently provided as follows:
Genetic modification safety -  Dr Jim Pitts - j.pitts@bbk.ac.uk
Laser safety - Dr Jim Pitts - j.pitts@bbk.ac.uk
Biological safety - Dr Jane Nicklin - j.nicklin@bbk.ac.uk
6. Service Availability

·   Service users can contact the CHSO or the other safety related officers during normal office hours (normally 10.00-18.00 in the case of the CHSO) via the contact details in (5) above.  Enquiries will be acknowledged straightaway if the officers are free to handle enquiries i.e. not on leave or engaged with other work, or as soon as possible thereafter.   In the event of an emergency the CHSO can be contacted by mobile phone at any time. 
·  When the CHSO is on leave he will provide details to the College Secretary's office of other safety officers with whom he has arranged reciprocal cover in the event that an emergency requires the presence of a safety professional on site.  Where an on-site presence is not required, the CHSO can be contacted by mobile phone for advice of an urgent nature even when on leave.

7. Description of key services

·   General advice on safety matters to the College community.  This will be provided immediately on the phone if straightforward or in writing (email) within 24 hours.  If a longer time is required for research or because of other priorities or leave then the party making the enquiry will be advised of the likely turn around time.  All advice will be objective and will reflect UK legislation and Birkbeck policies.

·   Assistance with safety tasks e.g. with risk assessments, hazardous waste disposal, training etc will be delivered at the earliest possible date and time that can be agreed between the parties.
  

·   The accident/incident investigation process will commence immediately an event is brought to the attention of the CHSO by any means.  The CHSO will use professional judgement to decide how far an investigation should be taken - taking into account the possible severity of injury or damage that may have occurred even if there was none from that particular event. All reported events will be recorded, categorised and will be reported to the next meeting of the College Safety Committee.  Recommendations on how to avoid reoccurrence will be made where necessary to all parties including the College Safety Committee.


·   Cyclical services to the College as an employer.  These include managing the annual inspection process; servicing the College Safety Committee and providing reports to the Safety Committee and Governors and conducting the annual safety management audit process.   Such activities are timed to fit in with the College Calendar and will be accomplished by the deadlines set out in the Calendar or the College Statement of Safety Policy.  All services will be delivered to the professional standards set by the Institution of Occupational Safety and Health and the Society for Radiation Protection.  The CHSO is a chartered member of both professional bodies. 

8.  What Birkbeck Safety Services requires from service users
·   Prompt reporting of accidents and incidents.  Accidents should be reported by witnesses if not the injured party as soon as possible to allow an investigation to commence while evidence is undisturbed and memories are fresh.  Even persons who were not witnesses but perhaps heard about an event are encouraged to check with the CHSO that it has been reported.
·   Prompt acknowledgement from new staff of receipt of their induction packs and their understanding of the contents - especially on fire safety.  
·   All staff are encouraged to take ownership of safety within the College and especially within their own areas.  Matters should not be left for action by others, i.e. staff should remedy or report problems themselves to a line manager, safety coordinator, Estates helpdesk or the CHSO.  

·   All users of Birkbeck should comply with College rules and procedures made to ensure the safety of themselves and others.  Indeed, there is a legal duty for employees to do so and for non employees not to interfere with arrangements or equipment put in place for safety reasons.  
·   Relevant managers to appoint safety coordinators, fire marshals and DSE assessors as the Governors require and to take an interest in safety management within their areas.
·   Governors to scrutinise the annual report from the Safety Committee to satisfy themselves that safety is being managed effectively in their name. 

9. Monitoring success of service levels/standards - key performance indicators 
·   Cost effectiveness  (quantitative measure).  Services will be delivered at an overall cost effective rate to the employer based on comparison of the costs of similar services per 1,000 employees of other HE institutions - when such material is available.  Last available such information was December 2008.
·   Adequacy of the service to meet legislative requirements (qualitative measure).  Internal audit is the main means of measuring adequacy of service since this is usually an evaluation by a professional person with a sufficient knowledge of health and safety service provision to make an informed judgement.  Internal audits of Birkbeck Health and Safety Services were carried out in 2005 & 2007.

·   Accidents/incidents data (quantitative and qualitative measures).  It is difficult to derive useful insight into the performance of a health and safety service from raw accident data. For example, a large number of minor accidents being reported could indicate that a good culture of accident reporting was in place.  Also, the number of accidents from year to year could vary by 100% or more but still be acceptably small. 

A key performance indicator is whether a system of multi-year record keeping is in place to identify trends and make recommendations for improvement measures.   All accidents or near misses at Birkbeck are reported to the safety committee and explanations are given of cause etc.  Also, a full analysis of the events of the previous five years is presented to the Safety Committee and Governors annually with comment on any noticeable trends and actions taken to effect improvement.   Failure to produce such an adequate analysis annually would be a qualitative indicator of poor service.  

A quantitative guide to service performance with regard to maintaining a safety conscious and/or safety enforcement culture in place is a comparison with the average number of accidents to staff per 1000 employed across UK universities - published every February.   This does have a limit in its usefulness as not all universities have the same hazard/risk profile and some may not keep their records as well as others.
·   Numbers of inspections or audits carried out (quantitative measure).  All Birkbeck areas are required to be inspected and audited each year within a set period of the year.  An indicator of performance would be meeting this 100% requirement or failing to meet it without good reason e.g. an area under refurbishment would not be inspected.  This can be measured via the progress reports on inspections and audits to the Safety Committee. 

·   Meeting annual objectives (quantitative measure).  The safety Committee sets annual objectives for the year ahead each February.  These usually take the form of specific projects and progress on these is reported on at each meeting the Safety Committee.  Achievement of these or failure to achieve any particular objective - without reasonable explanation- would be good performance indicators.

·   Amount of fire awareness training/information delivered (quantitative measure).  All new staff are required to be sent fire awareness information by the CHSO soon after their name appears on the College's joiners/leavers email list.   They are required to acknowledge that they have read and received the fire safety information.  The number of packs issued and acknowledged is reported to the Safety Committee annually.  Any unexplained disparity between the number of new staff and the number of packs issued would be an indicator of a failure in service.  
  
10. Complaints

· In the first instance complaints should be made direct to the CHSO who will attempt to satisfy the complainant where possible. 
· Should the complainant remain dissatisfied, a complaint on procedural matters can be made to the Chairman of the College Safety Committee or indeed any member of the Committee willing to raise the matter for discussion at the next Committee meeting or speak to the CHSO on the complainant's behalf.  

11. Signatories to this Service Level Agreement
Tom McCartney BSc, MA                                                  Dr Richard Rayne
College Health and Safety Officer                                     Chairman of the
                                                                                     College Safety Committee

Date of Agreement -    11 November 2009
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