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Foreword
This pack is being published at a time of tremendous
uncertainty for workers in need of health and safety protection
and an unprecedented assault by the Government on health
and safety regulation. This means that more than ever, NIPSA
safety reps have a very important role to play in proactively
supporting the interests of our members.
This booklet is a contribution towards reinforcing the simple
message that safety reps save lives, not just in so-called “high
risk” sectors, but right across the economy as a whole. They
prevent injuries and ill health, helping workers and making
workplaces safer and thereby saving employers’ money.
This booklet takes you through your rights and role as a safety
rep. It also introduces you to some of main health and safety
laws and hazards likely to be relevant to your role and to your
members. Where appropriate, it points you to other sources of
further information and support.
The format of the booklet will allow for new sections to be
added and old sections to be removed or replaced with an
updated version as a result of, for example, a change to
legislation.
NIPSA values very highly the important work carried out by its
health and safety representatives and I wish you well in your
endeavours to create healthier and safer workplaces.
We trust you find this resource a useful tool in effectively
carrying out your role as safety reps.
Yours sincerely

Alison Millar
General Secretary, NIPSA
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Hazards A to Z

A

Asbestos

A Natural Fibre

Asbestos is a naturally occurring mineral fibre, which has been used for years
within construction. Its insulating properties, especially for fire, heat and noise,
made it the ideal choice for fire protection and energy conservation. It was also
used in such things as brake linings for vehicles. It was only in later years that the
health threats were fully understood.

Types of Asbestos
There are three general types of asbestos.

Crocidolite (blue)1

Chrysotile (white)2

Amosite (brown)3

The colours are not an indication of how to identify the types by naked eye.

The Dangers

Inhalation of asbestos fibres can lead to a number of serious medical conditions,
such as asbestosis (fibrosis or scarring of the lung tissue), diffuse pleural thickening
(another form of lung disease) Mesothelioma (a tumour seemingly unique to those
exposed to asbestos) and lung cancer. There is usually a long delay between
exposure and the onset of the disease anything from 15 to 50 years.

Exposure Limits

There is no wholly safe level of exposure to asbestos fibres-though generally
threshold limits are set by reference to the smallest measurable amounts of fibres.
The greater the exposure, the greater the risk of harmful results. Clearance limits
for blue and brown asbestos tend to be lower than for white as the two former
types are more likely to break into the sort of fibres that can be inhaled right down
into the lungs, past all the body’s natural defence mechanisms.

Controlling exposure

The key to preventing asbestos-related diseases lies in preventing exposure to
asbestos fibres. As asbestos containing material (ACMs) are usually safe in
their used state, this comes down to a combination of controlling any work
on ACMs, monitoring them to ensure that they are not damaged and, most
importantly of all, knowing where the ACMs are in your premises.

No New Uses

New uses of asbestos are banned.
1. © Raimond Spekking / CC-BY-SA-3.0 (via Wikimedia Commons) 2-3. © Townsville Asbestos Pty Ltd (via www.townsvilleasbestos.com.au)
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Asbestos - Duty on Employers

The Control of Asbestos at Work Regulations (NI) 2012 places a clear duty on
employers (and other duty holders) to manage the risks from asbestos in nondomestic buildings.

Who is the “Duty Holder”
The legal definition of “Duty Holder” from the regulations, is:
●● Every person who has, by virtue of a contract or tenancy, an obligation
of any extent in relation to the maintenance or repair of non-domestic
premises or any means of access thereto or Egress therefrom;
or
●● In relation to any part of non-domestic premises where there is no such
contract or tenancy, every person who has to any extent, control of that
part of those non-domestic or any means of access thereto or egress
therefrom.

The Legal Duty to manage asbestos

Regulation 4 requires the duty holder(s) to carry out a “suitable and sufficient
assessment to determine if asbestos is, or is liable to be present in the premises.
The assessment must also cover the likely or actual condition of the materials.
Where the assessment finds that Asbestos is, or is likely to be present then a risk
assessment must be carried out. There must also be a written plan identifying
where the asbestos is or is likely to be and the measures that are to be taken to
manage the risks.

Further Information

Further information on the duty to manage can be found on the HSENI’s
website: www.hseni.gov.uk
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B

Back Pain and Injuries

Causes of back pain

By far the biggest cause of back injury at work is manual handling tasks – lifting,
carrying, pushing or pulling or holding loads. The HSE have produced detailed
guidance for employers, to help them meet their legal duty to minimise the risks to
workers.
But it can also result from poor work postures, caused by inadequate or poorly
adjusted furniture or other equipment and made worse by poor job design that
does not offer adequate opportunities to alter activities or posture.

Preventing back injuries

There is a lot staff can do, working with local reps, to minimise
the risks of musculoskeletal injuries at work:
●● If you use a telephone for long periods, at the
same time as using a keyboard or written notes,
you may be at risk. Consider the need for a
telephone headset rather than a handset.
●● Ensure that your chair is set up properly, and is
adequate to enable you to achieve a comfortable
working position. Sit right back in the chair to ensure
it provides proper lumber support – you may need
to adjust the height or angle of the back rest.
The arm rests should not prevent you from
getting close enough to your desk without
leaning forward. The seat should not
cut into the underside of your legs.
When the chair is adjusted to the
correct working height your
feet should rest flat on the
floor, if not then ask for a
footrest. If the chair does not
“fit” ask for a replacement.
●● Keep moving, sitting or standing in
one posture for several hours is not what
the body was designed to do. Take every
opportunity to move about and change your
position. Remember there is a legal duty on
employers to ensure changes of posture during
the day for computer users.
●● If you use a “mouse” a lot in your work, move
your keyboard slightly to the side, to allow
you to rest your arm on the desk and have a
relaxed posture when placing your hand on the
“mouse”.
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●● If you have to handle loads at work, ensure your employer has carried
out a proper risk assessment and has taken all necessary measures to
minimise the risks. Ensure that you have attended a manual handling
course and follow the training or instructions given.
●● Don’t suffer in silence: if you are experiencing back pain, let someone
know: go to see your GP and explain what work you do; mention it to
your local rep and your line manager.

Legal Protection

The general duties on an employer to assess hazards and minimise risks applies
also to musculoskeletal injuries. The specific requirements for risk assessment
in the Manual Handling Operations Regulations are particularly appropriate – no
manual handling task which carries a risk of injury should be performed until and
unless a full risk assessment has been carried out. The HSE’s own guidance on
the regulations gives detailed information to employers on how to perform such
assessments.

Risk Factors

The most obvious risks arise from using VDUs and from manual handling tasks.
But it is often those who do these tasks the least often who are most at risk.
Staff asked to help in moving office furniture, or dealing with a large stationery
order are less likely to have received the training in how to lift and carry safely.
They are also less likely to have handling aids such as trolleys. But it is not all
to do with weight – back injuries can also arise from twisting, stretching and
bending. Repeatedly craning one’s neck to try to hold a phone handset on a
shoulder and leave both hands free to type can cause severe neck pains.

What can you do?
You may want to consider:
●● Review, or ask management to review, their risk assessments,
especially those relating to DSE or manual handling;
●● Carry out the regular quarterly inspections and look at musculoskeletal
risk factors;
●● Invite speakers to address a lunch time meeting, perhaps a local
physiotherapist or voluntary organisation for back care etc;
●● Use “body mapping” to identify common themes in pains and strains at
work.

Body Mapping

The technique uses body outlines to identify where members are experiencing
pain or discomfort. (See Body Mapping)
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Follow Up

It is important that when information is received from “Body Mapping” or any other
technique used that the information is analysed to ensure that the symptoms
reported are in fact work related and to work out what in the work being done or
the working environment could be causing the problem.
Examples could include:
●● Neck and back: Soreness, pains, stiffness through poor posture,
inadequate workstation / furniture, lack of opportunity to move about in
the workplace or poor manual handling routines;
●● Arms, wrists and hands: Poor ergonomics in the work station, poor
task design;
●● Eyes: Dry from inadequate humidity or from too long at
a screen without a break; aching due to insufficient work breaks,
(recommendation is 10 minutes away from the screen each hour), or a
lack of regular eye tests.
●● Mouth nose and throat: dry from low humidity; sneezing, coughing,
from dust and / or humidity problems.
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C

Cancer and the Workplace

Being diagnosed with cancer is a traumatic and emotional event in a person’s
life. It can cause fear and worry and can affect every aspect of a person’s life,
including their working life. Cancer and its treatment will be a challenge, and
each person will have a different experience.
While more than 63,000 people of working age are living with cancer in Northern
Ireland the positive developments are that survival rates are improving and many
people will continue to work after – or even during – their treatment of cancer.
According to international research 6 in 10 people with cancer now return to
work.
NIPSA believes that getting back to work at the right time and with the right
support can provide psychological and financial benefits to members with
cancer.

The Law

Under the Disability Discrimination Act an employee with cancer is protected
from the point of diagnosis and as such employers are required to make reasonable
adjustments.

Workplace Support and Reasonable Adjustments

While NIPSA has been working tirelessly over many years to ensure employers
accept they not only have a legal duty but a corporate social responsibility to
support their staff, this has not always been easy and some employers struggle
to know what to do and the right support to provide. Getting the right support
can make the difference between a member continuing on to work and earning
a living or giving up work and possibly facing a future living in poverty.
Everyone’s cancer journey is different and that must be recognised by employers
– no one approach will fit all situations.
Support from employers must therefore be flexible in order to meet the needs
of the individual through the different stages of their cancer journey.
Examples of reasonable adjustments:
1.

Time off Work Plan: The Plan sets out the potential ways for the employee
to combine work with treatment and recovery. However it is important no
pressure is put on the employee to come into work if they are unwell.
A Time off Work Plan can include:

●● Information on the organisation’s sick leave policy;
●● Employee’s entitlement to payment during their period of absence;
●● Information on relevant in-house benefits negotiated by the union;
●● Information on eligibility for state benefits and who to contact e.g.
Advice NI (www.adviceni.net) or Make the Call (Tel: 0800 232 1271
or visit www.nidirect.gov.uk/campaigns/unclaimed-benefits);
●● Reasonable accommodations to support the employee working
during treatment, recovery and return to work;
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●● Arrangements to take absences (including paid time off) for
medical appointments;
●● Expected time off – for receiving treatment and recovery (this
should also include counselling and complementary therapies).
2.

Flexible Working Arrangements: Flexible working arrangements will be a
key support for members living with cancer - allowing the member to have
greater choice about when they will take their leave. Knowing that flexible
arrangements are available can give the member confidence and facilitate
an early return to work. These arrangements might include:
(a) Flexible working hours: this allows the employee to work when they
feel strongest and have the most energy, while avoiding work when
treatments are causing fatigue, illness or discomfort. Flexible hours can
also help employees to avoid the strains of peak travelling times.
(b) Lighter work: this allows the employee to transfer to less physically
demanding or less stressful work.

(c) Homeworking/teleworking has many of the same benefits as flexible
hours. It allows the employee to conserve their energy and as some
phases of treatment can affect the person’s immune system, making
them more vulnerable to infection; working from home could be a
reasonable option. This comes with the usual caveats in terms of home
working:

●● ensuring the employee is provided with the required facilities
and equipment to do the job;
●● everyone is clear about the monitoring of work;
●● performance targets are removed; and
●● the employee is provided with opportunities to stay in touch
with colleagues and does not become isolated.

3.

Changing where the employee works (with their agreement), for example,
moving them to a ground floor office if breathlessness makes it difficult to
climb stairs or moving them nearer to toilet facilities.

4.

Providing equipment that might help, such as specialised chairs or
computer equipment.

5.

Allowing a ‘phased return’.

6.

Adjustments to sick pay provision.
For people with cancer work provides a sense of self-worth and allows
an individual to focus on their abilities, not just their illness. A job
can restore normality, routine, stability and social contact. Of course,
for many people it is also crucial to have an income. This is where it is
important for employers to examine their sick pay provisions and decide to
pay over and above the statutory or contractual obligations to at least
take away one worry from the person who has so many other worries to cope
with during this difficult time.
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Impact of Employment Changes

Decisions taken regarding employment can significantly affect a person’s
entitlements and long-term financial situation. Before formally agreeing changes
in working hours, early/ill-health retirement, etc it is important to encourage the
member to seek expert advice on how such changes will impact their entitlement
to state benefits, pensions and insurances. It is a complex area and every
person’s situation is unique.

What About Carers?

It is also important to recognise that cancer affects
not only the person with the diagnosis, but also their
family and close friends. When they are in work, carers
have to balance the demands of the job with the needs
of a loved one who is going through, or recovering from
treatment. So employers must also support the carer as
well as the employee who has cancer.

See our sample carers policy
and guidance available to
download from the NIPSA
website at: https://nipsa.
org.uk/#publications.

Branch reps should therefore ensure employers not only
have an effective and supportive workplace policy for
people with cancer but also a policy for carers which
will allow employees with cancer and carers to see the
support they can access and give them the confidence
to come forward.

What we have found with some employers is that while
there is provision within more general HR policies for
example Flexible Working Policy, special leave, etc
employees with cancer and carers are unaware of these provisions and even
if they are aware are not sure if they apply to them. That is why we believe
employers should have a specific policy or statement that clearly shows the
employer’s commitment to supporting employees affected by cancer and what
support is available.

Occupational Cancer Risks

Not only is there a need for employers to support employees affected by cancer
but there is also a need to promote a culture of prevention and ensure effective
surveillance for occupational cancer risks.
There are many factors which studies have shown can lead to an increase
risk of developing cancer such as stress, poor diet, lack of exercise and
poor sleeping habits. How then are employees exposed to these risks in the
workplace?
Stress has increasingly become a workplace issue especially since the recession
and ongoing cuts in public services and job losses.
Poor diet and lack of exercise can easily slip in as staff are working through
breaks to keep up with workloads and find themselves skipping meals and
exercise as they are exhausted at the end of a working day.
Poor sleeping habits can be brought on by stress. If employees work shifts this
may change their sleeping pattern.
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There is increasing studies showing a strong link between breast cancer and
exposure to prolonged periods of night work.
Cancer risks have been associated with exposure to asbestos which is very
prevalent in our schools. Teachers contracting mesothelioma due to exposure
to asbestos in schools are dying.

What the Law Says

The Health and Safety at Work Order makes it clear there is a legal responsibility
on every employer to ensure, as far as is reasonably practicable, the health of
their employees.
It also states that employers must provide information, instruction, training
and supervision to ensure their safety. This requirement covers not just an
employee’s safety from immediate injury but also any danger to their long-term
health.
The Management of Health and Safety at Work Regulations also require
the employer to conduct a suitable risk assessment of risks to the health of
the workforce. This includes stress risk assessments, lone working, night
working – any risk from any hazard that may cause cancer.
The regulations also state that the employer must identify and then introduce
preventative and protective measures needed to improve workplace health
and safety. The regulations are clear: that the first aim should always be to
remove the hazard. Unfortunately employers often forget this and see their role
as controlling hazards. The Management Regulations and COSHH (Control
of Substances Hazardous to Health) lay down clear principles for prevention
that must be followed when deciding what to do about a potential hazard. This
means the first step must always be, where possible, to get rid of the hazard
altogether.
NIPSA’s position is that there should be no workplace exposure to anything
that causes cancer. Where possible cancer causing hazards must be
removed from the workplace.
NIPSA is committed to promoting a culture of prevention in respect of all
forms of occupational cancer. Union led workplace safety committees play an
essential role in identifying risks and in promoting changes to remove risks and
prevent occupational cancer.
Our Health and Safety Reps also play a key role in making ensure initiatives are
introduced in the workplace aimed at promoting employee health.
NIPSA will continue to ensure the interests of members affected by cancer are
fully protected and receive the support they need to continue on to fulfil a happy
and healthy life whether that be in work or outside of work.
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D

Display Screen Equipment (DSE)

Display Screen Equipment (Most commonly Visual Display Units (VDUs), but also
including such things as CCTV monitors) can cause difficulties in several areas:
●● Musculoskeletal injury: damage to upper limbs, back, shoulders etc.
resulting from poor equipment, poor posture or incorrect work routines.
●● Visual fatigue: although there is no accepted evidence of VDU
usage actually causing damage to eyesight, it can make existing
problems more of an issue, and prolonged usage can cause tired
or dry eyes, headaches etc.
Poor lighting conditions, reflections from bright lights or bright
sunlight etc. (poor sitting), can also affect eyesight and cause
visual fatigue.
●● Mental overload: The demanding nature of VDU work, or a lack of
control over pace of work etc. can place excessive pressure on
staff.
●● Fire: poorly maintained equipment, lack of work space causing
papers to be placed too close to heat vents or electrical
malfunctions, mean VDUs could be a fire risk.
●● Trip hazards resulting from poor cable management. (probably the
most common issue regarding VDUs)

FYI

Workstations

“Workstations” in
these regulations
means more than
just your desk
and computer.
It also means
for example, the
screen, keyboard,
document holder,
chair, work
surface, lighting,
temperature, noise
and space around
the display screen
equipment

Some of these risks can be managed effectively with ease, but others require more
planning and will require the Safety Rep. to look more closely at management
practices.
The Health and Safety (Display Screen Equipment) Regulations (N.I.) 1992
offer a legal framework to control many of the risks noted above, and the general
risk assessments required by other legislation should address any outstanding
issues.

Trip Hazards

Trips (and slips) are the most common workplace injuries and cause an immense
amount of pain to workers every year – they are one of the main causes of over
three day injuries in the workplace. In terms of VDUs it is often poor planning of
the workplace, combined with poor planning of the installations that mean that
cables run across traffic routes to reach network, telephone or power points.
Reps have a legal right to be consulted over such things as the position of work
stations and plans for workplace moves and/or refurbishments (although more
often than not you will have to approach the manager to start the consultation
process), you should use the opportunity to ensure that the position of outlet
points for computer services have been properly planned to avoid the need to run
cables across passageways/through routes etc. It should also be remembered
that cables are sometimes run across these areas because there is not a long
enough lead to run it by a safer route, in this case a longer lead can be ordered
through IT.
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Covering cables with tape or purpose designed conduits is not really an acceptable
alternative to the correct positioning of work stations, however it may be the only
reasonable alternative in certain circumstances, it is certainly better than leaving
cables lying loose across a floor.
Checking for trip hazards is included in the usual quarterly inspection of the
workplace.

Fire Hazards

Most PCs, printers etc. have a recommended cleaning and maintenance schedule
specified by the manufacturer. IT should have a record but managers may need
to put a system in place to ensure that this work is carried out.
Periodic electrical inspections assist in ensuring electrical problems are identified
and rectified at the earliest opportunity. Electrical installations should be checked
every 5 years and portable electrical equipment triennially. Each piece of equipment
should have a label showing the date of the last inspection and the date that the
next retest is due, these should be checked during normal inspections and any
issues raised through the inspection report which is copied to the line manager
and Facility Services.
One further point to consider is the means of isolating equipment from the
electrical supply. In most cases the only way to isolate the equipment is at the
socket that it is plugged into. This has implications for fire safety, choice of
suitable fire extinguishers etc.

Musculoskeletal Problems

These can be split between upper limb disorders and back problems.
Back problems associated with DSE work arise in the main because of a
combination of poor practices and inadequate or incorrectly adjusted seating.
Upper limb disorders can result from poor posture and / or poorly set up equipment,
incorrect work organisation, work overload, poorly designed software requiring
too much use of a mouse etc. (RSI issues are looked at in a later section).
There are controls that should be in place to help prevent these problems and
these include:
Training to understand:
●● The importance of the “ergonomic” set up;
●● How to achieve a proper “ergonomic” set up including how to adjust
chairs properly, the proper position for the VDU etc;
●● The importance of following the proper procedure for breaks / changes
in activity;
●● How to report problems with equipment or signs and symptoms of
early stage pain etc. Key aspects of the DSE regulations, including the
need for annual eye tests etc.
Training should be carried at suitable intervals to ensure that staff retain the
information and skills.
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Risk Assessment:

Risk assessors can carry out DSE risk assessments, these can be requested by a
DSE operator or a line manager, however they should be carried out each time a
person using a work station changes or when work stations are moved. The risk
assessment should identify risk factors and provide an action and safety plan to
reduce those risks to the lowest level possible.
The risk assessments for every work station in a section should be reviewed on a
regular basis to ensure that all information is up to date and that the assessment
is still accurate.
Where a workstation may be used by more than one person, a separate
assessment for each person using the machine must be carried out. Particular
attention should be paid to any equipment provided for the needs of an individual
member of staff and how will that member of staff get access to the equipment
regardless of which work station they may use.

Work Routine:

The DSE Regulations place a legal duty on employers to ensure the daily routine
of staff is organised so as to break up long periods of VDU work.
Normally this is done by having a mix of VDU and Non – VDU duties, however it
is accepted that this is not always possible and in such circumstances it requires
a physical break from screen based work.
The key issue is that the member of staff has some discretion over when to
take a break. More frequent shorter breaks are preferable to longer less frequent
ones, and that breaks/changes of activity, whether other duties or a formal break
should allow the worker to leave the work station, to stand up move around and
change posture and should avoid duties that utilise the same muscle groups and
the same posture.
Care is needed to ensure breaks are not too short to allow adequate recovery
time–which can occur when employers rely on what are termed as “micro-breaks”

Eyes and eyesight

As stated previously medical evidence does not support any idea that VDU usage
can damage eyesight, however there are several issues that can result in visual
fatigue or other eye or eyesight problems. For example:
●● If lighting conditions are inadequate, including those causing glare and/
or reflected images in the screen;
●● Prolonged screen use without adequate breaks;
●● Dry eyes, where humidity levels are low. This can be a particular
problem for wearers of contact lenses.
The visually demanding nature of intense screen work can also highlight problems
arising from uncorrected vision defects that might otherwise pass unnoticed.
To guard against this, the DSE regulations prescribe that every user of DSE
equipment should be entitled to an eye and eyesight test before they start DSE
work and at regular intervals thereafter.
The cost of the eye test should be borne by the employer.
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User/Workstation
Interaction
●● Adjust the brightness and contrast controls on the
screen to suit lighting conditions in the room.
●● Make sure the screen surface is clean.
●● Individual characters on the screen should be sharply
focused and should not flicker or move. If they do, the
VDU may need servicing or adjustment.
●● Position the mouse within easy reach, so it can be
used with the wrist straight.
●● Sit upright and close to the desk, so you don’t have to
work with your mouse arm stretched.

approx 90°

●● Adjust your keyboard
to get a good keying
position.
A space in front of the
keyboard is sometimes
helpful for resting the
hands and wrists when
not keying.
●● Try to keep your wrists
straight when keying.
Keep a soft touch on
the keys and don’t
overstretch your
fingers. Good keyboard
technique is important.

●● Adjust your chair
(lumbar support,
arm rests angle
and height of seat)
and VDU to find the
most comfortable
position for
your work. As a
broad guide, your
forearms should
be approximately
horizontal and your
eyes the same
height as the top of
the VDU.
●● Avoid excess
pressure from the
edge of your seat
on the backs of your
legs and knees.
●● A footrest may be
helpful, particularly
for smaller users.

●● Don’t sit in the same position for long periods. Make sure you
change your posture as often as practicable.
●● Most jobs provide opportunities to take a break from the screen, eg
to do filing or photocopying.
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●● Frequent short breaks are better than fewer long ones.
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Where an eyesight test reveals the need for “Special Corrective Appliances” to
correct vision defects specifically for DSE usage, then the employer is liable for
the cost of a basic corrective appliance.

Workstations

The Schedule of Minimum Standards for workstations, part of the DSE regulations,
has detailed requirements on provision of adequate lighting, prevention of glare,
reflections and provision of blinds or other means of screening work stations from
sunlight / daylight from windows.
This schedule sets out the minimum requirements for “Workstations” which are
contained in the Annex to Council Directive 90/270/EEC(a) on the minimum safety
and health requirements for work and display screen equipment.
Extent to which employers must ensure that workstations meet the
requirements laid down in this schedule.
An employer shall ensure that a workstation meets the requirements laid down in
this Schedule to the extent that:
●● Those requirements relate to a component which is present in the
workstation concerned;
●● Those requirements have effect with a view to securing the Health,
Safety and Welfare of persons at work;
●● The inherent characteristics of a given task make compliance with
those requirements appropriate as respects the workstation concerned.

Equipment

General comment: The use as such of the equipment must not be a source
of risk for operators or users.
Display screen: The characters on the screen shall be well-defined and
clearly formed, of adequate size and with adequate spacing between the
characters and lines.
The image on the screen should be stable, with no flickering or other forms
of instability.
The brightness and the contrast between the characters and the
background shall be easily adjustable by the operator or user, and also be
easily adjustable to ambient conditions.
The screen must swivel and tilt easily and freely to suit the needs of the
operator or user.
It shall be possible to use a separate base for the screen or an adjustable
table.
The screen shall be free of reflective glare and reflections liable to cause
discomfort to the operator or user.
Keyboard: The keyboard shall be tiltable and separate from the screen so as
to allow the operator or user to find a comfortable working position avoiding
fatigue in the arms or hands.
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The space in front of the keyboard shall be sufficient to provide support for
the hands and arms of the operator or user.
The keyboard shall have a matt surface to avoid reflective glare.
The arrangement of the keyboard and the characteristics of the keys shall
be such as to facilitate the use of the keyboard.
The symbols on the keys shall be adequately contrasted and legible from
the design working position.
Work desk or work surface: the work desk or work surface shall have a
sufficiently large, low-reflectance surface and allow a flexible arrangement of
the screen, keyboard, documents and related equipment.
The document holder shall be stable and adjustable and shall be positioned
so as to minimise the need for uncomfortable head and eye movements.
There shall be adequate space for operators or users to find a comfortable
position.
Work chair: the work chair shall be stable and allow the operator or user
easy freedom of movement and a comfortable position.
The seat shall be adjustable in height.
The seat back shall be adjustable in both height and tilt.
A footrest shall be made available to any operator or user who wishes one.

Environment

Space requirements: the workstation shall be dimensioned and designed so as
to provide sufficient space for the operator or user to change position and vary
movements.
Lighting: any room lighting or task lighting provided shall ensure satisfactory
lighting conditions and an appropriate contrast between the screen and
the background environment, taking into account the type of work and
the vision requirements of the operator or user. Possible disturbing glare
and reflections on the screen or other equipment shall be prevented by
coordinating workplace and workstation layout with the positioning and
technical characteristics of the artificial light sources.
Reflections and glare: workstations shall be so designed that sources of
light, such as windows and other openings, transparent or translucent walls,
and brightly coloured fixtures or walls cause no direct glare and no distracting
reflections on the screen. Windows shall be fitted with a suitable system of
adjustable covering to attenuate the daylight that falls on the workstation.
Noise: noise emitted by equipment belonging to any workstation shall be
taken into account when a workstation is being equipped, with a view in
particular to ensuring that attention is not distracted and speech is not
disturbed.
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Heat: equipment belonging to any workstation shall not produce excess
heat which could cause discomfort to operators or users.
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Radiation: all radiation with the exception of the visible part of the
electromagnetic spectrum shall be reduced to negligible levels from the
point of view of the protection of operators’ or users’ health and safety.
Humidity: an adequate level of humidity shall be established and maintained.

Interface between computer and operator/user

In designing, selecting, commissioning and modifying software, and in designing
tasks using display screen equipment, the employer shall take into account the
following principles:
●● Software must be suitable for the task.
●● Software must be easy to use and, where appropriate, adaptable
to the level of knowledge or experience of the operator or user; no
quantitative or qualitative checking facility may be used without the
knowledge of the operators or users.
●● Systems must provide feedback to operators or users on the
performance of those systems.
●● Systems must display information in a format and at a pace which are
adapted to operators or users.
●● the principles of software ergonomics must be applied, in particular to
human data processing.

17

Hazards A to Z

18

Hazards A to Z

D

Drugs and Alcohol in the Workplace

The use of alcohol and drugs can be a serious matter in work places.
Whilst drugs and alcohol themselves can cause harm to individuals there is a
potential additional hazard to themselves and colleagues if under the influence at
work. Legal drugs can also be a hazard if misused.
“The TUC believes that alcohol and drugs have no place in the workplace, unless
required for a medical condition, however employers should not interfere in a
person’s private life unless the use of alcohol or drugs is impacting on their work”.
If someone is coming into work under the influence or their health and/or work
is being affected by alcohol or drug misuse then it becomes a work place issue.

What is substance misuse?

Substance misuse is the harmful use of substances (like drugs and alcohol) for
non-medical purposes. The term “substance misuse” often refers to illegal drugs.
However, legal substances can also be misused, such as alcohol, prescription
medications, caffeine, nicotine and volatile substances (e.g. petrol, glue, paint).
These can be used to deal with every day life, until becoming dependent on it
and then becoming addicted. It is important not to confuse substance misuse
with the occasional use of drugs or alcohol which may have very few ill effects.

The impact of alcohol and drug misuse:
●● Can affect the Individual’s health
●● Can lower alertness
●● May cause a less positive mood
●● Can lead to poorer memory and poorer reasoning performance
●● Can affect an individual’s performance at work, which can lead to disciplinary
action and loss of job
●● Poor attendance at work
●● Can affect the individual’s fitness for work, this could lead to increased
sickness absence, which can also lead to disciplinary action.
●● Could affect the individual’s relationship with co-workers
●● May affect problem solving skills, judgement, concentration, reaction times
and co-ordination.
Long term alcohol consumption can lead to long term harm for the individual’s
health and can lead to cancer, liver disease, cardiovascular disease, stroke,
dependence, mental health problems.

Impact for the organisation

●● Loss of productivity and poor performance
●● Lateness and absenteeism
●● Safety concerns
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●● Affect on team morale and employee relations.
●● Adverse effects on company image and customer relations

How much of a problem is drug and alcohol abuse at work?

According to the TUC Drugs and Alcohol in the Workplace guidance for Workplace
Representatives May 2010 it stated “A survey by DrugScope and Alcohol Concern
found that 27% of employers say drug misuse is a problem at work while 60%
have experienced problems due to staff drinking alcohol”. However the use of
illegal drugs is often exaggerated. Research seems to indicate that actual use of
illegal drugs while at work is very low.
Among workplaces the use of prescription drugs is much more common. In the
UK an estimated 1.5 million people are addicted to prescription and over the
counter drugs. However an even bigger problem is alcohol misuse. In an NHS
survey, 25% of men reported drinking over 8 units and 16% of women reported
drinking over 6 units on at least one day in the past week. It is estimated that
between 3 and 5% of all absences are lost each year due to alcohol.
It is becoming more common for people to use alcohol or drugs to help cope
with work related stress and personal stress. If there is a problem with alcohol or
drug misuse in the work place then this could be an indication of wider problems
regarding stress. This is another reason why Trade Unions should be involved
to ensure employers adhere to their responsibility for the health and safety of
their staff. Good employers will want to help employees who are experiencing
a drug or alcohol problem. Some employers may have an Occupational Health
Department who may have specific programmes/training to support and help a
worker who is experiencing problems.

The Law

There are several pieces of legislation dealing with drugs and alcohol at work
which branch reps need to be familiar with. The following summarises the main
legislation.
The Health and Safety at Work (Northern Ireland) Order 1978 (the Order)
Employers have general duties under this Order to ensure, so far as is
reasonably practicable, the health, safety and welfare at work of their employees.
Consequently if an employer knowingly allowed an employee under the influence
of alcohol or drugs to continue working and this placed the employee or others
at risk, the employer could be liable to penalties.
Employees are also required to take reasonable care of themselves and others
who could be affected by what they do. They too, could be liable to penalties if
their alcohol consumption or drug taking puts safety at risk.
The Management of Health and Safety at Work Regulations (Northern
Ireland) 2000
These Regulations expand on the general duties under the Order and place
responsibilities on employers to assess the risks to the health and safety of their
employees.
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The Disability Discrimination Act 1995
The Disability Discrimination Act (DDA) 1995 makes it unlawful for employers to
discriminate against disabled people. Furthermore it requires employers to make
‘reasonable adjustments’ within their workplace for disabled workers. The Act
does not however, regard as an impairment dependency on alcohol, nicotine
or any other substance other than as a consequence of the substance being
medically prescribed. However, people with impairments such as liver damage
caused by alcohol will be protected by the Act.
Data Protection Act 1998 (General Data Protection Regulations – Effective
from 25 May 2018)
All health and medical information is sensitive personal data under the terms
of this Act. The Information Commissioners Office (ICO) Employment Practices
Data Protection Code (Part 4.4) deals with information about workers’ health,
including information from drug and alcohol testing, and restricts the scope of
testing at work.
It sets out that obtaining details of workers’ health is “intrusive”, and explains:
“Workers have legitimate expectations that they can keep their personal health
information private and that employers will respect their privacy”.
Employers can only gather information about workers’ health if they can satisfy
a “sensitive data condition”, that is if they need the information to meet their
obligations under health and safety law, or to prevent discrimination, or if a worker
has given their consent freely, for example. It confirms that collecting information
through testing is unlikely to be justified unless it is for health and safety reasons,
and that post-incident testing is far more likely to be justified than random testing.
Unless the testing is required by law, the ICO says that the employer should
ensure that any benefits justify any adverse impact and recommends that they
carry out an impact assessment and minimise the amount of personal information
obtained.
A summary of what the Code says about alcohol and drug testing:
●● The collection of information through drug and alcohol testing is unlikely to
be justified unless for health and safety reasons;
●● Because of the intrusive nature, an employer should carry out an impact
assessment before introducing testing;
●● Workers must be fully informed about what they are being tested for;
●● The least intrusive methods should be used;
●● If random testing is done, it must be truly random;
●● If other criteria are used to select for testing, workers must know what they
are; and
●● Testing that is designed to detect impairment rather than illegal use of
substances in private life should normally be used.
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Further Information

Further information on the Code can be accessed from the following
website: https://ico.org.uk/media/fororganisations/documents/1064/
the_employment_practices_code.pdf

Access to Personal Files and Medical Reports (Northern Ireland) Order 1991
This Order governs the application for medical reports by employers from doctors
who are providing ongoing care for an individual. The Order entitles individuals to
see medical reports by their GP, or any other medical practitioner responsible for
their care, in connection with their employment. The Order says that:
●● the employer must obtain the individual’s consent before seeking a report
from their GP;
●● the individual has the legal right to a copy of the report before it is forwarded
to the employer and to query items in it; and
●● if the doctor refuses to accept the employee’s objections, they should be
attached to the report.
The Order only applies to reports by medical practitioner “responsible for the
clinical care of the individual” (i.e. a GP or consultant). It does not normally
apply to reports by a company doctor or external occupational health adviser.
Even so, these medical professionals are bound by professional medical duties
of confidentiality and must only send a medical report to the employer with the
individual’s informed consent. Consent can only be “informed” if the individual
knows what is in the report. it is usually sensible for the individual to make it
clear that they want to see the final report before consenting to its release to the
employer.
Human Rights Act 1998
The Human Rights Act incorporates much of the European Convention on
Human Rights into the domestic law for the United Kingdom. It applies to public
authorities or those who are carrying out public functions but are not otherwise
public authorities. For public authorities the Act applies to all their work, including
the employment function. Issues, which need to be considered in relation to the
Human Rights Act, are likely to arise in relation to the following Articles.
Article 2 concerns the right to life and there is to some extent a positive duty to
protect life arising from this. Article 3 concerns the prohibition against torture,
inhuman and degrading treatment. Article 4 (concerning the right to a fair hearing
where either criminal charges or the determination of civil rights or obligations are
engaged) and Article 8 (the right to protection for the family, home and privacy)
may also apply. The latter is relevant in the context of testing.
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Emerging case law suggests that if there are justifiable safety grounds for checking
that the employee has taken illegal drugs the policy will be deemed not to violate
the Human Rights Act. It is possible that consideration should also be given to
Article 14, which is the prohibition against discrimination, although it should be
noted this provision can only be relied on where another Article of the Convention
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is engaged. Articles 2 and 3 are absolute but the other Articles are qualified
which means that interferences with the rights protected may be justified on the
grounds permitted by that article.
Misuse of Drugs Act 1971
This is the principal legislation in Northern Ireland for controlling the misuse of
drugs. It makes the production, supply and possession of named controlled
drugs unlawful except in certain specified circumstances – for example when
they have been prescribed by a doctor. The Act lists the drugs that are subject
to control and classifies them in three categories according to the level of harm
associated with misuse:
●● Class A includes: ecstasy, cocaine, heroin, LSD, mescaline, methadone,
morphine, opium and injectable forms of Class B drugs.
●● Class B includes: oral preparations of amphetamines, barbiturates,
cannabis, cannabis resin, codeine and methaqualaone (Mandrax).
●● Class C includes: most benzodiazepines e.g. Temazepam, Valium, other
less harmful drugs of the amphetamine group and anabolic steroids.
Road Traffic Order (Northern Ireland) 1995
This describes the offence of driving or attempting to drive a motor vehicle while
unfit through drink and drugs. It sets the ‘prescribed’ limit for alcohol at 80mg
of alcohol per 100mls of blood. However, risk-taking increases and decisionmaking skills begin to decline at blood alcohol levels as low as 25-50mg/100mls.
In workplaces both employers and employees have responsibilities. The employer
must ensure that the employee holds the appropriate licence for the vehicle they
are required to drive. In the case of forklift trucks drivers there is a need for
appropriate training and certification. All licence holders are required to advise
the Driver and Vehicle Licensing Northern Ireland (DVLNI) of any change in their
medical circumstances, or any medical condition, which may affect their fitness
to drive.

Further Information

Details on the limits and medical standards of fitness to drive vehicles on
public roads can be found on the following website:
https://www.nidirect.gov.uk/contacts/contacts-az/driver-vehicleagency-driver-licensing.
Also an Employer’s Guide to Driving at Work in Northern Ireland can be
downloaded from its website at:
https://www.nidirect.gov.uk/sites/default/files/publications/drivingat-work-northern-ireland-an-employers-guide_1.pdf
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What can Health and Safety Representatives do?

If your employer does not have a Drugs and Alcohol Policy it is important that
one is negotiated. The aim of a drug and alcohol policy must be to protect the
health, safety and welfare of employees by offering support to those who have a
problem. Under no circumstance should a drugs and alcohol policy be part
of the disciplinary policy.
Raise awareness using posters, and leaflets among members, using this
opportunity to discuss drugs and alcohol misuse with them to find out if they
think there are any issues. This can also be done within routine inspections or
set up special inspections for this purpose.
If through speaking with members concerns are raised an Education Programme
could be particularly beneficial, this could include signs to look for, how to deal
with workers who seek help and where expert advice and help can be obtained.
This may help individuals recognise the dangers of alcohol and substance misuse
If a member approaches a representative and shares they have an alcohol/drug
problem the rep should encourage them to seek professional help.
If it is affecting their work the member can self refer to Occupational Health for
support and arrange to speak confidentially to their line manager to seek support.
Once again this should not be dealt with through the disciplinary procedure.
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Further Information
NIPSA

54 Wellington Park
Belfast
BT9 6DP
Tel: 028 9066 1831

30 Great James St
Derry/Londonderry
BT48 7DB
Tel: 028 7137 4977

Web: www.nipsa.org.uk

Addiction NI

Belfast
40 Elmwood Avenue
Belfast
BT9 6AZ

219 Albertbridge Road
Belfast
BT5 4PU

461 Falls Road
Belfast
BT12 6DD

Tel: 028 90 66 4434

Tel: 028 9073 1602

Tel: 028 9033 0499

Ballymena
1 Parkmore Drive
Ballymena
BT43 5DT

Enniskillen
Unit 58
Enniskillen
Business Centre
Enniskillen
BT74 4RL

Omagh
76c Market Street
Omagh
BT79 0AA

Tel: 028 2565 8462

Tel: 028 8283 9240

Tel: 028 6638 1714
Web: www.addictionni.com

Alcoholics Anonymous NI

Unit 11
North City Business Centre
2 Duncairn Gardens
Belfast
BT15 2GG

Tel: 028 9035 1222
Web: www.alcoholicsanonymous.ie/Home

Ascert

23 Bridge Street
Lisburn
BT28 1XZ
Tel: 0800 254 5123
Web: www.ascert.biz
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Belfast Drug/ Alcohol Coordination Team
(BDACT)
Trench Road
Mallusk
Newtownabbey
BT36 4TY

Tel: 028 9027 9388
Web: www.drugsandalcohol.info

Breakthru’ Project
31a Thomas Street
Armagh
BT61 7PX
Tel: 028 3751 5459
Web: www.breakthru.co.uk

Community Rehab Team
4 Garden Street Mews
Magherafelt
BT45 5DW
Tel: 028 7930 1687

Fermanagh Community Alcohol Support Service
3c Castle Street
Enniskillen
BT74 7HH

Tel: 028 6634 7878

Hazards

PO Box 4042
Sheffield
S8 2DG
Tel: 0114 201 4265
Web: www.hazards.org

HSENI

83 Ladas Drive
Belfast
BT6 9FR
Tel: 028 9024 3249
Web: www.hseni.gov.uk/alcoholdrugs
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Stauros Foundation
Ballyards Castle
123 Keady Road
Armagh BT60 3AD

Tel: 028 3752 7124
Web: www.stauros.com

TUC

Congress House
Great Russell Street
London|
WC1B 3LS
Tel: 020 7636 4030
Web: www.tuc.org.uk

Other Useful Websites

www.nhs/livewell/drugs/Pages/Drugshome.aspx
www.drinkaware.co.uk/alcohol-supporty-services
www.helpguide.org/.../addictions/drug-abuse-and-addiction
www.mind.org.uk/.../addiction-and-dependency
www.actionaddiction.org.uk
www.counselling-directory.org.uk/addictions.html
www.alcoholics-anonymous.org.uk
www.samaritans.org
www.familysupportni.gov.uk/listing/addiction-ni-northern-ireland

27

Hazards A to Z

28

Hazards A to Z

F

Fire

The Fire & Rescue Service (NI) Order 2006 & Fire Safety Regulations (NI) 2010
Under the above regulations, employers, property owners, landlords and other
duty holders are required to assess fire risks in the workplace and implement
appropriate fire safety precautions including raising the alarm and evacuating
the premises. It provides for a risk based approach to fire safety allowing more
efficient, effective enforcement by the Fire & Rescue Service.

Main Rules

The Responsible Person Must:
●● Carry out a fire risk assessment identifying any possible dangers and
risks;
●● Consider who may be especially at risk;
●● Get rid of or reduce the risk from fire as far as is reasonably possible
and provide general fire precautions to deal with any possible risk left;
●● Take other measures to make sure there is protection if flammable or
explosive materials (such as fuel oil) are used or stored;
●● Create a plan to deal with emergencies and, in most cases, keep a
record of your findings;
●● Review the findings when necessary;
●● Consult with staff (or their elected representatives) about nominating
people to carry out particular roles in connection with fire safety and
about any proposals for improving fire safety;
●● Provide appropriate information, instruction and training to staff
during their normal working hours, about the risks identified by the
risk assessment, the measures put in place to prevent fires and fire
precautions in the workplace. This training should take place when the
staff take up their employment and from time to time there after;
●● Ensure that the premises and any equipment provided in connection
with fire fighting, fire detection and warning, or emergency routes
and exits are covered by a suitable system of maintenance and are
maintained by a competent person in an efficient state, in efficient
working order and in good repair.
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The Nature of Fire

For a fire to start three things are needed:

The aim of fire prevention is to avoid these three coming into contact – and fires
can be extinguished by removing one of the three from the equation.

Sources of Ignition

Identify potential ignition sources in your premises by looking for possible sources
of heat that could get hot enough to ignite material found on your premises.
Common sources include:
●● Electrical, gas or oil filled heaters (fixed or portable);
●● Cooking equipment;
●● Faulty or misused electrical equipment;
●● Lighting equipment, e.g. display lighting too close to stored products;
●● Obstructed ventilation outlets from heat producing equipment.
All possible ignition sources should be identified. Wherever possible, these
should be controlled and kept out of the workplace or well away from combustible
materials.

Fuel

Any thing that burns is fuel for a fire. You need to look for things that burn
reasonably easily and are in enough quantity to provide adequate fuel for a fire or
cause it to spread to another fuel source.
Common fuels found in offices include:
●● Flammable-liquid-based products, such as, varnishes, thinners and
adhesives;
●● Flammable chemicals, such as certain cleaning products and
photocopier chemicals;
●● Textiles and soft furnishings, such as hanging curtains, clothing, foam
filled furniture;
●● Stationery, advertising materials, decorations and packaging materials;
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●● Waste products, especially finely divided items such as shredded
paper, off cuts, dust and wood shavings (DLO).
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You should consider materials used to line walls and ceilings, the fixtures and
fittings and how they might contribute to the spread of fire.
Bulk supplies of the above materials should be stored away from main work
areas, in store cupboards, not left in a corner of the office on the floor, under
desks, on top of cabinets or on landings, stairways etc.
Good housekeeping is particularly important in minimising fire risks.

Oxygen

The main source of oxygen for a fire is the air around us therefore it is almost
impossible, in most working environments, to avoid oxygen and fuel coming
together.
To prevent fires the quantities and the locations of the fuels should be controlled
and kept away from possible sources of ignition.

Who is “At Risk?”

As part of the process you need to identify those at risk if there is a fire. This is
obvious where there are permanent work stations, but you must consider all the
others who use the premises especially:
●● Lone workers or those who work in isolated areas. E.g. cleaners,
security staff
●● Those who are unfamiliar with the premises. E.g. contractors, visitors
and customers.
●● People with disabilities, or those who may not be able to leave the
premises quickly. E.g. Parents with children, the elderly etc.
●● In evaluating the risk to staff with disabilities, it is always useful to
discuss their individual needs with them, they are the experts.

Fire Precautions

Fire Detection and Warning Systems:
An adequate detection and warning system must be in place.
In a small, open plan, single storey office a shouted warning of “Fire” may be
adequate, however in larger premises particularly those with more that one floor
an electrical system with sounders and break glass boxes would be the minimum
requirement. Any sounders, tannoy announcements etc. must be audible
throughout the whole premises and must be tested on a regular basis.

Fire Fighting Equipment

As a general rule, fire fighting equipment should only be used to limit the spread
of fire to enable evacuation i.e. to clear an escape route or fire exit.
The most common type of fire fighting equipment is extinguishers. Since Jan.
1997, all new extinguishers are coloured RED with an area of not more than 5%
of the body coloured to denote the type of extinguisher. Extinguishers should be
serviced annually and the date recorded.
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Extinguishers are must be checked by a competent person annually, a label is
fitted to each extinguisher showing the date of the last check.

FYI
Co2 is an
asphyxiant and
great care must be
taken in its use.

As a rule of thumb there should be one extinguisher for every 200m2 (metre
squared) (approximately) with at least one on each floor.
The appropriate type of extinguisher should be sited close to that risk. E.g.
Co2 close to DSE, copiers etc.
Extinguishers provided for general protection need to be located close to exit
points from work areas and on escape routes.
It may also be necessary to indicate the location of extinguishers by suitable
signage.

Other means of fire fighting

Fire Blankets should be sited in all kitchen areas, they are good for smothering
small quantities of burning fats or oils and / or for clothing which has caught fire.

Escape Routes

Once the warning has been given, everyone in your premises should be able to
escape to a place of total safety unaided and without the help of the Fire and
Rescue Service.
However some people with disabilities and others with special needs may need
help from other staff who will need to be designated for that purpose.
The ideal situation is when there is more than one escape route from all parts of
the premises, although this is not always possible.
●● If only one route is available, it has to be fire resisting (protected) or an
automatic fire – detection system installed.
●● The distance people need to go to escape (the travel distance) should
be as short as possible. The travel distance should be measured from
the farthest point in a room to the door to a protected stairway or, if
there is no protected stairway to the final exit from the building. If there
is only one escape route, the travel distance should not normally be
more than 18 metres. This distance should be shorter (12 m or less) in
any part of the building where there is a high chance of a fire starting or
spreading quickly. The distance can be longer (up to about 25 m) where
the chance of a fire starting or spreading quickly is very low.
●● If there is more than one escape route, the travel distance should not
normally be more than 45 m (around 25 m where risk is high and about
60 m where risk is very low)
●● Stairways, corridors and areas near fire exits should be kept clear of
obstructions and any material which may catch fire.
●● The escape route should lead to a final exit and a safe place.
●● If the stairway is not protected, the travel distance should be in line
with those suggested above for single escape routes and the final exit
should be easy to see and get to from the stairway at ground floor level.
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●● High risk room should not generally open directly into a fire protected
hall / stairway.
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Main Types of Extinguisher
Use for: wood, paper,
textiles and solid
material fires.

Do not use for:

Electrical or Metal Fires
Use for: Liquid or
liquidised solids (petrol,
paints, oils, greases or
fats) or Electrical fires.

Do not use for:
Burning Metals

Use for: Liquid fires.

Do not use for:

Electrical or Metal Fires

Use for: Liquid or
Electrical fires.

Do not use for:
Burning Metals
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Suitable Fire Exit Doors.

You should be able to use fire exit doors and any doors on the escape route
without a key and without any specialist knowledge.
In premises used by large numbers of people push (panic) bars may be needed
or push pads.
Doors on an escape route should always open out in the direction of travel.

Other Considerations

Whether safety lighting is required.
Suitable fire safety signage.
Training for staff, frequency of practice drills etc.
Is management maintaining the systems.
Staff with disabilities, is a refuge required etc.

Further Information

Further information on how to manage fire safety in the workplace and
carry out a risk assessment can be found on the Health and Safety Works
website: www.healthandsafetyworksni.gov.uk/managing_fire_safety_
in_the_workplace__08-11__lo_res.pdf
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L

Lone Working

The Health and Safety Executive (HSE) says lone workers are “those who
work by themselves without close or direct supervision”. A large number of
jobs can require people to be left alone and isolated.
Lone workers include those who:
●● work from a fixed base, such as one person working alone on a
premises (e.g. shops, petrol stations, etc.);
●● work separately from others on the same premises (such as security
staff) or work outside normal hours;
●● work away from a fixed base (such as maintenance workers, health
care workers, environmental officers);
●● work at home (homeworkers); and
●● mobile workers (e.g. social workers, agriculture and forestry workers,
home helps etc.).

The HSE, in its publication Working Alone in Safety (INDG73) gives
examples of the wide range of situations where lone workers can be
found online at www.hse.gov.uk/pubns/indg73.pdf.

The Legal position

There is no specific law dealing with lone working. However, all health and
safety legislation applies equally to lone workers and in some cases, is even
more applicable. Unfortunately employers often forget their responsibilities
to lone workers, in particular in respect of issues such as risk assessment,
welfare provision, recording of injuries, first aid provision and consultation.
The following laws or regulations are particularly important when considering
the position of lone workers:
The Health and Safety at Work (NI) Order 1978 places general duties of
employers and employees under Sections 2-9. Generally, the employer has a
duty to ensure the health, safety and welfare of employees. The requirements
regarding safe systems of work, health and safety policies, information, training
and instruction, and a safe working environment are particularly important.
The Management of Health and Safety at Work Regulations (NI) 2000
require employers to make suitable and sufficient assessments of risks to
their employees. They must also make arrangements for the health and
safety of employees by effective planning, organisation, control, monitoring
and review. If the risk assessment shows that it is not possible for the work to
be done safely by a lone worker, then other appropriate arrangements should
be put in place.
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The Workplace (Health, Safety and Welfare) Regulations (NI) 1993, cover
issues such as temperature access to toilets, water and other welfare issues.
They do not only apply to indoor workers.
The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations (NI) 1997 states employers must notify their enforcing authority
in the event of an accident at work to any employee resulting in death, major
injury or incapacity for normal work for three or more days. This includes any
act of violence done to a person at work.
Safety Representatives and Safety Committees Regulations (NI) 1979
require employers to consult with their workforce, either directly or through
safety representatives.
The Health and Safety (First Aid) Regulations (NI) 1982 require the employer
to provide access to First Aid.

HSE guidance

Legal and other standards referred to above are well summarised by the HSE
in its publication Working Alone in Safety (INDG73). The principles outlined
below are based upon this guidance.

Can people legally work alone?

There is no general legal prohibition on working alone. So, the starting point
for employers and safety representatives is the employer’s legal requirement
to assess risks and put in place measures to avoid or control the risks. If the
risk assessment shows that it is not possible for the work to be done safely
by a lone worker, then other appropriate arrangements must be put in place.
It is important to talk to the safety representative and to employees who are a
valuable source of information and advice. This will help to ensure that:
●● all relevant hazards have been identified;
●● risks have been assessed;
●● appropriate controls have been chosen and actioned.

Can the risks of the job be adequately controlled by one
person?

Lone workers should not be at more risk than other employees. This may
require extra risk-control measures. Precautions should take account of
normal work and foreseeable emergencies, e.g. fire, equipment failure, illness
and accidents. Employers should identify situations where people work alone
and ask questions such as:
●● Does the workplace present a special risk to the lone worker?
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●● Is there a safe way in and a way out for one person? Can any
temporary access equipment which is necessary, such as portable
ladders or trestles, be safely handled by one person?
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●● Can all the plant, substances and goods involved in the work be safely
handled by one person? Consider whether the work involves lifting
objects too large for one person or whether more than one person is
needed to operate essential controls for the safe running of equipment.
●● Is there a risk of violence?
●● Are women especially at risk if they work alone?
●● Are young workers especially at risk if they work alone?

Is the person medically fit and suitable to work alone?

Check the lone workers have no medical conditions which make them
unsuitable for working alone. Seek medical advice if necessary. Consider
both routine work and foreseeable emergencies which may impose additional
physical and mental burdens on the individual.

What training is required to ensure competency in safety
matters?

Training is particularly important where there is limited supervision to control,
guide and help in situations of uncertainty. Training may be critical to avoid
panic reactions to unusual situations. Lone workers need to be sufficiently
experienced and to understand the risks and precautions fully. Employers
should set the limits to what can and cannot be done while working alone.
They should ensure employees are competent to deal with circumstances
which are new, unusual or beyond the scope of training e.g. when to stop
work and seek advice from a supervisor and how to handle aggression.

How will the person be supervised?

Although lone workers cannot be subject to constant supervision, it is still an
employer’s duty to ensure their health and safety at work. Supervision can
help to ensure that employees understand the risks associated with their work
and that the necessary safety precautions are carried out. Supervisors can
also provide guidance in situations of uncertainty. Supervision of health and
safety can often be carried out when checking the progress and quality of the
work; it may take the form of periodic site visits combined with discussions in
which health and safety issues are raised.
The extent of supervision required depends on the risks involved and the ability
of the lone worker to identify and handle health and safety issues. Employees
new to a job, undergoing training, doing a job which presents special risks, or
dealing with new situations may need to be accompanied at first. The level
of supervision required is a management decision which should be based on
the findings of risk assessment. The higher the risk, the greater the level of
supervision required. It should not be left to individuals to decide whether
they require assistance.
Procedures will need to be put in place to monitor lone workers to see they
remain safe. These may include:
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●● supervisors periodically visiting and observing people working alone;
●● regular contact between the lone worker and supervision using either a
telephone or radio;
●● automatic warning devices which operate if specific signals are not
received periodically from the lone worker, e.g. systems for security
staff;
●● other devices designed to raise the alarm in the event of an emergency
and which are operated manually or automatically by the absence of
activity;
●● checks that a lone worker has returned to their base or home on
completion of a task.

What happens if the person becomes ill, has an accident or
there is an emergency?

Lone workers should be capable of responding correctly to emergencies.
Risk assessment should identify foreseeable events. Emergency procedures
should be established and employees trained in them. Information about
emergency procedures and danger areas should be given to lone workers
who visit employers’ premises. Lone workers should have access to adequate
first-aid facilities and mobile workers should carry a first-aid kit suitable for
treating minor injuries. Occasionally the risk assessment may indicate that
lone workers need training in first aid.

What can Safety Representatives do?

There are a number of positive steps that safety representatives can take to
raise awareness and tackle problems with lone working.
Membership awareness
Use posters and leaflets to bring up the issue of lone working with members
and take the opportunity of discussing it with them to see if they think that
there are any problems. Safety representatives should report their concerns
and those of their members to management in writing.
Surveys and inspections
Safety representatives could conduct a survey to find out whether lone working
is a problem in the workplace. Safety representatives can also use their
routine inspections or undertake special inspections to speak to members
about lone working.
Lone working policy and procedure
Safety representatives can negotiate with employers to produce jointly agreed
policy and procedures to tackle problems associated with lone working. Some
of the key points include:
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Working alone on site
Simple guidelines would involve:
●● agreed reporting lines for lone workers on site;
●● a signing-in procedure;
●● a sytem of reportage to highlight difficult customers or difficulties
specific to accessing or using particular sites.
●● if a concern is raised or a risk identified the manager should exercise
discretion regarding the local circumstances and put in additional
measures to alleviate the risk. Such measures may include (but are not
restricted to):
ff minimum of two staff to carry out the visit.
ff Establish a system where staff would inform their office when
they are about to enter an area or property where a risk
element is suspected. The office would then ring the officer’s
mobile phone after an agreed time to check the situation.
●● induction sessions for the worker (covering items such as access,
welfare facilities, accident reporting, first-aid arrangements and
emergency procedures);
●● explaining risk assessments and protective and preventive measures;
●● agreeing arrangements for the provision of work equipment.

Working away from base
If the work involves a visit to another workplace, preventive measures would
generally be the responsibility of the employer in control of that workplace,
although the employee’s own employer also has responsibilities too.
Particular problems for lone workers working away from their base include:
●● risk assessments;
●● transport;
●● supervision;
●● communication;
●● accident procedures;
●● work equipment.

Although risk assessments for many of the activities can be carried out on
a generic basis, the situation in which the worker is required to carry out the
task may affect the level of risk. A telephone engineer may be more likely to
fall when working in an exposed, windy location. In addition the severity of
an injury may be increased by delays in emergency treatment. A generic risk
assessment should be regarded only as a starting point for tasks being done
by a lone worker.
Where staff are visiting unoccupied sites or buildings they may need to carry
out their own initial assessment to determine whether a location is safe to
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enter. Only if the staff member is satisfied that the site is safe should they go
in. If there is any doubt the staff member should leave the area immediately
and report their decision to their office.
Many people working away from base may spend long periods driving alone
as part of their work activities, and driving to and from work.
The main risk for drivers working alone is breaking down in an isolated
area. This risk could be increased by employers expecting staff to use their
own vehicles where they may be a possibility that the vehicle has not been
maintained for a high mileage.
Staff should not carry any dangerous items, materials or substances in cars,
unless absolutely essential for work purposes. In such cases management
must undertake a risk assessment specific to that material and the mode of
transport before the visit takes place.
Effective supervision relies upon good and effective communication.
It is essential that the supervisor and worker must be able to communicate
easily and regularly. Employers should establish systems to facilitate regular
contact. Any system of communication in the event of an accident relies on
the worker’s base knowing his/her exact location or route. If a routine call was
missed, therefore, the emergency response could be directed to the correct
area.
Training is particularly important where there is limited supervision to control,
guide and help in situations of uncertainty. It is critical to avoid panic reactions
in unusual situations. Solitary workers need to:
●● understand the risks involved in the work;
●● understand the necessary precautions;
●● be sufficiently experienced.

Employers should establish clear procedures to set the limits of what can and
cannot be done while working alone. They should specify how to behave in
circumstances which are new, unusual or beyond the scope of training. For
example, when to stop work and seek advice from a supervisor.
One major source of accidents when working away from base is the selection
and use of tools and equipment. This must be subject to strict control, with
the employee only using items supplied by the employer for the purpose.
Selection and use of this equipment must be in line with the requirements
of Provision and Use of Work Equipment Regulations (NI) 1999. Portable
electrical equipment should be regularly checked to comply with the duties
under the Electricity at Work Regulations (NI) 1991. Where equipment is
issued, records of such issue and subsequent testing must be kept.

Further Information
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Reasonable Adjustment

What is a Reasonable Adjustment?

A reasonable adjustment is an adjustment to the workplace which is identified
when a member is experiencing a difficulty within the workplace. This can be
environmental, physical or mental. They are specific to the individual.
Employers would lead us to believe that reasonable adjustments are only
applicable to members with a disability. Whilst they are for people with a
disability, they are also relevant and sometimes invaluable for members without
a registered disability.
For members with a disability, under the Disability Discrimination Act (NI)
1995, a reasonable adjustment should be considered whenever any features
of the employer’s premises, or any arrangements made by the employer, put
an individual with a disability at a substantial disadvantage in comparison with
their non-disabled colleagues. The purpose of an adjustment is to create a level
playing field; it is not special treatment; it is a right.
HR Connect provides guidance on the process of applying for a reasonable
adjustment in the section - 7.01 Referrals and Interventions v11.0. The Equality
Commission has also produced guidance on reasonable adjustments. However
members are strongly encouraged to avail of the advice and support of their
NIPSA representatives in this process.

Reviewing the Reasonable Adjustment

It is important to review the impact of any adjustments at agreed timescales with
management, to ensure they continue to be appropriate. Some health conditions
are progressive and can deteriorate over a period of time.
It is recommended that adjustments regarded as permanent are reviewed
annually. Review dates of temporary adjustments should be more frequent and
agreed with the member when the adjustment is put in place.
Trade Union representatives also play an important role in the review stage to
ensure that the member’s interests and wellbeing are at the forefront of any
agreements.
If it is not possible to accommodate an adjustment, the Employer must prove that
it has explored all avenues and must present justifiable reasoning why a measure
could not be taken, for example, a valid business reason or a health and safety
issue.
Some examples of adjustments which can be made for members are listed on
the next page.
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Some examples of adjustments which
can be made for members with a
disability:
●● Making structural or physical changes
such as widening a doorway, providing
a ramp or moving furniture for a
wheelchair user;
●● Acquiring or modifying equipment,
e.g. altering the height of a computer
workstation, providing a suitable chair,
voice activated software etc;
●● Modifying instructions or reference
manuals, e.g. providing them in Braille
or large print;
●● Providing additional or tailored training,
coaching or mentoring, for example for
someone with dyslexia;

Installing access ramps for wheelchair users.

●● Providing a reader or interpreter, e.g.
for someone who is deaf;
●● Changing the method of doing the job,
e.g. allowing an employee who cannot
drive due to epilepsy to use public
transport or where appropriate taxis for
business travel;
●● Allocating some minor aspects of
the role to another/other individuals
without overburdening other
individuals.
Reasonable Adjustments are not just
for members with a disability. They can
be applied to members returning from a
sick absence to help transition back into
the workplace. Examples of this are:
●● Adjusting targets or workloads;

The addition of a elevated desktop or standing desk can
help those with back problems.

●● Adjusting/changing working hours, e.g.
allowing someone whose medication’s
side effect is fatigue a later or
flexible start time, or more frequent
rest breaks, or variation in working
patterns;
●● Relocation where appropriate and
practical;
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●● Considering the possibility of working
from a different location;
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●● Adjusting the lighting in the area surrounding the individual;
●● Adjusting the temperature in the office;
●● Providing wrist supports to the keyboard or mouse;
●● Provide appropriate headsets for staff with hearing loss/difficulty
understanding callers.
Identifying or requesting a Reasonable Adjustment. There are a number of
ways the need for an adjustment in the workplace can be identified:
●● Member raises an issue with their line manager;
●● Member raises an issue with their Trade Union Representative;
●● Part of the managing attendance process;
●● During review meetings regarding performance;
●● Through general observation or other meetings with colleagues.
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Resilience

Introduction

‘Resilience’ has become a new management ‘buzz word’ which is based on the
concept that we can be trained to cope better with change and bounce back
from the adverse affects that workplace demands put on us and work at our full
potential for longer periods of time.
Employers’ love this type of concept as it falls into the category of “quick fix”,
while making them appear to be proactive in the fight against workplace stress.
It is another component of the well-being agenda used by some employers as
an alternative to preventing injury and ill-health by removing and controlling risk
(Hazards 121).
Employees cannot be turned into robots and the solution is not to train people
to cope with stress but rather to look at the causes of stress and to reduce and
manage it. We want to see workers protected by their employer, reducing and
managing the stress that they face. Applying the Stress Management Standards
(see Stress section of toolkit, pages 46-55) is a positive step towards this.

What the Law says

The Health and Safety at Work (Northern Ireland) Order 1978 is the primary
piece of legislation covering work related health and safety in Northern Ireland. It
sets out an employer’s responsibility to ensure the health, safety and welfare at
work of their employees.
The Management of Health and Safety at Work Regulations (Northern Ireland)
2000 sets outs more explicitly the duties imposed on employers to comply with
the Health and Safety at Work (Northern Ireland) Order 1978.
The Regulations require employers to undertake suitable and sufficient risk
assessments to identify hazards and risks, and put effective control measures in
place to eliminate the risks or manage them to a level where they cannot cause
harm.
Employers are required to adopt a set of principles of prevention that require
them to combat risks at source; adapt work to the individual; develop a
coherent overall prevention policy that covers technology, the organisation of
work, working conditions, social relationships, and giving priority to collective
protective measures over individual protective measures. Resilience training and
other techniques, with their focus on the individual do none of these.
Having identified risks employers must inform the workers to whom the
assessment relates, and review the assessments when there is reason to believe
it is no longer valid. Individual workers have a duty to tell the employer when
they reasonably believe the measures in place to protect them from risks is not
adequate, or when they are being exposed to serious and imminent danger.

What does it mean?

‘Resilience’ is defined by the Oxford Dictionary as “the capacity to recover quickly
from difficulties; toughness”.
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According to Hazards ‘Resilience’ to employers means:
●● an individual has capacity to continue to operate effectively even when
subject to the most adverse conditions;
●● an individual should be able to cope with grossly excessive workloads
regardless of how much your workload was in the past;
●● an individual should be able to cope with the predatory attentions of the
bullying manager who tries to force them to complete such excessive
amounts of work.
Employers are always looking for ways to motivate and control workers to
ensure their compliance with employer-determined objectives such as improved
productivity, even though the conditions at work may not be conducive to such
motivation.
Within the civil and public service the response has been (since the introduction
of voluntary exit/redundancy schemes) to deal with the shortfall in staff by training
the remaining staff in ‘Resilience’.

What should be done

An employer may feel that by offering resilience training they are fulfilling their
statutory obligation in respect of stress. This however is not the case. If stress is
an issue in your area of employment you should take the following steps:
●● Request a stress risk assessment to be carried out by a competent
person. This should be done on an individual basis for all staff
employed in that area.
●● If your employer has identified any risks they should make all staff
aware of the risks that exist in that area.
●● Your employer should then advise staff that they will input measures to
mitigate against the identified risks.
●● After a reasonable period of time a further risk assessment should be
carried out to ensure that the mitigation measures are addressing the
risk factors.
●● If the measures put in place are not improving the situation these
should be re-evaluated and other methods adopted to address the risk
factors.
●● It is the employer’s duty to take all reasonable steps to address risks in
the workplace and it is only when all reasonable steps have been taken
that the employer has fully complied with their statutory obligations.
Many of the above issues should be dealt with at Health and Safety Committee
meetings or by the Branch Health and Safety Rep. See also checklist on page
58 of stress section.
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Further Information
The Perfect Storm. Stress at Work: A NIPSA Guide
Available to download:
http://www.nipsa.org.uk/NIPSA-in-Action/Health-andSafety/Useful-Resources/The-Perfect-Storm-br-Stressat-Work-A-NIPSA-Guide
HSENI Stress Management Standards
Available to download:
http://www.hseni.gov.uk/guidance/topics/stress
management_standards.htm
TUC guide work and well-being
Available at:
http://strongerunions.org/2014/05/23/resilience-getsnastier/
Hazzards Magazine
Available at:
www.hazards.org/resilience
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RSI / WRULDs

What is RSI
The terms “Repetitive Strain Injuries” (RSI) or “Work Related Upper Limb
Disorders” (WRULD) are used to describe a range of conditions caused by
continuous, repetitive or pressurised finger, hand or arm movements, such as
operating a keyboard.
Some of the injuries commonly found amongst VDU workers are described below:
Tenosynovitis:

Inflammation of the sheath surrounding the tendons, usually
of the hand or wrist.
It is a prescribed industrial disease.

Tendinitis:

Inflammation of the tendons.

Peritendinitis:

Inflammation of the area surrounding the tendons and their
sheath.

Bursitis:

Inflammation of a bursa, the sac of fluid over a bone which
allows easy movement of the tendons.
It is a prescribed industrial disease.

Epicondylitis:

Strain injuries in the region of the elbow joint.

Carpal Tunnel
Syndrome:
Writer’s Cramp:

Occurs in the carpal tunnel in the wrist and is caused by
fluid and tissues pressing on the Median nerve.
Cramp of the hand or forearm.
It is a prescribed industrial disease.

These conditions are often occupational in origin.
Lack of adequate diagnosis or access to appropriate treatment can exacerbate
the condition and sometimes leads to job loss and economic hardship

Symptoms and Prevention
RSIs affect the muscles, tendons and other soft tissue in the hands, arms,
shoulders and neck. The early signs of RSI can include:
●● Numbness or tingling sensations in the arm or hand;
●● Aches, pains or tenderness in muscles and / or joints;
●● Loss of strength and grip in the hands;
●● Loss of sensation in the fingers – or whiteness towards the tips;
●● Crackling sensations in the joints or muscles.
It is important to remember that RSIs are progressive conditions, and they will not
get better on their own. If the damage is allowed to continue, these symptoms,
which may clear up overnight at the start, will get worse and will last longer.
Permanent disability can be the end result of a “grin and bear it” ethos by
members. Early action can overcome the cause and pain of RSIs and allow the
member to continue working.
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Repetitive Strain Injuries

Phalanges (finger bones)

An area where tendon joins bone.

Tendon Sheath

Which provides lubrication for
the tendon inside. Complications
include Tenosynovitis.

Tendinitis

Complications that
occur with Tendons

Median nerve
Epicondylitis
(Tennis Elbow)

Carpal Ligament

is an overuse injury
occurring in the
lateral side of the
elbow region, where
the muscle and
tendon join the elbow
joint.

Carpal Tunnel
Syndrome

a painful condition of
the hand and fingers
caused by compression
of a major nerve
(median) where it
passes through carpal
ligament alongside
the flexor tendons of
the hand. Symptoms
include sensations of
tingling, numbness,
or burning.
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Causes of RSI

RSI can be caused by work, sports or activities in the home, or a combination
of these factors. As Safety Reps. we are concerned with ensuring that the main
work – related causes are addressed. These include:
●● Awkward postures or grips;
●● Repetitive actions;
●● Poorly designed workstations or tools;
●● Excessive twisting and gripping;
●● Static muscle load;
●● Lack of breaks and changes of activity.

Workstation Checklist

Ensure that the workstation is large enough to allow you to arrange the equipment
and paperwork to suit you and the work.
Ensure that the chair is fully adjustable for seat and back height – and is adjusted
correctly.
Ensure that your chair is adjusted so that hands and wrists are in a straight line
when hands rest on the centre row of keys.
Ensure that when the chair is set to the right height that the feet of the operator
can rest flat on the floor, or that a foot rest is provided.
Ensure that the keyboard can be placed in a way that leaves a space in front of it
to rest hands when not keying.
Ensure that the screen is free from glare or reflections
Ensure the screen is free from dust or dirt that makes it more difficult to see the
screen.
Advise staff to take regular breaks away from the screen and keyboard, either
doing other tasks or resting. A break every is ten minutes in each hour.

Who is at Risk?

Anyone whose work includes working with DSE, staff using equipment that
vibrates, chainsaws, drills, other machinery, cooks or cleaners.

Duties on Employers

All employers have a legal duty to safeguard the Health and Safety of their staff.
They must carry out risk assessments, which can be requested by a member of
staff or their line manager. They must provide well designed work stations and
train staff in good working practice and posture.
It is vital that safety reps and workers are involved in the risk assessment process
to make sure that:
●● All tasks are covered, including work carried out away from the
employers premises;
●● All the RSI risk factors have been examined;
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●● Gender is considered in the risk assessment process;
●● Experienced people have carried out the assessments (they don’t need
to be experts, but they do need experience and knowledge of the job;
●● An action plan has been developed to make sure that risks are
prevented, reduced and monitored (they should be reassessed if the
job or work changes). The action plan should prioritise any problems
found and set a timetable for the action to be taken.

What to do if you suspect an RSI

The first priority is that the suspicion and symptoms are reported preferably in
writing to the line manager and recorded.
Can changes be made to the workstation, workplace or work pattern to alleviate
the symptoms? Ask the Health and Safety rep. or ask for a risk assessment
See your GP, tell him/her about the work that you do, your symptoms and that
you suspect a RSI. If told that there is no problem or that it is nothing to do with
work. but you feel there is a problem ask to be referred to a specialist.
Follow all medical advice, if told that you need a period of rest from the work
activity that is causing your symptoms, then take the break. As stated earlier,
RSIs can lead to permanent disability.

Compensation

If RSI is caused by work, there are two possible sources of compensation.
1.
2.

Industrial injuries benefit
Not all RSIs are covered by the scheme. Ask at the local Department of
Works and Pensions (DWP) office for the appropriate form BI100 PB.

Suing the employer
An initial consultation can be arranged with NIPSA’s solicitor to determine if
a claim for damages can be taken. The solicitor will advise on what action
can be taken after the initial consultation.

RSIs Does and Don’ts for Staff
●● Do inform your Safety Rep;

●● Do report the symptoms to the line manager;
●● Do see your GP as soon as possible;
●● Do remember that some GPs are not well informed about RSI;
●● Don’t be fobbed off by the GP, if you have symptoms ask for a referral;
●● Do follow medical advice about rest or work changes;
●● Do remember that this might also mean resting from tasks at home that
use the affected parts;
●● Don’t panic if you feel the start of a RSI;
●● Don’t be rushed into making major decisions such as giving up work;
●● Don’t risk aggravating the condition by ignoring early signs and
symptoms or by continuing the tasks that might have caused it initially;
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●● Do contact the RSI association for further help and information.
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S

Slips, Trips and Falls

Slips, trips and falls are still one of the most common causes of injury in the
workplace. Injuries are not just restricted to staff, members of the public also
suffer the effects of inadequate controls on slips, trips and fall risks.
Managing the risks of slips, trips and falls should be a key role for managers and
it is important the safety reps ensure that systems are in place and are being
followed to prevent these injuries whenever possible.

Causes of slips, trips and falls accidents.

The causes of such accidents are normally very simple to control, but it this very
simplicity which means that all too often they are overlooked.
An obvious one is the use of “Wet Floor” signs. Everyone is aware that if a floor is
wet and slippery that a wet floor sign should be used however the wet floor sign
itself is a trip hazard and should be removed as soon as the floor dries.
Other causes:
●● Spills of liquids or powders, onto steps, stairs and tiled or other flooring
that becomes slippery;
●● Inappropriate floor surfaces that are, or become, slippery, perhaps
when wet due to rain etc;
●● Trailing cables;
●● Items left in walkways, boxes of paper or files, bags, umbrellas left up
to dry etc;
●● Steps and slopes that are not easily visible, due perhaps to poor
lighting or a lack of colour differentiation. An obvious one is that the
front edge of a step should be a different colour from the tread;
●● Mats, Rugs or Carpeting that is loose, worn or curled up;
●● The effects of ice, snow or rain on unsuitable external surfaces;
●● Simply not being able to see where you are walking e.g. due to poor
light, carrying large loads in front of you etc;
●● Cleaning and maintenance being carried out at inappropriate times.

Near Miss Reporting

Another issue that you will find is that many people have “nearly” slipped or
tripped many times for the same reason that has later caused an accident, which
has led to a significant injury. But no one has reported the near miss occurrences.
Safety reps should discuss near miss reporting systems with managers and also
ask members whether they have had near miss incidents during their regular
quarterly inspections.
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Managing the Risks

Slips, trips and falls risks should be addressed as part of the general risk
assessment required by the “Management of Health and Safety at Work
Regulations”. It is important that the assessment not only identifies physical
risk factors, such as slippery floor surfaces and trailing leads, but addresses the
procedural aspects of the issue. How do staff clear up or dry any spillages?
How will equipment be installed to prevent cables trailing over walkways? How
will maintenance staff particularly outside contractors be managed to avoid
them creating risks by for example leaving materials lying about, using their own
cabling which may create a trip hazard or working over the top of desks? Who is
responsible for clearing ice, snow or fallen leaves which may be creating a slip
hazard from external areas?
The above list is not exhaustive; each office location has its own difficulties. Some
offices are in shared buildings, while some are totally, including the surrounding
car parking area, owned and managed by one employer. That is why a generic
assessment carried out at centre is not possible. Each line manager and property
manager will have to carry out there own and the local safety rep should be consulted.
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Stress

Introduction

Our members have been under sustained attack as part of the government’s
perfect storm of ideological driven cuts to jobs, services, pay and pensions. As
part of the Stormont House Agreement the government pledged to cut 20,000
public sector jobs over a four year period. This commitment was restated within
the “Fresh Start” Agreement. We have already seen the impact this is having
in the Northern Ireland Civil Service with 3,200 jobs already lost through the
Voluntary Exit Scheme. On top of this we have seen hundreds, if not thousands,
of jobs lost in other areas of the public sector such as Housing, Voluntary and
Community sector, Health, Education and Libraries with many more to follow. As
part of the “Fresh Start” Agreement we are also seeing a complete overhaul of
the welfare system with the implementation of the Welfare Reform Bill.
The impact on the staff remaining will be substantial and a major health, safety
and wellbeing issue. The increase in stress related cases in recent years has
coincided with cuts in public services and job losses. As well as causing anxiety
and uncertainty among the workforce it has also led to increases in workloads,
with less staff being asked to do more. According to a survey conducted by
the Health and Safety Executive (GB) in 2012 the number one cause of stress is
increases in workload. However they also show that lack of support and control,
changes at work, role uncertainty, violence and bullying (all possible symptoms
of job cuts) are significant factors.

What is Stress?

The Health and Safety Executive (HSE) define stress as “the adverse reaction
people have to excessive pressure or other types of demand placed on
them”.

What the Law says

If a member is suffering from work-related stress as a result of increases in
workloads or undue pressure placed upon them as a result of staff shortages,
posts being unfilled and reallocation of work, the employer has a duty to manage
and eliminate the risk as they have with any other hazard.
The Health and Safety at Work Order (NI) 1978 requires employers to ensure
the health, safety and welfare of their employees.
The Management of Health and Safety at Work Regulations (NI) 2003 requires
employers to assess the risks of ill health (including stress related conditions)
arising from work-related activities, ensuring that hazards are removed or proper
control measures are put in place to reduce the risk, this includes the risk to
mental health.
The EU Directive 89/391 extends the duty on employers to both physical and
psychological health of employees in connection with the working environment.
Other legislation that may be relevant to work-related stress includes:
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●● The Working Time Regulations (NI) Order 1998: These place limits
on the length of the working day and week, places restrictions on night
working and sets out entitlement to breaks, daily rests etc. These
requirements are important when it comes to dealing with long hours
culture and a lack of rest;
●● The Disability Discrimination Act (DDA) 1995 (as amended): Stress
may be a symptom of an underlying condition that could amount
to a disability. Under the DDA employers are required, in such an
eventuality, to make reasonable adjustments to the workplace, such as
reducing an employee’s workload when they are stressed;
●● The Sex Discrimination (NI) Order 1976 (as amended): May be
used where stress is caused by for example, a male/female line
manager treating a male/female member of staff in an overbearing and
dominating way;
●● The Race Relations (NI) Order 1997 (as amended): May be used
where stress is caused by a manager treating an employee in a
discriminatory way on the grounds of their race;
●● The Protection from Harassment (NI) Order 1997: This may be
relevant where stress is caused by harassment.

!
An important
message in
all of these
cases is
the fit note
must clearly
state that
the member
is suffering
from a
“psychiatric
injury due to
work-related
stress”.
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The Legal Precedents

1995 - Walker vs. Northumberland CC: the first really successful
case where the second breakdown was deemed to be employer
responsibility.
2002 - Hatton and other cases: Four cases taken together
where judgements were overturned on Appeal leading to closer
focus on foreseeability and causation and setting out the Hale
16 principles;
2004 - Barber vs. Somerset CC: one of the group of Hatton
cases further appealed, established need for employer to look
at employee’s condition and to make appropriate adjustments;
2005 - Hartman vs. Essex MH Trust: further reinforced the Hale
16 principles;
2007 - Hiles vs. S Gloucs PCT and Daw vs. Intel Corp UK: both
claimants had broken down emotionally at work and employers
were found wanting in respect of failure to investigate causes;
2008 Dickens vs. O2: reinforced that employers have a duty
to investigate once they become aware of employee health
problems.
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Causes of Stress
Excessive Workloads
There are times when our workload is manageable but it’s when it becomes
unmanageable that stress begins to kick in. This could be due to staff shortages,
voluntary exit schemes, early retirements, vacancy controls, maternity and long
term sick leave, resulting in posts not being filled. The work still needs to be done
and there is a culture that it is divided amongst the staff who are left behind.
Performing duties above your pay grade and not adequately trained
Being given duties above your pay grade can cause stress for a number of
reasons:
●● Allocated a task without sufficient training;
●● Other staff questioning your role;
●● Not having the support of management and other colleagues.
FYI

If the training to carry out a job safely and competently is not provided
this leaves you and others at risk.

Bullying, Harassment and Violence
Authoritarian, dictatorial, insensitive and sometimes cruel management styles are
well recognised causes of work-related stress illnesses.
There are various definitions of bullying but all agree that it involves the unjust
exercise of power by one individual over another using means intended to
humiliate, frighten, denigrate or injure the victim.
Bullies use offensive, intimidating, malicious or insulting behaviour against their
victims to cow them into submission, to hide their own ineffectiveness, or to pass
on to those over whom they exercise authority, the bullying that they are suffering
from those who exercise authority over them. Often the aim of the bullying is to
exclude and isolate the victim from co-workers. Sometimes bullies behave this
way in the mistaken belief that this is ‘strong’ management and sometimes, it
seems, simply for the pleasure of making somebody suffer. A particularly nasty
dimension is added when there is a sexual, racial or religious dimension to the
behaviour as can often be the case.
Bullying may be overt or it may be insidious. Whatever form it takes, it is
unwarranted and unwelcome to the individual. A bully does not have to be face to
face with his/her victim. People can be bullied by memo, by email, or telephone.
Some regard the inappropriate use of automatic supervision methods such as
computer recording of downtime from work or the number of calls handled,
as an insidious form of bullying. Some workers are subject to malicious use
of websites, email, mobile phone texting, social networking and other uses of
technology to create an atmosphere of fear and anxiety. This ‘cyber’ bullying is
a growing problem.
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FYI

For more information see NIPSA’s Dignity at Work Guide http://www.nipsa.
org.uk/NIPSA/media/NIPSA/PDFs/NIA/Equal%20Opportunities/
Dignity_at_Work_13215_web.pdf
Also available Tackling Violence at Work Guide http://www.nipsa.org.uk/
NIPSA/media/NIPSA/PDFs/NIA/HS/Ref-A5_0167.pdf

Many forms of behaviour can constitute bullying. The following, though not an
exhaustive list, may constitute bullying:
●● Ignoring or excluding you;
●● Giving you unachievable tasks;
●● Negative body language;
●● Spreading malicious rumours/gossip;
●● Giving you meaningless or unpleasant jobs regularly;
●● Making belittling remarks;
●● Undermining your integrity;
●● Withholding information deliberately;
●● Making you look stupid in public;
●● Undervaluing your contribution and not giving you credit for your work.

The Environment You Work In
Poor working conditions, such as noise, heating or bad lighting can be very
distracting e.g. noise, straining eyes/migraines due to bad lighting and these all
affect how we feel in work and affect our mood. This over a continuous period of
time can be quite stressful.
Issues in Your Personal Life
Sometimes our work life balance can become challenging and it is impossible to
compartment our lives. Line managers and employers should do their best to
support the person whilst they are experiencing these challenges.

Effects and Symptoms of Stress

Our world moves at a breakneck pace, and there’s a consistent onus put on us to
work harder, move faster and get further before we die. Unfortunately, we could
all die sooner because of this very notion. Stress not only causes depression and
mental strain, but it has a big physical impact on your body as well.
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Many of the things you might think are normal physical ups and downs are actually
due to stress. That headache you always get may be caused by stress. Same
with your asthma and eczema. The bad back you think is due to your advanced
age? It could be because of stress. If you’re constipated or have diarrhoea, it
might have more to do with stress than anything you’ve had to eat. These are
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just some of the effects of acute or temporary stress. Chronic stress over an
extended period of time can do as much damage to your body as smoking, not
eating right and failing to exercise.

Physical Effects of Acute Stress
Acute stress is an immediate reaction to a stressful situation. It could mean that
you’re in danger, you’ve just had a work deadline moved up, your boss is in
your face yelling at you. When you get stressed out suddenly, a chain reaction
occurs in your body. First, your hypothalamus is activated. It’s located above
the brain stem and is responsible for linking your nervous system (your body’s
communicator) to your endocrine system (a group of organs that release
hormones) by way of the pituitary gland. This also tells the sympathetic nervous
system to get going.
This part of your nervous system controls what you may know as the fight-orflight response. It’s basically your body’s way of dealing with acute stress.
The physical effects of this kind of immediate stress range from an increased
heartbeat to shallow breathing. This is because there’s a greater flow of oxygen
into the body. Your pupils will dilate to allow more light to enter your eye. All
of these things happen because of a release of adrenaline - the body’s main
stress hormone. There’s also a release of cortisol, another stress hormone, by
the adrenal gland. Cortisol will jack up your blood pressure and blood sugar. Your
liver will begin to manufacture some glucose to provide you with extra energy as
well. After your stress goes away you may feel a physical crash - this is because
of the extra glucose you’ve burned off. It essentially leaves you with a low supply
of blood sugar, like when you haven’t had anything to eat all day.
The diarrhoea we talked about on the previous page comes about because
stress can make the bowels move faster. When your bowels are moving rapidly,
there’s less time for water to be reabsorbed into your body and just like that, you
suddenly have watery stools. Thanks, stress!

Many health problems are caused or exacerbated by stress, including:
●● Pain of any kind;
●● Heart disease;
●● Digestive problems;
●● Sleep problems;
●● Depression;
●● Weight problems;
●● Auto immune diseases;
●● Skin conditions, such as eczema.

Physical Effects of Chronic Stress
Chronic stress is a state of prolonged and continuous stress, and it can have
some pretty drastic effects on your body. What’s happening here is that your
sympathetic system that helps you deal with the fight-or-flight response is
always turned on. But in this case, there’s not an immediate danger that you
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face and then come down from, achieving homeostasis. It’s not good for your
body to be in a constant state of danger management.

Signs and Symptoms of Stress Overload
Below are some of the common warning signs and symptoms of chronic stress.
The more signs and symptoms you notice in yourself, the closer you may be to
stress overload.
Keep in mind that the signs and symptoms of stress overload can also be caused
by other psychological or medical problems. If you’re experiencing any of the
warning signs of stress, it’s important to see a doctor to help determine if your
symptoms are stress-related.

Cognitive

Emotional

Symptoms

●●
●●
●●
●●
●●
●●

Memory problems
Inability to concentrate
Poor judgment
Seeing only the negative
Anxious or racing thoughts
Constant worrying

Physical

Symptoms

●● Aches and pains
●● Diarrhoea or
constipation (IBS)
●● Nausea, dizziness
●● Chest pain, rapid heartbeat
●● Loss of sex drive
●● Frequent colds
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Symptoms

●●
●●
●●
●●
●●

Moodiness
Irritability or short temper
Agitation, inability to relax
Feeling overwhelmed
Sense of loneliness and
isolation
●● Depression or general
unhappiness

Behavioural

Symptoms

●● Eating more or less
●● Sleeping too much or too
little
●● Isolating yourself from others
●● Procrastinating or neglecting
responsibilities
●● Using alcohol, cigarettes, or
drugs to relax
●● Nervous habits (e.g. nail
biting, pacing)
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Duties and Responsibilities
Board/Directors/Chief Executives
Need to consider how they will:
●● Monitor factors that might suggest there is a problem with stressrelated illness in the business, for example, high rates of absenteeism,
staff turnover, poor performance, conflict between staff;
●● Ensure there is a health and safety policy that addresses the issue of
stress in the workplace, including, if appropriate, a stress management
strategy which is effectively communicated to all staff;
●● Ensure an effective generic risk assessment has been carried out,
and is monitored regularly and with any recommendations being
implemented and adequately funded;
●● Plan for stress-related risks when embarking on significant
organisational change.

Line Managers
Line managers have an important role in assisting employers to proactively
address work related stress, and in doing so reduce the likelihood of employees
suffering from work related stress. They are crucial to the successful prevention
and management of work related stress within their team. They tend to be the one
of the first ports of call when there is a problem and they are in an ideal position
to be able to identify and manage stress. If a manager has the appropriate skills
they are better able to deal with stress within the team. Line managers’ roles and
responsibilities include:
●● To understand what work related stress is, what causes it and how it
can be prevented and managed;
●● To engage and communicate with staff about stress and raise
awareness;
●● To be aware of your organisation’s policies and procedures on this
issue;
●● To support and get involved in organisational initiatives to tackle stress,
for example, encouraging staff to complete questionnaires attend focus
groups or suggest solutions;
●● To understand their role is to prevent and manage work related stress
and that they can sometimes cause or exacerbate it;
●● To be aware of their competencies in managing and preventing this
issue and how this can impact on staff, as well as taking action to
improve their competencies;
●● To identify work related stress in their team members early, to carry out
an individual risk assessment and work with the individual and human
resources in resolving the problem;
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●● To support staff to prevent work related stress and to help them
manage it once it occurs, including providing access to relevant
support services;
●● To carry out a team and/or individual risk assessment to identify risks
and implement solutions that will prevent work related stress in their
area;
●● To help staff return successfully to work after work related stress;
●● To be aware and supportive of factors affecting staff.

Employees
Employees also have a duty to take reasonable care for their own health and
safety and of others who may be affected by their actions.
Employees should:
●● Inform their employer if they feel the pressure of the job is putting them
or anyone else at risk of psychiatric injury;
●● Talk to your GP about your concerns and how the stress is affecting
your health;
●● Suggest ways in which the work might be organised to alleviate the
stress;
●● Discuss any reasonable adjustments that could be made to assist them
in performing their job.
Employees have a responsibility to raise concerns and tell their manager or
trade union representative about possible problems and sources of stress. If the
organisation is not aware of a problem it can be difficult for action to be taken.
Employees’ roles and responsibilities include:
●● To understand what work related stress is, what causes it and how it
can be prevented and managed;
●● To be aware of your organisation’s policies and procedures on this
issue;
●● To help identify potential causes of stress for yourself or your
colleagues before they become a problem and to raise them with your
line manager, trade union representative or other suitable individual;
●● To support and get involved in organisational initiatives to tackle this
issue, for example, completing questionnaires, attending focus groups
or suggesting solutions as part of Management Standards process;
●● To be supportive of colleagues experiencing work related stress;
●● To work with your line manager or HR department in identifying
solutions to help you return to work effectively and quickly.
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Risk Assessment

The law places a legal duty on employers to risk assess work-related stress as
they do with any other hazard both at an organisational and individual level.
A risk assessment is a way of identifying the hazards or things that may cause
harm, assessing the likelihood (risk) of these hazards causing harm, and then
putting in place all “reasonably practical” steps to avoid and minimise them.
The most effective tool for organisations to identify the cause of workplace stress
and implement practical solutions to manage the risks is by the use of the HSE
Management Standards which have been endorsed by the TUC and adopted
by the HSENI (http://www.hseni.gov.uk/guidance/topics/stress/management_
standards.htm).
While the standards are primarily designed to address stress at an organisation
level they can be used as a framework for managing stress at an individual
level. Managing work-related stress should be incorporated into performance
management systems.



Five Step approach to Risk Assessment
HSE Management
Standards

1

Survey staff using
HSE Indicator tool

Identify
the risk
factors

2

Monitor
and review

5


Steering Group
Implementation
Plan
Continuous
Improvement

Record
your
findings

4



Who can
be harmed
and how

3

Evalute
the risks



Facilitate
Focus
Groups

Document focus group notes
Develop a report/action plan

63

Hazards A to Z
The Management Standards

The Management Standards have been designed to assist employers in identifying
causes of stress in the workplace. It demonstrates good practice through risk
assessment, allows evaluation of the current situation using surveys and other
techniques, and promotes active discussion with employees to help decide upon
practical improvements.
It is important that NIPSA are consulted and involved in the introduction of the
standards at every stage.
The Management Standards define the characteristics, or culture, of an
organisation where the risks from work-related stress are being effectively
managed and controlled.
They cover six key areas of work design that, if not properly managed, are
associated with poor health and well-being, lower productivity and increased
sickness absence. In other words, the six Management Standards cover the
primary sources of stress at work. These are:
Demands: this includes issues such as workload, work patterns and the work
environment.
Control: how much say the person has in the way they do their work.
Support: this includes the encouragement, sponsorship and resources provided
by the organisation, line management and colleagues.
Relationships: this includes promoting positive working to avoid conflict and
dealing with unacceptable behaviour.
Role:   whether people understand their role within the organisation and whether
the organisation ensures they do not have conflicting roles.
Change: how organisational change (large or small) is managed and communicated
in the organisation.
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Demands…
…the standard should be: Staff indicate that they are able to cope with the
demands of their jobs; and systems are in place locally to respond to any
individual concerns.

Possible solutions:
Workload
●● Develop personal work plans to ensure staff know what their job
involves;
●● There could be weekly or monthly team meetings to discuss the
anticipated workload for the forthcoming week/month;
●● Make reasonable adjustments to alleviate excessive workloads;
●● Ensure sufficient resources are available for staff to be able to do
their jobs;
●● Provide training (formal or informal) to help staff prioritise, or
information on how they can seek help if they have conflicting
priorities;
●● Undertake risk assessment/survey of workloads.
Competency
●● Managers should devise a system to keep training
records up to date and to ensure employees feel competent and
comfortable in undertaking the core functions of their job;
●● Should consider implementing personal development/training plans
which help individuals to identify development/training needs/
opportunities which can then be discussed with management.
Working patterns
●● Review working hours and shift work systems – have these been
agreed with staff;
●● Consider changes to start and end times to help employees to
cope with pressures external to the organisation (e.g. child care,
poor commuting routes etc);
●● Develop a system to notify employees of unplanned tight deadlines
and any exceptional need to work long hours.
Physical environment and violence
●● Ensure risk assessments for physical hazards and risks are up to
date;
●● Assess the risk of physical violence and verbal abuse. Take steps
to deal with this in consultation with employees and others who
can help (e.g. the police, charities);
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Demands…
●● Provide training to help staff deal with and defuse difficult
situations (e.g. difficult phone calls, aggressive members of the
public).
Managers Should…
●● Allow regular breaks, especially when the work is complex or
emotionally demanding;
●● Provide realistic deadlines;
●● Provide adequate training and resources for doing the job;
●● Vary work to provide stimulation and opportunities for staff to use
their skills;
●● Attend to the physical environment – take steps to reduce
unwanted distraction, disturbance, noise levels, vibration, dust etc
where possible;
●● Assess the risk of physical violence and verbal abuse, and take
steps to deal with it.
Managers Shouldn’t…
●● Ask people to do tasks that they are not trained to do;
●● Encourage staff to take work home with them;
●● Allocate more work to a person or team;
●● Allow workers to ‘cope’ by working longer hours or missing breaks;
●● Ask young people (under 18 years of age) to take on work that may
be beyond their emotional maturity.
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Control…
…the standard should be: Staff indicate that they are able to have a
say about the way they do their work, and systems are in place locally to
respond to any individual concerns.

Possible solutions
●● Staff are consulted over their work patterns;
●● Agree systems that enable management and staff to have a say
over the way their work is organised and undertaken, e.g. through
project meetings, one-to-ones, performance reviews;
●● Hold regular discussion forums during the planning stage of
projects to talk about the anticipated output and methods of
working. Provide opportunities for discussion and input;
●● Allocate responsibility to teams rather than individuals to take
projects forward discuss and define teams at the start of a project;
 agree roles;

 agree timescales;

 agree the provision of managerial support, e.g. through
regular progress meetings.
●● Talk about the way decisions are made – is there scope for more
involvement?
●● Talk about the skills people have and if they believe they are able to
use these to good effect;
●● How else would they like to use their skills?
●● Where possible, staff have control over their pace of work;
●● Staff are encouraged to use their skills and initiative to do their
work;
●● Where possible, staff are encouraged to develop new skills to help
them undertake new and challenging pieces of work.
Managers Should…
●● Allow and encourage staff to participate in decision-making;
●● Empower people to make decisions about the way they work.
Managers Shouldn’t…
●● Monitor employees’ movements in detail (including breaks);

●● Monitor working style, unless necessary (e.g. where there are child
protection needs);
●● Ask staff to stay late.
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Support…
…the standard should be: Staff indicate that they receive adequate
information and support from their colleagues and superiors and Systems
are in place locally to respond to any individual concerns.

Possible solutions
●● The organisation should have policies and procedures to
adequately support staff;
●● Systems should be in place to enable and encourage managers to
support their staff;
●● Systems should be in place to enable and encourage staff to
support their colleagues;
●● Staff know what support is available and how and when to access
it;
●● Staff know how to access the required resources to do their job;
and
●● Staff receive regular and constructive feedback.
Other Possible Solutions
●● Hold regular one-to-one meetings to talk about any emerging
issues or pressures;
●● Hold regular liaison/team meetings to discuss unit pressures;
●● Include ‘work-related stress/emerging pressures’ as a standing
item for staff meetings and/or performance reviews;
●● Seek examples of how people would like to, or have, received
good support from managers or colleagues – can these be
adopted across the unit?
●● Ask how employees would like to access managerial support, e.g.
‘open door’ policies, or agreed times when managers are able to
discuss emerging pressures;
●● Introduce flexibility in work schedules (where possible) to enable
staff to cope with domestic commitments;
●● Develop training arrangements and refresher sessions to ensure
training and competencies are up to date and appropriate for the
core functions of their jobs;
●● Talk about ways the organisation could provide support if someone
is experiencing problems outside work;
●● Disseminate information on other areas of support (human
resources department, occupational health, trained counsellors,
charities);
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●● Offer access to counsellors.
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Support…
Managers Should…
●● Ensure staff receive sufficient training to undertake the core
functions of their job;
●● Provide constructive, supportive advice at annual appraisal;
●● Provide flexibility in work schedules, where possible;
●● Allow phased return to work after sickness absence;
●● Hold regular liaison/team meetings;
●● Provide opportunities for career development;
●● Deal sensitively with staff experiencing problems outside work.
Managers Shouldn’t…
●● Trivialise the problems of others;
●● Discriminate against people on grounds of sex, race, disability or
any other Section 75 ground.
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Relationships…
…the standard should be: Staff indicate that they are not subjected to
unacceptable behaviours, e.g. bullying at work and systems are in place
locally to respond to any individual concerns.

Possible solutions
●● Develop a written policy for dealing with unacceptable behaviour
at work – and communicate this to staff - such as a dignity at work
policy, bullying and harassment policy;
●● Agree and implement procedures to prevent, or quickly resolve,
conflict at work – and communicate this to staff;
●● Agree and implement a confidential reporting system to enable the
reporting of unacceptable behaviour;
●● Agree and implement a grievance and disciplinary procedure for
dealing with unacceptable behaviour – circulate and/or display
these;
●● Select or build teams which have the right blend of expertise and
experience for new projects;
●● Provide training to help staff deal with and defuse difficult
situations;
●● Encourage good communication and provide appropriate training
to aid skill development (e.g. listening skills, confidence building
etc);
●● Discuss how individuals work together and how they can build
positive relationships;
●● Identify ways to celebrate success (e.g. informal lunches/wash-up
meetings at the end of a project).

70

Hazards A to Z

Role…
…the standard should be: Staff indicate that they understand their role
and responsibilities and systems are in place locally to respond to any
individual concerns.

Possible solution
●● Hold team meetings to enable members to clarify their role and to
discuss any possible role conflict;
●● Display team/department targets and objectives to help clarify unit
and individual role;
●● Agree specific standards of performance for jobs and individual
tasks and review periodically;
●● Introduce personal work plans which are aligned to the outputs of
the unit;
●● Introduce or revise job descriptions to help ensure the core
functions and priorities of the post are clear;
●● Hold regular one-to-one meetings to ensure individuals are clear
about their role and know what is planned for the coming months;
●● Develop suitable induction arrangements for new staff – make sure
all members of the team understand the role and responsibilities of
the new recruit.
Managers Should…
●● Provide a clear job description;
●● Define work structures clearly, so that all team members know who
is doing what, and why;
●● Give all new members of staff a thorough induction to your
organisation;
●● Define work objectives (e.g. through a personal work plan);
●● Avoid competing demands, such as situations where it is difficult to
meet the needs of the business and the customer.
Managers Shouldn’t…
●● Make changes to the scope of someone’s job, or their
responsibilities (e.g. at promotion) without making sure that the
individual knows what is required of them, and accepts it.
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Change…
…the standard should be: Staff indicate that the organisation engages
them frequently when undergoing an organisational change; and. Systems
are in place locally to respond to any individual concerns.

Possible solutions
●● Ensure all staff are aware of why the change is happening – agree a
system for doing this;
●● Define and explain the key steps of the change. Ensure employee
consultation and support is a key element of the programme;
●● Establish a system to communicate new developments quickly;
●● Agree methods of communication (e.g. meetings, notice boards,
letters, e-mail, feedback forums etc) and frequency (e.g. weekly,
monthly);
●● Ensure staff are aware of the impact of the change on their jobs;
●● Provide a system to enable staff to comment and ask questions
before, during and after the change. Have an ‘open door’ policy to
help staff who want to talk to their managers about their concerns.
Involve staff in discussions about how jobs might be developed
and changed;
●● Review unit and individual work plans after the change to ensure
unit and individual objectives are clear.
Managers should…
●● Explain what the organisation wants to achieve and why it is
essential that the change(s) takes place;
●● Consult staff at an early stage, and throughout the change process;
●● Involve staff in the planning process so that they understand how
their work fits in.
Managers Shouldn’t…
●● Delay communicating new developments;
●● Underestimate the effects of minor changes.
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!

Resilience?

In recent years many consultants have claimed that the way to improve
productivity in the workplace is to make your staff more “resilient” to
stress and work demands. There is now an industry being developed
to promote this. However, for NIPSA the issue is not how you change
the worker to help them cope with pressure, but how you change the
workplace to remove unreasonable stress and demands.
For more information refer to the chapter on Resilience in this
section on Page 27.
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What Branch/Safety Representatives can do

Safety representatives need to intervene at the primary level. They should act to
address the causes of stress and so prevent workers developing stress-related
symptoms and illness which in turn may lead to absence, and in the worst cases,
nervous breakdown, mental illness and even suicide. See www.hazards.org/
suicide/cryingshame.htm
To do so the safety representative should ensure that:
●● The employer has an effective stress control policy in place;
●● The implementation of the policy and its effectiveness is monitored;
●● The employer is using the management standards and toolkit correctly;
●● Suitable and sufficient risk assessments are conducted, taking stress
into account as a hazard;
●● Real control measures are in place to eliminate factors that cause
stress;
●● Safety representatives are fully involved in dealing with stress-related
issues;
●● Any partnership in the stress management project is a true partnership,
and;
●● The safety committee monitors and checks the actions identified are
fully implemented.

Monitor the workplace

Safety representatives need to keep in regular contact with their members and
check that stress problems are under control. Ensure that there are suitable
procedures for members to report problems, and that any problems can be
tackled by representatives without exposing the members concerned to risk of
victimisation.
Safety representatives can survey their members using the TUC Stress MOT to
identify which stressors are the biggest problem (see www.tuc.org.uk/stressmot).
This will help to identify the areas of the workplace which most need risk
assessments Safety representatives can also use mapping techniques to identify
problems.
Safety representatives should report their concerns and those of their members
to management in writing.

Stress Policy

Safety representatives can negotiate a work-related stress prevention policy
with their employer, preferably as part of the overall health and safety policy. An
effective policy on work-related stress should:
●● Recognise that stress is a health and safety issue;
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●● Recognise that stress is about the organisation of work;
●● Be jointly developed and agreed with unions;
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●● Have commitment from the very top;
●● Guarantee a blame-free approach;
●● Apply to everyone.
The objectives of a work-related stress policy should be to:
●● Prevent stress by identifying the causes of workplace stress and
eliminating them;
●● Recognise and deal with stress-related problems through consultation,
participation and co-operative working;
●● Ensure that managers, supervisors and employees are trained to deal
with and prevent work-related stress;
Rehabilitate employees suffering stress through the provision of a suitable
wellbeing programme and independent confidential counselling.In most cases
where problems arise, instead of staff reporting the situation to facility services
or the property manager, the first thing that happens is a phone call to the local
trade union rep and/or you the Health and Safety rep. In most cases it is just a
matter of you contacting “who ever” to turn off/on the heating, increase or reduce
the ventilation etc. or report whatever the fault is. In a minority of cases however
more is required.

In Summary

The Employer can be held
liable for psychiatric illness
caused by stress at work

Offering the employee
access to counselling
services, while helpful
does not absolve
the employer

Workloads and
how employees
deal with them
must be monitored

Be careful of
long hours culture

Liability will depend on what
the employer knows or could
reasonably have known
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Checklist for Branch/
Safety Representatives

✔
●● Is there a problem with stress in your workplace?
●● Has the employer taken effective action to address this?
●● If not, have they done a risk assessment that includes stress?
●● If not, or it is inadequate – ask for one to be done
(this is a legal requirement);
●● If they have done a risk assessment, have they acted
on the findings?
●● If not – ask for a prevention plan;
●● If your employer has introduced support for people with
stress-related conditions instead of prevention measures,
insist that they use the HSENI Stress Management Standards;
●● Finally, has your Branch incorporated stress management
into its campaigning and organising strategy?
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Further Information
NIPSA Publications
The Perfect Storm. Stress at Work: A NIPSA Guide
Available to download:
http://www.nipsa.org.uk/NIPSA-in-Action/Health-and-Safety/UsefulResources/The-Perfect-Storm-br-Stress-at-Work-A-NIPSA-Guide
A Guide to Tackling Violence at Work
Available to download:
http://www.nipsa.org.uk/NIPSA/media/NIPSA/PDFs/NIA/HS/
Ref-A5_0167.pdf
A Guide to Dignity at Work
Available to download:
http://www.nipsa.org.uk/NIPSA/media/NIPSA/PDFs/NIA/Equal%20
Opportunities/Dignity_at_Work_13215_web.pdf
Domestic Violence: A Trade Union Guide
Available to download:
http://www.nipsa.org.uk/NIPSA/media/NIPSA/PDFs/NIA/Equal%20
Opportunities/A5_0150_web_1.pdf
NIPSA Spotlight Stress and Mental Health in the Workplace
Available to download:
http://www.nipsa.org.uk/NIPSA-in-Action/Health-and-Safety/
Newsletters

Publications from external organisations

Health and Safety Executive Northern Ireland (HSENI). Mental
Wellbeing. A general guide for employers on creating a working
environment that encourages mental wellbeing Available to download:
http://www.hseni.gov.uk/mental_wellbeing_guide_for_employers.pdf

Health and Safety Executive (HSE) Managing the Causes of Work
Related Stress
Available to download:
http://www.hse.gov.uk/pubns/priced/hsg218.pdf

Useful Websites

HSENI Stress Homepage
http://www.hseni.gov.uk/guidance/topics/stress.htm
HSENI Line Manage Competency Indicator Tool
http://www.hseni.gov.uk/hseni_indicatortool.pdf
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HSENI website tools and templates
http://www.hseni.gov.uk/resources.htm?srch_topic=6090
NI Direct Access to Work Scheme. Disability Employment
http://www.nidirect.gov.uk/index/information-and-services/
people-with-disabilities/employment-support/work-schemes-andprogrammes/access-to-work-practical-help-at-work.htm

Hazzards Magazine
www.hazards.org/suicide/cryingshame.htm
TUC Stress MOT
www.tuc.org.uk/stressmot
Carecall
http://www.carecallwellbeing.com
MindWise
http://www.mindwisenv.org
Public Health Agency
Are responsible for ‘Mind Your Head’ programme and ‘Lifeline’ crisis
response helpline service for Northern Ireland
Tel: 0300 555 0114 Lifeline: 0808 808 8000
Websites: w
 ww.publichealth.hscni.net
www.mindingyourhead.info
www.lifelinehelpline.info
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U

Unexpected Incidents

Legal Protections

Although Health and Safety legislation lays down a framework of minimum
standards that employers are expected to comply with, there is no protection
for an employee who leaves the workplace because she or he feels that the
standards are not being met.
The only exception to this is if staff (reasonably) feels that they are in serious
and imminent danger. In such a case staff have protection if they have taken
“appropriate steps” to protect themselves from what they have perceived as
“Serious and Imminent” danger.
In most cases we can ask the local manager to move staff from an area or to a
different building if a danger is identified.

How to resolve problems and unexpected situations
1.

As in all cases the first step is to establish exactly what the situation is,
or what has happened to cause the problem, how long has there been a
problem and has anyone been contacted to try and resolve the issue.

2.

Once you have the information then an approach can be made to local
management to determine how long the situation is likely to continue, what,
if any, safeguards have been put in place to reduce risks to staff and what
management propose to resolve the issue.

3.

Early communication is vital and can be done by phone, email or letter, but
keep a record of all communications sent and all replies. Make sure that
you are kept up to date with the progress of things.

4.

Consider any agreements already in place i.e. temperatures of under 16° c.
Are the management’s proposals in line with such agreements?

5.

Consider whether the proposals made are reasonable. i.e. blocking
off a window for 2 or 3 days because the glass is broken would not be
unreasonable, but having to go out of the building to use a public toilet for
2 or 3 weeks would not be reasonable at all.

6.

If the proposals are not reasonable, how do you address the issue? Do you
attempt to negotiate an improved solution? Do you ask for intervention
from the TU Side office through the Health and Safety Committees? Do
you go to the local enforcing authorities for advice or support? Different
circumstances require different approaches to achieve the result you want.

7.

Even if the proposals are reasonable for the majority of staff, there may be
staff in that location that requires alternative arrangements due to particular
health problems or a disability.

8.

Discuss the proposals with the staff involved to determine if this is the
case.
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Information for Specific issues.
Disruption of fire alarm systems.

Even a temporary disruption of the fire alarm system can have significant
implications for staff, though these may not be appreciated by management.
Having a suitable system to raise the alarm throughout a building is a requirement
of the Fire Safety (NI) Regulations 2010.
It should also be addressed as part of the risk assessment process (as noted
previously under the section on Fire).
In considering alternative practices, bear in mind:
●● Many fire alarm systems not only raise an alarm but also incorporate
automatic fire detection systems, especially in areas where staff do
not normally operate (store rooms and such). If this is the case then an
alternative system must be in place to cover these areas e.g. a roving
security patrol could insure that these areas are visited on a regular
basis to detect any fire quickly;
●● Alarm systems would normally have a back up battery system, in case
the main power supply is damaged by the fire. Therefore any alternative
arrangement should also consider secondary power system. E.g. using
a telephone system to warn of a fire would probably not be acceptable
as telephone cabling and equipment is easily damaged by heat and a
small amount of damage can knock out the complete system;
●● All staff and visitors within a building must know what the fire alarm
system sounds like and what to do if they discover a fire or if they
hear the alarm. All this information has to go out about any alternative
system;
●● Any alternative system also has to cover all periods of occupation of
the building, but a system which is adequate during the main part of
the day may not be adequate for early starts, late evening or overtime
situations;
●● There may be additional systems for certain members of staff with
disabilities e.g. light alarms for those with hearing difficulties, so any
alternative system must also meet all the users requirements;
●● Whatever system is put in place management should also arrange a full
fire drill to test the new system to ensure that it works.

Disruption to Water Supplies

The Workplace (Health, Safety & Welfare) Regulations (N.I.) 1993 require: “Suitable
and sufficient sanitary conveniences…at readily accessible places.” (Reg. 20);
“suitable and sufficient washing facilities…at readily accessible places.” (Reg.
21); and “An adequate supply of wholesome drinking water…. Readily accessible
at suitable places;” (Reg. 22)
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In terms of toilet and hand washing facilities, the Approved Code of Practice
(ACoP) states that “The facilities do not have to be within the workplace but
they should, if possible, be within the building. The use of public facilities is only
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acceptable as a last resort, where no other arrangement is possible.”
The ACoP also requires washing stations to have “running hot and cold or warm
water”.
In considering proposals on water supply, consider the following:
●● What impact has the disruption, what has caused it; how likely is it to
last; what effect will the disruption have on the supply of water. E.g.
Some buildings have large water storage tanks, which may be able to
supply sanitary operating for a short period with out mains water, while
at the opposite end we have Belfast Area Office which requires even
the mains water to be pumped to the storage tanks on the roof, so even
if there is no problem with the supply if one of the pumps breaks down
the building loses its water supply in a very short space of time;
●● Drinking water should be readily available within the workplace, if
the water supply is disrupted for even relatively short periods of time
consideration should be given to supplying bottled water to offices.
●● Any alternatives for toilet facilities should be agreed beforehand, staff
should not have to “sneak” into other building, pubs etc. management
should make the arrangement beforehand. Also remember if using
pubs, some staff may have ethical, moral or religious against entering
licensed premises. Always check with the staff affected to ensure all
staff are catered for.
If toilet facilities are going to be unavailable for any length of time,
consideration should be given to supplying temporary portable toilets.
Remember some staff may have medical or other conditions which
require more regular access to toilet facilities, which may require
alternative arrangements;
●● If the arrangement is that staff use another building, remember that the
ACoP specifies that “everyone at work has access to toilet facilities
without any undue delay” even with the increased usage of two
different groups of staff.

Inadequate or excessive temperatures.

The Workplace (Health, Safety and Welfare) regulations (N.I.) 1993, states, that
employers must maintain a “reasonable” temperature at all times.
Temperatures of under 16° c for more than two hours are regarded as not
being reasonable and management should consider moving staff to alternative
locations.
There is no figure given for a maximum working temperature or any specific
timescale, however this does not take the onus off the employer to respond to
excessive workplace temperatures.
Thermal comfort is dependent on far more than just the temperature; air movement,
air quality, humidity all have an effect. Draughts make staff feel colder than they
would be at the same temperature with little or no air movement. Similarly, people
can withstand higher temperatures where there is good air movement rather than
a still and humid atmosphere.
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If staff are uncomfortably hot or cold, managers should consider extra breaks to
allow staff to get extra hot or cold drinks, or to let them warm up, or cool down
in another area. They should also consider the provision of additional heating or
cooling elements as required.
Anyone with particular health problems which are specifically aggravated by the
excess heat or cold should be allowed to either move to another workplace with
a more reasonable temperature, or go home if the above isn’t possible.
Particularly where excessive heat is the problem, it may be possible to consider
relaxing flexitime core periods to work earlier or later with longer lunch breaks.
Home working may be a possibility in some posts, however temperatures at
home may be no better than in the workplace.
It should also be borne in mind that some staff may not be able to take up the
alternative arrangements due to caring, transport or other commitments.

Making good underlying problems.

Once the immediate situation has been brought under control, it is important that
any underlying system failure is resolved. For example, a boiler that is always
breaking down, or radiators that can’t work because they are damaged, should
be assessed to find out what repairs, replacements are required to improve the
reliability of the system; or if it is an excess of heat which is the problem, a clear
procedural agreement may resolve future problems more easily and quickly.
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V

Violence and Abuse at Work

What is Violence and Abuse at Work?

According to the Health and Safety Executive for Northern Ireland, the definition is:
“Any incident, in which a person is abused, threatened or assaulted in
circumstances arising out of the course of their employment”.
Examples:
●● Threatening behaviour including bullying, intimidation, psychological
abuse, ostracism, harassment, inappropriate use of social media and/or
telecommunication (cyber bullying) and threats with weapons.
●● Verbal abuse: the use of inappropriate words or behaviour causing
distress including shouting, swearing or insults with racial or sexual
intent.
●● Physical violence: “the intentional application of force to another
person without lawful justification, resulting in physical injury or
personal emotional discomfort”. It also includes slapping, punching,
nipping, biting, kicking, spitting, butting, stamping or sexualised abuse.
It may also include the more extreme forms of violence using weapons
that are not just restricted to sharp implements, chemicals and firearms.

Who is at Risk?

People who deal directly with members of the public may face aggressive or
violent behaviour and unfortunately it is becoming an all too common occurrence.
A number of studies carried out in recent years have suggested that frontline staff
– especially those working in the Health and Social Care Sector – are at greatest
risk of such abuse and violence with lone workers especially being particularly
vulnerable.

Jobs that involve Greater Risk:

●● Anyone who handles/collects money;
●● Health care workers;
●● People who provide advice or information;
●● Working with people with challenging behaviours;
●● Dealing with complaints;
●● People with the power to act against the public such as inspecting
premises and enforcing legislation;
●● Lone Workers.

Why do Attacks Happen?

In some cases individuals hold the belief that they pay the wages of public sector
workers through the taxation system and this in itself gives them the right to abuse
staff. Sometimes attacks happen because someone doesn’t get the answer they
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expected or weren’t attended to in a timely manner and their frustration and
anxiety simply boils over. Sometimes people feel they can assault someone
because they know the public sector worker will just accept it as part and parcel
of the job and they will get their problem sorted quicker.

Contributory Factors

People who are lone workers – certain Health and Social Care staff, Housing
officials, Social Security Fraud Investigators etc. – working in client’s homes or
in physically isolated units or when there are very few other employees around.
Working under pressure generated by the Government’s austerity meausres,
which has resulted in increased workloads, staff shortages and the absence of
alternative client support mechanisms.
Having to cope with angry, frustrated and distressed patients and relatives in an
isolated emergency unit late at night.
According to a TUC survey conducted in February 2016, one in eight people have
experienced violence at work. Working with a sample base of 1642 individuals
and then extrapolating that to include the number of people in work at that
time across the UK (31 million) that means that almost 4 million of them have
experienced violence at work at some point in their career.
There is still a reluctance on the part of some employers and some employees to
acknowledge attacks by “looked after people” – children, the elderly and people
with learning difficulties as there are in some instances perceptions that these
types of assault are just part and parcel of the job and have to be tolerated.

The impact on individuals
●● Stress;

●● Physical harm;
●● Fear of going to work;
●● Irritability;
●● Insomnia;
●● Feelings of powerlessness;
●● Loss of confidence;
●● Tension;
●● Post traumatic stress disorder;
●● Depression, anxiety;
●● Agoraphobia;
●● Thought of self-harm and guilt.
Effects can also lead to physical symptoms such as alopecia, asthma, eczema,
enuresis and psoriasis with adverse effects on social relationships and ability to
continue working.
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The impact on organisations

●● Increased absenteeism – employees hurt, afraid or stressed;
●● Reduced productivity and performance;
●● Work disrupted and delayed;
●● Loss of investment in the training and experience as more staff may
leave due to the stresses in work.;
●● Difficulty in recruiting and retaining staff;
●● Cost of legal representation and compensation of workers where
applicable.;
●● Higher insurance premiums;
●● Penalties regarding non compliance of health and safety legislation;
●● Bad publicity and poor image;
●● Low morale amongst staff.

The Law on Violence and Abuse at Work

Health and Safety law applies to risks from violence just as it does to other risks
from work. The main pieces of relevant legislation are:
Health and Safety at Work (NI) Order 1978 (The Order) (Amended 1998)
The Health and Safety at Work (NI) Order 1978 places a legal duty on employers
to ensure, so far as it reasonably practicable, the health, safety and welfare at
work of their employees.
This means employees should work in a healthy and safe environment and that
their welfare is considered in any work activity. Under the Order an employer has
an obligation to ensure any potential risk of violence is eliminated or controlled.
Management of Health and Safety at Work Regulations (NI) 2000
Under the Management Regulations 2000, employers must consider the risks to
employees (including the risk of reasonably foreseeable violence); decide how
significant these risks are; decide what to do to prevent or control the risks;
and develop a clear management plan to achieve this. Under the Management
Regulations, employers are required to lay down procedures for workers in the
event of “serious and imminent danger” to stop work and immediately proceed
to a place of safety.
Safety Representatives and Safety Committees Regulations (NI) 1979
The Safety Representatives and Safety Committees Regulations (NI) 1979 require
employers to inform and consult employees in good time on matters relating to
their health and safety.
Safety reps may investigate any issues of concern under these regulations on any
aspect of violence that concerns the health and safety of employees, including
stress from the fear of violence.
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Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(NI) 1997 (RIDDOR)
Under RIDDOR, employers must notify their enforcing authority in the event of an
accident at work to any employee resulting in death, major injury, on incapacity
for normal work for three or more days. This includes any act of physical violence
done to a person by a member of the public or a member of staff.
Offences against the Persons Act 1861
In Northern Ireland, assaults on public servants would most likely come under
one of the following categories of the 1861 Offences against the Persons Act:
ff Common assault;
ff Assault occasioning actual bodily harm;
ff Unlawful wounding/inflicting grievous bodily harm (proof of
intent not necessary);
ff Wounding/causing grievous bodily harm with intent.

Protection from Harassment (Northern Ireland) Order 1997
The Protection from Harassment (Northern Ireland) Order 1997 can also be used
to deal with cases of harassment, stalking, fear of violence, stalking involving fear
of violence, breach of civil injunction, breach of restraining order, under criminal
law.
Where harassment involves physical contact or threat of it, it may be appropriate
to take civil or criminal action, e.g. for assault, indecent assault or rape. Under
the Criminal Justice (Northern Ireland) Order 2008 people who intentionally harass
may be guilty of an offence and may face criminal charges.
The Malicious Communications (NI) Order 1988
Provides that a person commits an offence if he/she sends to another person
a letter (or any other article, e.g. e-mail) which conveys a message which is:
indecent or grossly offensive, a threat, or information which is false and causes
distress or anxiety to the recipient.
The Public Interest Disclosure (NI) Order 1998
Makes provision for a person (e.g. employee) to make a protected disclosure on
the grounds that a person (e.g. employer) has failed, is failing or is likely to fail
with any legal obligation to which s/he is subject, or that the health and safety
of any individual has been or is being or is likely to be endangered. Such a
disclosure must be made for example to his/her employer in the genuine belief
that it is substantially true and as such it is made in good faith.

Tackling Violence and Abuse at Work
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What should employers do?
Whatever the cause of violence, the employer has a duty under health and safety
law to protect your health, safety and welfare while you are at work. This means
that they must assess threats to their staff and work out how they will eliminate
or minimise them. All employers must have proper systems for managing health
and safety, and these should cover threats of violence just as they should any
dangerous chemicals on their premises. Some violent incidents cannot be
predicted but many are foreseeable. Employers have a responsibility to identify
these and seek to prevent them.
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NIPSA believes employers should develop safe systems of working through
practical policies which include:
●● Investigations of risk areas and groups;
●● Proper reporting procedures;
●● Creation of safer workplaces (which may include increasing staffing
levels);
●● Information and training for all workers at risk;
●● Checking the relevance of training and any training gaps;
●● Counselling and support for the victim and their colleagues;
●● Effective monitoring.

Further Information

The Health and Safety Executive (GB) has published guidance explaining
how employers should tackle violence at work, including guidance for
particular sectors. Essentially this follows the well established process of
risk assessment, followed by the introduction of prevention and control
measures and regular review. Safety reps should be involved at every stage
of this process. The Guide can be accessed online at www.hse.gov.uk/
pubns/indg69.pdfhttp://www.hseni.gov.uk/hseni_indicatortool.pdf

What members can do

Raise the issue with your employer
Do not wait for a violent incident to occur. Raise the issue of violence at work with
your employer. Bring this information to their attention.
Ask for a risk assessment
Ask for a copy of your employer’s risk assessment. By law all employers must
carry out a workplace risk assessment, which should include assessing the risk
of violence. The next step, having identified whether or not there is a problem, is
to implement the prevention strategy. If there is a risk, ask your employer what he
or she is going to do to protect you.
Raise with your union rep
Speak to your union rep who will be able to advise you on the best way to get
your employer to take your concerns seriously. NIPSA takes violence at work, in
all its forms, very seriously, has wide experience in dealing with the issue, and
access to a number of areas for support.
Keep a record and report
If you are subject to physical attack or verbal abuse at work, however ‘minor’,
report it to your manager or supervisor – preferably in writing. Even if you do
not make a written report keep a note for yourself setting down the nature of
the incident, who you reported it to and whether action was taken. This will be
important later if you want to convince your employers that there is a pattern
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of violence at your workplace or, if it comes to the worst, that an attack means
that you have to go to court either to get compensation or to act as a witness in
criminal proceedings.

What Health and Safety Reps can do

Health and Safety Reps have an important role in how health and safety is
managed in the workplace. When the employer is drawing up a health and safety
policy Health and Safety Reps should be invited to negotiate on the content of
that document and also in the generic protective and preventative measures.
The Health and Safety Rep can negotiate amendments to the generic document
to address specific risks associated with their individual workplace. The Health
and Safety Rep will also look at high risk groups for example lone workers and
workers who carry out duties outside of their workplace. Health and Safety Reps
are better placed to identify risks which are specific to their work area and would
not be clearly identified in the overarching protective and preventative measures
document. Health and safety reps should be informed by their employer of any
incidences of unacceptable behaviour and what measures have been taken to try
to prevent further occurrences. As a Health and safety rep you can then have all
the information required to advise if the measures put in place are adequate or
if they need to be looked at again. Local health and safety committee agendas
should include unacceptable customer behaviour.
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Union reps’ checklist on tackling violence

The following checklist can be used by union reps and safety reps, in
conjunction with HSE guidance, when tackling violence at work.

Recognising the problem

✔

●● Does the employer agree that there is a violence problem?
●● Does the employer recognise that it is a health and
safety issue rather than a security problem?
●● Is the employer aware of, and acting upon the
guidance provided in HSE and other relevant publications?
●● Has the employer consulted safety representatives
on how this guidance applies in the workplace?

Monitoring the problem: Risk assessment Step 1
●● Has the employer introduced a reporting
form system specifically for violent incidents?
●● Do employees, including agency staff and
part-timers know about the scheme?
●● Are staff encouraged to report all violent incidents
including incidents of verbal abuse and threats?
●● Are supplies of report forms readily available to staff?
●● Are the results of monitoring used to check the
effectiveness of the employer’s policy?

Deciding what to do: Risk assessment Step 2
●● Does the employer consult safety reps to seek
possible solutions to the problem?

●● As part of the consultation, are the returns from the
report form system reviewed and classified?
●● Has the employer consulted any outside experts
(such as a security consultant, the local police crime
prevention officer, victim support etc.)?
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●● If so, were safety representatives involved in the discussion?
●● Preventive measures
●● Are all preventive measures based upon local risk assessment?
●● Is there anything that can be done to increase physical
security of car parks, grounds, etc. to restrict access
to buildings, and provide refuges for staff?
●● Are panic buttons fitted? If so, do they work?
Is there a reliable procedure for responding to them quickly?
●● Are personal attack alarms provided? Is it clear that they
are not in themselves a complete solution to the problem
of violence?
●● Are specialist security staff employed? If so, are they properly
trained and vetted? If not, who is responsible for security
matters, such as dealing with intruders? Are they given specialist
training? Are they provided with personal protective equipment?
●● Is there a policy or procedure for home visits?
●● Is there a system for passing on information about potential
incidents, or about clients, including new clients for new staff?
●● Has attention been given to rooms or areas used by the
public/clients to make sure they are suitable, do not
create tension, or leave staff trapped if an incident arises?
●● Have measures been taken to prevent staff working in
isolated buildings, offices or other work areas on or off site?
●● Have arrangements been made for lone workers and
staff working in the community?
●● Does the employer take account of the risk of violence
when setting staffing levels, altering working hours or shifts?
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procedures for dealing with violence?
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●● Is that training suitable and appropriate?
●● Does it make clear that staff should not put themselves
at risk to protect cash or property?
●● Does the employer make sure that junior or
inexperienced staff are not left to cope alone?
●● Does the employer have a ‘client/patient care’ programme?
If so, does it avoid a one-sided ‘client is always right’ approach?
●● Does the employer give sympathetic support to staff who
encounter awkward, aggressive or abusive clients?
●● If name badges are worn has the risk of violence been
taken into account?
●● Where the risk assessment shows that wearing name
badges is necessary are forenames only used on the badges?
●● Are there detailed procedures for dealing with cash
handling and banking?
●● Does the employer provide sympathetic support to victims of
violence (for example access to counselling, time off to recover,
awareness of psychological effects, etc.)?
●● Implementing the policy
●● Does the employer include procedures for dealing
with violence in their written safety policy?
●● Does responsibility for implementing the violence policy
lie with a named senior manager?
●● Are all safety reps provided with a copy?
●● Is the policy regularly reviewed and updated
in consultation with safety reps?
●● Are safety reps checking that the policy works
and is being followed properly?
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Further Information

Health and Safety Executive Northern Ireland
83 Ladas Drive, Belfast. BT6 9FR
Tel: 028 90243249
Email: mail@hseni.gov.uk
Web: www.hseni.gov.uk
Health and Safety Executive
Redgrave Court, Merton Road, Bootie, Merseyside. L20 7HS
Tel: 0151 951 4000
Web: www.hse.gov.uk
Victim Support Northern Ireland
70/74 Ann Street, Belfast. BT1 4EH
Tel: 028 0924 3133
Email: belfast@victimsupportni.org.uk
Web: www.victimsupportni.co.uk
Suzy Lamplugh Trust
National Centre for Personal Safety, 218 Strand, London. WC2R 1AT
Tel: 020 7091 0014
Web: www.suzylamplugh.org
Criminal Injuries Compensation Agency Northern Ireland
6th floor, Millennium House, 25 Great Victoria Street, Belfast. BT2 7AQ
Tel: 0300 200 7887
Web: www.dojni.gov.uk/index/compensation-agency
TUC
Congress House, Great Russell Street, London. WC1B 3LS
Tel: 020 7636 4030
Web: www.tuc.org.uk
Hazards,
PO Box 4042, Sheffield. S8 2DG,
Tel: 0114 201 4265
Web: www.hazards.org
Labour Research Department
78 Blackfriars Road , London. SE1 8HF
Tel: 020 7928 3649
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Web: www.lrd.org.uk
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Control of Substances Hazardous to Health
(COSHH) (NI) 2003
The Control of Substances Hazardous to Health (Northern Ireland) Regulations
2003 (COSHH) cover the control of risks from harmful chemicals and other
dangerous substances, including biological agents. The regulations apply to:
●● Chemical substances such as paints, cleaning materials, metals,
pesticides and insecticides;
●● Biological agents such as pathogens or cell cultures;
●● Carcinogens (cancer-causing substances);
●● Substances that have been assigned workplace exposure limits;
and
●● Dusts.
They cover toxic, harmful, corrosive and irritant substances and they prohibit the
use of several very dangerous substances for certain purposes (listed in Schedule
2 of the regulations).
They do not apply to asbestos or lead. There are separate regulations to deal
with these hazards.
A key requirement under COSHH is the duty to carry out risk assessments.
Regulation 6:

says employers should not carry out work that is liable
to expose employees to any substances hazardous to
health unless they have made a suitable and sufficient
assessment of the risks. All employers must carry out a
risk assessment, record any significant findings and review
the assessment regularly. Under the regulations, the risk
assessment must consider a specific list of items including
the hazardous properties of the substance, information
provided in safety data sheets, and any workplace exposure
limit (WEL).

Regulation 7:

sets out what an employer must do once a potential risk
to health has been identified. Employers must ensure that
the exposure of workers is either prevented or adequately
controlled, by working through a hierarchy of measures.
The emphasis is on prevention. Employers who fail to
consider firstly whether exposure can be prevented are in
breach of the regulations. The best way to comply with this
requirement is to completely eliminate the use or production
of substances hazardous to health in the workplace.
The regulations list the control measures to be applied in
order of priority, where elimination or substitution is not
possible.
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These are:
ff The design and use of appropriate work processes,
systems and engineering controls and the provision
and use of suitable work equipment and materials;
ff The control of exposure at source, including
adequate ventilation systems and appropriate
organisational measures;

Regulation 7:

ff Lastly, and only if adequate control cannot be
achieved by other means, the supply of suitable
personal protective equipment.
imposes an absolute duty on employers to prevent
exposure to hazardous substances, as the Court of
Appeal’s decision in the case of (Naylor v Volex Group plc
(2003) EWCA Civ222) demonstrated.
The ruling confirmed that the duty to control exposure
is absolute. Employers cannot argue that it is not
“reasonably practicable” to introduce control measures.
The qualification of “reasonable practicability” refers only
to prevention and not to the secondary duty of adequate
control.

Regulation 8:

Employers must ensure that they any control measures or
personal protective equipment (PPE) are used properly and
that the employees make full and proper use of any control
measures or PPE provided.

Regulation 9:

Employers must keep control measures in good working
order and repair and ensure that regular tests and
examinations of equipment are carried out and appropriate
records kept.

Regulation 10:

requires employers to monitor exposure to hazardous
substances in particular circumstances. Records must be
kept of personal exposures for at least 40 years, and in
other cases for at least five years.

Regulation 11:

requires a Health surveillance where employees have been
exposed to one of the substances listed in Schedule 6 of
the regulations, or where:
ff The exposure of employees is such that an 		
identifiable disease or adverse health effect may be
related to the exposure;
ff There is a reasonable likelihood that the disease 		
or effect may occur under the particular conditions
of work; and
ff There are valid techniques for detecting indications
of the disease or the effect.
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More information: HSE guidance, Understanding health surveillance at work:
www.hse.gov.uk/pubns/indg304.pdf.
Regulation 12:

employees must be given sufficient information, instruction
and training about the risks involved and the precautions
that should be taken. They are also entitled to see the
results of environmental monitoring and the collective
results of any health surveillance.

Regulation 13:

requires employers to deal with accidents, incidents and
emergencies. Emergency procedures may be triggered by
a serious fire, spillage or flood of corrosive agent liable to
make contact with skin; a failure to contain biological or
carcinogenic agents; or an acute process failure that could
lead to a sudden release of chemicals. There are additional
controls set out in the regulations for work with carcinogens
(cancer-causing substances) and biological agents.
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Display Screen Equipment Regulations (NI) 1992
The DSE Regulations implement the requirements of the European Directive on
minimum Health and Safety requirements for work with display screen equipment.
They were updated in 2002 and HSE issued new guidance at that time.
Regulation 1:

Contains several important definitions:
“display screen equipment” means any alphanumeric or
graphic display screen, regardless of the display process
involved.
The regulations therefore do not only apply to VDU screens
but to microfiche, CCTV etc. also. Certain other types of
DSE are specifically excluded from the regulations:
ff DSE in drivers cabs or control cabins for vehicles
or machinery;
ff DSE on board a means of transport;
ff DSE intended for public operation (mainly);
ff Portable systems not in prolonged use;
ff Calculators, cash registers and other equipment 		
having a small display required for the use of the
equipment;
ff Window typewriters
(showing only a few lines of text).
However, even though excluded from the DSE regs,
employers still have the general duty to risk assess these
equipments and ensure they are safe to use. With portable
systems the phrase “not in prolonged use” is extremely
important.
“User” or “operator” a member of staff who “habitually uses
DSE as a significant part of his normal work”.
Only users and operators, as defined, are covered by the
majority of the regulations, so it is important to ensure that
the terms are understood.

Regulation 2:

Requires employers to carry out a “suitable and sufficient
analysis” of all workstations provided for use by users or
operators – in other words, a risk assessment. The principal
risks to be looked at for DSE work are defined as:
ff Physical (musculoskeletal) problems;
ff Visual fatigue; and
ff Mental stress.
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The assessment must be reviewed when circumstances
change.
Identified risks must be reduced to the lowest reasonably
practicable extent. Where users are required to work at
home, whether or not the employer supplies the workstation
in whole or in part, an assessment must be carried out.

Shared Workstations

Where users share workstations, such as in “Hot Desking” (as proposed under
modernising services), the guidance requires the workstation to be analysed and
assessed for all of those that use it. It is particularly important that equipment
such as chairs, document holders etc. provided to meet the needs of a specific
user are readily available to that user at whichever workstation they are using.
Regulation 3:

Requires that all DSE workstations must meet the
Schedule of Minimum Requirements. This strengthens
the original regulations which only applied the schedule to
those workstations to be used by users or operators. The
schedule covers display screens, keyboards, work desks
and chairs, it also covers environmental factors including
space, lighting, heat, noise and humidity. It also applies
rules to the interface between software and users.

Regulation 4:

Requires that employers ensure that users get periodic
breaks or changes in activity away from the DSE. Normally
this would entail approximately ten minutes in any one hour
period.
Ideally this should be achieved through job design, so that
changes of activity and posture occur naturally. Where this
is not possible, deliberate breaks must be introduced.
The aim of such changes in routine is to avoid risks of
postural fatigue. Breaks should occur before the onset of
fatigue. And, if formal breaks, should be short and frequent
rather than long traditional “tea break” style. It is better for
users to be able to take breaks as they feel the need, rather
than having a set pattern.
Management should ensure, through management and
supervision that adequate breaks are being taken.

Regulation 5:

Concerns the provision of eye and eyesight tests and
payment for some types of corrective appliance (glasses).
All new users and anyone who was a user at 1st January
1993 are entitled to ask for an eye and eyesight test under
this regulation. This must be provided free of charge,
making use of a “competent person”. In effect, this means
a sight test by a suitably qualified medical practitioner or
ophthalmic optician.
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Regulation 7:

Requires the employer to provide all users with adequate
training on the workstation. This should include how to
arrange the workstation safely and suitably and what to do
if the user develops any work related health problems.

Regulation 8:

Requires employers to provide information to users and
operators on risks identified by the assessments, steps
taken to reduce the risks, and, where appropriate, the
systems for breaks and for eyesight tests
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Health & Safety at Work (NI) Order 1978
(The Order) (Amended 1998)
This is the Primary or Enabling legislation.
●● It outlines general duties on;
●● Employers and people in charge of premises to their employees/users;
●● Duties in respect of other users and visitors to their premises;
●● Employee’s duties;
●● It establishes the framework for all subsequent health and safety
Regulations, ACoPs and Guidance notes.
It should be noted that The Order and subsequent Regulations are legal
requirements and employers can be prosecuted for not complying, however,
ACoPs and Guidance Notes are not legally binding, i.e. an Approved Code of
Practice (ACoP) gives practical advice on how to comply with The Order. However
management may use alternative methods, but in any future investigation they
may be required to prove that their practice or procedure is as good as the ACoP.
The Order was amended in Northern Ireland in 1998 to provide for the establishment
of the Health and Safety Executive for Northern Ireland (HSENI) as an advisory
and enforcement authority.
It lays out the systems for enforcing The Order, including the penalties for breaches
of law.
The Order is in four parts:

Part 1

covers Interpretation/Definition of terms used.

Part 2

places duties on both employers and employees in terms of their obligations
to each other, and anyone who may be affected by their working activities and
practices.
The general duty is “as far as reasonably practicable” to protect the Health,
Safety and Welfare of employees. Case law has shown that in this instance the
term “health” also covers mental as well as physical well-being.
This is broken down into specific areas requiring:

Employers to Employees:

●● Providing properly maintained, safe plant, equipment and safe systems
of work.
●● Preparing a written Health and Safety Policy statement and making
arrangements for putting such a policy in practice, ensuring that the
policy is kept up to date and that all employees are made aware of any
changes or revisions.
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●● Ensuring staff receive adequate and sufficient information, instruction,
training and supervision so that they are, as far as reasonably
practicable, safe in carrying out their work.
●● Maintaining a safe place of work and safe access and egress to and
from it.
●● Maintaining the working environment in a safe and healthy condition
with adequate welfare facilities.

Employer to Others:

These duties are to anyone who may be affected by the employers activities, but
who are not directly employed by the employer. This would include:
9.

The General Public,

10. Visitors to the employers premises, and
11. Others who may have a legitimate reason to be in or about the employers
work locations.
The duty implies that the employer must exercise reasonable forethought in
protecting such people from hazards or potential hazards which the employer
would reasonably have more knowledge about than they would.

Employees duties to their employers, fellow employees and
others:

Taking reasonable care of the health, safety and welfare of themselves and others
who may be affected by their actions or inactions at work.
To comply with any arrangements, reasonable requests and agreed procedures,
made by the employer for their benefit or that of others and to co-operate with the
employer in conforming to any health and safety obligations that their employer
is subject.
Ensuring that they do not interfere or misuse anything which has been provided
by the employer to specifically meet the requirements of any health and safety
statute or regulation.

The Health and Safety Executive for Northern Ireland

Article 12 of the principal Order establishes the Health and Safety Executive for
Northern Ireland.
This is the statutory body responsible for co-ordinating standards of legal
enforcement. It also works closely with the District Councils. The division of the
enforcement responsibilities between HSENI and the District Councils is detailed
as follows:
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HSENI

●● Factories;
●● Building sites;
●● Farms;
●● Motor vehicle repairs;
●● Mines and quarries;
●● Chemical plants;
●● Schools and universities;
●● Leisure and entertainment facilities (owned by District Councils);
●● Fairgrounds;
●● Hospitals and nursing homes;
●● District Councils;

●● Fire and police;
●● Government departments;
●● Railways;
●● Any other workplaces not listed under District Councils.

District Councils
●● Offices;

●● Retail and wholesale shops;
●● Tyre and exhaust fitters;
●● Restaurants, take away food shops, mobile snack bars and catering
services;
●● Hotels, guests houses residential homes, etc;
●● Wholesale and retail warehouses;
●● Leisure and entertainment facilities (privately owned);
●● Exhibitions;
●● Religious activities;
●● Undertakers;
●● The practice or presentation of the arts, sports, games entertainment or
other cultural or recreational activities;
●● Therapeutic and beauty services;
●● Animal care;
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Enforcing the law on Health and Safety at work.

Article 16 and 22 give inspectors wide ranging powers to enter premises, take
samples, dismantle and test articles, receive information from people, copy
documents and inspect registers.
Where the inspector believes a situation involves a risk of serious personal injury
arising from any activities (either actual or planned), they can issue a Prohibition
Notice. (article 24)
She/he can direct that the activities to which the notice relates are no longer
carried out unless remedied. Such direction takes immediate effect if the inspector
believes that the risk of personal injury is imminent, otherwise it will take effect at
the end of a period specified on the notice.
It should be noted that a Prohibition Notice does not require any actual breach of
the law and it can take immediate effect.
Where inspectors believe that a person has breached a relevant statutory
provision and will continue to do so, or will repeat the offence they will issue an,
Improvement Notice. (article 23)
The notice specifies the breached provision and stipulates a period within the
breach must be remedied (normally 21 days). HSE policy is for inspectors to
give employers written notice of an intention to issue an Improvement Notice.
(minimum period of notice is 2 weeks). If the employer does not challenge this,
the notice is issued.
The employer then has a further period (normally 2 weeks) to appeal against the
notice to a tribunal.

Article 31–39

Provide other provisions covering prosecution provisions
for enforcing Health and Safety Law and covers penalties.

Part 3

Sets up the Employment Medical Advisory Service and amends the Factories
Act (Northern Ireland) 1965. (It removes the need to appoint a factory doctor).

Part 4

Miscellaneous and General including Schedule 3
Subject matter of Health & Safety Regulations
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Management of Health and Safety at
Work Regulations (NI) 2000 (Amended 2003 and 2006)
These regulations implement the European Union’s “Framework Directive”
and expand on the general duties to manage health & safety in the Health and
Safety at Work Order (NI) 1978.
Regulation 1:

Cover, Introduction and Definitions.

Regulation 2:

Disapplication for “Occasional or Short Term Workers”.

Regulation 3:

The employer shall carry out a “General Risk Assessment”.
(a) A regular review of risk assessments
(b) Extra provisions for the assessment regarding 		
“Young People”
(c) If 5 or more employees all findings shall be 		
recorded in writing.

Regulation 4:

Principles of prevention.

Regulation 5:

Health & Safety arrangements.

Regulation 6:

Health Surveillance.
The employer will ensure that every employee is provided
with appropriate health surveillance, having regard to the
identified risks.

Regulation 7:

Health and Safety Assistance. Every employer shall employ
one or more “Competent Persons” to advise and assist the
employer to comply.
Definition of the term “Competent” is not given but the
regulation does indicate a person qualified in Health and
Safety, or experienced and with adequate knowledge etc.
The definition of a “competent person is not clear but a
National Examination Board in Occupational Safety and
Health (NEBOSH) Certificate standard would be looked on
as a minimum.
The head of the unit sits on all the Health and Safety
Management Committees and also chairs the Health and
Safety Central Committee. This unit produces Health and
Safety policy, carries out Health and Safety Audits, H &
S training (to a small degree), advises on the health and
safety policies and procedures and carries out reviews
of the PPP’s when legislation changes, they will provide
advice on Health and Safety from divisional down to section
managers.

Regulation 8:

Procedure for Serious and Imminent Danger to persons at
work.
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(a) Establish and, where necessary, give effect to, 		
appropriate procedures to follow;
(b) Nominate sufficient competent persons.
Procedures shall;
(a) Require persons exposed to a hazard to be		
informed as to the nature of the hazard and 		
the steps being taken to protect them;
(b) Enable a person to stop work in certain 			
circumstances;

Regulation 9:

(c) Prevents the persons concerned from returning 		
to the area where a hazard exists except in 		
exceptional circumstances.
Regarding Contacts with External Services.
This includes procedures for employees to follow in
securing assistance from the Fire and Rescue Service and
other emergency services.

Regulation 10:

Regulation 11:

Requires that management provide their staff with
“comprehensible and relevant information” on:
ff The risks to their health and safety identified under
any risk assessment carried out;
ff Preventative and protection measures;
ff Procedures for serious and imminent danger;
ff People appointed to take charge for such 		
procedures;
ff Any risks notified to them by other employers in the
same premises.
Co-operation and Co-ordination.
Concerns the sharing of workplaces between two or more
employers, including on a temporary basis.

Regulation 12:

Similar to Regulation 11 but applies to employees of
another employer working within our premises.

Regulation 13:

Capabilities and training
Requires management take account of an individual’s
capabilities and training when allotting duties, to ensure that
the demands of a job do not exceed the employees ability
to do that job safely.
Management is also required to provide adequate health
and safety training;
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(b) When risks change due to the introduction of new
equipment or procedures;
(c) Periodically (not defined)
Such training must be carried out during normal working hours.
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Regulation 14:

Expands the employer’s duties under “The Order”.
Especially the duty to report possible risks, defects etc.

Regulation 15:

Temporary workers, or those on fixed term contracts must
be provided the same information on risks, protections
etc. and have the same access to health surveillance as
permanent staff.

Regulations 16–18: New/Expectant Mothers.
These offer additional protections to expectant and new
(particularly breast feeding) mothers, but it should be noted
that the employer is not required to take any action unless
notified, in writing, that the member of staff is “pregnant”,
has “given birth” and / or is breast feeding.
Regulation 19:

Additional protections for young people.
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Manual Handling Operations Regulations 1992
Another of the “six pack” of legislation introduced on 1st January 1993, the
Manual Handling Operations Regulations 1992 (MHO Regs) implemented the
requirements of European Directive 90/269/EEC.
They replaced a number pieces of legislation, including sections of the Factories
Act 1961 and the 1963 Offices, Shops & Railway Premises Act.
There was a small change to the Regulations in the 2002 amendment to better
integrate a number of factors, from European Directive 90/269/EEC on the manual
handling of loads, into the Regulations. These factors (in Annex II of the Directive)
are that a worker may be if at risk if he/she:
(a) is physically unsuited to carry out the task in question;
(b) is wearing unsuitable clothing, footwear or other personal
effects;
(c) does not have adequate or appropriate knowledge or training.

What is Manual Handling?

This defined in regulation 2, as “any transporting or supporting of a load (including
the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or
by human effort not as opposed to mechanical handling by crane, lift trucks etc.
There are no maximum weight limits set for loads. Instead, the regulations require
a full assessment of all risks. The regulations are based on “Ergonomics” which
means fitting the job to the person rather than the person to the job.
Manual handling is a major cause of injury and the HSE has provided a lot of
supporting materials and guidance for employers on how to minimise the risks
involved in MH operations. The key to all of the MHO regulations is contained in
Regulation 4 and is based on proper risk assessment.

General duties and Risk Assessments.

Regulation 4 lays out a clear hierarchy of approach for employers. They must:
ff First, avoid hazardous manual handling operations, so far as is
reasonably practicable;
ff Then, make a suitable and sufficient of any hazardous manual
ff handling tasks that cannot be avoided.; and,
ff Reduce the risk of injury, so far as is reasonably practicable.
ff Review risk assessments if there is a reason to suspect it is no
longer valid e.g. provision of new equipment or a change to the
job.
ff Provide training and information for staff.

Regulation 5 requires employees to make full and proper use of safe work
systems introduced by the employer to reduce injury risks from manual handling.
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The HSE guidance document to the regulations contains detailed advice
and guidance on how to assess, what to assess and possible risk reduction
measures. It also advises the employer to involve staff and their safety reps in
the assessment of risks. The guidance also recommends close involvement in
training and improvements to reduce MH tasks.
It is not possible to reprint this here. Reps are directed to HSE publications or the
HSE website where some publications can be downloaded.
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Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations (NI) 1997
This legislation came into effect on 1st April 1998 and replaces three sets of
previous regulations. It was amended in 2004 to take account of the “Railway
Safety Act (NI) 2002.
It requires the reporting of work related accidents, diseases and dangerous
occurrences. It applies to all work activities, but not to all incidents.

Why Report

Mainly because it is a legal requirement, however the information enables the
enforcing authority to identify where and how risks arise and to investigate serious
accidents. They can then provide advice on preventative action to reduce injury,
ill health and accidental loss.

When does the employer need to act?
Death or major injury

If there is an accident connected with work and:
●● A member of staff or any person working on our premises is killed or
suffers a major injury (including as a result of physical violence)
●● A member of the public is killed or taken to hospital
The employer must inform the enforcing authority right away (normally by phone),
giving brief details about the injured person and the accident.
A completed accident report form must be provided within 10 days.

Over 3 Day injury

If there is an accident connected with work (including as a result of physical
violence) and:
A member of staff or any person working on our premises suffers an over the
“three day” injury the employer must provide a completed accident report to the
enforcing authority within 10 days.
An over “the” three day injury is one which is not major but results in the injured
person being away from work or unable to do their normal work for more than
three days (including non work days).
At the time of publication changes to extend the trigger point for reporting
work related injuries from ‘three days’ to over ‘seven day’s’ incapacitation
was going through the legislative process in the Northern Ireland Assembly

Dangerous Occurrence

If something happens which does not result in a reportable injury, but which
obviously could have done, then it may be a dangerous occurrence which must
be reported immediately. (A summary of the reportable dangerous occurrences
is given later). This must be followed up with a completed accident report form
within 10 days.
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Disease

If the employer is informed by a doctor that a member of staff suffers from a
reportable work-related disease, then, the employer must provide a completed
disease report form to the enforcing authority.

Records

The employer must keep a record of any reportable injury, disease or dangerous
occurrence. This must include the date and method of reporting; the date, time
and place of the event, personal details of those involved and a brief description
of the nature of the event or disease.
These records are to be kept for three years
Remember as an accredited Health and Safety rep you have the right to request
and be provided with this information, however the Data Protection Act may apply
and you may be required to get written permission from each person involved in
the incident for the information to be released.
You also have the right to investigate accidents and reportable incidents.

Definitions

Reportable Major injuries:
●● Fractures other than fingers, thumbs or toes
●● Amputation
●● Dislocations of shoulder, hip, knee or spine
●● Loss of sight (temporary or permanent)
●● Chemical or hot metal burn to the eye or any penetrating injury to the
eye.
●● Injury resulting from an electric shock or electrical burn leading to
unconsciousness or requiring resuscitation or admittance to hospital for
more than 24 hours.
●● Unconsciousness caused by asphyxia or exposure to a harmful
substance.
●● Acute illness requiring medical treatment or loss of consciousness
arising from absorption of any substance by inhalation, ingestion or
through the skin.
●● Any other injury leading to hypothermia, heat
induced illness or to unconsciousness; or requiring resuscitation; or
requiring admittance to hospital for more than 24 hours.

Reportable dangerous occurrences

Collapse, overturning or failure of load bearing parts of lifts and lifting equipment.
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●● Explosion, collapse or bursting of any closed vessel or associated
pipework (water boilers and the like)
●● Plant or equipment coming into contact with overhead power lines.
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●● Electrical short circuit or overload causing fire or explosion.
●● Collapse or partial collapse of a scaffold over 5m high, or erected near
water where there could be a risk of drowning after a fall.
●● Unintended collapse of:
(1) Any building or structure under construction, alteration or
demolition where over 5 tonnes of material falls:
(2) A wall or floor in a place of work.
(3) Any false work.
●● An explosion or fire causing suspension of normal work for over 24
hours.
●● Any accidental release of any substance which may damage health.

Reportable diseases

Cramp of the hand or forearm due to repetitive movements. (RSI due to prolonged
typing or repetitive movement of the fingers, hands or arms)
Traumatic inflammation of the tendons of the hand or forearm or of the associated
tendon sheaths (frequent or repeated movements, extreme extension or flexion
of the hand or wrist).
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Workplace (Health, Safety and Welfare)
Regulations (NI) 1993
What is a workplace?
Regulations 1–2:

Deal with the title of the regulations and certain definitions.
The important definition is that of a workplace: “….any
premises or part of premises which are not domestic
premises and are made available to any person as a place
of work, and includes:
(a) any place to which a person has access while at
work;
and;
(b) any room, lobby, corridor, staircase, road or other
place used as a means of access to or egress from
the workplace
or
where facilities are provided for use in connection
with the workplace other than public road.”

Premises can mean any place, including outdoor areas.
We must remember workplaces must be suitable for all who
work in them, including workers with any kind of disability.
This applies especially to Regulations dealing with traffic
routes; seating, workstations; toilet, washing and changing
facilities; rest and meal facilities
All workplaces should be as accessible as possible to
people with disabilities and new buildings or conversions
must be designed with this in mind.

Application of the Regulations
Regulation 3:

Lists those workplaces to which the regulations do not
apply:
ff a construction site
ff temporary work sites
ff operational means of transport.

Who is responsible
Regulation 4:

Outlines who is responsible for ensuring compliance with
the regulations.
Briefly, where the employer is also in control of the 		
workplace it is the employer’s duty to ensure that the
workplace meets the requirements. Where this control is
held by a person other than the employer then it is that
person who is responsible for compliance.
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Maintenance
Regulation 5:

Workplaces and related equipments, devices and systems
must be kept in clean and efficient state, and in good repair.
Maintenance must be suitable and sufficient and records
should be kept to show maintenance programmes.
Equipment, devices and systems include such things as
emergency lighting systems, anchorage points for safety
harnesses, devices to limit window openings, powered
doors etc.

Ventilation & temperature
Regulation 6:

requires the provision of suitable and adequate ventilation.
This can be by either fresh or purified air. Ventilation is
allowed by either windows and or other openings or through
a mechanical ventilation system. The ACoP also states
that ventilation systems should not cause uncomfortable
draughts.

Regulation 7:

concerns temperature. It requires that, during working
hours that the temperature in all workplaces inside buildings
must be “reasonable”. There is a requirement for sufficient
thermometers to be provided so that employees can easily
ascertain what the temperature is.
The Approved Code of Practice (ACoP) states that, unless
severe physical effort forms a greater part of the work
activity, a normal temperature of at least 16°c is required
(13°c. where work involves a lot of physical activity)l But it
goes on to point out that even this may not be considered
sufficient.
The ACoP also points out that excessively high
temperatures have got to be controlled as well as low
temperatures, however unlike the minimum temperature of
at least 16°c it gives no maximum figure.
Separate guidance on indoor workplace environments is
available on the “Hazards” fact sheet H12.

Lighting

Regulation 8:

requires that suitable and sufficient lighting be provided.
This must be natural light, so far as is “reasonably
practicable”. i.e. while it is permitted to use rooms with no
natural light, workstations should be positioned so as to
make the best possible use of any that is available.
Where ever artificial light is required a suitable emergency
lighting system must be installed.
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Housekeeping
Regulation 9:

This regulation states that workplaces, furniture, fittings,
floor, walls, and ceilings surfaces are to be kept suitably
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clean. It also requires waste materials and rubbish are to be
kept to a minimum and stored in suitable containers.

Room sizes & workstations
Regulation 10:

Concerns room sizes and states that every work room must
be large enough, including free space, to be safe to work
in. The ACoP goes on to set a minimum of 11 cubic metres
per person, counting any part of the room over 3m high as
being only 3m high. The ACoP
makes it clear however that this may be insufficient to
meet the requirements of the regulations, depending on the
amount of furniture etc. in the room.
So given the average room height of 2.4m this means that
for each person in the office there should be an area of
approximately 4.6 sq m or approximately 49.5 sq ft.

Regulation 11:

Workstations must be suitable for the work being carried
out and for the person carrying out the work, there must
be a suitable seat e.g. 5 leg, fully adjustable etc., footrests,
back cushions etc. must be provided if required by the user.

Slips, trips, falls
Regulation 12:

Every floor and the surface of all traffic routes within a
workplace must be suitably constructed and should be kept
as free as possible from any obstructions that could cause
a slip, trip or fall. Where surfaces are likely to become wet
(because of spillage etc.), a suitable system for controlling
the risk of slipping must be in place.
External traffic routes must have a suitable system in place
for dealing with ice and snow.
Slopes and uneven surfaces all pose a risk and must be
properly controlled, and handrails provided for steep slopes
and steps / stairs.

Regulation 13:

Deep holes and openings are dealt with under this
regulation This covers two particular risks:
ff Falling any distance likely to cause a personal 		
injury.
ff Being struck by a falling object likely to cause 		
personal injury.
Suitable precautions must be taken to prevent either of
these occurring. This would normally take the form of
guards or nets. This should not normally be done solely by
provision of PPE.
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Windows, transparent doors, gates and walls.
Regulation 14:

Where there is a risk of breakage of any of these items,
they must be constructed of suitable safety material and, if
appropriate marked so that they are clearly visible.

Windows, skylights and ventilators

Regulations 15–16: All windows etc. should be easy and safe to open and close
and when open should be safe, there must be safe methods
for maintenance and cleaning.

Moving around the workplace
Regulation 17:

concerns safety in moving around the workplace, especially
where pedestrians and vehicles come together within a site.
Pedestrian routes must be safe, clearly marked, suitable
for number of people expected to use them and, whenever
possible, separate from building routes.
Areas where vehicles have to reverse are particularly
hazardous and must be adequately controlled.

Doors and gates
Regulation 18:

requires that all doors and gates be fitted with a viewing
panel, if there is a risk of opening them on to people on the
other side, sliding doors and gates must have a suitable
stop to prevent them coming off the end of their track
and upward opening doors must be fitted with a device to
prevent them falling closed in such a way to cause injury.

Escalators and moving walkways
Regulation 19:

means that these must:
ff Function safely;
ff Be equipped with the necessary safety devices; 		
and
ff Be fitted with at least one emergency stop control
which is easily identifiable and readily accessible.

Sanitary conveniences and washing facilities.

Regulations 20–21: set down the requirements for adequate sanitary facilities.
Sanitary conveniences for men and women should normally
be provided in separate rooms. The only exception is if a
facility is for a single person at any one time and the door
can be secured from the inside. The rooms should be well
ventilated and lit and be kept clean and tidy. Toilet paper
should be provided and female toilets should have “suitable
means” for the disposal of sanitary dressings.
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Washing facilities must be provided “in the immediate
vicinity” of every sanitary convenience and changing rooms
and must have a supply of clean hot and cold water, be
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provided with soap or adequate means of cleaning and
provided with towels, or other means of drying. They also
must be adequately ventilated and lit and be kept in a clean
and orderly condition.
The tables below show the minimum number of water
closets, urinals and wash stations that must be provided
depending on the number of staff in the office/location.
Table 1 is the general provision, whilst Table 2 shows
an alternative calculation for men’s facilities. A separate
calculation for each group of staff covered is required.
However the code also says that there should be provided
to enable everyone at work to use them without “Undue
Delay”. This means that more than the minimum facilities
will be needed in many workplaces.
Table 1
No. of people
in location

Number
of W.C.s

Number of Wash
Stations

1-5

1

1

6-25

2

2

26-50

3

3

51-75

4

4

76-100

5

5

Table 2
No. of Men
in location

Drinking water
Regulation 22:

Number
of W.C.s

Number
of Urinals

1-15

1

1

16-30

2

2

31-45

2

2

46-60

3

3

61-75

3

3

76-90

4

4

91-100

4

4

An adequate supply of wholesome drinking water must be
provided. Suitable cups should also be provided, unless
the drinking water is in the form of an upward drinking jet.
If the cups are not disposable, there must be a convenient
location to wash them. The preference is for a mains supply,
though bottled water/water dispensers can be provided as
a secondary source.
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Clothing facilities

Regulations 23–24: Concern the provision of space to hang clothing not worn
in the workplace, the provision of changing facilities and 		
the provision of storage and drying facilities for items of 		
uniform, protective clothing etc. provided for 			
the workplace.

Rest facilities
Regulation 25:

adequate requires that rest facilities must be provided.
Separate rest rooms must be provided if staff are unable to
sit and rest at their workstations. Any such rooms or areas
should be large enough for all staff who need to use them
and should contain seats and tables, in sufficient numbers
for the staff who may use the facility at any one time.
Where workers are unable to eat meals in the work area,
there must be adequate provisions made within the rest
areas/rooms.
Pregnant women and nursing mothers must be provided
with suitable rest areas.
All rest areas should be clean, quiet and have enough tables
and chairs., eating facilities should also have a means of
obtaining hot drinks and where hot food cannot be obtained
in or near the workplace facilities should be provided for
staff to heat their own food.
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Safety Reps, Rights and Functions
The functions of trade union safety reps are laid down by Safety Representatives
and Safety Committees (Northern Ireland) 1979 (Referred to as the SRSCR)
These regulations “Concern safety representatives appointed under article 4 (4)
of The Order of 78”
The SCSCR states that where reasonably practicable safety reps should have at
least two years employment with their present employer or two years experience
in similar employment.
Under article 4 (5) of The Order of 78 “employers are expected to consult with
Safety Representatives. This requirement is expanded under the “Health and
Safety (Consultation with Employees) Regulations 1996”
Provided a NIPSA Safety rep has been properly appointed their functions are:
●● Investigating complaints by members.
●● Inspecting the workplace.
●● Making representations to managers.
●● Investigating the causes of accidents.
●● Investigating potential hazards and dangerous occurrences.
●● Inspecting documents relevant to safety in the workplace.
●● Receiving information from enforcement inspectors,
●● Representing members’ interests in meetings with enforcement
inspectors.
●● Receiving information from management.
●● Being consulted by management about issues relating to health and
safety in the workplace.
●● Attending meetings of safety committees.
The SRSC Regulations also give safety reps important rights:
●● You have the right to be provided with facilities and assistance by your
manager.
●● To be allowed “such time off with pay as shall be necessary” to perform
your function.
●● To be allowed “such time off with pay as shall be necessary” to
undergo “reasonable” training.
(All the above are covered under Regulation 4)
●● To complain to an Employment Tribunal if time off is not granted or
paid. (Regulation 11).
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●● To require management to set up a safety committee. Under Regulation
9 the employer must set up a safety committee if requested in
writing by two or more Safety Representatives. (See Health & Safety
Organisation).
In addition Regulation 4 states that “No function given to a Safety Representative
shall be construed as imposing a duty on him other than he may have as an
employee”. This means that a safety rep has no greater liability in law for health
and safety breaches or maintaining health & safety than any other member of
staff.
As well as their legal rights and functions, NIPSA safety reps play an important
role in alerting their members to the importance of health and safety at work.
Branch Secretaries should inform the NIPSA HQ when Safety Reps are elected,
giving the representatives name, branch number, work address and which section
or area s/he is representing.
Health and Safety reps are also provided protection by law against victimisation
for carrying out their designated function.
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Health and Safety Organisation
Since 1978 Trade Unions that have been recognised by an employer for collective
bargaining purposes have been entitled to appoint Safety Representatives, with
specific rights and functions as laid down in the SRSCR.
In 1996, The Government introduced wider duties on employers for consultation
with staff in specific circumstances. This was to meet the requirements of a
Directive of the European Commission, on worker involvement in Health & Safety.

Appointing Health and Safety Reps

NIPSA safety reps should be appointed to cover every workplace. They would
normally be elected at an AGM. Their appointment can last for up to three years.

Numbers of Safety Reps

The SRSCR do not say how many reps should be appointed, leaving this to
negotiation, but the accompanying guidance says that appropriate criteria for
deciding how many reps to appoint include:
●● The number of people employed;
●● Whether there are different occupations;
●● The size of the workplace and variety of workplace locations;
●● Shift systems;
●● and
●● The kind of work and degree and character of the hazards.
In the reverse direction, the results of Health and Safety Audits, Accident Statistics,
Reports of Violence against staff etc. are provided through the Central Health
and Safety Committee to the Trade Union Side Secretary and through the Trade
Union Side office copies are provided to the relevant branches to be provided to
their local Safety Reps.
It should be remembered that the Regulations refer to the Health and Safety and
Welfare of staff.
Safety reps can use the regulations to aid staff that may have special requirements
regarding access in or around the workplace or to amenities and ensure managers
have taken these needs into account when carrying out risk assessments or plan
to change round the workplace.

Safety Reps and Support Systems

Safety Reps are a vital part of the NIPSA organisation and it sometimes feels that
you are the first port of call in every situation; however, remember you are not on
your own. Other branch officers, may be able to help in dealing with management
or suggesting possible solutions to problems.
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Branch Officers will know about any relevant local agreements, training courses
available and how to progress problems that cannot be resolved within the
workplace. NIPSA HQ can also provide assistance.

Further Information

TUC guide “What makes health and safety a good organising issue”
explains how reps can improve health and safety organisation in the
workplace www.tuc.org.uk/extras/4.%20ORG_H&S%20What.pdf
“Hazards at work: organising for safe and health workplaces”
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Safety Inspections
The right to carry out inspections is one of the most important for safety reps and
reps should ensure that a regular programme of inspections is maintained
There are two main types of safety inspections that you may be required to carry
out as a safety rep.
The must common and the inspection that is carried out on a regular basis is
the quarterly health and safety inspection. In addition, where there have been
substantial changes to the workplace, or new information or direction is produced
by HSE (NI) that is relevant to the workplace, then further inspections can take
place before the 3 month interval has passed.
The other is to inspect a work area to investigate after an accident or near miss.

“Quarterly” Safety Inspections

The ACOP states that safety reps can inspect every three months or more
frequently by agreement, as long as they notify the employer in writing.
However the manager or his representative should request a regular joint
inspection. If you become aware that this inspection is not being carried out on a
regular basis then you should contact the manager requesting a date/time that a
joint inspection can be carried out.
If the manager does not arrange to carry out the inspection, you as an accredited
Safety rep, can carry out the inspection on your own and provide the line manager
with a copy of the report form.
The original copy of the inspection form goes to the line manager, with a copy
going to the premises officer and a copy to be held by the local Safety Rep. So
even if you cannot carry out regular inspections you should still be receiving
copies of the inspection forms.
These completed forms should be retained for three years
General Inspections give the Safety Rep the opportunity to look at the workplace
in a systematic way. The aims of the inspection are to:
●● Look for hazards or potential hazards;
●● Talk to members about any problems they are having with the work and
explain what the union is doing on Health and Safety in the workplace;
●● Look at how the work is being carried out. Are safe systems being
followed.
Avoid the temptation for general inspections to become a routine wander
round the workplace, otherwise, less obvious or new faults could be missed.
Occasionally get another rep to go round with you, explain what you are looking
for, a “fresh pair of eyes” may question things that you have come to accept “as
always being there”
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Inspections Following an Incident, Dangerous Occurrence or
Near Miss

This is a separate right to inspection – and does not require any prior notice to
the manager of the section. Where a member makes a complaint to the safety
rep, then the rep has a right to investigate and to make representations to
management.
An investigation following any accident or near miss whether reportable or not
must include an inspection of the workplace and or workstation. The results and
findings of this inspection should be recorded and retained as part of the incident
report.
Investigations should be led by people who have the technical knowledge, the
experience and the ability to carry out the investigation successfully. A team
approach is recommended with health and safety officers/advisors, and union
and employee representatives forming part of the team. The investigation team
should include, or report directly to, a person who has the authority to act on the
recommendations made by the team.
As in all manner of representations Safety Reps should regularly report back to
members about issues raised with management and their responses.
This not only makes members involved in the issues and the decision making
process but also raises the profile of NIPSA within the workplace.

Records & Documents

Documentation that is kept and should be available for checking are:
●● Fire & Emergency Evacuation card (for roll call at the assembly area).
●● Copies of quarterly inspections carried out in the previous three years.
●● All risk assessments e.g. DSE risk assessments, manual handling etc.
This now includes the stress risk assessment for the office. These
should also be reviewed on a regular basis.
●● A staff diary or whatever system of reportage used for staff working
away from the office.
●● Accident report forms or accident book.
●● Records of any Health and Safety training carried for individual staff
including the system used for identifying Health and Safety training
needs.

Displayed Notices

These notices should be prominently displayed in the workplace.
●● The Health & Safety Law poster.
●● Fire and Emergency Evacuation Notices.
●● Fire and Emergency Notice naming the evacuation officers.
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●● Fire and Emergency Directional Signage – Exit signs (to be Illuminated)
●● First Aiders Notice naming the qualified First Aiders (gives extension
numbers)
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Health and Safety Inspection Checklist
Depending on whether the employer owns the building, leases it or is leasing only
part of the building, and whether it is an office or vehicle depot, some of the items
in the following checklists may not apply.
That being said the following lists are not exhaustive, but should be used along
with procedures, practice and guidelines for the various jobs/functions being
carried out in each location.

How to use the following charts

The following series of checklist tables are arranged by topic. The front of the
checklist contains relevant questions to help you complete your inspection.
The reverse of each checklist contains a blank version of the checklist table
where you are free to record any other information that relates to your inspection.
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Do staff know how
to report an accident
or incident?

Have all staff
received induction
training?

Are the required
posters and signage
clearly displayed?

Is the Health and
Safety Policy up to
date and are staff
informed?

Item

Yes

Inspection Checklist

No

Urgent Action

Comment

Management of Health and Safety
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Item

Yes

Inspection Checklist

130

No

Urgent Action

Comment

Management of Health and Safety
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Are all walkways,
passageways clear of trip
hazards. For example boxes,
trailing wires or damaged floor
covers.

Is waste paper regularly
removed from the workplace?

Is appropriate storage
provided e.g. for files,
stationary supplies etc?

Is the workplace kept clean
and tidy?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Housekeeping and Waste Control
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Housekeeping and Waste Control
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Are all machines
subject to regular
maintenance and
maintenance properly
logged?

Are all operators
properly trained before
being allowed to
operate machinery?

Are all guards properly
fitted to machines?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Equipment
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Equipment
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Have staff been informed on how and
where to disconnect the electrical
supply in case of an emergency?

Are plugs, sockets and cables in good
conditions?

Has all the removable electrical
equipment been tested under “Portable
Appliance Testing”
(Org. Policy is 3 yearly)

Are all cables suitably “managed” to
avoid trip hazards and damages risks?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Electricity
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Electricity
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Are panic alarms
tested weekly?

Are public address
system tested daily?

Item

Yes

Inspection Checklist

No

Urgent Action

Comment

Other Testing
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Other Testing
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Is the PPE used?

Is necessary Personal Protective
Equipment (PPE) supplied?

Have all staff been given suitable
training?

Is suitable equipment properly
maintained?

Have all manual handling task been
suitably risk assessed and are these
recorded?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Manual Handling
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Manual Handling
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For staff who regularly take
phone calls at the same time as
writing or keying on information,
are suitable headsets provided?

Is suitable personal and work
storage provided so as to free up
desk space?

Are work surfaces suitable in
size to allow flexible layout of
equipment?

are footrests, backpads provided
where necessary

Are suitable, fully adjustable
seats provided?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Workstations
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Workstations
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Is the alarm/PA system regularly tested
and maintained?

Is there a suitable means of raising the
alarm with an adequate number of alarm
points?

Is any fire fighting equipment regularly
tested and maintained?

Do staff know which extinguisher to use
and when?

Are suitable means of extinguishing fire
provided at all necessary points?

Has a fire risk assessment been carried
out?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Fire Safety (I)
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Fire Safety (I)
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Are all escape doors easily opened?

Are all escape routes free from obstruction?

Are all escape routes clearly signposted?

Do all staff who need one have a personal
evacuation plan?

Are staff aware of the escape routes?

Is there a suitable system for those who
may not hear an alarm?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Fire Safety (II)
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Fire Safety (II)
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Is it regularly tested (every 6 months) and
maintained?

Is emergency lighting provided?

Are all windows fitted with blinds as
necessary?

Are all areas of the workplace adequately
lit, free from reflections and glare?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Lighting
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Lighting
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If required is there a system to extract
harmful or unpleasant odours and fumes?

Is there adequate humidity?

Is there adequate fresh air ventilation to the
workplace?

Is a reasonable temperature maintained in
the workplace?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Air Quality / Temperature
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Air Quality / Temperature
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If noisy equipment is present, is it
separated from the workplace or enclosed
to reduce noise levels?

Is there excessive noise in the workplace?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Noise
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Noise
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Has possible exposure to harmful
organisms / inflections been assessed?

Have risks of discarded needles, syringes
etc been assessed?

Are sources of dust controlled?

All all know asbestos containing materials
(ACMs) marked as such and subject
for regular inspections for damage or
disturbance?

Is the asbestos register up to dates?

Have all potentially harmful substances
including asbestos been identified and
suitably assessed?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Hazardous Substances
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Hazardous Substances
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Are staff currently experiencing aches and
pains in the upper limbs, neck or back

Do staff know how to report early signs of
RSIs / ULDs?

Are staff aware of their right to regular free
eye tests?

Do the staff actually take the necessary
breaks or change activities?

Are staff aware for the need for regular
posture changes / breaks / changes of
activity?

Have all DSE workstations been risk
assessed the findings implemented and the
R.Ss retained

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Display Screen Equipment (DSE)
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Display Screen Equipment (DSE)
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Is there a system for reportage in place and
are staff aware of it?

Are all lone working staff working the safe
system?

Have all lone working situations been
identified and staff trained in safe systems
of work?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Lone Workers
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Lone Workers
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Are there signs displayed to warn
potentially violent and / or abusive persons
of the consequences of attacking or
abusing staff?

Are staff using the procedures?

Are staff aware of the system of reportage
for incidents of violence
and / or abuse?

Are staff using the procedures?

Are staff aware of the procedures to check
for potentially violent persons

Has the risk of violence been properly
assessed and are they adequately
controlled?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Violence to Staff
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Violence to Staff
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Are first aid facilities suitable and
sufficient?

Is there an adequate supply of fresh water?

Are there adequate rest facilities especially
for expectant or new mothers in the
workplace?

Are these hygienic and are they kept clean?

Are there adequate toilet and washing
facilities for the number of staff in that
location?

Item

Inspection Checklist

Yes

No

Urgent Action

Comment

Workplace welfare facilities
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Item

Inspection Checklist
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Yes

No

Urgent Action

Comment

Workplace welfare facilities
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Understanding Risk Assessment
Risk Assessment has become a standard phrase in Health and Safety over the
last 10 – 15 years. However, although many people have heard of it, few know
what it actually means. The 1988 Control of Substances Hazardous to Health
(CoSHH) Regulations were the first to require employers to carry out and record
Risk Assessments (R.As.). But it was the introduction of the “six-pack” in 1993
(6 sets of new regulations all introduced at the same time) that really brought risk
assessment to the forefront of health and safety control strategies. Most of the
“six-pack” has since been revised and updated but risk assessment is still the
main approach that underpins much of what they require.

Generic or Specific Assessments

The Management of Health and Safety at Work Regulations (MHSWR). Require
that all employers assess the general risks to health and safety arising from work.
Regulation 3 Risk Assessment
Every employer shall make a suitable and sufficient assessment of
●● The risks to the health and safety of his employees to which they are
exposed while they are at work; and
●● The risks to the health and safety of persons not in his employment
arising out of or in connection with the conduct by him of his
undertaking.
For the purpose of identifying the measures he needs to take to comply with
the requirements and prohibitions imposed upon him by or under the relevant
statutory provisions.

The purpose of Risk Assessment

It is important for Safety Reps to be aware of the intentions behind risk assessment.
Some managers see the legal requirement as a need to have a piece of paper
with a few notes on it in a file somewhere. This is not sufficient.
In the ACoP accompanying the MHSWR, the HSE give their own explanation: “The
purpose of the risk assessment is to help the employer or self employed person
to determine what measures should be taken to comply with the employers or
self employed person’s duties under the “relevant statutory provisions” ”
Section 2 of the Health and Safety at Work Order 1978 has specific duties that
cover:
●● Plant;
●● Systems of Work;
●● Handling, storage and transport of articles and substances;
●● Workplaces, including access and egress;
●● Working environment.
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So to fully satisfy the legal requirements, a risk assessment should look at all of
these areas and produce an action plan to tackle the identified risks.

Define “Hazard” and “Risk”

The ACoP says a risk assessment should identify the hazards present, and then
identify the extent of the risk involved, taking existing precautions into account.
In order to understand this properly we have to know what is meant by Hazard
and Risk.
The HSE defines a hazard as “something with the potential to cause harm (this
can include articles, substances, plant or machines, methods of work, the working
environment and other aspects of work organisation); the Risk is the likelihood of
potential harm from that hazard being realised.
The extent of the risk will depend on the likelihood of that harm occurring; the
potential severity of that harm; i.e. of any resultant injury or adverse health effect;
and the population that may be affected by the hazard i.e. the number of people
who might be exposed.”
Note that hazards are not only physical objects – methods of work can also
constitute a hazard or risk. There are two particular areas where safety reps
will want to ensure that the management are paying proper attention to risk
assessment: The threat of violence to staff, especially lone workers and those
working away from the office and Stress Risk Assessments.

Method of Assessment

There are no fixed rules as to how a risk assessor has to carry out an assessment.
It is up to the employer to decide the most suitable method.
The HSE have provided some general principles that should be followed. They
suggest that to meet the requirement of “Suitable and Sufficient” in regulation 3
a risk assessment should;
●● Ensure that all relevant risks or hazards are addressed.
●● Ensure all aspects of work activity are reviewed, including routine, and
non routine activities. This should also cover those not under direct
supervision including, home workers, those who visit the public in their
homes, maintenance officers, grants officers, housing officers etc.
●● Take account of other non-routine work such as maintenance and
cleaning
●● Be systematic in looking at hazards and risks.
●● Take account of the way work is organised and the effects this may
have on health.
●● Take account of risks to the public.
●● The need to address Fire Risks.
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●● Identify those particularly at risk – e.g. Young or inexperienced workers,
disabled staff, new or expectant mothers.
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The HSE have published a guidance leaflet “The 5 steps to Risk Assessment”.

The Principle of Prevention

The principle for preventing and controlling risks and hazards are now part of the
regulations. They set out a clear hierarchy for control measures:
Avoid the hazard or risk: change the substance or process to a none,
or less hazardous one, if possible.
Reduce or Prevent the risk at source: If the steps are slippery, replace
them; give them a non slip treatment; rather than put up a warning sign.
Adapt work to the individual: consider ergonomics when choosing
work equipment or designing work areas. Eliminate monotonous work,
where possible.
Technical Progress: Keep up to date and informed of new developments,
techniques, equipment and ways of working which may reduce or
eliminate risks or hazards.
Priority to collective protection measures: Isolate staff from risks or
hazards by enclosing processes rather than using protective equipment.
Ensure adequate information, instruction and training.: Staff need to
be informed of processes and protection in place, what they need to do
to ensure their own safety and that of others and why they need to do it.
Personal Protective Equipment (PPE): As a last resort, when all other
methods of risk reduction have been implemented but do not reduce the
risk sufficiently, PPE is to be provided.

Who carries out “Risk Assessments?”

It is the employer’s duty to ensure those carrying out risk assessments are
competent to do so. They should have suitable training and the time and resources
to carry out the assessment.
The Health & Safety at Work Order 1978 gives Safety Reps the basic right to be
consulted by employers (managers) “with a view to making and maintenance of
arrangements which will enable him (the employer / manager) and his employees
to co-operate effectively in promoting and developing measures to ensure the
Health & Safety at Work of the employees and in checking of such measures.
In the main these are negotiated and agreed at the Health and Safety Management
Committee. However this “right to consultation” requires that a local manager
“consults” with the local Safety Rep. when changing the layout of the workplace,
changing systems, or processes.
The Safety Rep. should also be consulted regarding risk assessments to be
carried out, how they are to be carried out and also the necessary actions to
be carried out to reduce the risks that become apparent during the assessment
process.
Also the code of practice on the Management Regulations points out “the risk
assessment process needs to be practical and take account of the views of
employees and their safety representatives who will have practical knowledge to
contribute.”
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So, safety reps should be:
●● Consulted about who is going to carry out the risk assessment;
●● Consulted about how the risk assessments are going to be done;
●● Involved in the identification of risks and hazards;
●● Consulted about decisions on risk levels and planned actions;
●● Provided a copy of the final risk assessment documentation.
In certain areas, safety reps may be more experienced than management or the
risk assessors; in this case management may be tempted to ask the safety rep
to actually carry out the risk assessment them selves. Such requests should be
politely refused unless the rep has completed a “Risk Assessors” course. Again if
it is within the reps own unit/section the rep should request another Risk Assessor
carry out the task.
Risk Assessment is a management duty, not a safety reps responsibility and the
independence of the safety rep in looking at the results is vital.
There must be a clear separation between the rep and the risk assessor to protect
the independence of the rep in assessing the results and to properly protect the
interests of members.

Generic Risk Assessments

Where many of the risk factors will be similar or identical throughout the
organisation, then a “generic” or “model” assessment for part of their location
or processes or for a particular group within the organisation can be used. There
is no reason to object to a “generic” approach, however, it is important, as is
pointed out in the HSE guidance, that the generic assessment is applied in each
location and managers must:
●● Satisfy themselves that the generic assessment is appropriate to their
work process or workplace; and,
●● Must adapt the “Model” to the detail of their own particular process
or workplace, including any extension of the recorded assessment to
cover any risks or hazards not referred to in the “Model”.

Regular Reviews

Risk Assessment is not a one off event. It is (or should be) a continuous event that
reacts to change. Management of Health & Safety at Work Regulations says that
the risk assessment must be reviewed by the employer if:
12. there is a reason to believe that it is no longer valid.
Or
13. there has been a significant change in the matters to which the assessment
relates.
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It is good practice for assessments to be reviewed on a regular basis, as well, to
ensure that changes have not slipped through.
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Body Mapping, How it Works
Safety Representatives can easily see, during an inspection, when something
is wrong in the workplace. But it is far more difficult to find out how work may
be harming the bodies of our colleagues. People do not tend to be very open
about health problems, some of us dismiss aches and pains as part of “growing
older”, not realising (or possibly not wanting to admit) that it might be work that
is causing the problems.
“Body Mapping” is a way of overcoming this and identifying common patterns of
health problems among staff in a particular location or doing the same job. While
it does not prove that the problems are work related, it does pinpoint areas for
further investigation.

How it Works

Body Mapping is simple. You start with the outline of a body, front and back, and
you ask staff to mark on the outline the location and any symptoms that they
have. You can use coloured pens, coloured stickers, If you enlarge the outlines
and put them on a board, staff can use coloured pins. Basically any method you
can think of to indicate a) where on the body the problem is, and b) What the
symptoms are.
The symptoms can be broken down into various categories e.g.
●● Aches and pains
●● Cuts and Bruises
●● Mental Health problems
●● Stress
●● Other illnesses
●● Others
again depending on the workplace or process being carried out you as a local rep
will be aware of what categories are required.
By comparing common problems by location or the type of work being carried
out, you can identify common themes.

Possible Causes

Once you have identified common problems then you need to look at possible
causes. Always remember that the causes may not be work related at all or may
be a problem from outside work that is effecting work: but the more the numbers
of staff reporting the same or similar problems the more likely it becomes that
work or the working environment is at least a factor if not the cause of the problem.
A number of signs and symptoms are included in the Hazards section of this
pack, also the following table may offer some possible explanations for common
complaints.
Risk Mapping
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Body
Area

Signs & Symptoms

Possible Causes

Head

Anxiety, depression,
sleeplessness, irritability.

Stress, some solvents, lack of natural
light / ventilation.

Eyes

Redness, irritation,
dryness, watering.

Dust, air quality / humidity,
DSE (lack of breaks).

Ears

Hearing loss.

Noise, especially through headsets

Nose,
Throat

Sneezing, coughing, dryness, Air quality / humidity / dust, voice
soreness, hoarseness.
loss due to over use (TSUs)

Chest,
Lungs

Wheezing, shortness of
breath.

Asthma due to dusty environment,
other allergies

Neck,
Back

Sore, pain, stiff.

Strain injury, stress, poor posture,
poor furniture,
poor job design, lack of breaks.

Arms,
Wrists,
Hands

Pain, stiffness, soreness,
pins & needles, loss of
sensation in fingertips.

Strain injury, poor ergonomics,
poor work routine, lack of breaks,
vibration, white finger.

Legs,
Knees

Stiffness, aches, pains.

Walking or standing for long periods,
see also back problems for referred
pains.

Feet,
Ankles

Pins & needles,
numbness, pain.

Rapid and repetitive foot movements,
vibration.

Heart

Palpitations, poor
circulation, pins & needles,
high blood pressure.

Stress, strain injuries,
solvents, shift working
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Bodymap

front
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Risk Mapping
Similar to “Body Mapping”, “Risk Mapping” is a way of identifying common
patterns of hazards or risks associated with a particular location or work process.
Unlike “Body Mapping”, Risk Mapping” does prove that there is a work related
problem as it is a method which pin points exactly where an injury, a reportable
or non reportable incident or a near miss happened.
Further investigation can then take place to determine why these occurrences
happened, which in turn can help to see what changes are required to avoid the
hazard completely or to reduce it to an acceptable level.

How to create a Risk Map

As with “Body Mapping” you start with a picture, in this case you draw a line
diagram of the workplace showing the
positions of all desks, printers, servers, all other equipment, door openings,
window openings, water heaters, boilers etc. or a line diagram of a work process,
then you ask staff to mark on where; or where in the process incidents occurred,
again using colour coded pens stickers, pins etc. exactly in the same way as
“Body Mapping”
Incidents may include:
●● Slips, trips and falls.
●● Cuts
●● Sprains and Strains
●● Bruised or broken limbs
●● Skin contact with noxious materials
●● Inhalation of noxious materials
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Useful Resources
Safety Reps need information to be able to operate effectively. New safety
reps particularly may need access to information on Hazards and Risks, best
practice in controlling risk factors, understanding the law and their rights and
responsibilities. This pack is designed to cover a lot of the general information
that you might need, but you will need to turn to other sources to cover specific
problems or to fill in gaps.

Employer Information

You are entitled to copies of anything your employer/manager has to hold, such as
copies of the Health and Safety Policy, Fire risk assessments for your workplace,
Stress risk assessments, investigation reports etc.

Branch and HQ Support

Branch Officers, Seconded Officers, NIPSA Information and Advice Unit will also
have information about agreements and practices within the organisation. They
will also be able to advise you on how to get assistance and support from within
the branch or office if you need it.

Enforcing Authorities

The HSENI and District Councils are responsible for enforcing health and safety
law within your workplace. Making informal contact with these bodies can provide
a valuable source of information, particularly if you have a specific problem. They
may be able to suggest things that you could ask your manager to do. The HSENI
and the HSE also produces a range of guides, including many short guides that
are available for free as a single copy.
Much of this information is contained on their website (www.hse.gov.uk) and
(www.hseni.gov.uk), but most is also available in written form. Written material
can be obtained from
HSE Books
PO Box 1999,
Sudbury,
Suffolk.
CO106FS.

HSENI
83 Ladas Drive
Belfast
BT6 9FR

Tel: 01787 881 165

Tel: 028 9024 3249

Websites

The internet is full of sites that offer information on health and safety. Always
ensure that if you are looking for information on legislation that you use UK or NI
sites. The HSE (www.hse.gov.uk) and HSENI (www.hseni.gov.uk) sites are key
resources as is the TUC site, “Hazards” www.hazards.org.
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More resources and links listed via topic are available on the main TUC site at;
www.tuc.org.uk/workplace/index.cfm?mins=124&minors=4&majorsubjectID=2
●● Asbestos, asthma;
●● Back strain, Barefoot Research, biological hazards, bullying/violence at
work;
●● Campaigns, compensation, construction, contractors;
●● Display screen equipment, drugs and alcohol, dust;
●● Electrical safety, European health and safety week;
●● Fire safety, first aid;
●● Hazardous chemicals, health and safety issues for women;
●● Law /legislation, liability, corporate responsibility, lone working;
●● Manual handling, migrant workers;
●● Noise;
●● Organisation;
●● Penalties, personal protective equipment;
●● Rehabilitation, RSI/back strain, Risks newsletter;
●● Safety reps, sickness absence, skin hazards, smoking, stress, surveys;
●● Training;
●● Vibration;
●● What’s on, worker involvement, worker safety advisers, Workers’
Memorial Day, working time;
●● Young workers.
TUC migrant workers, covers resources on health and safety and migrant workers
at;
www.tuc.org.uk/h_and_s/index.cfm?mins=403
TUC women’s health and safety offers extensive TUC health and safety resources
aimed specifically at women, links are stored at;
www.tuc.org.uk/h_and_s/index.cfm?mins=J2
TUC young worker’s health and safety;
www.tuc.org.uk/h_and_s/index.cfm?mins=J45
TUC links to affiliated trade unions, links to all affiliated unions at;
www.tuc.org.uk/tuc/unions_main.cfm
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News, Newsletters, Journals

Hazards magazine
Is published by the TUC and is available once every quarter.
www.hazards.org
Labour Research Department
Bulletin for safety reps;
www.lrd.org.uk/ coll.phpJ?pagid=16
LabourStart
National and international health and safety news stories at;
www.labourstart.org/cgi-bin/hs/showarchive.cgi
TUC Risks
The TUC’s weekly online newsletter on health and safety.
www.tuc.org.uk/ h_and_s/index.cfm?mins=242&minors=242
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