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1.0 Introduction 

As members will be aware the Health & Safety Policy, approved annually by 

the Board, sets out procedures to ensure these responsibilities are discharged 

effectively.   

The policy states that Glasgow Kelvin College values its employees, learners, 

service users and others affected by its operations and is committed to 

protecting their health, safety and well-being. The College therefore continues 

to develop and improve its systems and processes for managing health and 

safety issues.  

In order to provide the Board with assurance that Health & Safety obligations 

are discharged appropriately an annual report is produced which summarises 

key activities which have been undertaken during the academic year.   

The annual health and safety report, attached as appendix 1, reflects activity 

across the four Glasgow Kelvin College campuses and covers the period 1 

August 2019 to 31 July 2020.  To effectively report the full effects of the COVID-

19 pandemic on these activities this year’s report provides a concise 

examination of the key areas and a more detailed analysis of the COVID-19 

response.  

2.0 Annual Health and Safety Report 

The annual Health and Safety report provides an overview of the progress 

made, and of projects and challenges within the key areas of Health and 

Safety management.   

Key areas include: 

• Asbestos Management 



• Annual Incident Reporting (AIR) 

• Budget 

• Communications 

• College Control of Substances Hazardous to Health Management 

System (COSHH CMS); 

• Fire Safety issues; 

• Health & Safety Committee; 

• Legal and Current Issues Review 

• Health & Safety Forms 

• Health & Safety Policy 

• Health & Safety Management System update; 

• Health & Wellbeing Sub-Committee; 

• Health and Safety Policy statement annual review; 

• Incident reporting and RIDDOR; 

• Occupational Health Hygiene 

• Occupational Health Surveillance Programme; 

• Operational Plan; 

• Safety Inspections 

• Staff Training; 

• COVID-19; and 

• Health and Safety Managers CPD 

3.0 Resources Implications 
 
There are no resources issues identified as a consequence of this report.  

 
4.0 Equality  
 

There are no new equality issues identified as a consequence of this report.  



 
 
5.0 Risk and Assurance 
 

There are no new risks identified as a consequence of this report. 
 
6.0 Data Protection 

 
There are no data protections issues as a consequence of this report. 

 
7.0 Recommendations 
 

Members are recommended to: 

  

i) note the contents of this report; and 

ii) approve the Annual Health and Safety Report attached as appendix 1. 
 

8.0 Further Information 
 

Members can obtain further information on the contents of this report from Geoff 

Lawson, Health and Safety Manager on glawson@glasgowkelvin.ac.uk or 

Derek Smeall, Principal on dsmeall@glasgowkelvin.ac.uk. 

 

mailto:glawson@glasgowkelvin.ac.uk
mailto:dsmeall@glasgowkelvin.ac.uk
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Introduction 
 
 
A successful organisation knows the value of a positive safety culture and Glasgow Kelvin 
College places great importance on protecting and promoting the health, safety and 
wellbeing of our staff, learners, visitors and contractors.   
 
Effective management of health and safety risks enables the college to: 
 

• Prevent individuals being made ill, getting injured or killed by their work; 
• Encourage positive relationships with partners and contractors, ensuring that the 

activities of contractors do not expose the college, its staff, students or members of 
the public to risks to their health and safety; and 

• Avoid reputational damage in the eyes of partners, suppliers, other stakeholders and 
the wider community. 

 
This report aims to provide a truncated analysis of the health and safety performance across 
all college locations and activities for the year August 2019 to July 2020, with a more in-
depth summary of our COVID-19 pandemic response.  
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1. Asbestos 
 
• The annual asbestos re-survey of the West End campus took place on 11 March 

2020. 
• On receipt of the report on 16 March, the campus asbestos register was updated 

and all pertinent Estates and Facilities staff informed. 
• All campus and visiting Estates and Facilities staff are required to complete the 

mandatory online Asbestos Awareness training annually. 
 

 
2. Annual Incident Reporting (AIR) 

 
• The latest college AIR performance results are outlined in the College 

Development Network (CDN) infographics below: 
   

             
 

• These recent results are broadly in line with the previous year’s performance. 
• Compared to sector injury averages, Kelvin college are significantly better with 

our student figures; better than average with our total, whilst our staff figures are 
only marginally below the sector average. 
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3. Budget 
 
• The health and safety budget costs were on track up until the end of March 

2020.  However, as a direct result of the additional and unexpected COVID-19 
related costs, the 2019/2020 budget was exceeded. 

• Without these additional COVID-19 costs, this budget would have been £1,074 
in surplus. 

• Of note, direct spend on COVID-19 equipment and materials from March to the 
end of July were £21,402 and the finance department’s swift introduction of a 
specific COVID-19 cost code enabled these additional costs to be easily tracked. 

• Following consultation and as a result of the ongoing pandemic, the forthcoming 
health and safety budget (year 2020/2021) was uplifted to mitigate the increased 
safety and hygiene associated costs.   

 
During this session the key spending priorities by percentage of the budget were: 

 

 
 

 
4. Communications 

 
• Close and regular communications, consultations and coordination with 

union safety representatives (EIS/FELA) and UNISON) continued throughout 
the reporting period.  

• Throughout the lockdown period formal pre-planned meetings were 
supplemented by informal online meetings which enabled arising issues to 
be dealt with at a very early stage. 

• All meetings since March have been conducted on Microsoft ‘Teams’ and 
this is likely to continue for the foreseeable future. 

 
 

 
 

£278.78 

£5,763.00 

£6,799.00 

£38,591.08 

£16,304.62 

£1,421.28 

Expense Code Spending as %

201002 Staff travel 201006 Training

201007 OH Surveillance 209001 Equipment

210008 Licence fees 210009 Memberships
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5. Control of Substances Hazardous to Health (COSHH) 
 

• The college implemented the Alcumus COSHH management system (CMS) in 
2016 and use of this enabled us to continue the routine conduct of COSHH 
assessment reviews and maintenance of control measures across the college 
function throughout the reporting period. 

• As at 31 July 2020, there were 1,457 live COSHH assessments on the CMS which 
includes eight recent additions covering sanitiser liquids, sprays, cleaning 
materials and anti-viral wipes.  

 
 

6. Fire Safety Issues 
 
• Fire risk assessment (FRA) reviews took place at all four campuses between the 

26 and 28 November 2019. 
• The overall assessment, which was the same for all the campuses, was 

summarised below: 
 
 
The likelihood of harm arising from the hazards present is: 
 

 
Low 

 
The consequences for life safety arising from fire is: 
 

 
Moderate Harm 

 
Accordingly, at the time of the assessment, the level of life risk 
from fire to persons in these premises is assessed as: 
 

 
Tolerable 

Action to address the significant findings detailed in this 
document will have the effect of maintaining the life risk level 
in the premises as: 
 

 
Tolerable 

 
• The matrix on which this assessment is based is as follows: 

 
• During the reporting period all four campuses successfully conducted a minimum 

of two fire evacuation drills.  Evenings classes, the Russian and Chinese Schools 
also conducted fire evacuation drills. 

 
7. H&S Committee 

 
• During the reporting period the health and safety committee met on the following 

dates: 
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2019  18 September and 6 November   
2020  15 January, 11 March, 29 April and 10 June 
 

• Two further committee meetings were called to discuss the rapidly changing 
COVID-19 situation, risk assessment requirements and revised control 
measures, these meetings took place on: 

14 and 21 May  

• Scheduled meeting dates for session 2020-2021 are: 
 
2020  16 September and 4 November 
2021  13 January, 10 March, 28 April and 9 June 
 

• All Committee meetings since the 11 March have taken place on Teams and this 
is the plan for all those scheduled for 2020-2021. 

• The accepted minutes of the H&S Committee were reviewed by the Strategic 
Management Team (SMT) prior to posting on the College intranet (College 
Documents).  

 
8.  Legal and Current Issues Review (LCIR) 

 
 The LCIR was issued monthly throughout the reporting period and summarised and 
provided links to articles covering the following subjects: 

 
August Adventure activities company fined after child fatality in RTA 

First Aid eBulletin 
Construction eBulletin – July 2019 
Junior bricklayer injured in fall from height 
L140 (2nd Edition) Hand-arm vibration 
HSE Local Exhaust Ventilation (LEV) eBulletin 
HSE Musculoskeletal Disorders (MSD) eBulletin 

September Construction eBulletin – August 2019 
Back to School – with sensible approach to health and safety 
BREXIT and health and safety – HSE Guidance 
Harrow School leading the way on health and safety after ISO45001 
audit 

October Hand-arm vibration tool 
Construction eBulletin – September 2019 
HSE LEV eBulletin 
Prosecution after employee injured using a jigsaw 

November Safe use of machinery essential to prevent woodworking injuries 
Construction eBulletin – October 2019 
Revised guidance: Exposure to welding fume 

December Construction eBulletin – December 2019 
Christmas health and safety myths 
 

  
2020 
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January Metalworking, Welding and Engineering eBulletin – December 2019 
Vehicle repair company fined after fatality 
HSE LEV eBulletin – January 2020 
HSE MSD eBulletin – January 2020  

February EH40/2005 – Workplace Exposure Limits 
Newham College fined for asbestos failings 
HSE Construction Infonet – January 2020 
Leaving the EU: Your health and safety duties 
HSE MSD eBulletin – January 2020 
HSE LEV eBulletin – February 2020 
HSE Construction Infonet – February 2020 

March Testing and Monitoring eBulletin 
17-year old worker falls from height 
Lone Worker eBulletin 

April HSE COVID-19 – latest information and guidance 
HSE Advice on Homeworking for Employers 
Access to workplace facilities for delivery drivers 
Coronavirus: A joint statement between HSE, the TUC and the CBI 
RIDDOR Reporting – COVID-19 
Carrying out thorough examination and testing of lifting and pressure 
equipment during the coronavirus outbreak 
HSE COVID-19 Support for employers 

May Using disposable respirators 
Lone Worker Guidance – updated 
HSE Social Distancing Guidance 
First Aid Cover 
How to work safely during coronavirus outbreak 
Working safely during the coronavirus outbreak – additional 
guidance 

June HSE Safety Alert – Use of face masks designated KN95 
Legionella risks because of water stagnation during the coronavirus 
outbreak 
Keeping workplaces COVID-19 secure 
COVID-19 and Air Conditioning Systems 
Coronavirus (COVID-19) Test and Protect – advice for employers 
HSE PPE in non-healthcare settings 
First Aid during the coronavirus (COVID-19) outbreak 
HSE Construction eBulletin – June 2020 

July Using PPE at work during the coronavirus outbreak 
Legionella risks 
COVID-19 Secure 
HSE Air Conditioning System and COVID-19 update 
Coronavirus (COVID-19) Test and Protect – advice for employers 
PPE in non-healthcare settings 
First Aid during the coronavirus outbreak 
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9. H&S Forms 
 

• The annual review of health and safety documentation took place during 
June and July. 

• The review incorporated changes reflecting legal compliance, best practice 
and accuracy whilst addressing ease of completion issues. 

• Documents which were updated as a result of the review were: 
 

 HS001a  Incident Notification (introduced 1 Aug 20) 
 HS002a Safety Inspection Form – Workshops (introduced 1 Aug 20) 
 HS003a Learner Personal Emergency Evacuation Plan 20-21 (PEEP) 
 HS003b Staff PEEP 
 HS004 New or Expectant Mother (NEM) Risk Assessment 
 HS008 Hazard Identification Form  
 HS010 Risk Assessment  
 HS013 Manual Handling Risk Assessment 
 HS014 General Risk Assessment 

 
 

10. H&S Policy 
 

• The annual review of the college health and safety policy was conducted by the 
HSM during April and May. 

• This document was subsequently presented to the Health and Safety Committee 
and SMT for comment and endorsement. 

• In June it was submitted to, and approved by, the Board of Management and 
signed by both the Chair of the Board and the Principal. 

• Copies of the signed health and safety policy statement were posted in the 
reception areas of all campuses in July. 

 

11. Health and Safety Management System (HSMS) 
 
• Progress with transition of the college health and safety management system 

(HSMS) to one which meets (or exceeds) the standards of the international 
standard ISO 45001 was severely curtailed as a result of the COVID-19 
pandemic 

• Although significant progress had been made with the transition, this project has 
been suspended until early 2021, when it is hoped to recommence the project. 

• The original target date for this project to be completed was July 2020 but this 
has now been pushed back to autumn 2021, at the earliest. 
  
 

12. Health and Wellbeing Sub-Committee (HWSC) 
 
a. Progress was made in several areas by the HWSC during the reporting period, 

including: 
 

o Student Mental Health: Inductions now to include Counselling Services; 
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o The Student Association Wellbeing Initiative; 
o Healthy Working Lives: working towards attaining Silver Award (on hold 

as a result of COVID-19); 
o Work on a revised Alcohol and Drugs Policy; 
o Healthy Living Award: Catering Academy to apply (overtaken by events); 
o Drafting of a Mental Health Strategy; 
o Calendar event: Making recovery real. 
o Revised Student Mental Health Agreement; 
o Mental Health Toolkit: College considering feasibility of setting up toolkit;  
o Additional promotion of the Big White Wall (name has now been changed 

to ‘Togetherall’);  
o Student Sway: College deliberating on establishing Sway for learners;  
o Utilisation of Mental Health First Aiders and provision of coloured 

lanyards to highlight qualified members of staff; 
o Participation in two new initiatives: 

 an ERASMUS project with 2 colleges in Ireland and one in 
Santander and with Kettle of Fish to develop a Health and 
Wellbeing Portal.   

 a GCRB initiative which would review mental health across the 
three Glasgow colleges and would involve a link person for mental 
health within the Charlie Waller Mental Health Trust. 

o Proposed removal of the smoking shelter at the Easterhouse Campus to 
conform with the College No Smoking Policy; 

o Appointment of two new student counsellors by the College; 
o Promotion of College’s Wellbeing Plan; and  
o Participation in the staff conference by the Charlie Waller Mental Health 

Trust. 
 
It was announced at the final meeting of the academic year that due to a 
rationalisation of committees, the Access and Inclusion committee, to which 
the HWSC reported, would no longer meet.  The HWSC unanimously agreed 
that the work of the sub-committee should continue in some form and it was 
suggested that this could be as a workgroup of the Health and Safety 
Committee.  Further discussion will take place during early 2020/2021 to 
establish this new workgroup and agree the appropriate remit, membership 
and reporting channels. 
 

b. Big White Wall  
 

• The Big White Wall (www.bigwhitewall.com) was launched at the staff 
conference in August 2018 for staff and learners.  The facility provides 
anonymous peer community support online 24/7 for staff and learners. 

• Trained professionals carry out moderation on the site and guided study courses 
are available on a variety of topical issues.  

• In early 2020 the BWW adopted a new name which represents their values of 
inclusivity, positivity and belonging regardless of gender, ethnicity, sexuality or 
religion – ‘Togetherall’.   

https://www.bigwhitewall.com/v2/Home.aspx
https://togetherall.com/en-gb/about-us/
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13.  Incident Reports and RIDDOR 
 
• Incident Reporting 

 
There were 138 Incident Reports (HS001) made during the reporting period, which is a reduction of 57 on last year’s figures.   

 

  
2019 2020 

Totals 
 

Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul  

Accident 2 4 10 12 6 12 12 5 0 0 0 0 63  

Incident 3 21 3 9 6 7 8 1 0 0 0 0 58  

Near Miss / Other 0 0 0 0 4 2 0 1 0 0 0 0 7  

Abuse (Violence) 0 0 1 3 2 2 2 0 0 0 0 0 10  

Total 5 25 14 24 18 23 22 7 0 0 0 0 138  

Helpdesk  
H&S issues 

27 46 33 44 32 24 23 15 0 0 0 0 244 
 



 
 

11 | P a g e  
 

There were no RIDDOR reports made during the reporting period. 
 

Of the reported incidents covered during this period:  
 
• 27 involved members of staff (25 last year); 
• 109 involved learners (164 last year); 
• Eight of which involved learners under the age of 16 (15 last year); and 
• Two were either contractors or members of the public (six last year).   

 
 
 
 

There were 10 incidents categorised as ‘violence and/or abuse’ during the 
period:   

 
 

78%

12%
7%2%1%

Who - total reports

Learners Staff Under 16's Public Contractors

When Where Nature of Incident Internal Actions 

Oct 19 EE Learner verbally abused by another student Issue dealt with under college procedures 

Nov 19 SB Learner verbally aggressive to member of staff Issue dealt with under college procedures 

Nov 19 SB Learner refused to comply with no smoking instruction 
and blew smoke in face of member of staff 

Unable to identify individual 

Nov 19 SB Group of learners refused to comply with no smoking 
instruction 

Unable to identify individuals 

Dec 19 SB Learner verbally abused member of staff Issue dealt with under college procedures 

Dec 19 Offsite Group of Learners verbally abused members of staff Issue dealt with by Transitions staff 

Jan 20 EE Two learners fighting in workshop Issue dealt with by EVIP staff 

Jan 20 EH Learner verbally abusive to member of staff Issue dealt with under college procedures 

Feb 20 EE Two learners fighting on campus Issue dealt with under college procedures 

Feb 20 SB Group of learners verbally abusive to member of staff Unable to identify individuals 
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Cuts, Grazes or Impact Injuries 54 

Pre-existing condition 27 

Unwell or Anxiety 20 

No illness / injury 15 

Burns 9 

Eye 5 

Fit or Seizure 2 
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14. Occupational Health (OH) Hygiene 
 

• An OH hygiene survey was conducted by Mabbett consultancy on 12 
February to determine if lead working practices and procedures within the 
college were compliant. 

• The resulting report endorsed the college’s current controls and confirmed 
our legal compliance. 

• Consultants also provided some recommendations on both the conduct and 
development of future training programs. 
 

 
15. OH Surveillance 

 
a. OH surveillance serves two purposes, one being to identify and manage work-

related health effects which may potentially affect staff.  The other being that, 
under certain criteria, health surveillance may be a legal requirement.  These 
can include staff with exposure to noise or vibration, ionising radiation, lead, 
solvents, fumes, dusts, biological agents and other substances hazardous to 
health.  

o Current OH surveillance checks include audiometry, respiratory, hand-
arm vibration, skin, blood test (lead work) and an eyesight check for staff 
who routinely drive college vehicles as part of their role.  

o During the reporting period full-day Occupational Nurse-led health 
surveillance clinics took place on the following dates: 
 

 
 
 

 

2019  

Monday 11 November 2 clinics @ Springburn 

Monday 25 November 2 clinics @ East End and Springburn 

Monday 2 December  1 clinic @ Springburn 

Wednesday 4 December 1 clinic @ East End 

Monday 9 December  2 clinics @ Springburn 

Monday 16 December 1 clinic @ Springburn 

Wednesday 18 December 1 clinic @ Springburn 

2020  

Wednesday 8 January 1 clinic @ East End 

Monday 16 March 1 clinic @ Springburn 
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o In April the OH surveillance provider (Integral OH) informed the college 
that with from the end of May 2020 they would be a physician only OH 
provider and would no longer be employing occupational health nurses 
(OHNs).  As such Integral OH would be unable to provide the OHN-led 
surveillance clinics in the future. 

o In May the OHNs previously employed by Integral OH formed a new 
company (Excel OH) and in order to maintain continuity of OH 
surveillance services in the short-term the college have engaged them to 
provide the OH surveillance clinics 2020/2021. 

o This change of surveillance provider will require staff-related medical in-
confidence information to be transferred between Integral OH and Excel 
OH.  Once all GDPR compliance issues have been agreed, met and 
signed by each party involved, the 2020/2021 OH surveillance clinics will 
be scheduled. 

o Of note, the Integral OH physicians will remain the preferred provider for 
routine occupational health referrals. 

o Cognisant of ongoing COVID-19 restrictions, next years scheduled OH 
clinics will be predicated on individual staff members responses to 
documentation issued by Excel requesting updated health information.  
Using this updated information, the OHNs will be looking for changes in 
health criteria noted by staff, and where this is the case an online clinic 
will be scheduled with that individual.   

o An unintended, but welcome benefit of the change in OH surveillance 
provision and the revised clinical arrangements being arranged, should 
also be reflected in lower costs for this year’s surveillance programme. 

 
b. Flu Clinic 
The annual flu clinic took place at Springburn campus during the November staff 
conference.  103 members of staff were vaccinated with all with appointments 
coordinated through EventBrite. 
 

15. Operational Plan 2019-2020 

August • Engage external subject matter expert (SME) to review college 
campus Legionella Risk Assessments 

Complete 

September • Provide health & safety advice and support for Fresher’s Week 

 Complete 

• In tandem with Student Association (SA) carry out two Mental 
Health promotions  

Cancelled – change of SA staff 

• In tandem with Health and Wellbeing Sub-Committee (HWSC) 
promote the Big White Wall (now called Togetherall) to learners  

Complete 
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• In tandem with HWSC measure and report uptake in the Big 
White Wall (now called Togetherall)   

Complete 

• In tandem with HWSC complete submission of evidence required 
for the Healthy Working Lives’ (HWLs) Silver Award  

Overtaken by events – deferred to 2020/2021 

• In tandem with HWSC complete submission of evidence required 
for the Healthy Working Lives’ (HWLs) Gold Award  

Overtaken by events – deferred to 2020/2021 

• Investigate provision of online health and safety training for 
Board members 

Complete – option not taken up 

• Recruit two class representatives to the Health and Safety 
Committee 

Complete 

• Recruit two class representatives to the Health and Wellbeing 
Sub-Committee 

Complete 

November • Engage external subject matter expert (SME) to review college 
campus Fire Risk Assessments 

Complete 

February • Engage external subject matter expert (SME) to conduct West 
Campus asbestos re-survey 

Complete 

• Conduct a minimum of 2 occupational hygiene surveys 
(Noise/Lead) during academic year 

One complete - one deferred 

• In tandem with Student Association carry out three fundraising 
promotions with our partners the British Heart Foundation (BHF) 

o Bag it, Beat It (Sep 19) Yes 
o Nation of Lifesavers, CPR – (Oct 19) No 
o Dechox (Mar 20) No 

Partially complete - change of SA staff 

May • Review, update and present Health & Safety Policy to Health and 
Safety Committee and SMT 

Complete 
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• Submit approved version of revised Health & Safety Policy to 
Board of Management 

Complete 

• Draft and submit periodic health and safety update reports for the 
Human Resources Committee: 

 
o November 2019 
o February 2020 
o May 2020 

Partially complete – May 20 not achieved 

June • Arrange a minimum of three health and safety at work 
presentations to learners   

Two of three achieved by Mar 20 

• Draft and submit health and safety update reports for the Health 
and Safety Committee: 
 

o September 2019 
o November 2019 
o January 2020 
o March 2020 
o April 2020 
o June 2020 

Complete 

July • Complete transition of college health and safety management 
system from 18001 to ISO 45001 

Deferred – new target date tbc 

• Arrange three first aid training courses to requalify existing first 
aiders and qualify new volunteers 

Complete (9 requalified, 5 newly qualified) 

• Schedule and conduct Occupational Health Surveillance for all 
relevant staff 

Partially complete (80%) 

• Raise completion rate for the following legally mandated health 
and safety training (online) to 95%: 

o Asbestos Awareness (91%) 
o COSHH (89%) 
o HandleRite (54%) 
o Working at Height (52%) 

Incomplete 
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• Maintain Fire and DSE completion rates for the following legally 
mandated health and safety training (online) to 95% 

 
o FireRite (annual fire safety) (97%) 
o AssessRite (Display Screen Equipment) (94%) 

Partially complete 
 

• Draft and submit Annual Health and Safety Report for the Board 
of Management 

Delayed to October 20 
 

• Manage and maintain health and safety budget within 
promulgated limits 

Not complete – COVID-19 costs 
 
 
16. Safety Inspections 

 
• Quarterly departmental and faculty safety inspections continued up until mid-

March during session 2019-2020, during which 98 inspections took place. 
• Post lockdown a reduced number of these inspections took place, 

proportionate to the much lower levels of activity and staff occupation of the 
buildings. 

• Safety inspection activity will be monitored closely by the HSM during the 
first Block of the next reporting period to ensure the previously robust regime 
remains in place. 

 
 

17. Staff Training  

 
a. First Aid Training 

 
Over the past 12-months, 14 members of staff undertook first aid training.  
Five members of staff are newly qualified and the remaining nine have requalified 
 
 

b. WorkRite Online training 
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• Staff currently in date for ‘FireRite’ e-
learning module is 96.5%, which is 1.5% above 
the college operational plan target).  
• However, this is a drop of 1.6% on last 
year’s annual report figures (98.1%, which was 
the highest recorded percentage since 
introduction). 
• Although disappointing this decrease can 
be attributed to change in working environment 
from campus to home.  
• Staff repeat FireRite annually. 

 

• Staff currently in date for ‘AssessRite’ e-
learning training and assessment module 
is 94%, which is a drop of 3% on last 
year’s figures (97%) which were the 
highest recorded percentage achieved to 
date. 

• Although disappointing this decrease can 
be attributed to change in working 
environment from campus to home and is 
offset to some degree, by the uptake in 
the Home Workers package. 

• The 2020/2021 operational plan will address this, with the aim of bringing the 
completion rate above 95%.  Staff repeat AssessRite training and self-
assessment every 2 years. 

• Since its introduction in 2016, the WorkRite training platform has provided a 
very successful and cost-effective staff health and safety training facility. 

• The platform now hosts 24 training courses, which include the following non-
health and safety modules: Anti-Bribery / Anti-Corruption, Equality and 
Diversity, Environmental Awareness and Safeguarding. 
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• Staff completion numbers (of 551 staff registered on the system), repeat 
training and training target information at the end of July 2020 were as 
follows: 

 
Health & Safety Training Current Training Repeated Target 

Conflict Resolution  333 ↑ 2 years All staff 

Slips, Trips and Falls 279 ↑ 3 years All staff 

FeelRite (Stress Training) 289 ↑ 3 years Optional 

Personal Travel Safety 204 ↑ 3 years Optional 

OHSA (Office H&S Awareness) 212 ↑ 3 years Non-managerial staff 

MobileRite (Peripatetic Staff) 189 ↑ 3 years All peripatetic staff 

Driver Awareness 125 ↑ 3 years Staff driving for work 

COSHH 88 ↑ 2 years Exposed staff 

HandleRite (Manual Handling) 86 ↑ 2 years Exposed staff 

OHSALM* 43 ↑ 3 years All line managers 

Asbestos Awareness 20 ↑ Annually Exposed staff 
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Working at Height 17 ↑ 2 years Staff working at height 

New and Expectant Mother  10 ↑ Each pregnancy Pregnant staff only 

Risk Assessment 170 ↑ 2 years All staff 

Homeworker 325 ↑ 2 years Homeworkers 

Coronavirus Awareness 312 Annually All staff 

Legionella Essentials 11 2 years Estates staff 

First Aid 8 Annually First Aiders 

Sub total 2703 

Non-Health & Safety Training    

Safeguarding 358 ↑ 1 year All staff 

Equality and Diversity 321 ↑ 2 years All staff 

Anti-Bribery / Anti-Corruption 302 ↑ 3 years All staff 

GDPR 305 ↑ 2 years All staff 

Environmental Awareness 12 ↔ 2 years Optional  

Total 4001 

• Members should note that staff are not required to complete each one of the 
courses set out above as the allocation for each course is related to their 
specific staff role. 

 
18. Coronavirus (COVID-19)  

The COVID-19 pandemic provided several health and safety challenges during the 
latter half of the reporting period.  This section of the annual report aims to provide 
a summary of decisions, rationale and actions taken to mitigate the emerging risks.  
This includes the enhanced hygiene provision, provision of timely information and 
advice to staff and students and the preparation required for changes to working 
practices caused by the government-imposed lockdown restrictions. 

The summary has been broken down into three consecutive sub-sections, pre-
lockdown, lockdown and post-lockdown. 

Pre-lockdown 

January 

• On the 28 January the HSM briefed the SMT on current UK and Scottish 
government coronavirus information and guidance.  During this brief, 
reference was also made to the World Health Organisation (WHO) and the 
John Hopkins University Coronavirus tracking tool, which was later included 
in the daily updates. 
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• Supplier, logistics and cost investigations for hand sanitiser units and 
supplies commenced. 

• Public Health England ‘Wuhan’ posters printed, distributed and 
displaying in all campuses.  

• Discussions on initial college preparations, cleaning priorities, 
enhanced safety signage and implementation of risk 
assessment control measures began.  

• Initial formalised reporting relating to COVID-19 commenced in 
the form of a ‘daily coronavirus update’ produced by the HSM.  
The ‘daily update’ was formatted into four sections, one relating 
to College-specific information, the second and third containing 
Scottish and UK government legislation and guidance and the 
fourth a broad summary of World Health Organisation (WHO), 
John Hopkins University infection-rate trends and any other 
relevant information sources. The update provided the SMT/OMT, union 
safety representatives, members of the Incident Management Team (part of 
the Business Continuity Plan) and latterly to members of the Board of 
Management and the GCRB.  The daily update ceased on 3 April, as it had 
been overtaken by events by this point in time. 

• First draft of the College Coronavirus risk assessment completed and issued 
for consultation. 
 
 

February 
 

• Management of the Springburn campus Chinese School (CS) took the 
decision not to reopen following the Chinese New Year (24-30 Jan).   

• Enhanced ‘touch-point’ cleaning introduced throughout all campuses. 
• Sanitiser units and supplies ordered, delivered and fitted throughout each 

campus.  
• Additional NHS ‘Catch it, Bin it, Kill it’ posters, which 

are used annually during the Norovirus season, 
(November to April) were distributed and displayed in 
all campuses.  

• Sharing of provisional government, public health and 
local guidance and information with staff and 
students commenced in the second week of 
February and continued throughout the remainder of 
the reporting period. This included COVID-19 
specific emails to all staff and students, the issuing 
UK government ‘Guidance to Educational Settings 
for Coronavirus and use of college social media sites 
to highlight Scottish Government and NHS health 
advice. 

• Travel advice to staff for both domestic and foreign travel was under active 
consideration from the beginning of February.  All changes to the Foreign 
and Commonwealth Office (FCO) travel advice was noted and passed onto 
relevant parties. 
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March 
• Focussed progress towards completion of the 2019/2020 health and safety 

operational plan was suspended on the 1 March.  
• IMT conducted a pandemic table-top exercise and a Coronavirus (COVID-

19) icon was added to the staff intranet page on the 3 March (see below).  
This provided ‘one-click’ access to the college COVID-19 related portal 
containing all relevant government, public health and college-specific 
information and guidance. 

 

 
 

• First aid provision advice was updated and distributed to all first aiders, which 
reflected potential virus transmission issues. 

• A member of staff who had taken part in a college-sponsored Italian skiing 
adventure had a swab test on the 5 March which came back negative. 

• On the same day a symptomatic student attended the East End campus, 
ignoring medical advice to stay at home. The student was immediately sent 
home by staff and precautionary clinical cleaning of the classroom was 
carried out.  An incident report was received detailing staff and students who 
may have come into contact.  It subsequently became clear that the student’s 
symptoms were not COVID-19 related. 

• As the result of the two incidents above additional guidance was emailed to 
staff and students and more safety notices and posters were printed and 
displayed around the college campuses. 

• The Principal imposed a strict moratorium on all college-sponsored foreign 
travel on the 11 March.  At the same time domestic travel on college 
business outwith the Glasgow region was restricted to operationally essential 
only. 

• The IMT were ‘stood to’ on the 13 March to discuss the emerging viral threat, 
college risk assessment control measures, planned response and the initial 
planning considerations for potential ‘lockdown’ with a supporting 
communication strategy for staff and students. Also discussed were the 
various and differing actions that may be required dependent on whether the 
college remained open, partial or fully closed. 

• IMT agreed to conduct daily meetings from this point. 
• On the same day the HSM was co-opted to the SMT for the purpose of 

pandemic related safety matters. 
• The college commenced providing the SFC with institutional updates from 

the 16 March. 
• In line with the rapidly developing Government guidance, face to face 

teaching ceased in all campuses and staff over 70, those who are pregnant 
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and those who have high risk and underlying health conditions were asked to 
work at home with effect from Tuesday 17 March. 

• On the 19 March the daily communication tab was added to the Coronavirus 
portal providing swifter dissemination of college daily communication 
updates. 

• Formal lockdown restrictions commenced across all campuses at 4pm on 20 
March.   

Lockdown: 

• One of the key strands of the 2019/2020 operational plan, was the planned 
enhancement of health and safety competence across the college 
management structure.  Despite the earlier suspension of focused progress 
with the remainder of the plan this training element was retained.  A training 
provider who was able to facilitate an online IOSH Managing Safely course 
was identified and a group of 20 managers (SCMs and Senior Operational 
Management Team members) enrolled.   

• The longer-term aim is to ensure all college staff with a line-management 
role will have successfully completed the IOSH Managing Safely course.  

• In order to enhance health and safety training, 
guidance and support for staff, additional online 
WorkRite packages were added on the 18 March: 

o Coronavirus Awareness and Homeworking 
Essentials,  

o First Aid Course, and 
o Legionella Essentials.   

• The coronavirus awareness and home working 
essentials course consist of a virus overview, 
hygiene guidance and transmission control.  The 
module concludes with a brief section covering 
home working essential information.  Within four 
months of this module being made available over 
300 staff had completed it. 

• In order to mitigate the loss of scheduled face-to-
face first aid refresher training the first aid module 
was added.  This course allows college first aiders 
to maintain their theoretical knowledge. 

• The legionella essentials module was included in preparation for re-opening 
the campuses at the point that lockdown restrictions allowed.  This course 
was aimed specifically at staff who would be on campus in the very early 
stages. 

• Concurrently with the above, two modules previously available to selected 
staff, Home Working and Risk Assessment, were opened-up and made 
accessible to everyone. 

• This change in accessibility resulted in a significant increase in the 
completion rates for staff: 
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o Home Workers from 4 to over 325, and 
o Risk Assessment 197 to 279 

• The increased staff access to, and widespread completion of the Home 
working self-assessment tool provided the HSM with a clear indication of the 
emerging work-related issues arising from the rapid and enforced change to 
staff working locations and practices.   

• The data from these self-assessment results were used to pre-plan the 
logistical preparations required to provide the various elements of office 
equipment requested or needed by staff for home working. 

• At the very early stages of the pandemic it became clear that current APUC 
suppliers were proving to be unreliable for the availability and timely 
provision of sanitiser dispensers and gel, anti-viral wipes and various items 
of personal protective equipment (PPE). 

• Following discussions with the Finance Director, the urgency to identify and 
certify alternative suppliers was recognised and authorised. 

• At this point the Finance department introduced a COVID-19 specific cost 
code. 

• The IMT continued to meet during the first few weeks of lockdown, with the 
focus of planning shifting from incident management to post lockdown 
considerations. 

• With the publication of the Scottish Government Routemap, and the 
development by the Principal of the Transformation and Renewal document, 
the IMT stood down. 

• In order to establish a comprehensive plan for the college post-lockdown the 
Exit Strategy Workgroup was formed.  This workgroup very quickly evolved 
into the Transformation and Renewal Workgroup, who were responsible for - 
post lockdown planning and preparations 

• One of the early decisions taken was the format and content of the safety 
posters which would be used in all campuses.  Having researched what was 
available it was decided to use the Centre for the Protection of National 
Infrastructure (CPNI) posters (see selection below). These were chosen 
because of their clear, unambiguous messages and eye-catching colours.  
The posters were printed, distributed and displayed around all four 
campuses and Blairtummock House during the early weeks of July. 
 

      
 

Post lockdown: 
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• Following the lifting of restrictions, close control was kept on the number of 
staff authorised to access the campuses.  This ensured that only staff vital to 
‘opening up’ operations were on site in the first few weeks and that this was 
conducted in a cautious and methodical manner.  At all times the primary aim 
was to safeguard staff health and safety 

• The initial step was ensuring that all main utilities were available and 
operational, which was followed by confirming all statutory maintenance, 
checks, tests and inspections on college fixtures, machinery and utility 
supplies were up to date.   

• At the early stages of the opening up process, access for staff not involved 
was controlled via a request system controlled by the Administration 
department.  This access system was also used to schedule time slots for 
members of staff to collect the equipment that had been set aside or ordered 
specifically for those working from home. 

• At the beginning of the lockdown college buildings were, to a large extent, 
mothballed.  On our return to the campuses one of the key factors in 
ensuring that all building water supplies were clean and safe to use.  To 
confirm this a programme of flushing all outlets was instigated and this was 
followed up by legionella testing. 

• When all the pre-occupancy safety precautions had been implemented 
attention moved onto setting up the campuses to be COVID-19 safe. 

• In consultation with managers, union safety representatives and individual 
members of staff a one-way system was set up for all four campuses.   

• A detailed survey of all rooms, salons, workshops, training kitchens and 
laboratories was conducted.  A mathematical formula was devised to ensure 
that 2-metre social distancing could be easily maintained and included 
additional teaching space so as not to restrict lecturing staff. 

• The revised room layouts throughout each building have resulted in a 
reduction of capacity and therefore likely daily occupancy levels in the 
academic year 20/21 to approximately 30% of normal levels.  

• The much lower occupancy levels reflected the proposed staff working 
model, which was predicated on working from home unless specifically 
required on campus. 

• This working model is best described as follows: 
o Home working, relevant to those who are carrying out all tasks 

exclusively from home (shielding, those with care responsibilities etc.); 
o Campus working, members of staff who can only carry out their tasks 

on site (estates facilities, some administration staff and learner 
support staff etc.); and 

o Agile working, individuals with the flexibility to be able to work at 
home, on site or at various locations, dependent on the service 
requirements. 
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• This working model is underpinned by the implementation of the Digital 
Transformation Strategy which set out the rationale for the development, 
expansion and improvement of college digital services and equipment.   

• During early July the Principal, Vice Principal HR&OD, Interim Principal, 
Head of Facilities and the HSM conducted a walk round at Springburn 
campus to ascertain what progress had been made with COVID-safe 
building preparations. 

• Another key enabler to allow the return of learning and teaching to the 
campus environment was ensuring that college risk assessments had been 
reviewed and updated.  Of critical importance was to include COVID-19 as 
an assessed hazard, with proposals for proportionate and effective control 
measures. 

• Support departments were able to complete all of their assessments prior to 
the end of the reporting period and these were all uploaded onto the Intranet 
once they had been approved. 

• The Faculty risk assessment process began in July, but many likely control 
measures could not be fully articulated until lecturing staff returned from their 
summer break in mid-August and the most current Government guidance 
had been included. 

As the pandemic progressed through the spring and summer we have improvised 
and adapted our approach to the health and safety of staff, students, contractors 
and members of the public.  There have been lessons learnt regarding the timing, 
breadth and scope of college planning and preparations and these have already 
been documented in the Business Continuity Plan.  The implementation of the 
various precautions and control measures have been adjusted and finessed as 
guidance and experiences have dictated but it is assessed that for the majority of 
the time the college was ahead of the ‘curve’ of the pandemic, with 
communications, early provision of safety measures and advice and a 
comprehensive set of evolving plans throughout. 

 

19. H&S Manager CPD 

In addition to conducting the CPD required by Institute of Occupational Safety and 
Health (IOSH) in order to maintain Chartered status, the HSM undertook the 
following training over the reporting period: 

• NEBOSH HSE Certificate in Health and Safety Leadership Excellence 
• IOSH certified Behavioural Safety Leadership 
• Re-qualified as First Aider at Work 

 
Webinars: 

• Working from home (Posturite) 
• Working from home, a health check (Posturite) 
• Occupational Health during COVID-19 pandemic (RoSPA) 
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• Planning to return to work – factors to be considered (Posturite) 
• COVID-19 – Return to Work (RoSPA) 
• COSHH and Cleaning Workplaces (Posturite) 
• COVID-19 Coronavirus – Returning to work safely (IOSH) 

 
WorkRite Online 

 
 

 

 
Geoff Lawson 

Health & Safety Manager 

 


