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Head of Schools Statement.
In the field of health and safety, as in teaching and research, we seek to achieve the highest standards. We pursue this to comply with current legislation, and because it is in our best interests. The effective management of health and safety, leading to fewer accidents involving injury and time off work is an investment that helps us to achieve our purposes in respect of excellence in our other endeavours. The School accepts the philosophy that all accidents are preventable and that nothing is so urgent or important that it is worth risking injury to any employee, contractor, visitor or member of the public. 
We will encourage all staff to set a high standard of safety by personal example so that students and other researchers accept good safety practice as normal and desirable. 
Effective control of health and safety within the school is to be achieved through informed individual responsibility and cooperative effort at all levels of the School and indeed the University. Specific health and safety responsibilities within the School and the interaction with the central University health and safety services are allocated as described in part 2 of the School's Health and Safety Policy (http://www.ssnet.chemistry.manchester.ac.uk/health-and-safety/health-and-safety-policy/). The School will promote continuous improvement in health and safety performance to meet all relevant laws and regulations via the health and safety committee. The School Safety Advisor or any member of the safety committee can be approached to provide specific advice on safety matters. 
The School will provide necessary and sufficient information and training in respect of health and safety for its members and will allocate appropriate resources. 
The health and safety policy will be reviewed annually - and more frequently if required - to take into account changes in the law, activities and personnel. It is available to all members of the School on the Chemistry website safety pages, and a copy is posted on the Health and Safety noticeboard by the main Stores
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Professor N. Kaltsoyannis

Head of School

Purpose of this safety file.
This file is a collation of safety documentation for the laboratory to operate safely. Within this file, you find Standard Operation Procedures (SOPs), Risk Assessments (RA), and Group Policies.
As new or even an old hand it is essential that remain familiar with the instructions and information within this file as it will allow you to maintain a safe environment for yourself and other group members.
Read through the documents and sign that you understand them on your induction form. Once completed, your induction form should be attached to the back of this file.

If you have any questions, please ask you Safety Champion(Name and office number of Safety Champion.)




General Building Information:
All information about Health and Safety can be found at the Schools Health and Safety intranet page. 
http://www.ssnet.chemistry.manchester.ac.uk/health-and-safety/
Induction for the Building.
[bookmark: _GoBack]It is essential that all new members have a building induction so that they are familiarised both with the unique characteristics of the building and the standards that are expected of those working in the School of Chemistry.
These inductions take place on the first Thursday of every month. The timetable and locations can be found here: http://www.ssnet.chemistry.manchester.ac.uk/health-and-safety/safety-lectures/
School of Chemistry H&S Policy
The School has its own health and safety policy which should be read and understood by all members of the group. The policy includes information on actions to be taken in an emergency like a fire or chemical spill.
The policy can be found at http://www.ssnet.chemistry.manchester.ac.uk/health-and-safety/health-and-safety-policy/
The School Safety Office
The School safety office is located in the office G29D. 
Any Health and Safety concerns should initially be raised with your line manager/supervisor.

Please contact the Health and Safety Office if any concerns remain unresolved or outstanding. Email: HealthandSafetyOffice@manchester.ac.uk 

If necessary these concerns can be raised at the Health and Safety Committee on your behalf by the appropriate representative or with Central Safety Services.

Your School Safety Advisor is Mr Simon Holden. (60577)
Your Deputy School Safety Advisor is Mr Chris Turnbull. (57851)
Lab Group Information
Whos in the group:
	Name of Individual
	Office number
	Role within group

	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.


The Group’s Rota:
Insert the groups cleaning or solvents collection rota here.

Group Meetings:
Insert information about group meetings here. Include location, frequency and any other information relevant to your group.


Fumehood Allocation Table:
This table must be kept up to date.
	Fume hood Number
	Name of Researcher

	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.





Risk Assessments 



Procedure and Method Sheets



Completed Training Logs



Training and Induction Log	
Name: Click here to enter text.
	1
	Health and Safety (General)
	Date
	Initial

	A
	Attended Building Induction with Health and Safety Office
	
	

	B
	Have you read the School Health and Safety Policy?
https://goo.gl/7afr3f
	
	

	C
	Have you applied for building access?
	
	

	D
	Introduced to Group Safety Champion
	
	

	E
	Occupational Health fitness to work certificate
	
	

	F
	Do you understand and agree to the lone working policy (School H&S Policy 3.2)?
	
	

	
	
	
	

	2
	Group Induction
	Date
	Initial

	A
	Shown Working area Office?
	
	

	B
	Shown working area Laboratory?
	
	

	C
	Shown Safety File?
	
	

	D
	Shown where the Diphoterine is within Laboratory?
	
	

	E
	Shown Fire Escapes within Laboratory?
	
	

	F
	Shown where the Fire Extinguishers are located and how and when to use them?
	
	

	G
	Have you been shown Welfare facilities? i.e. Café
	
	

	H
	Have you been shown the emergency station?
	
	

	I
	Have you been shown the location of the nearest Spill kit?
	
	

	
	
	
	

	3
	Risk Assessments (Read and Signed)
	Date
	Initial

	A
	How to use Liquid Nitrogen
	
	

	B
	General Laboratory Occupancy
	
	

	C
	How to use rotary evaporators
	
	

	E
	Fume hood use 
	
	

	F
	Low-Risk Electrical items
	
	

	G
	General Glassware use
	
	

	H
	Use of Solvents
	
	

	I
	Use of Bunsen Burners
	
	

	J
	Use of UV Lamps
	
	

	K
	Use of Microwaves
	
	

	L
	Use of High-Pressure Vessels
	
	

	M
	Use of Ultrasonic Baths
	
	

	N
	Use of Spectrometer and Analytical Equipment
	
	

	O
	Any group Specific CRAs or Risk Assessments read, signed and understood.
	
	

	
	
	
	

	4
	Fume Hood Training
	Date
	Initial

	A
	Shown which fume hood you are to use?
	
	

	B 
	Shown and understand how to operate your fume hood according to Proceedure & Method (P&M) sheet 22.?
	
	

	C
	Inspected your fume hood and reported any defects?
	
	

	D
	Read and signed P&M sheet 22 “Correct use of fume hoods.”?
	
	

	
	
	
	

	5
	Chemical Risk Assessments (CRA)
	Date
	Initial

	A
	Have you been shown how to find the blank CRA forms?
	
	

	B
	Have you been shown how to complete the CRA forms?
	
	

	C
	Do you know the group's process for signing off CRAs?
	
	

	D
	Have you read the CRA Guidance?
	
	

	
	
	
	

	6
	Accidents and Abnormal Occurrences
	Date
	Initial

	A
	Have you been told and understand the accident reporting procedure and why it is important to follow it?
	
	

	B
	Do you know who your nearest first aider is?
	
	

	C
	Do you know the procedure for out of hours working?
	
	


Senior postdoc or Academic supervisor 
By signing below, I acknowledge that the individual below has been inducted into the group and can safely commence work within the Chemistry Building.
Name: Click here to enter text. 		Signature:	………………………………………………
Date: Click here to enter a date.
Individual
By signing below, I acknowledge that I have completed the above tasks and willing to work safely within the Chemistry Building.
Name: Click here to enter text. 		Signature:	………………………………………………
Date: Click here to enter a date.
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