CCSG Health & Safety Group: Meeting notes 7th July 2020
Attendees: Rupert Lawrie, Oliver Cooper, Tim Kaye, Emma Durrant, Clive Singleton, Vicki Boyd, Kevin Hamer, Graham Hakes, Duncan Stiles, Peter Robinson, Andrea Pulford
Due to Covid-19 restrictions this meeting was conducted via Microsoft Teams.
Agenda 
1. Apologies
1. Risk Assessments
1. Training
2. Update from Kevin Hamer
1. Close out of actions following investigations into serious incidents
1. Close out of actions following inspections
1. Other Business
5. ISO 45001
5. Covid-19 update
5. Contractors
5. Ventilation systems
5. Re-induction of staff


Apologies 
Apologies from Mark Potter, Jean Hill, Paul Roberts

Risk assessments
Some businesses identified the lockdown period to review their risk assessments. 
· In Warwick Retail this is ongoing
· Warwick Arts Centre plan to review theirs August/September as normal practice
· WEG will review theirs
· Warwick Sport have completed their review
· Conference Park & Events are approximately 45% through their review and moving to new format

Training
Update from Kevin Hamer
· H&S Moodle records with completion stats were sent out to businesses yesterday
· CCSG completion rates for mandatory Moodles stand at:
· H&S Essentials 60%
· Fire Awareness 57%
· Food Safety Essentials 78%
· Food Allergens 79%
· OD will be reporting numbers quarterly and looking to increase completion rates
· New Moodles available are Working Safely with Equipment, Fire Extinguishers, Manual Handling Awareness
· A COSHH Moodle is in development
· There is related work from the ICO project to identify compliance and completion of essential training. CCSG are well placed with this
RL queried whether we know that people have completed training that is mandatory for their role.
KH stated that people who have not done the training are being identified to their managers.
RL queried how we ensure that mandatory training is being completed and how we follow up formally where it is not. He reminded colleagues that staff members must take personal responsibility for ensuring they have completed mandatory training.GH agreed, but highlighted that managers do have a responsibility to ensure that their staff are appropriately trained.
OC stated that mandatory training should be in the Training Needs Analysis (TNA) for each role. 
KH pointed out that the TNA is 2-3 years old so new requirements and Moodles need to be input. This is on agenda when things are back up and running.
OC asked for an update on the LMS. 
KH stated that there is no go live date as yet but work is being done in this area a working group has been set up.
RL requested that L&D colleagues present/give update on Success Factors and the LMS to UEB and CCSG.
Action: KH to consult Trudie Donnelly about the timeline for the LMS and report back.
ED flagged that there is still no solution for capturing Unitemps training records and that this must be managed locally for now. 
Graham Day’s retirement
GH stated that the H&S Office will be looking to replace GD in the near future. He has been working with KH to look at how the training GD delivered face to face could be delivered in future. This is specifically food safety, hygiene and allergens. 
A potential solution is a blended approach of on the job training with a workbook and Moodles. This will save time and money compared to face to face training. Training like this could also be more tailored to local conditions. GH has also been working with Coventry City Council on this.
KH stated that new training should be tied into employee probation and this will need input from managers. The provision for Levels 3 & 4 training also needs assessing.
VB stated that both her and Jayne Brown in Retail are trained to Level 4 and can deliver Level 2 training to get people through the basics if required. GH stated workbook approach can be more tailored to local conditions.
Action: KH to explore food safety/hygiene/allergens training options with key people from the businesses.

Close out of actions following investigations into serious incidents
PR reported that in the April-June period 6 incidents have been reported on SHE, one being a near miss. Nothing reported in July as yet.
CS has reported 2 incidents in Rootes. There has been a rodent infestation in Rootes Kitchen which is being dealt with. This is rated as ‘Significant’ in SHE.
Potentially more serious is the discovery of a historic build-up of hard fat in electrical wiring (lighting) in the ceiling above the Rootes kitchen. This could constitute a fire risk. Professional advice is required on how to deal with this but there will probably never be a better time to deal with it.
GH stated that the rodents are being dealt with. There are 2 options with the grease, deep clean or strip out and replace the wiring. This needs discussing with Estates.
CS queried who in Estates can deal with this? 
DS recommended that CS register this as a project and raise a docket with Estates Heldesk. There is currently capacity in the project management team so could be done quickly. 
Action: CS to register this as a project and also raise a docket
RL stated that we need to know the costs for dealing with this before taking any action, to ensure ROI.
GH reported that there have also been rodents in the WAC café area which is also being dealt with. VB reported that the bill from Rentokil is up to £4k so far.
TK reported that the fence around the outdoor facilities at the Hub needs repairing due to people climbing over it while the Hub is closed. 
RL voiced concerns over people injuring themselves climbing over fences and queried whether it would be better to leave the gates unlocked.
TK stated that wildlife can also cause damage which is why the gates are locked. 
GH stated that by leaving gates open, if someone injures themselves using the facilities we could be deemed to have “invited” them in and thus liable and uninsured.
Action: TK to consider whether to unlock the gates at outdoor facilities. 

Close out of actions following inspections
No inspections have taken place.
Other business
ISO 45001
OC reported that CCSG Exec at the May meeting confirmed their commitment to ISO45001. This will carry on when we get back on to campus and a level of normality has resumed.
Covid-19
WEG – All staff are working from home and there are no immediate plans to move back on campus. A post lockdown risk assessment has not been started yet. Staff have completed risk assessments of their Display Screen Equipment (DSE) and workstations at home. A risk assessment for the Birmingham office will be done shortly. OC stated that the Beehive will not be ready for occupation until September at the earliest. PR is leading on the post lockdown risk assessment in conjunction with WEG, Conferences Sales and GH. 
OC queried whether everyone working from home should complete a DSE assessment. GH stated that this was not necessary as it is impractical and a temporary problem. Any problems in this area will be dealt with on a case by case basis.
Sport – Are hoping to reopen the Hub during July and are waiting for a government decision. Risk assessments and SOPs have been completed and approved. Changes have been made inside the Hub to equipment layout and activities that can take place. Directional signage is installed and the booking system has been amended. All visitors need to book in advance. Staff have been in for training and Sport are ready to go in safe manner when they get the go-ahead.  The only issue is a problem with water temperatures and Sport are working with Estates to resolve this. There is confidence that this will not impact the re-opening.
GH stated that both the risk assessments and SOPs are excellent.
WAC – The whole team are currently furloughed and there has been no Government guidance on when they can re-open. Currently working to the beginning of October. There is a lot of work to do as during August/September risk assessments and SOPs are reviewed and training is also delivered. The lockdown easing risk assessment is yet to be started. The arts industry will need a re-open date by beginning of August or the autumn programme will be at risk. Social distancing will continue to cause problems. There has been a slight delay on the capital programme but the completion date is expected to be the end of March or start of April.
[bookmark: _GoBack]Retail – NAIC Café opened this week for takeaway only. It has not been busy but is proving popular with dog walkers. Risk assessments, SOPs and training for NAIC are all complete. Disposable cups are being used. Problems have been experienced with the hand sanitiser units and replacements are being sought. Revised SOPs have been sent to staff at home. 
GH stated that Retail have done a great job with their risk assessments and SOPs.
Retail Concessions – Retail are working with Caffe Nero to re-open with the Sports Hub. Pret a Manger could re-open in Rotes in September. Aroma at Westwood could also re-open in September. Risk assessments from all concessions will be reviewed by Retail.
Conference Park – There is a risk assessment in progress for the Rootes building which covers all CP&E activities.  There will be no commercial events this summer, however University Clearing is being hosted. PPE and hand sanitiser has been ordered. Signage for Clearing and other events that arise is being considered. CP&E will not open until after September and will be looking to support the University where possible.  There will be a reduced delivered food offer internally but no expectation of banquets etc. 
GH stated that ITS have been asked to produce risk assessment for Clearing as they will also be involved.
TCCs - GH reported that opening has put back by the government but ready to go when allowed with Scarman, Radcliffe and maybe the Slate. They are waiting to open the BBQ Shack from Scarman Kitchen in conjunction with Uber Eats. 
Estates – DS reported that lockdown easing risk assessments need to consider Estates personnel. Problems have been experienced where maintenance and cleaning staff have not been considered and have been unable to access buildings due to limits on numbers.  
Contractors 
CS asked whether there were any guidelines for contractors coming in to business premises. VB stated that Retail have set out guidelines for contractors including delivery drivers which aim to minimise contact with staff and time spent in the building. This also includes PPE and washing hands. 
Action: VB to share SOP with other businesses.

Ventilation systems
CS reported that he has been advised that the ventilation system needs to be turned down in Rootes to reduce the spread of contagion from Covid-19 and asked if anyone had any advice.
GH recommended that CS contact Dave Shaw in Estates.
DS stated that a paper is being drafted by Estates covering ventilation systems.
Action: DS to circulate the ventilation paper when ready.
Re-induction of staff
DS queried whether there would be any re-induction of staff when returning to campus. 
KH stated that this is being incorporated into local practice. Examples can be seen in Retail and Sport risk assessments and SOPs. Information is available. 
GH stated that a Covid-19 Moodle is being developed which will cover aspects of this.

Next Meeting
4th August 2020, Microsoft Teams.

Action summary log
	Who
	Action
	Deadline

	KH
	To consult Trudie Donnelly about the timeline for the LMS and report back to this group
	31.07.20

	KH
	To explore food safety/hygiene/allergens training options with key people from the businesses
	31.08.20

	CS
	To register the grease in the Rootes kitchen ceiling as a project and also raise a docket with the helpdesk
	10.07.20

	TK
	To consider whether to unlock the gates at outdoor facilities
	17.07.20

	VB
	To share SOP relating to contractors with other businesses.
	10.07.20

	DS
	To circulate the paper on ventilation (when ready)
	31.07.20





