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1. Health Safety and Wellbeing Team
1.1 The University of Sussex Health Safety and Wellbeing (HSW) service provides access to a team of professionals and technical expertise to assist Faculties, Schools and Divisions to undertake their duty to effectively manage health, safety and staff wellbeing in accordance with statutory requirements, the University Health, Safety and Wellbeing Policy, and best practice.
1.2 Student welfare and wellbeing is the responsibility of Student Services.
1.3 The HSW Team is predominantly an advisory function for the University to support the varied aspects of research and teaching; it is part of the Human Resources Division of the University of Sussex. 
1.4 Whilst the Health Safety and Wellbeing Policy outlines responsibilities at the University (including the HSW Team), this document specifies how the HSW Team delivers its services. 
Health Safety and Wellbeing Plan 2025 - 2028 
2 The HSW Service is following a 3-year ‘Health Safety and Wellbeing Plan’ aligned to the Sussex 2035 Strategy. This plan includes an overarching set of priorities and related objectives to address ongoing compliance requirements, to achieve the aims of the Recovery and Rebuilding Strategic Plan (RRSP), develop the foundations for Sussex 2035, and to support specific/ relevant Sussex 2035 Strategic Actions as they develop. 
Team Vision and Aims

2.1 Vision: To continually improve safety compliance and promote a strong culture of health, safety and wellbeing at the University of Sussex, making it a safe and healthy place to work, study, visit and enjoy.
2.2 The HSW Team aims to:

	By 2028
	· Have successfully achieved activity outlined in the UoS Recovery and Rebuilding Strategic Plan
· Provided a stable footing through suitable and sufficient HSW foundations to enable progress in delivering the programme of Sussex 2035 strategic actions.

	By 2035
	· Have embedded health, safety and wellbeing into all aspects of Sussex Life

· Be recognised as an exemplar for health, safety and wellbeing in the sector
· Offer an exceptional health, safety and wellbeing service to internal and external customers


2. Function of the Health and Safety Team

2.1
The HSW Team has four core functions:

· Act as the ‘competent person’ providing ‘Health and Safety assistance’ in accordance with Regulation 7 of the Management of Health and Safety at Work Regulations 1999.
· Provide insight on key strategic and tactical issues relating to health, safety and staff wellbeing to help achieve the strategic ambitions of the university.
· Provide health, safety and staff wellbeing advice, support and a framework of policies and guidance to the University and individuals on their responsibilities and liabilities to apply with health and safety legislation.
· Provide assurance to senior leaders and Council on matters of health, safety and wellbeing through regular reports, so that they may be sure that related matters are appropriately managed at the University, and legal obligations are met.
Role as ‘competent person’
2.2
Below are the statutory/core elements of the HSW Service:

· Undertaking assurance activities to ensure legal compliance, appropriate management of health and safety and best practice (e.g., inspections, audits etc. as part of the University audit programme). These may be full system or themed.

· Maintaining the University Health Safety and Wellbeing Policy and related standards that set out health and safety responsibilities.

· Review and investigate as necessary all health and safety incidents, and where required complete Reporting of Incidents, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) notification to the Health & Safety Executive.

· Management of an incident database and development of statistical data to identify hotspots and trends across the University; and reporting on health and safety to the University Health and Safety Committee, University Executive Board (UEB) / Risk Management Board, Audit and Risk Committee and Council.

· Prepare reports for the health and safety consultative framework meetings and UEB.

· Track national health, safety and wellbeing related legal changes and trends that might affect the University and ensure the University’s arrangements remain compliant.

· Undertake the role of Radiation Protection Officer (RPO) and maintain access to a Radiation Protection Adviser. The RPO role includes emergency response to incidents of potential or actual radiation breaches/ unmanaged exposure.
· Undertake the role of University Biological Safety Officer to undertake necessary notifications and liaison with regulatory bodies and competent authorities.
· Provide specialist fire safety advice through the University Fire Safety Manager to meet the university’s duties under the Regulatory Reform (Fire Safety) Order 2005 
· Manage the occupational health service and related support services including the Employee Assistance Program (EAP) provider.

Out of Scope

2.3
NOTE: The following fall outside of the remit and scope of the HSW Team:

· The HSW team is not the ‘responsible person’ for building services (e.g. water management, high voltage, gas safety and asbestos), which falls under the responsibility of Estates, Facilities and Commercial Services division. The HSW team are responsible for corporate assurance for the arrangements in place relating to health and safety compliance.
· The HSW Team has a statutory reporting function under RIDDOR and can advise on health and safety incidents including fires and exposure/ potential exposure to hazardous materials etc. It is not an ‘emergency service’ and only operates in office hours (except for radiation incidents), unless engaged in Business Continuity arrangements e.g., Silver Command.
Role as an ‘advisory service’

2.4
The HSW Team is responsible for delivering the following:

· Implementing and working to a Health, Safety and Wellbeing Plan aligned to the aims and objectives of Sussex 2035.
· Advising on all aspects of health, safety and staff wellbeing in the University, including technical advice and support in relation to biological agents, dangerous/ hazardous substances, DSEAR
, fire and radiation.
· Promoting best working practices related to health, safety and staff wellbeing across the University.
· Providing support and advice during ‘critical’ periods such as after an incident, fire, high risk activity or complaint, and liaising with external organisations on matters of health and safety.
· Overseeing the Fire Risk Assessment (FRA) rolling programme (Note: frequency of FRAs is based on risk) and completion of FRA’s both inhouse and through fire consultants.
· Disseminating health, safety and staff wellbeing information and guidance.
· Influencing managers and staff through informal training, coaching and advocacy to improve competency and confidence of individuals in health safety and wellbeing at work.
· Provision of a suite of occupational health and wellbeing services for staff.

· Maintaining a program of staff health and safety training (delivered in-house and through external providers) and managing the associated training record data following university information management procedures (note only records of courses delivered/ managed by the HSW team are retained).
· Supporting and engaging staff First Aiders, Health and Safety Coordinators, Mental Health First Aiders MHFA’s) and Fire Wardens and providing them with the appropriate guidance, training and information to enable them to carry out their duties.

3. Service deliverables

3.1
To deliver its vision and to provide a high standard of service, the Team is committed to the following:
· Access to support and professional advice via a dedicated inbox (healthsafety@sussex.ac.uk), which is monitored Monday to Friday core office hours (excluding minimum service days and public holidays).

· Provide advice and support in the implementation of effective management arrangements and systems for the proportionate management of risk through a dedicated Safety Management Framework.
· Maintain access to health, safety and staff wellbeing resources, templates and supporting documentation on the dedicated Health and Safety and Wellbeing Hub web pages. 
· Review all health and safety incidents and near misses that are reported on the University incident reporting system and conduct or support investigations as appropriate.

· Provide regular health and safety assurance reports to Univerity Executive Board (UEB) (frequency determined by UEB).
· Administer University Health and Safety Committees and Sub-Committees to ensure meetings are diarised, attendance remains appropriate, and papers are available/ maintained (note Faculty Health and Safety Committees are managed within Faculties).
· Follow the Achievement and Development Review process (ADR) to ensure ongoing continual professional development (CPD) and appropriate levels of competence.
4. Partnership working
4.1
To support a consistent, proportionate and robust approach to health and safety management and approach to staff wellbeing, the service works in close collaboration with (non-exhaustive list): 

· Human Resources colleagues

· Estates Facilities and Commercial Services
· Legal Services
· Technical Services
· Insurance

· Student Support

· Sussex Estates Facilities (SEF)

4.2
The HSW Team maintains an external Primary Partnership with East Sussex Fire and Rescue Service.
5.   Performance Metrics
The Health and Safety Service works to fulfil the following metrics:

3.1   Accident Reporting
· 100% of safety incidents will be reviewed within 5 working days of receipt. 
· 100% safety incidents are assessed to determine the level of investigation required. Investigation is dependent on the severity and the potential for serious outcome.
· RIDDOR notifications will be made within 7 days in all instances or quickest practical means for serious incidents. 

3.2   Assurance Activity

· Respond to 100% KPMG audit data/ information/ interview requests within deadlines set.

· Report on progress against KPMG actions within timelines set and complete actions within agreed deadlines (Note: where necessary and justifiable, the HSW Team will engage with KPMG to re-set/ agree later deadlines.)
· Administer and act as Secretary on 100% of University Health and Safety Committees and Sub-Committees.

· Provide representation on 100% of Faculty Health and Safety Committees and School Health and Safety Groups (where in place).

3.3   Budget

· Undertake bi-monthly budget reviews to plan and manage a balanced budget.

· Once received, ensure all invoices are processed for payment by the HSW Team working days within the payment terms set out on the invoice.

· Complete accurate financial forecasting to deliver a balanced budget.

3.4   Enforcement / Regulatory Activity

· Record 100% of engagement from regulatory authorities (whether in person, phone or written contact).
· Respond to all requests involving biological or radiation safety within timeframes set by regulator or competent authority
3.5   Stakeholder Satisfaction

· Feedback from Council/ Audit and Risk Committee and/or UEB following reports issued
· Direct stakeholder feedback obtained by the Assistant Director Health Safety and Wellbeing from stakeholders including those listed in 4.1
3.6   Training and Development (courses delivered by the Team/ delivered internally on behalf of the team)
· Carry out termly training review meetings to assess attendance, feedback/ complaints, pressures or gaps and to monitor the budget.
	Document title:
	Health and Safety Service Specifications and Metrics

	Document ID code:
	HS S601

	Date approved:
	TBC

	Approving body:
	Health Safety & Wellbeing Team

	Controlled copies:
	Uncontrolled if in hard-copy – master copy resides on Box.

	Last review date:
	15/12/26

	Revision history:
	v.2 – January 2026
v.1 – July 2023

	Retention Period:
	5 years after superseded

	Next review date:
	December 2028

	Related documents:
	https://www.sussex.ac.uk/hso/hsoatoz

	Document Owner:
	Health, Safety & Wellbeing Team

HR Division

	Point of Contact:
	Katie Bennett


� Dangerous substances Explosive Atmospheres Regulations (DSEAR) 2002





HS S101 v2
Page 1 of 6
Health Safety & Wellbeing Team
HS S101 v2
Page 1 of 4
Health Safety & Wellbeing Team

