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FINANCE DEPARTMENT HEALTH & SAFETY POLICY
INTRODUCTION
York St John University is committed to providing healthy and safe working conditions for all of its employees, and aims, wherever possible, to eliminate any working conditions or duties that may result in personal injury or death.

HEALTH & SAFETY IN FINANCE
The Finance Department shares the same commitment to its staff as the University.

All members of the Finance Department share the duty of responsibility to ensure their working conditions comply with the University’s Health and Safety Policy.

The Director of Finance is responsible for the departmental arrangements for health and safety.

SAFETY INDUCTION
All new full-time members of staff will receive a safety briefing as part of their University induction programme and have their attention drawn to and be given a copy of this document and the University’s Health and Safety Policy. They will also be made especially aware of:

· Their own personal safety responsibility;

· Emergency procedures;

· Fire Safety Procedures;

· Accident reporting procedures, including first aid.

· The Health & Safety ‘New Starter’ Checklist.

ARRANGEMENTS
In the interests of safety and security of the staff the Finance Department recommends that there should always be a minimum of two people in the department.  Outside of core hours and over weekends the member of staff concerned should contact the security office (6444) to inform them of his/her location and intended duration of their stay.

Under no circumstances should staff within the department put themselves at risk on account of YSJU property.  If money is demanded it should be handed over.

In the event of a member of staff feeling threatened the panic button should be pressed.  The area is covered by CCTV and Security will respond to the alarm.  The alarm should be checked periodically, (once a month).  YSJU is responsible to all of its employees to provide a safe working environment.

It is the policy of the department that all work should be undertaken in a sensible and safe manner in compliance with Health and Safety regulations.  There is no job or course of study that is so important that a sensible and appropriate amount of time can be taken to complete the task.

Safety should be paramount to all members of staff and cannot be delegated.

The Director of Finance should establish, follow and enforce safe practices and procedures, notably in the handling of cash.  A Departmental Cash Collection Procedure is available to all on the Staff Intranet and should be adhered to reduce risk to members of the department and throughout the University.  The following safety measures are in place: -

· The Finance Department is a secure area with access restricted.
· CCTV connections will be checked with security once a month.

· Access to the safe is restricted to the Sales Team.  

· Only the Sales Team handle cash within the department. 
· Areas where there is contact with the public are fitted with panic strip and button which is tested once a month.

Corridors, stairways, gangways and exits must be kept clear at all times and not used for storage. Firefighting equipment, fire alarm call points and means of escape must not be obstructed.  Fire doors must be kept clear from obstruction and be unlocked whenever a building is occupied.

All accidents/incidents and near misses must be recorded on the electronic accident report form.  Accident report forms can be found on the Staff Homepage under Health and Safety.

First aid assistance can be summoned by calling Security (6444). 

This Department Health and Safety Policy will be reviewed when it is suspected that it is no longer valid or there has been a significant change in the work to which it relates.

Signed……………………………………………………………………………………………

Director of Finance
Date………………………………………………………………….


