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	SQA Health and Safety Update 2018

[bookmark: _Toc141176189]Introduction
SQA is committed to ensuring the health, safety and wellbeing of our employees. Under the Health and Safety at Work Act 1974 we have a statutory duty to our employees and to others (Appendix 1: Statutory duties). The Act is primarily designed to promote safety awareness and an effective safety organisation. It places duties on employers and employees.

SQA recognises its responsibility to:

· provide and maintain equipment, systems of work, places of work and working environments which are safe and where risk to health is minimised, taking into account statutory regulations
· ensure the safety of staff and others, and the absence of risk to their health arising from the use, handling, storage and transport of all articles and substances
· consult with colleagues on matters affecting their health and safety
· provide the information, instruction, training and supervision needed to promote the health and safety at work of all our people
· provide appropriate first aid facilities
· make all colleagues aware of their ongoing statutory obligation to support health and safety at work
· ensure our premises are safe for visitors, with minimal risk to physical and mental health.

SQA allocates the necessary resources and enlists the active support of all colleagues to ensure we meet these responsibilities.

This update outlines some of the things we do to maintain the health, safety and wellbeing of colleagues and others, and how we measure their effectiveness.
[bookmark: _Toc141176190]Looking back at 2022–23
[bookmark: _Toc141176191]COVID-19
COVID-19 remained a concern and the facilities team continued to monitor feedback and new government guidance, and adjust procedures as required.
All colleagues wishing to return to Optima were able to do so from April 2022. Our Lowden office was restricted to colleagues and appointees who were required to undertake essential office-based activities to support diet 2022 between April and July. This was to maintain infection prevention controls with regards to social distancing for all the additional colleagues on site during the exam diet. Such controls were reviewed post-diet as part of the smarter working arrangements for expected office-based personnel.
[bookmark: _Toc141176192]Smarter Working
As colleagues returned to a ‘new normal’, we oversaw the full rollout of smarter working practices.
Colleagues agreed their preferred working arrangements, subject to business requirements, and this provided the flexibility to work in the location that suits them best. This flexible, hybrid approach helps support wellbeing, improves work-life balance, and allows our offices to be used in a more modern and efficient way.
We supported the Smarter Working programme to ensure that appropriate consideration was given to the health and safety of our colleagues, and that measures were put in place to assist them, whatever their working arrangements. This included assistance such as specialist equipment or furniture for colleagues with additional support requirements.
[bookmark: _Toc141176193]Health and safety committee 
SQA has an active health and safety (H&S) committee which meets quarterly. 
The H&S committee is chaired by the health, safety and environmental officer, and includes the head of appointee management, facilities manager, and union and staff representatives from across the business. 
At the quarterly meetings, any relevant H&S issues are discussed with the staff/union representatives. These typically include: 
scheduled inspections
reports on accidents, near misses and reportable injuries
legislative changes which will affect operations
training given, received and available. 

Any planned H&S campaigns or initiatives are also discussed, and the committee members are encouraged to make suggestions about these. 
This satisfies SQA’s obligations to consult with colleagues over H&S issues which may affect them.  However, to keep colleagues better informed and encourage input, we introduced an update summarising the discussions and actions resulting from the quarterly health and safety committee meetings. These are posted to the intranet following each meeting (an example is shown in Appendix 6: Figure 9).
[bookmark: _Toc141176194]Monitoring performance
All accidents and near misses on SQA premises or involving SQA colleagues at work must be reported to the health, safety and environmental officer. Where an injury has occurred, an entry must also be made in the accident record book, which is held by facilities management in Optima and Lowden.
Colleagues are strongly encouraged to report all incidents — regardless of the severity of any resulting injury — including specifically under current circumstances when working at home. This positive reporting culture allows for analysis of a larger number of incidents, including reported near misses. This allows us to identify any potential trends so we can take action to mitigate risks. The information is reported and discussed at the quarterly H&S committee meetings where our trade unions are represented. 
A range of other statistics are also reported to the H&S committee, including: the number of workstation assessments carried out, pregnant workers risk assessments, and first aiders in place. (Figures are detailed in Appendix 2: Figures) 
During 2022–23, no near misses were reported by colleagues. There was one accident in Lowden which was not reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013. An investigation was carried out and new processes implemented involving events, facilities, and the cleaning team. Additionally, all relevant colleagues were refreshed on current processes and the health and safety policy v8.0.
Communications were issued to remind colleagues of the importance of reporting incidents, even when working from home.
[bookmark: _Toc141176195]Accident incidence/frequency rate 
The accident incident rate (AIR) gives the number of injuries occurring in a year per 100,000 employees. The accident frequency rate (AFR) is the number of injuries per 1,000,000 employee-hours worked. These figures indicate the state of health and safety in the organisation and reflect the effectiveness of efforts to protect colleagues from work-related hazards. 
The figures below show the incidence and frequency rates for SQA over recent years. 
	
	2018–19
	2019–20
	2020–21
	2021–22
	2022–23

	Accident incidence rate (AIR)
	1,608.4
	440.4
	0
	106.4
	99.08

	Accident frequency rate (AFR)
	8.8
	2.4
	0
	0.6
	0.1


Table 1 AIR and AFR figures over the past five financial years


(You can see the formulae for calculating these figures in Appendix 3: Formulae.)


[image: graph showing the accident rates from 2018 - 2023]
Figure 1 AIR and AFR figures over the past five financial years

Over the last five years, there have been fluctuations in both the AIR and the AFR, with 2022–23 showing an AFR of 0.05 per 1,000,000 hours worked.
[bookmark: _Toc141176196]Incidents
The COVID-19 pandemic became a major consideration from March 2020. Government directives were followed, and appropriate protective measures were implemented as health guidance was issued. 
One accident was reported involving a trip from a missing floor grommet cover. An investigation was carried out and new processes implemented involving events, facilities, and the cleaning team. Additionally, all relevant colleagues were refreshed on current processes and the health and safety policy v8.0.
There were no other H&S incidents.
[bookmark: _Toc141176197]Health and wellbeing
Beyond the typical Employment Assistant Programmes and Occupational Health services, we strive to support and engage colleagues on their health at work throughout the year with campaigns run by our community networks, including our award winning Making A Change (MAC) group (examples available in Appendix 4: Health and wellbeing).
Our wellbeing strategy — ‘Investing in You’ — was rolled out across the business in January 2023. This strategy offers a broad range of help for social, financial, physical and psychological wellbeing (see Appendix 4: Health and wellbeing). 
[bookmark: _Toc141176198]Training
Following the implementation of the Smarter Working programme, many former volunteers who undertook first aid/fire marshal roles moved to hybrid working. With colleagues returning to the office, a need was identified for a new cohort of predominantly office-based colleagues who could provide an adequate support function and cover while working within our new Smarter Working programme.
We received an enthusiastic response and were able to select enough colleagues to cover all days and areas of both buildings. Required training was delivered to all relevant colleagues. (sample intranet articles available in Appendix 5: Training).
[bookmark: _Toc141176199]Review against targets
The estates and facilities management strategy set the following targets, which were achieved during the reporting year:
· 100% compliance with the health and safety inspection schedule
· all incidents and accidents investigated within two days	Comment by Author: Performance in 2022-23?	Comment by Author: This is every year
[bookmark: _Toc141176200]Campaigns and events
Several health and safety campaigns and initiatives were run during the year. (There are some examples of campaign materials in Appendix 4: Campaigns)
[bookmark: _Hlk141883665]
· World Day for Safety and Health at Work
· Child Safety Week
· Gas Safety Week
· National Eye Health Week
· Back Care Awareness Week
· National Work Life Week
· Firework Safety
· Road Safety Week
· Christmas Safety
· Safe Winter Driving
· Workstation set-up reminder
· Safe and Healthy Journeys (Spring)


· World Day for Safety and Health at Work
An annual international campaign to promote safe, healthy and decent work. The theme was ‘Let's Act Together’, and we celebrated the many colleagues who have worked behind the scenes keeping us all safe and supported during the pandemic (see Appendix 6: Health and safety campaigns). 


· Child Safety Week
A community education campaign run annually by the Child Accident Prevention Trust (CAPT). The aim is to help families build confidence and skills in managing the risks to children's safety. We published an article which included helpful resources for parents.

· Gas Safety Week
The week-long annual campaign raises public awareness of gas safety and the importance of taking care of your gas appliances, and is coordinated by Gas Safe Register. We support this annually with an article and screensaver.

· SQA joins ‘The Circuit’
The Circuit — the national defibrillator network provides a national overview of where defibrillators can be found for emergency services. Our Lowden device has been registered as accessible 24/7.

· National Eye Health Week
This year, we focused on eye health and technology, promoting the importance of good eye health and the need for regular eye tests for all. We published an article with links to advice and guidance for maintaining healthy eyes and avoiding eye strain, as well as to our optical allowance application.

· Back Care Awareness Week
An article was published which focused on preventing back pain by promoting safe and healthy working practices and signposting the support and resources we have available.

· National Work Life Week
This is an annual campaign to highlight the importance of flexible and family-friendly practices in the workplace. Its aim is to get both employers and employees talking about wellbeing at work and work-life balance, and we used the week to showcase our flexible working policies and practices.

· Celebrate Safely this Autumn (Fire Display Safety) 
Diwali, Halloween and Bonfire Night mean autumn is one of the most exciting and dangerous times of the year for children, so we published safety advice with a focus on families and fire.

· Road Safety Week
The 2022 theme was ‘Safe Roads for All’, bringing people together to raise awareness that every life on our roads matters, and every death and injury is preventable. Our article provided information on mindful and considerate road use.

· Christmas Safety (Hot Bargains and Killer Deals)
Tips on being responsible and taking steps to stay safe when buying second-hand toys and electrical items.

· Safe Winter Driving
Our annual reminder to colleagues to prepare their vehicles for poor weather. These are published when the Met Office first advises there is inclement weather due.


· Workstation self-assessment reminder
Our annual reminder to check over your desk set-up before settling into those bad habits. Our article provides guidance and resources to help colleagues remain safe and productive when carrying out day-to-day tasks. They are also asked to complete a self-assessment to help us to take any necessary steps to ensure their prolonged safety and comfort. 

· Safe and Healthy Journeys (Spring)
Information, advice and guidance to help in making safe and healthy journey choices.


[bookmark: _Toc141176201][image: ]Awards
SQA was awarded the Royal Society for the Prevention of Accidents (RoSPA) Gold Medal Award, which continues our run to eight successive Gold Awards. 
The RoSPA Health and Safety Awards is an annual scheme that recognises excellence in health and safety management. 






[bookmark: _Toc141176202]Looking forward to 2023–24
[bookmark: _Toc141176203]Campaigns and events
The following campaigns and initiatives are planned in 2023–24: 
· Accident and near misses at home
· World Day for Safety and Health at Work
· Roadmap to Safe and Healthy Journeys (Spring)
· Child Safety Week
· Gas Safety Week
· National Eye Health Week
· Back Care Awareness Week
· National Work Life Week
· Firework Safety
· Road Safety Week
· Christmas Safety
· Safe and Healthy Journeys (Winter)
· Safe and Healthy Journeys (Spring)
[bookmark: _Toc141176204]Policy updates
[bookmark: _Ref74918548]There were no policy updates due in 2022–23.


[bookmark: _Toc141176205]Appendix 1: Statutory duties
The Health and Safety at Work Act 1974 provides a legislative framework to promote, stimulate and encourage high standards of health and safety at work. In particular, it requires organisations to provide and maintain: 
a health and safety policy 
a system to manage and control risks in connection with the use, handling, storage and transport of articles and substances
a safe and secure working environment, including provision and maintenance of access to and egress from premises 
safe and suitable plant, work equipment and systems of work that are without risks 
information, instruction, training and supervision as is necessary 
adequate welfare facilities.
The legislation is enforced by the Health and Safety Executive, who have far-reaching powers to ensure health and safety within organisations. 



[bookmark: _Ref98323628][bookmark: _Toc141176206]Appendix 2: Figures
	 
	2018–19
	2019–20
	2020–21
	2021–22
	2022–23

	Incidents
	19
	7
	0
	1
	1

	RIDDOR reportable
	3
	0
	0
	1
	0

	Near misses reported
	4
	2
	0
	0
	0

	Workstation self‑assessments
	142
	161

	67
	173
	172

	H&S appointments
	77
	68
	145
	9
	20

	Pregnant workers assessments
	15
	17
	8
	10
	13

	Annual inspections
	9
	7
	4
	9
	9

	Manual handling training
	21
	44
	0
	30
	61

	Suspicious packages training
	17
	0
	0
	0
	9

	First aiders in place
	21
	21
	19
	8
	18

	Floor marshals in place
	35
	34
	33
	20
	25

	Personal evacuation plans
	6
	6
	6
	6
	6


Table 2 Health and safety statistics over the last five financial years

	
	2018–19
	2019–20
	2020–21
	2021–22
	2022–23

	Accidents *
	15
	4
	0
	1
	1

	Ill health 
	3
	3
	0
	0
	0

	Road accidents 
	1
	0
	0
	0
	0

	* RIDDOR reportable
	3
	0
	0
	1
	0

	FTE
	932.6
	908.31
	0
	939.99**
	1009.27

	Accident incidence rate1 
	1608.4
	440.4
	0
	106.4
	99.08

	Accident frequency rate2 
	8.8
	2.4
	0
	0.6
	0.05


Table 3 Breakdown of reported incidents over the last five financial years 

1 Accident rate per 100,000 employees
2 Accident frequency rate per 1,000,000 hours worked
**Estimate
[bookmark: _Ref98323590][bookmark: _Toc141176207]Appendix 3: Formulae
The Health and Safety Executive formulae for calculating the accident incidence rate (AIR) and the accident frequency rate (AFR) are given below: 




[bookmark: _Ref141175946][bookmark: _Ref141175962][bookmark: _Toc141176208]
Appendix 4: Health and wellbeing
Figure 2 MAC campaigns
[image: A screenshot of MAC campaigns on the intranet]


[image: A screenshot of a wellbeing strategy article on the intranet]
Figure 3 Wellbeing strategy article excerpt
[image: A screenshot of the wellbeing intranet site landing page]
Figure 4 Wellbeing intranet site landing page


[bookmark: _Ref141175911][bookmark: _Toc141176209]Appendix 5: Training
[image: A screenshot of an article introducing our new first aiders]
Figure 5 First aiders


[image: A screenshot of an article introducing our new fire marshals]
Figure 6 Fire Marshals



[bookmark: _Ref98239671][bookmark: _Ref98241326][bookmark: _Toc141176210]Appendix 6: Health and safety campaigns
[image: A screenshot of an example of workstation set up guidance on the intranet]

Figure 7 example of workstation set-up guidance
[image: A screenshot of a halloween safety tips article]

[image: A screenshot of an electrical safety for homeworkers article]
Figure 8 example of safety campaigns
[image: A screenshot of an excerpt from a quarterly health and safety summary]
[bookmark: _Ref141176113]Figure 9 example of quarterly health and safety summary excerpt


[image: A screenshot of an excerpt from a world safety and health day article]
Figure 10 excerpt world day for safety and health article
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inspection of their area and general observation. However, if you spot a potential fire hazard, it is <
your responsibility to report it to Facilities. C . N .
. Figure First aiders
We were careful to ensure that we had volunteers in every business area but if a trained first aider o
can't be located on your floor, the Facilities team should be contacted. -
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The chairs that SQA provides to colleagues have many support options, however upon speaking with colleagues we discovered that many don't use or -
fully understand the controls -
Most of us are at our desks for the majority of our working day, so how we sit is vitally important to maintaining our physical and mental health. After z
releasing a number of guidance articles, we thought that a complimentary video might be better for those that prefer more demonstrative visual -
guidance. -
Thank you to the SQA Academy team in Digital Assessment Services (QD) for pulling this together 2
Senator Dash features & controls Workstation-setup-v1.1_LowBitrate -
Senator, who manufacture our chairs, have an -
ethos which is founded on understanding the ]
workplace in all ts variations, and how people -
use and occupy the space. This is why we -
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Did you know that sparklers burn 16 times hotter than a kettle?

With Diwali, Halloween and Bonfire Night all quickly approaching this is one of the most exciting times of the year for children. But i i
the most dangerous. - =
Help keep safety in mind by reading and sharing this safety advice. -

Be mindful of self-care

The good chair is a task

~ Halloween safety tips

- Health & Safety . , N
1. Halloween costumes are highly flammable - it's crucial to ensure children wearing U K -
Halloween costumes are kept well away from naked flames and other heat sources. B
2.Try to buy costumes from a reputable store or website - Cheap costumes may not meet ' n -
UK safety standards and may carry fake safety labels. = 0 ond d
3. Check costume labels for a UKCA or CE mark - Look for a label that says: “This garment ook out for sefety abels Page200f21 2820words [ English (United Kingdom) Text Predictions: On ty: Investigate [@ Display Settings [ Focus

has undergone additional safety testing for flammability”, it will burn more slowly.
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Electrical Safety for Home Workers
0)

¥ Heaith safety & Enviromental Administrator

Shay Davies

How safe is your work from home setup?

As huge numbers of people working from home adapt to a new working routine, many may be putting themselves at unnecessary risk due to unsafe electrical setups and
practices.

As per SQAs Health & Safety Policy - every colleague has a responsibility for their own health and safety’. This includes ensuring a safe working environment when
choosing to work from home.

This article will provide guidance on basic electrical safety and best practice for home workers, and the resources available to support this.

Top 10 electrical safety tips for home workers

1. Avoid overloading outlets
2. Unplug appliances when not in use to save energy and minimize the risk of shock o fire m .
3. Regularly inspect electrical cords and extension cords for damage.

4. Extension cords should only be used on a temporary basis (DO NOT link multiple cords!)

5. Never plug a space heater or fan into an extension cord or power strip

6. Never run cords under rugs/carpets, doors, or windows (damage goes unseen)

7. Plug in smartly and use cable tidies/clips. Make sure cords are easily identifiable and do not trail or
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« Optima and Lowden car parkisk assessment ~ needs another update due to building works - o o
— awaiting info from landlord - Health & Safety Quarterly Summary
« Driving for work risk assessment to include fleet drivers . § o .
E— B o s g O A
® The new Fire Marshal structure has been completed and training arranged for November 9 for 12 volunteers on each site. z nordastkaep you betr o nd scenga yor ot we e ghin o el et oo
* Following the HSE Officer's departure, training will need to be arranged for a new in-house manual handling trainer. This is being looked at. - . ! e
5 - o 1% O
Campaigns z
* Cycle safety/Optima cycle fadilties ~ MAC and H&S committee collaborated on this article which promoted cyciing, cycle safety and our new ® Figure 4 example of quarterly health and safety summaries
ycle faclites as part of Cycle to Work Day. -
« Electrical Safety for Home Workers - The article provided guidance on basic electrical safety and best practice for home workers, and the N .
resources available to support this. - 3
* Gas Safety Week - Despite the national campaign being cancelled at the last minute due to the death of the queen, we proceeded to share - “,“ }—‘”‘+ o ;:' w""“" . Snecod |8 e
information about gas safety at home, It was felt that this was especially important during a time where people may feel pressure to cut - . BQEET z. e N U% F‘
‘comers during a cost-of-living crisis. E T | s | 2 a e ==
* National Eye Health Week ~ We collaborated with the Disability Network (DN to publish articles about eye health and eye conditions. DN - Ooved 8 e i e o 3
have arranged a Lunch and Learn: Royal National Institute of Blind People for 27/10/2022. This session will provide tips and guidance on how N H .
you can look after your eyes, and the impact sight oss can have on a person's lfe. = . § §
N Low risk doesn’t mean no risk
Any Other Business N g
& ¢
‘Equality Impact Assessments (EglA) - following the publication of the Section 23 agresment between SQA and the Equality and Human Rights - . ' SQAIs a relatvely low-rsk environment
Commission (EHRO), we are undertaking 2 detailed EqlA on the H&:S Policy, with the input from equalities-focused community groups. The new EqlA - - Easy to take safety for granted
manager Brynley Pearlstone came to have a quick chat about our duty as public sector employer and how the form can be used as  handy tool to - - - Some things that are slighty highe risk:

break policy and process down in terms of its impacts on protected characteristic (also including care experienced young people), with regard to the
three specific duties outlined in the Equality Act (2010)
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World Day for Safety and Health at Work 2 = s
m Shay Davies <
'S Health,Safety & Enviromental Administrator -
As we finally begin to return to the office, | wonder how many of us know when members of the facilities team first returned? -
Believe it or not, some of the Facilities team retumned as early as May 2020 having barely ever left -
The theme of World Day for Safety and Health this year is "Let's Act Together” and that is why, | wanted to celebrate the many colleagues who have worked behind the - Figure § example of slide from world day for safety and health presentation
scenes keeping us all safe and supported over the last two years -
It's also important to recognise all those colleagues who have helped to minimise the risk of infection by simply observing office guidance B
When we act together, we protect each other. -
Looking back -
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