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UNIT SHEF MANAGEMENT 
POLICY
1301.  Unit Commanders
 are required to comply
 with the BFG SHEF Manual and put in place appropriate arrangements and procedures for the effective management of SHEF within their units.
AIM
1302. The aim of this chapter is to state the minimum requirements that are to be followed by units in order for them to establish an effective SHEF Management System.
ORGANISATION AND ARRANGEMENTS 
SHEF management responsibilities of commanding officers/heads of establishment 

1303. Commanding officers/heads of establishment are expected
 to take ownership of the safety of their soldiers, civil servants, locally employed civilians and visitors both in barracks and during training. They are to ensure that:

a. They have appointed a unit safety advisor (USA) from within their own establishment, normally the quartermaster (QM), and ensure that the post holder is has passed the USA course at the School of Mechanical Engineering, School of Logistics Deepcut, or on one of the courses held in Germany or holds a higher qualification.
b. Sub-Unit commanders’ job specifications set out their responsibilities for safety.
c. Safety performance measurement and review is conducted in detail at safety committee level and regularly at command group level (COs O Gp or equivalent). This means that at COs weekly meetings, for example, the unit safety advisor should brief on any accident, incidents, near misses or other SHEF related performance matters so that emerging lessons can be learnt and action taken to prevent a reoccurrence  where possible.
d. A positive safety culture is fostered and developed in their units, inspired through sound leadership and personal example of all subordinate commanders. 
e. All accidents, incidents and near misses are reported to the Army Incident Notification Cell (AINC) in accordance with BFG SHEF manual part 2 leaflet 1. 
f. All accidents, incidents and near misses are investigated in accordance with the procedures in the BFG SHEF manual part 2 leaflet 2.
g. That Learning Accounts are submitted for all reportable accidents.

h. They have a signed and dated statement of SHEF Organisation and Arrangements (a SHEF Statement) as set out in paragraph 1304 below. 
i. They define, publish, advertise and pursue a discipline and rewards policy that takes disciplinary or administrative action over very poor safety practices, but rewards good safety practice by means of formation commanders’ commendations and other reward or official recognition mechanisms. This policy must be made known to all ranks through publication in a standing order or other formal process. An example of a draft policy may be seen at Annex D
j. Equipment is operated safely, based on safe performance envelopes and associated operating/maintenance instructions provided by DE&S. 
k. Equipment is not used outside the outside DE&S defined safe performance envelopes and associated operating/maintenance instructions without a 2* dispensation in accordance with JSP 375, Volume 2, Leaflet 11. 
l. Their personnel, whether military
 or civilian
, are consulted over safety.
m. They eliminate fatalities arising from H&S failings, and reduce injuries in accordance with targets set out in formation level plans from time to time.
n. They report safety performance as required by formation plans.

Unit SHEF Statements  

1304. All unit commanders are to prepare and publish a Unit SHEF Statement (USS).
1305. MOD does mandate the format for a USS but requires duty holders to develop their own statements in accordance with their specific business needs. To ensure a degree of consistency across the Department, MOD requires
 that statements shall, as a minimum, adhere to the principles set out in Annex A.   
1306. Following the principles at Annex A, and providing a unit has covered all the points raised therein in their SHEF Management System, then the Commanders SHEF Statement can be short and to the point. On that basis, a model statement which units may wish to use or modify, is at Appendix 1 to Annex A . This statement has been approved by HQ LAND Forces (CESO(A) and will pass audit with full marks providing the supporting management system is in place. The principle should be to reference any particular document rather than repeat or reinterpret them. Care must though be taken not to sacrifice clarity for brevity.
1307. The USS is to be written in the first person and personally signed and dated by the unit commander.  A new USS is required on each permanent change of unit commander.   

1308. The USS is to be published in English and also in German if locally employed civilians are part of the workforce. The USS is also to be translated into other languages if this will enable the statement to be more clearly understood by all employees.  
1309. It is MOD Policy
 that only the Secretary of State’s SHEF Policy Statement and the statement that applies at the working level need be displayed. The USS together with the SofS’s SHEF Policy Statement is to be displayed on notice boards, which must be easily accessible to all members of the unit as well as to visitors and contractors. Attention is to be drawn to these statements by quarterly reminders issued on unit orders and civilian staff notices and through Intranet messages where appropriate   

1310. Arrangements are to be made for regular revision of the USS and it’s supporting management system in order to take account of new circumstances, change of legislation or policy, different work activities, processes, procedures, plant and equipment etc. The USS shall, in any case, be reviewed at least annually.
1311. Normally a USS is to be written to embrace all sub-units, sections and branches etc. Where units are engaged in a number of different activities, or where they conduct operations which are geographically widespread, the SHEF organisation and arrangements may need to be stated at more than one level or separately for differing areas or undertakings. This is a matter for local line management decision, although where necessary advice is to be sought from garrison HQ.

SHEF Management and Organisation at Unit Level
1312. In addition to publishing their own USS, Commanders are to make the following SHEF Management and Organisational arrangements at unit level. 

a. Publication of their own SHEF management system in the form of standing instructions or orders giving sufficiently detailed, clear and accountable direction for the management and organisation of SHEF.  This system should be referred to in the COs SHEF Statement.
b. The structure of a unit SHEF management system should conform to the HSG 65 model shown in part 1 chapter 1 of the BFG SHEF manual. In order to reduce the amount of work involved and to provide a common information source across BFG, units are encouraged to use the BFG SHEF Manual as the basis for their own system, freely copying, referring to or adapting any part for their own use. Whilst the BFG SHEF manual will provide much of the substance and guidance required at unit level, it is the final responsibility of the unit commander to ensure that the unit has in place suitable and sufficiently clear publicly available SHEF direction easily understood and accessible by all staff. Where appropriate full use of the unit intranet site should be made, realising though its limitations for ease of public access.
c. Publication of their own SHEF Performance Improvement Plan as directed by Garrison HQ. This plan must be dovetailed with the SHEF audit process at part 1 chapter 2 of this manual. Further direction on SHEF planning is given under the planning heading at  
d. Appointment of a competent officer, with direct access to the commander, as the unit’s SHEF Focal Point. In most units this is to be the QM who will be the formally trained Unit Safety Adviser (USA). Many major units and establishments will have their own dedicated or shared DEL SHEF assistant whose responsibilities are shown at paragraph 1354 et seq below. Unless specifically appointed, these are not unit safety advisers; that responsibility lies with the military chain of command, vested in the QM
e. A SHEF organisational chart (wiring diagram) showing how SHEF is structured, organised and arranged in the unit.  This will be part of the Unit SHEF Management System referred to above and is to be placed on public display and kept up to date. 
f. A formal procedure for consulting all staff on SHEF matters.  
(1).
The normal method of consultation is through the unit SHEF committee; see paragraph 1345 below. In Germany, units are to note that SHEF consultation with the civilian LEC/DEL workforce is effected through safety committees established by the local GLSU; details are in part 1, chapter 4 of this manual.  Unlike the UK there is no legal requirement to have union representation on unit SHEF committees.  However, Unit SHEF Committees may invite Safety Monitors to be in attendance, but it is stressed that this is not a replacement for the formal system of consultation by unit works councils with GLSUs. OC GLSU, or a representative, will normally arrange to present any issues that the civilian workforce wishes to make to a unit’s SHEF committee.

(2).
It is Army policy that soldiers, at the working level, shall be consulted about safety. Detailed advice is given at para 1324 et seq below

g. A management system for keeping SHEF records such as operating instructions and procedures for safe systems of work, risk assessments, environmental protection and fire, training, competent persons, emergency procedures, accident reports and investigations, SHEF audits and inspections and follow up work. 
1313. The CO is to direct that a review of his SHEF management system is to be conducted at least annually and after any serious incident which casts doubt on their effectiveness. To ensure maximum value, views and opinions across a broad section of the workforce are be sought and recorded.  

SHEF Course Trained Personnel

1314. Units are to comply with the current Defence Instruction and Notice (DIN) setting out the mandatory requirements for SHEF course trained
  personnel that a unit or establishment is required to have in post. All such posts must have written terms of reference either as a separate document (often placed within Standing Orders) or within their job description.
1315. It is not acceptable for units to leave these posts unfilled as this exposes personnel, the chain of command and the department to unnecessary risk. Where problems occur in acquiring course vacancies then the matter is always to be referred in writing to the next higher level of command if it cannot be resolved at unit level. The mandatory SHEF related posts required at unit level are: 
a. Unit Safety Adviser (USA).  

Scale:   1 x Offr per Major Unit (1x Offr/WO for each RE Sub Unit)

1 x Offr/WO per minor unit.

b. Unit Safety Manager (USM).

Scale:   1 x Offr per Major Unit.

1 x Offr/SNCO per minor unit.

c. Unit Fire Safety Manager (UFSM).

Scale:   1 x Offr/WO per Major Unit. (Normally the RSM for major units)
1 x Offr/WO per minor unit.

d. Unit Fire NCO (UFNCO).

Scale:   1 x NCO per major and Minor unit.

e. Unit Radiation Safety Officer (URSO) for all units holding equipments that emit radiation.

Scale:  1xOffr/WO as URSO per major unit.

f. Radiation Protection Supervisor (RPS) for all units holding equipments that emit radiation.

Scale:  1 x WO/SNCO as RPS per major unit and per minor unit.

1316. A Unit Pollution Control Officer (UPCO), with written terms of reference, is to be appointed in accordance with JSP 371 Part 5 Chapter 2.

1317. In BFG Unit Commanders are also required to appoint the following course trained personnel, with written terms of reference.

a. Unit Environmental Protection Officer (UEPO) – see Part 3 of this Manual for further details.

b. Where DEL are employed, Safety Monitors to scale - see part 1 chapter 4 of this manual for further details.

SHEF Direction for Directly Employed Labour (DEL)
1318. DEL are defined as those Locally Employed Civilians that are employed on the Germany economy, paying German taxes, social and health insurance. 

1319. Under Article 56 1(a) of the Supplementary Agreement to the Status of Forces Agreement (SA to SOFA), German Health & Safety Regulations apply to DEL employed by BFG in the same manner and degree as they apply to civilian personnel employed by the German Armed Forces (the Bundeswehr).  

1320. The attention of Commanders employing DEL is drawn to Part 1 Chapter 4 of this manual.  This contains the appropriate direction, which must be complied with, to ensure that BFG’s DEL employees are afforded their legal SHEF protection and entitlements required by SA to SOFA.   Questions from units about H&S matters relating to DEL employees should be referred to the Garrison Health and Safety at Work Expert (GHSWE) in the first instance.

SHEF Direction for Military Personnel, UK Based Civilians and Dependant Employees

1321. Military Personnel, UK Based Civilians (UKBC) and Dependant Employees (DEP) do not pay into the German State tax, social, health or pension schemes and they are not covered by the German H&S insurance system. They are not included in that group of employees to whom Article 56(1) of the SA to SOFA applies.

1322. In order to provide suitable and sufficient SHEF guidance and direction to their UK staff commanders are obliged to ensure that their Military Personnel, UKBC and DEP employees are provided, in so far as is reasonably practicable, with the same degree of SHEF support, training and protection that would at least be afforded to them in the UK. 
1323. By ensuring compliance with the direction provided in this Manual and other SHEF instructions that may be issued through the chain of command, commanders can be reasonably assured that they will meet the required standards. Questions about SHEF matters relating to Military Personnel, UKBC and Dependent employees should be referred to the Garrison SHEF FP in the first instance.

Consultation and cooperation at the soldiers working level
1324. It is LAND Forces policy
 that at the working level, soldiers shall have the opportunity to raise issues about safety.
1325. Units are mandated to hold quarterly site safety meetings which should inform unit safety committee meetings which in turn feed into command group meetings. Units are therefore to arrange, at troop or platoon level, to meet in the workplace (tank park, vehicle hangar, AFV garages etc) and discuss safety questions in barracks and in the field. 

1326. Such meetings are to be minuted and presented for audit. Furthermore, during debriefs and after action reviews following exercises units are to consider safety questions which arose during training and ways of solving them. These issues are then to be brought to the attention of the chain of command as set out above or else dealt with to conclusion at unit level.
Co-operation and co-ordination – unit responsibilities

1327. All units in BFG, irrespective of their funding or owning Service, TLB or Agency, are to cooperate with any local SHEF direction given by garrison HQs or by units appointed by such in a lead, parenting or co-ordination role. 

Lead units – Garrison HQ responsibilities

1328. To comply with MOD policy, garrison HQs are to set out in writing and keep under review, a document showing which unit has the lead for each site.  In very large barracks shared by several major units it will be normal for one unit to be appointed as the lead unit in order to control both the perimeter fence and site access & egress.  That lead unit is to be directed by garrison HQ to prepare and maintain the overall site hazard survey and corresponding risk assessments and to communicate these to all units on the site.  

Lead unit - site safety and control responsibilities  

1329. A unit appointed by garrison HQ as the lead unit for a barracks is to prepare
 and maintain a site hazard survey and associated risk assessment and put procedures in place to give effect to any control measures identified.  This information is to be shared with garrison and station HQ as necessary and with all lodger units on site.  It is to be reviewed by the lead unit as often as circumstances require, at least biennially.  The site risk assessment process and review policy is to be written in to the lead unit’s SHEF management system.

Lead units – SHEF management systems, planning and audit

1330. Lead units are responsible for their own SHEF Management System, planning and audit in accordance with garrison direction.  They must include in their System and Plan any supporting direction which lodger units may require to incorporate into their own Systems and Plan in order to effect a cohesive approach to SHEF management.  However, lead units are not responsible for lodger unit managements systems or plans.

Lodger units – definition

1331. For the purposes of this manual a lodger unit is defined as any unit on a site
 which does not have overarching responsibility for site wide safety matters.  Site wide safety matters are those covering the perimeter fence, communal areas and access/egress control and may include the overarching site disaster and emergency plan.  

Lodger units – cooperation policy 

1332. It is MOD Policy
 that officers in charge of lodger units on sites not under their control are to co-operate with the lead unit, or employer, on that site to ensure that their activities are coordinated and conducted in order to minimize the risks to personnel of other units, or employers.  Lodger units must provide the lead unit with information on any of their activities that might create risks to the health and safety and environmental protection of others.

Lodger unit – site safety responsibilities

1333.  Lodger units, being all those units within a barracks with no responsibility for the perimeter or access and egress, are to prepare a site hazard survey of their allocated site(s) within the barracks area.  They must then complete the consequential risk assessments and put processes in place to give effect to any control measures so identified.  This information is to be shared with the lead unit and any other units that may be affected.  It is to be reviewed as often as circumstances require, but not less frequently than biennially.  The unit’s site risk assessment and review process is to be written in to the units SHEF management system.

Lodger units – SHEF management systems

1334. Lodger units, unless they comprise 5 or less employees or are parented (see below), shall have in place their own published SHEF management systems, including a statement from their own appointed commanding officer, officer commanding or head of establishment. This statement must either include or else refer to the specific organisation and arrangements that the unit has in place to discharge that persons SHEF responsibilities as defined in this manual. Such lodger units are required, unless given specific written dispensation by their garrison HQ, to comply in full with the unit level SHEF responsibilities set out in this manual. 

Lodger units – SHEF planning

1335. Lodger units are to produce their own SHEF plan in accordance with garrison direction. The lodger unit’s plan may also be informed by the lead unit requirements. 

Lodger units – SHEF audit

1336. Lodger units will be subject to their own SHEF audit unless specifically included by garrison HQ in the audit of another unit or unless otherwise directed in part 1 chapter 2 of this manual.

Parenting unit – definition and responsibilities

1337. Certain units may be allocated SHEF parenting responsibilities, under garrison arrangements, for smaller units including those with 5 or less staff and others which due to their establishments are patently not capable, or resourced, to carry out the full range of SHEF responsibilities. These are defined as ‘parented units’.

1338.  Examples of parented units are SLOs, crèches, kindergartens, HIVES, Homestart, libraries etc and may also include medical centres or army education centres as directed by gar HQ. In such circumstances the parented unit is to be included in the SHEF arrangements of the parenting unit for that purpose alone.  As the parented unit will also be accountable in other respects to another organisation then the SHEF arrangements are to be agreed, set out clearly and understood by all parties. Such arrangements must be recorded in writing by the parenting unit, shared with all concerned, reviewed at least annually or on change and made available for audit.

Parented unit/organisation - responsibilities

1339. A unit/organisation that has been defined by gar HQ as a parented unit is to comply with the parenting units SHEF statement, direction, management system and plan; it will be liable to audit as part of the parent unit.  

1340. There is no requirement for a parented unit with 5 or less employees to publish a SHEF Statement. Such units are to be included in the SHEF arrangements of a larger unit as directed by gar HQ.
1341. Officers or others in charge of a parented unit/organisation with more than 5 employees are to write a short SHEF statement setting out the intent and organisation and arrangements for the provision of SHEF within the organisation as agreed with the parent unit.

Club, Societies and encroachments

1342. Attention is drawn to this manual part 2 leaflet 16 for compliance by persons in charge of any club, society or encroachment.

The management of visitors, contractors and others to BFG controlled premises

1343. It is a legal requirement
 that persons in charge of premises shall make reasonable provision for the safety of all persons who might enter their barracks or installations. Further direction is given in part 2, leaflet 4 of this manual.

Inspections by Host Nation H&S officials of construction works on BFG installations

1344. The Gewerbeaufsichtsamt may visit BFG installations, without notice, in order to inspect constructions works.  In such cases the DE(FM) is to be informed as soon as the visitors have asked to be admitted to the barracks or installation. It is then the responsibility of DE(FM) act as host for the visit and to inform others within the DE and Estate management areas as necessary as well as the Garrison HQ (the GHSAW and SHEF FP) and for them to determine who should be the accompanying staff, and how site briefs etc as necessary are to be provided.

Unit SHEF committees

1345. All units, except small units employing 5 or less staff are required to establish a SHEF committee. This is a compulsory function of command and is subject to audit. 
1346. Unit SHEF committees should not be confused with the DEL Committees which are covered in detail in part 1 chapter 4 of this manual. Commanders, unless they are OC of a GLSU, are not to form a DEL SHEF committee.

1347. Generic terms of reference (TOR) for a unit SHEF committee are at Annex B.  These TOR must be written into the units SHEF standing orders or instructions and used as appropriate at each SHEF committee. It must be noted that certain elements of the committee are mandatory.  
SHEF information - notice boards
1348. Each geographical area within a unit, including parented units, is to have a SHEF Information Board permanently displayed. The required minimum content of such boards is at Annex C. It is a local matter to determine the number and location of such boards, but the principle is that all personnel on a site, including visitors and contractors, shall have clear and easy access to public SHEF information.  
1349. It is best practice to ensure that any document displayed can be ready easily. Use of plastic envelopes for documents which actually need to be read is to be avoided.  

SHEF information – publication on orders

1350. Quarterly reminders are to be published in unit orders that all personnel are to be aware of SHEF information published on unit SHEF notice boards. Information so displayed shall be deemed to have been sufficiently published and so it is vital that this is kept up to date and accurate.
SHEF web sites

1351. Units are encouraged to make full use of their unit intranet site to communicate SHEF information. It is very important that unit SHEF websites are easily visible from the home page and that navigation to essential information is as simple as possible.
SHEF training 
1352. Legislation
 places a duty on employers to provide adequate SHEF training, information, instruction and supervision to meet their legal and moral obligations. The Secretary of State (SofS) for Defence has accepted this responsibility and exercises the duty to comply, through the chain of command, as part of his Policy Statement.  The COs statement, see example at Appendix 1 to Annex A, contains this requirement; it must therefore be fulfilled.
1353. It is essential that the CO instigates an annual review of SHEF training in order to determine if it meets his objectives and to direct any changes; this is subject to audit

1354. Units are to comply with the detailed direction for SHEF training given in part 1 chapter 5 of the BFG SHEF Manual.  Further direction on training is also given in the manual as follows:
a. DEL staff – Part 1 Chapter 4.

b. Environmental Protection – Part 3, Chapter 2, Leaflet E10.
c. Fire. – Part 4 Chapter 2.
DEL Unit SHEF Advisors and Wardens

1355. Certain units and organisations may be authorised by their superior budget holders to employ a DEL SHEF Advisor or SHEF Warden. Detailed job descriptions for these posts are held by all GLSUs.  These DEL members of staff provide units with valuable continuity and, by carrying out SHEF support work appropriate to their civilian grade and qualification, relieve pressure on military officers, such as the USA or UFSO, who are often double-hatted.

1356.  Irrespective of their SHEF qualifications or grade, such DEL staff are never to be given responsibility for the final formulation or determination of unit policy; that remains the clear duty of the unit chain of command at officer level.  The SHEF responsibilities of the line manager cannot and must not be transferred to the DEL SHEF Advisor or Warden
1357. A suggested structure for the SHEF Advisor or Warden’s place within the unit organisation is shown at Figure 1.  The structure may differ dependent on type of unit/establishment.









         





Fig. 1  SHEF Advisor or Warden Organisation

1358. Unit attention is also drawn to part 1 chapter 4 of this manual which sets out the specific health and safety matters to be observed by units employing DEL.

Range Safety – Compliance with Defence Training Estate (Germany) Direction

1359. Units, organisations and personnel present for any purpose, including training, live firing, exercising or any other reason on any ranges or training estate controlled, allocated or otherwise provided for their use by  Defence Training Estate (Germany) DTE(G) are required to comply with all safety instructions, safe systems of training or other direction for safety given by or on behalf of Comd DTE(G).

PLANNING

SHEF Performance improvement plan (PIP)
1360. Units will receive, from their garrison headquarters, an annual SHEF PIP giving direction for the coming financial year.  Units are to use this as a basis for production of their own SHEF PIP, which must be SMART
.  
1361. Such plans must not just be a straight replication of the garrison’s plan and may include further direction given by station HQs or lead units. The plan must also include the unit’s arrangements for the systematic identification and management of risk and any measures which need to be planned that have arisen from the unit’s examination of the audit questionnaire at part 1 chapter 2 of this manual. In addition, the PIP should also account for any matters that have arisen from risk assessment and which require to be managed. For consistency and audit purposes the unit plan must follow the structure of the garrison plan.
1362. Units are to make available to garrison HQ copies of their current SHEF plan and are to keep copies for 3 years for audit purposes.  Copies of unit/station level SHEF policy documents, orders, instructions and minutes of SHEF meetings are also to be made available to garrison HQ SHEF focal points.  Ordinarily this passage of all this information is to be through DII or an equivalent intranet system, using links where possible and only sending hard copy where this is otherwise unavoidable and deemed necessary by garrison HQ. 
1363. Units are to ensure that progress against their SHEF plan and that of their superior HQ is tabled at each SHEF committee meeting and that results are recorded in writing. The BFG SHEF PIP, as cascaded through garrison plans, has a specific column for that purpose and this must also be reflected in the unit plan. Best practice is to place the unit PIP clearly and easily available on the unit SHEF website and also on relevant notice boards. This is subject to audit.
Risk management

1364. Commanders must be able to demonstrate that all planned and existing activities together with any existing safeguards have been assessed to ensure that hazards have been identified and ensure that there are appropriate and sufficient controls of evaluated risk.  Detailed guidance on risk assessment is given in this Manual  as follows:

a. Risk management principles and process are shown at part 1, chapter 1. 

b. The risk assessment process in military training is at part 1, chapter 5, annexes A to C.  
c. Workplace risk assessment is at part 2, leaflet 26.
1365. Where necessary, risk is to be entered onto a unit SHEF Risk Management Plan (RMP) and tabled as an agenda item at the appropriate SHEF Committee. The generic BFG SHEF RMP is at part 1, chapter 1 annex L of this manual.  Unmanaged or unmanageable SHEF risk is to be referred to higher authority for resolution or direction if so required.
1366. The unit SHEF PIP also makes provision for the risk to be entered as a specific serial in order that it may be given appropriate management attention, including being tabled at the unit SHEF Committee. Each risk must be allocated a time scale for remedy, an order of priority and a person or appointment responsible for the issue
1367. Units may receive further in-year direction on the management of SHEF Risk.   

Site risk assessments
1368. Each unit is responsible for ensuring that a suitable and sufficient site risk assessment has been completed for the areas of responsibility that they have been allocated by garrison or station HQ. This is kept up to date as circumstances change.

1369. Details of the site risk assessment procedure are given in this manual at part 2, leaflet 30. 
Lack of resources to meet the plan – at any level

1370. The S of S Policy Statement requires managers at every level to have adequate resources at their disposal to discharge their SHEF responsibilities. A significant lack of adequate resources must be reported to higher formation. This would include inadequate funding, gapped posts and/or inadequate manpower. Significant shortfalls should be taken as those with the potential to cause a breach of legislation, personal injury or damage to infrastructure.  
1371. Units are to add such shortfalls to their current SHEF PIP in order for them to be monitored and managed at the correct level.  

1372. Where necessary, shortfalls are to be reported up through the chain of command using the format in this manual at Part 1 Chapter 1 Annex L.
Disaster and Emergency Planning

1373. All units are to ensure they have in place and rehearse as often as is appropriate, for their risk-assessed circumstances, a suitably sufficiently detailed and organised disaster and emergency plan. These arrangements apply to a unit even if it has a part role in a wider barracks or garrison plan for which is not the lead or author. It follows that unit plans may form part of a wider plan. The arrangements are to be tested, monitored and reviewed as necessary, at least annually.

1374.  This is a statutory requirement
 and is subject to audit.

1375. Attention is drawn to further direction given leaflet 7 in part 2  of this manual.

MEASURING AND REVIEWING PERFORMANCE

Performance Monitoring

1376. Monitoring of SHEF performance is to be a constant process at all levels, through a combination of active and reactive monitoring systems. Active systems will include audits, inspections and, for example, marking the amount and effectiveness of training. Reactive monitoring examines the cause and effects of incidents, near misses and accidents and develops action to be taken to prevent further similar occurrences. 

1377. Commanding Officers are to ensure that they always table safety performance as a normal part of their routine O group battle rhythm. Auditors will examine this area in detail as it relates to the corporate management of safety.
1378. Unit SHEF Committees are to include, as a standing agenda item, a comparison of performance against the SHEF plan and ensure that the outcome is reflected in the minutes of meetings. Measures needed to meet shortfalls in targets should be identified through this process and remedial measures planned. Lessons learnt must be evaluated and used to inform improvements in practice and process. The objective is to demonstrate, with an audit trail, that positive action has been taken to manage SHEF issues.
1379. The CO is to direct that a review of his SHEF management system is to be conducted at least annually and after any serious incident which casts doubt on their effectiveness.  To ensure maximum value, views and opinions across a broad section of the workforce are be sought and recorded. This is subject to audit.
Audit

1380.  Attention is drawn to part 1 chapter 2 of this manual which sets out the SHEF audit regime for all units in BFG.
Inspection

1381. Inspection is detailed periodic examination by the line manager of the application and effectiveness of the arrangements in place, at the working level, to comply with SHEF policy.  Competent unit/establishment personnel will usually carry these out with a frequency and in such detail that is commensurate with the risk or as directed. 
1382.  Inspection is a line manager’s duty and as such it is a chain of command responsibility. It is not the duty of the H&S Advisor, although their professional assistance should be utilised. The results of inspections are to be recorded in writing and systematic follow up action to completion must be taken, documented and made available for audit examination.

1383. Guidance for units on SHEF Inspections is given in the appropriate part of this manual. In particular leaflet 10 at part 2 of this manual gives specific advice about H&S inspections. Guidance on environmental protection and fire safety inspections are given respectively at parts 3 and 4 of this manual.
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Annex A – Principles for inclusion in a unit level SHEF statement

PRINCIPLES FOR INCLUSION IN UNIT SHEF STATEMENTS

1. There is no MOD mandated format for SHEF statements.  Commanders are expected to develop their own statements in accordance with their needs. To ensure a degree of consistency across the Department MOD does require
 that SHEF statements should, as a minimum, adhere to the principles set out below.
2. Each SHEF Statement should: 

a. Set out the extent of its authority/applicability. 

b. Cross-refer to the Secretary of State’s policy statement on safety, health and environmental protection in MOD. 

c. Set out the organisation’s requirements for control, co-operation, co-ordination and competence; specific reference shall be made to any requirements for lodger organisations, partners and contractors. 

d. Identify the organisation’s environment and safety committee structure (including the chairmen and secretariats) 

e. Set out how environment and safety assurance shall be achieved including how risks are to be identified including mechanisms for developing any relevant objectives and targets.

f. Identify a focal point to whom any concerns or suggestions for improvement should be addressed.

g. Emphasise that environment and safety management is integral to the business process. 

h. Demonstrate its linkage to and recognise the requirements of SofS’s policy statement and the delegated authority for implementation. 

i. Reference, where appropriate, any specific document rather than repeat or reinterpret them.[ Note; this permits statements which refer to comprehensive organisation and arrangements such as those published in standing orders or instructions  in which the points covered in this annex are properly addressed to be kept short and succinct.]
j. State that there shall be no policy statements other than that of the SofS

k. Be clear and concise, avoiding unexplained acronyms and unnecessary jargon.

l. Detail any requirements to be addressed by subordinate statements

m. Set out any emergency arrangements (or identify where they are to be found)

n. Be signed in person by the commander.
Appendix 1:  Model Unit Level SHEF Statement.
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Appendix 1 - Annex A – Model Unit Level SHEF Statement

 A Safety, Health, Environmental Protection and Fire (SHEF) Statement by

Lt Col A N Example

Commanding Officer 1 WINNERS

Intent

1.
As Commanding Officer I am personally responsible and committed to achieving a continual improvement for Safety, Health, Environmental and Fire (SHEF) protection of 1 WINNERS and any lodger or parented units within my area of responsibility. 

2.
I personally commit 1 WINNERS to comply with the sole MOD SHEF Policy Statement which is that of the Secretary of State for Defence. 1 WINNERS will also comply with further statements issued by the chain of command and with the British Forces Germany SHEF Manual in accordance with SO BF(G) 4400.

3.
SHEF is a chain of command matter; it is Force Protection. All subordinate commanders in my regiment will take a close, personal and proactive interest to consult with all our military and civilian employees on matters affecting their health, safety and welfare and to ensure that my arrangements for SHEF are applied effectively. They will foster, by personal example and leadership, a positive safety and environmental protection culture amongst all their staff. 
4.
This SHEF Statement emphasises my personal commitment to the implementation of systematic measures that will identify hazards and control risks, prevent accidents, incidents and pollution in order to ensure the health, safety and welfare of all military and civilian employees under my command or administration and of all other persons who may be affected by our activities. 

5.
It is my intent, in so far as is reasonably practicable, to provide and maintain safe plant and equipment; to ensure safe handling and use of substances and to provide information, instruction and supervision for military and civilian staff to ensure they are competent to do their tasks.
Organisation and Arrangements

6.
I appoint the QM as my Unit Safety Advisor and as Focal Point for all SHEF matters. He will define, publish, update and display as necessary the detailed organisation and arrangements of the 1 WINNERS SHEF Management System. He is to monitor all workplace and fire risk assessments throughout the organization, monitor the Unit’s Environmental Management System, write and circulate the minutes of the SHEF Committee. He is to ensure that I and my command group are always kept fully briefed on safety performance.

7.
The QM will report to me if, in his opinion, any further measures are required to achieve compliance. However, I stress that his role is strictly advisory; responsibility for SHEF implementation matters rests with me. 

8.
My detailed arrangements for SHEF management in 1 WINNERS are contained within Standing Order Number X.  This order, with my SHEF Performance Improvement Plan, will meet the requirements of the BFG SHEF Manual and is to be supplemented with any other direction I may receive from the chain of command. I require all personnel within 1 WINNERS and any lodger or parented units under my control to comply with these instructions and with any further SHEF direction that may be published by my authority. 

9.
This statement and Standing Order No X are to be updated at least annually or more frequently if required, with changes being brought to the attention of all personnel under my command.  

A N EXAMPLE

Lt Col

CO








Date:

Chapter 3

Annex B – Generic Terms of Reference for a Unit SHEF Committee

GENERIC TERMS OF REFERENCE FOR A UNIT SHEF COMMITTEE

1. Although local circumstances may vary the precise composition of a unit’s SHEF committee, as a guide, it should normally comprise the following:
Membership

Chair: 
Unit Commander in person.  In their absence the chair may be delegated to the next senior officer, normally the 2IC. It is mandatory for the unit commander to chair at least one SHEF meeting per year. This aspect of command is subject to audit.

Members: 
Company/Squadron Commanders, Departmental Heads or equivalent.

Representation from smaller units attached for SHEF purposes.

USA.

UFSO.

UEPO.

UEEO. 

Unit Civil Labour Officer.

Medical Officer (if possible or co-opted as required) or in his place a person responsible for First Aid within the Unit.

The Defence Estates (Europe) Facilities Manager or competent representative.

The person responsible for civilian administration and records (where applicable).

Unit SHEF Wardens or equivalent.

Any other person whose appointment has a direct and continuous bearing upon SHEF or for whom they are the subject matter lead such as the URPO, URPS, Road Safety Officer etc.
Frequency of meetings

2. The unit SHEF committee is to meet at least twice in a 12 month period, but may be more frequent if required. Sub committees, reporting to the main committee, are to be formed to address specific subjects as required; examples are Road Safety or a Site Safety Committee for the control of contractors or projects such as open days.  
Standing Agenda Items

3.  All SHEF Committees are mandated to cover the following standing agenda items at each meeting.

a. Matters arising from previous meetings.

b. Progress against the action required by:

(1) SHEF Plans received from higher HQ. This needs to be gone through serial by serial to ensure that actions have or are being taken.

(2) The unit’s own SHEF PIP. This needs to be gone through serial by serial to ensure that actions have or are being taken. 

c. Safety performance. This will normally be a factual review of all accident, incident and near misses and lessons learnt allowing the commander to give direction to improve safety performance.

Additional agenda items
4. Commanders are to consider including appropriate items from the following list when determining the agenda.   
a. Matters raised for action as a result of internal or external SHEF audit.  Such items are to be specifically tabled on the agenda and kept there until resolved by positive management action.

b. Consideration of their SHEF Risk Management Plan reviewing progress on activities, processes and works instigated to eliminate or minimise significant risk.  

c. Identification of further resources required to reduced or minimise significant risk and of any resource shortfalls that may require to be referred to higher authority.

d. Analysis of records of absence through illness and accident and whether or not the causes lay within the power of the unit to rectify.  Due care must be taken to protect the confidentiality and privacy of any personal cases considered by the committee. 

e. Road Safety, both on and off duty.

f. The adoption and implementation at unit level of SHEF related directives, orders, instructions and guidance received from higher authority.  
g. Consideration of recommendations following investigations into accidents, spillages and other SHEF related occurrences. 

h. Review of the Environmental Management System.

i. Progress against recommendations of Fire Safety Management Plans. The matrix provided with the SHEF PIP should be reviewed by the committee so that all fire works services are scrutinised. 
j. SHEF training needs including individual training requirements, seminars and disaster/emergency exercises and that needed to address prevention of re-occurrence of accidents. Shortage of SHEF training vacancies; prioritising of unit bids, noting that SHEF courses are not for resettlement.
k. Radiological matters, including review and action arising from visits and audits by Dstl.

l. SHEF initiatives and examples, where appropriate or good or poor SHEF practice and the consequential reward or disciplinary measures taken. Lessons learnt.
m. Consideration and direction for specific additional SHEF Plans and arrangements for events such as open days, fetes and other occasions where it is reasonably foreseeable that the public or others may be exposed to risk.

n. Arrangements for the control of contractors.  Current and forecast works by contractors, including issues of access to barracks and buildings, the ‘4C’s’process of cooperation, communication, coordination and control so that all involved are suitably informed with risk being identified, communicated, recorded, mitigated and managed where appropriate.

5. Meetings are to be minuted in sufficient written detail to inform the workforce and to provide a clear audit trail.  Minutes are to be published expeditiously, copied electronically to the Garrison HQ SHEF FP and must be widely displayed on unit notice boards. 
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Annex C – Unit SHEF Notice Board - Recommended Content

UNIT SHEF NOTICE BOARDS – RECOMMENDED CONTENT

SHEF Information Boards

1. Each geographical area within a unit is to have a SHEF information board permanently displayed.  It is a local management decision to decide on the number and location of boards, balancing the need for people to know with the effort of maintaining such boards so they retain their currency.   
2. Boards are to be located at an easily accessible and prominent location within each working area and must be accessible to all staff.  Attention to the boards and their content is to be published on unit orders quarterly; such notification will be deemed to be sufficient notice of SHEF matters.

3. Boards must always be maintained carefully and be kept up to date, with accurate and timely SHEF information.  It is vital that emergency numbers and contact arrangements be kept completely up to date. Although local considerations will inform the precise range of information to be displayed, it is recommended that boards should show:

a. A detailed map of the areas of SHEF responsibility (including outside areas) covered by the unit, by departmental heads, SHEF wardens and, where appropriate, DEL safety monitors.  No area of real estate within a unit is to be left uncovered by SHEF responsibility.  The USA should have a similar map that covers the whole unit, delineating various sub-areas.   

b. A copy of the commanders USS is to be displayed with that of the SofS Policy Statement; it will suffice to display Part 1 of the SofS Statement.  Where necessary, these are to be in German as well. No other statements are to be displayed.

c. It is a legal requirement
t that the the HSE Law Poster (ISBN 0 7176 2494 5 of 10/99) is displayed. The information regarding HSE enforcement names and addresses is to be replaced with the details of the garrison HSWE.  Units may continue to display existing copies of the 1999 health and safety law poster until 5 April 2014, as long as they are readable and contain up- to-date contact details. After that date the new Poster which is now available, (ISBN 9780717663149) only may be displayed.  Units choosing to display the new poster should note that contact details of the  enforcing authority and HSE’s Employment Medical Advisory Service are not required to be added. Units can add details of any employee safety representatives or other health and safety contacts, but this is not compulsory.  It is not permitted to display photocopies or other illegal versions of the official HSE posters; only the official bought copy can be displayed.
d. Name, location and telephone number of key personnel:

(1)
Unit SHEF Officers, by appointment.

(2)
4Cs Duty Holder(s) and Area Custodians.
(3)
Unit DEL SHEF Advisor/Warden.

(4)
First Aid Orderly and the back up.

(5)
SMs, where appointed.

e. Locations and telephone numbers of:

(1)
First aid room.

(2)
Fire Brigade.

(3)
Ambulance assistance.

(4)
Emergency RVs for Fire and Security assemblies.

(5)
Location of SHEF occurrence and accident books.

f. Generally useful and up-to-date SHEF information, such as local SHEF initiatives, newsletters.  

g. A copy of the latest minutes of the units SHEF Committee.

h. Details of forthcoming SHEF training courses, both internal and external, who may apply for them and how.

i. Where DEL are employed, German Transit Doctor information (Durchgangsartz) is to be displayed.
j. Any Intranet or Internet Web links to SHEF information.
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Annex D – Unit Draft SHEF Reward and Discipline Policy

Draft Standing Order (unit) performance reward and discipline policy

1. Commanding officers are required by CinC LAND Forces to pursue a discipline and rewards policy that takes disciplinary or administrative action over very poor safety practices but rewards good safety practices.

2. It is my policy that where members of  (unit) including attached personnel, have in the judgement of their superior officer been especially proactive and  innovative for the furtherance of any SHEF measure, that they shall be considered for an appropriate award.  This may take the form of a commendation at sub unit, regimental or higher level. It may also be appropriate to consider financial rewards through the bonus scheme or GEMS.
3. It is a matter for tp/pl comds in the first instance to identify such good performance and to make recommendations which are to seek the views of the QM as Unit Safety Advisor.  It is for the coy/sqn comd to decide how a worthwhile good performance report is to be taken forward.  Recognition may also be made in annual performance reports.  Appropriate recommendations are to be forward for my consideration
4. With regard to poor SHEF performance the unit chain of command, starting at the lowest JNCO level, is expected to seize upon any misdemeanours and to initiate, where appropriate, disciplinary or administrative action.  Any lessons learnt, such as the need for further training or a process review, are to be considered for implementation  The advice of the USA is to be sought in all such cases.

A N EXAMPLE

Lt Col

CO








Date:
USA, UFSO, 





CO/HoE


QM
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Line Management   �


Liaison      





SHEF Advisor or Warden








� For the purposes of this Manual the expression ‘Commander’ is used to include all levels of Commanders and includes Commanding Officers, Heads of Organisations and Agencies, Officers Commanding and others within BFG having delegated line or command management responsibilities for SHEF.


� Reference A -�HYPERLINK "http://cn4rwss001.dii.r.mil.uk/uksc/Command_Information_Portal/SOBAG/SOBFG_4400_39.doc"��SO BF(G) 4400.�


� Reference B - � HYPERLINK "http://defenceintranetds.diiweb.r.mil.uk/sites/polestar/cs/ArmyDocuments/11/2094_LFSO_3216.pdf" ��Land Forces Standing Order (LFSO) 3216�


� See para 1324  for details


� Procedures for consulting with DEL employees are given in this manual at � HYPERLINK "http://cn4rwss001.dii.r.mil.uk/uksc/Command_Information_Portal/SHEF_Manual/Pt%201%20Ch%204%20V3.0.%20Health%20and%20Safety%20for%20Directly%20Employed%20Labour%20-%20Amdt%20date%2031%20Aug%2010.doc" ��part 1 chapter 4�


� Reference C - � HYPERLINK "http://defenceintranet.diiweb.r.mil.uk/NR/rdonlyres/9C34A548-E1CE-404B-A0C0-21A01412D916/0/JSP815.pdf" ��JSP 815�   Annex P


� Reference C -� HYPERLINK "http://defenceintranet.diiweb.r.mil.uk/NR/rdonlyres/9C34A548-E1CE-404B-A0C0-21A01412D916/0/JSP815.pdf" ��JSP 815� Ch 3


� Course training details are shown in Part 1 Chapter 5 of this manual


� Reference B - � HYPERLINK "http://defenceintranetds.diiweb.r.mil.uk/sites/polestar/cs/ArmyDocuments/11/2094_LFSO_3216.pdf" ��LFSO 3216� para 17


� See � HYPERLINK "http://cn4rwss001.dii.r.mil.uk/uksc/Command_Information_Portal/SHEF_LEAFLETS/Leaflet%2030%20-%20Site%20Risk%20Assessment.doc" ��BFG SHEF manual part 2 leaflet 30 – site risk assessment�


� Sites will be defined by garrisons, but normally will be the whole of any area, including the outer fence, through which access is specifically controlled. 


� Reference D -  � HYPERLINK "http://defenceintranetds.diiweb.r.mil.uk/sites/polestar/cs/DocumentLibrary/02/32_jsp375_vol2_leaf23.pdf" ��JSP 375 Vol 2 Leaflet 23�


� Reference E - Health and Safety at Work etc Act 1974 (s.3 and 4) and Reference F Arbeitschutzgesetz 1 et seq.


� Reference E - Health and Safety at Work etc Act 1974 S 2(2) (c) 


� SMART= Unit Action Plans shall detail specific, measurable, achievable, realistic and timed objectives, the target dates in which they are to be achieved, and the personnel responsible for achieving them.


� Reference G - MHSWR 1999 Regulations 8 and 9.


� Reference C - � HYPERLINK "http://defenceintranet.diiweb.r.mil.uk/NR/rdonlyres/9C34A548-E1CE-404B-A0C0-21A01412D916/0/JSP815.pdf" ��JSP 815 Annex J�


�  Reference J; The Health and Safety Information for Employees Regulations 1989
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