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Risk Assessment,  Health and Safety Policy

1. DEFINITIONS

· Risk assessment: A structured and systematic procedure for identifying hazards and evaluating risks in order to prioritise decisions to reduce risks to an acceptable level.
· Hazard: Something with the inherent ‘potential to cause harm’. This can include substances, machines, and methods of work or work organisation.
· Risk: Is the chance, great or small, that someone will be harmed by the hazard. The magnitude/scale of the risk is measured in terms of its consequences, frequency and severity

2. RESPONSIBILITY

· HTU is committed to ensuring the health, safety and welfare of its employees and students, and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety. It is the responsibility of each employee and student to familiarise themselves and comply with HTU’s procedures and systems on health and safety.
· While HTU will take all reasonable steps to ensure the health and safety of its employee and students, health and safety at work is also the responsibility of the employees and students themselves. It is the duty of each employee and student to take reasonable care of their own and other people’s health, safety and welfare and to report any situation which may pose a serious or imminent threat to themselves or of any other person. If an employee or a student is unsure how to perform a certain task or feels it would be dangerous to perform a specific job or use specific equipment, then it is the employee’s and student’s duty to report this as soon as possible to their line manager, their health and safety representative or the safety officer. Alternatively, an employee or a student may, if they prefer, invoke HTU’s formal grievance procedure or they may make a complaint under HTU’s provisions on Disclosures in the Public Interest.
· During the Coronavirus Pandemic (COVID-19), HTU complied fully with the Government’s defence  orders, health and  safety measures and lockdowns.
· Disciplinary action under HTU’s disciplinary procedure may be taken against any employee and student who violates health and safety rules and procedures or who fails to perform their duties under health and safety legislation. Depending on the seriousness of the offence, it may amount to potential gross misconduct rendering the employee and student liable to summary dismissal.
· HTU will provide and maintain a healthy and safe working environment with the objective of minimising the number of instances of occupational accidents and illnesses. 

             HTU will pay particular attention to:

· Maintaining the workplace in a safe condition and providing adequate facilities and arrangements for welfare at work.
· Providing a safe means of access to and egress from the workplace.
· The provision and maintenance of equipment and systems of work that are safe.
· Arrangements for ensuring safety to health in connection with the use, handling, storage and transport of articles and substances.
· The provision of such information, instructions, training and supervision as is necessary to ensure the health and safety at work of its employees and students and other persons.

· HTU also recognises its duty to protect the health and safety of all visitors to HTU, including contractors and temporary workers, as well as any members of the public who might be affected by HTU’s work operations.

3. HTU University

· HTU President has overall responsibility for health and safety at HTU. The safety officer has responsibility for overseeing, implementing and monitoring health and safety procedures in HTU and for reporting back to the Board on health and safety matters. The safety officer also conducts regular inspections of the workplace, maintains safety records and investigates and reports on accidents at work.

4. Training

· Safety training is an integral part of an effective health and safety programme. It is essential that every employee and student is trained to perform their job safely. All employees and students will be trained in safe working practices and procedures.

· Training will include instruction on the safe use of equipment provided.





5. Employees and students at special risk

· HTU recognises that some workers may from time to time be at increased risk of injury or ill‐health resulting from work activities. HTU therefore requires that all employees and students advise their line manager if they become aware of any change in their personal circumstances which could result in their being at increased risk. This could include medical conditions, permanent or temporary disability, taking medication and pregnancy.





6. First aid and reporting accidents at work

· A First Aid box is located on the main floor. All employees and students will be shown the location of the first aid box and will be given the names of the designated first aid personnel. All injuries, however small, sustained by a person at work must be reported to their line manager or the safety officer and recorded in the accident book. Accident records are crucial to the effective monitoring of health and safety procedures and must therefore be accurate and comprehensive. The safety officer will inspect the accident book on a regular basis and all accidents will be investigated and a report prepared, with any necessary action being taken to prevent a recurrence of the problem.

7. Fire

· Fire is a significant risk within the workplace. All employees and students have a duty to conduct their operations in such a way as to minimise the risk of fire and they are under a duty to report immediately any fire, smoke or potential fire hazards, such as faulty electric cable or loose connections. Employees and students should never attempt to repair or interfere with electrical equipment or wiring themselves. The safety officer is responsible for the maintenance and testing of fire alarms and fire fighting, prevention and detection equipment.

· Fire extinguishers are located at strategic points throughout the workplace. If fire is discovered, it is the responsibility of any present to help evacuate the building.
· Employees and students are expected to tackle a fire themselves only if it would pose no threat to their personal safety to do so. If the situation is dangerous or potentially dangerous, the employee or student should evacuate the building immediately.
· All employees and students must ensure they are familiar with their evacuation route and designated assembly point in case of fire. Practice fire drills will be conducted on a regular basis to ensure employee and student familiarity with emergency evacuation procedures.

8. HTU safety rules

· All employees and students should be aware of and adhere to HTU’s rules and procedures on health and safety
· All employees and students must immediately report any unsafe working practices or conditions to their line manager, their health and safety representative
· Horseplay, practical joking, running in the workplace, misuse of equipment or any other acts which might jeopardise the health and safety of any other person are forbidden
· Any person whose levels of alertness are reduced due to illness or fatigue will not be allowed to work if this might jeopardise the health and safety of any person
· Employees and students must not adjust, move or otherwise tamper with any electrical equipment or machinery in a manner not within the scope of their job duties
· No employee or student should undertake a job which appears to be unsafe
· No employee or student should undertake a job until they have received adequate safety instruction and they are authorised to carry out the task
· All injuries must be reported to the employee’s and student’s line dean or head
· All materials must be properly and safely used and when not in use properly and safely secured
· Work should be well‐planned to avoid injuries in the handling of heavy materials and while using equipment
· Employee and students should take care to ensure that all protective guards and other safety devices are properly fitted and in good working order and must immediately report any defects to their line dean or director
· Suitable clothing and footwear must be worn at all times
· Work stations and work sites must be kept clean and tidy and any spillage must be cleaned up immediately
· Employee and students should use handrails when going up and down stairs, should never read while walking, must close filing cabinet drawers when not in use and must keep all floor areas free of obstruction.

9. Access

· Walkways and passageways must be kept clear and free from obstructions at all times
· If a walkway or passageway becomes wet it should be clearly marked with warning signs and any liquid spilt on the floor should be wiped up immediately
· Trailing cables should not be left in any passageway
· Where objects are stored in or around a passageway, care must be taken to ensure that no long or sharp edges jut out into the passageway



10. Tools and equipment

· HTU machinery, tools and equipment are only to be used by qualified and authorised personnel
· It is the responsibility of all employee and students to ensure that any tools or equipment they use are in a good and safe condition. Any tools or equipment which are defective must be reported to next line manager or to the safety officer
· All tools must be properly and safely stored when not in use
· Approved personal protective equipment must be properly used where appropriate
· Employee and students are prohibited from using any tool or piece of equipment for any purpose other than its intended purpose.



11. Manual handling

· Employee and students should not attempt to lift or move a load which is too heavy to manage comfortably. Employee and students should ask for assistance if there is any danger of strain
· When lifting an object off the ground, employee and students should assume a squatting position, keeping the back straight. The load should be lifted by straightening the knees, not the back
· Employee and students should not attempt to obtain items from shelves which are beyond their reach. A ladder or stepping stool should be used. Employee and students should not use chairs or any makeshift device for climbing and should never climb up the shelves themselves.
· the load to be lifted or moved must be inspected for sharp edges and wet patches
· the route over which the load is to be lifted should be inspected to ensure it is free of obstructions


12. Risk Assessment

· Correctly and accurately identifies a hazard.
· Disregards inconsequential risks and those risks associated with life in general.
· Determines the likelihood of injury or harm arising.
· Quantifies the severity of the consequences and the numbers of people who would be affected.
· Takes into account any existing control measures.
· Identifies any specific legal duty or requirement relating to the hazard.
· Will remain valid for a reasonable period of time.
· Provides sufficient information to enable the Dean/Director/Head to decide upon appropriate control measures, taking into account the latest scientific developments and advances.
· Enables the college to prioritise remedial measures

13. Evaluating the risk and setting priorities

· The risk assessment should enable Schools/Services to prioritise remedial measures. In many cases it will be clear that some risks require attention before others. Where there is uncertainty a risk rating may be attributed to each identified hazard. The factors relating to severity and likelihood of harm are given a numerical value and then multiplied together to give a risk rating which can then be used to prioritise remedial actions.

Added after revision 01/12/2021


· As per the Government’s defence order and MOH directives students will return on the bases of blended learning. For practical courses , attendance will be on campus, complying with all safety measures.





















Added after revision 11/11/2024
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6.3

6.4

6.5

6.6

6.7

investigate all complaints whether they were filed by or against a student/employee/and or
an external third party.

The committee should contact the complainant within 1-2 working days to confirm
receiving the complaint and that it falls within its domain. The complainant will receive an

electronic response.

The committee will interview the complainant, defendant, and witnesses separately. The
committee will document notes from the investigation in a safe and secure place.

The committee will produce a report documenting the details of the case and the findings
of the investigation and inform parties of the decision within ten days. If an appeal is made
to the findings of the committee, notes from the investigations and interviews will be

revisited.

The committee will provide a report of the investigation to the specialized party, which
will take appropriate disciplinary actions in line with the regulations of the university

7. Confidentiality and protection against retaliation

We will treat all complaints with high confidentially. Information will be disclosed strictly
on a “need-to-know” basis only. No one will be victimized for making a complaint and
adequate steps will be taken to ensure the complainant, alleged victim, and witnesses are
protected against retaliation during and after the investigation.

8. Support

We understand the distressing effect of experiencing or witnessing bullying, violence,
harassment, and discrimination. Hence, students are encouraged to seek support from the
university’s counsellor. Employees are encouraged to seek support from the Human

Resources (HR) department.

9. Monitoring and review of the policy

In order to ensure full implementation of the policy, the university will review the policy
annually through a committee appointed by the university president. The committee
includes the following members: the vice president, the president’s advisor for academic
affairs, the dean of student affairs, the director of human resources, representative of
faculty members, a representative of administrative staff, one male and one female student
and a representative from a civil society organization. The committee will meet twice a
year to monitor the implementation of the policy and submit an annual report to the
president documenting progress towards implementing the policy.
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1.

2.

Policy Statement

HTU is fully committed to creating a diverse, inclusive, and safe learning and work
environment for all students and employees where all individuals are treated with dignity and
respect.

We firmly believe that a diverse and inclusive learning and working environment enhances
collaboration and broadens horizons. Embracing diversity, inclusion, and equity at HTU not
only upholds fundamental principles of fairness and respect but also fosters a vibrant and
dynamic community. By embracing the unique perspectives, experiences, and talents of
every individual, we create an environment that promotes creativity, innovation, and mutual
understanding.

This enables us to achieve excellence in all our endeavours and to achieve our vision of being
a world-leading institution of technical education that drives innovation and empowers
individuals to positively impact society.

Hence, the university is fully committed to actively promoting equality of opportunity as well
as preventing and eliminating any form of violence, discrimination, and harassment across all
of its operations and activities. The university is committed to a zero-tolerance approach to
bullying, harassment, discrimination, and victimisation of any kind.

Purpose of the policy

This policy aims to:

2.1

2.2

23

3.

Actively create and promote a culture of diversity and equity for all HTU community

members.
Outline a zero-tolerance stance towards any form of discrimination, violence, bullying,

and/or harassment.
Outline reporting and complaint mechanisms for any allegations of violations of this

policy.

General Terms and Definitions

The following are important terms and definitions related to this policy. Examples are
included for illustration purposes only; however, misconduct is not limited to these
examples.
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Diversity: the representation and inclusion of people from different backgrounds and
social groups. This may include sex, age, ethnicity, race, cultural background, socio-
economic background, disability, and religion. Diversity also refers to all the different
characteristics people bring including experiences, talents, personalities, opinions and
skills.

Inclusion: Full integration of all individuals, staff and students, to ensure full and active
participation and engagement of everyone. Inclusion happens by the removal of any
structural and cultural barrier to allow full participation and access, and empowering
students and staff to use all information and resources available to them. An inclusive
culture in the learning and workplace environment will enable individuals to feel valued
and respected, and to contribute, engage, and express themselves.

Bullying is any kind of verbal, physical, or technology-based aggression that is persistently
and repeatedly focused on a targeted person or group of people over time with the intention
to hurt them. Bullying stems from an imbalance of power in the relationship and is based
on differences and inequalities such as disabilities, sex, nationality, language, social and
economic class, cultural backgrounds, religious beliefs, physical appearance, race, and skin
colour.

Examples of bullying include but are not limited to:
Shouting, threatening, abusing, intimidating, insulting, ridiculing, ostracising, and/or
deliberately excluding someone or a group of people.
Humiliating and undermining a person (in verbal or written form, or online).
Physical violence through pushing, punching, kicking, biting, scratching, spitting, and
any other form of physical violence.
Derogatory and humiliating remarks about someone’s physical appearance, accent,
disability, and/or religious beliefs.

Discrimination is any unfair treatment or arbitrary distinction based on a person’s race,
sex, religion, nationality, disability, age, language, social class, or other status.
Discrimination may be an isolated or a repeated event affecting one person or a group of
persons or may manifest itself through harassment or abuse of authority, denial of service
or exclusion from activities and opportunities.

Harassment is any unwanted behaviour, physical or verbal (or even implied), that makes
a person feel uncomfortable, humiliated and violates their personal space.

Sexual harassment: any unwelcome behaviour—verbal or physical—of a sexual nature,
such as: sexual advances, request for sexual favours, verbal or physical conduct or gesture
of a sexual nature, or any other behaviour of a sexual nature that might reasonably be

2
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expected or perceived to cause offence or humiliation to another. Sexual harassment can
happen to both men and women. It can happen through in-person and online interactions.

Examples of sexual harassment include, but are not limited to:

e Verbal harassment such as inappropriate comments, whistling and catcalling at
someone.
Unwelcome sexual advances, remarks or jokes.

Unwelcome physical contact.
Repeatedly asking someone to go on dates and/or share his or her contact details.

Displaying offensive printed or digital media to someone.
Threatening to disclose images or information of someone.
Inappropriate forms of communication through digital means.
Stalking in person or via digital means

4. Scope of the policy

This policy applies to the following individuals and parties:

4.1

4.2

4.3

All students admitted to or enrolled at HTU including exchange students, beneficiaries of

short-term training and the upskilling programme.

This policy applies to all employees of HTU. This includes faculty members and
administrative staff on full-time and part-time basis.

This policy applies to any third party engaged with the university including contractors,
incubators, HTU partners, service providers and all visitors.

Individuals and parties mentioned above must adhere to this policy during all of their activities
and interactions in person as well as online. This applies to the following places and spaces:

44

4.5

4.6

On campus and in all HTU-controlled properties including—but not limited to—offices,
classrooms, workshops, labs, and recreational areas, as well as outdoor spaces and the
King Hussein Business Park.

Off-campus while representing the university in any activity, meeting, or conference. For
example, during study-related trips, fieldwork, meetings and apprenticeships.

Digital Spaces, which include electronic communication and interaction through social
media platforms, emails and texting, and official social media accounts and other digital

platforms associated with HTU.
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5. Responsibilities
All individuals and parties mentioned above have a responsibility to:

4.1.Adhere to this policy and apply it in their day-to-day work by actively promoting diversity,
inclusion, and equity through their work and interactions with others, and by playing an active
role in fostering an inclusive environment that celebrates and unequivocally respects unique
perspectives, socio-economic backgrounds, and cultural backgrounds of individuals.

4.2.Refrain from engaging in any form of violence, discrimination, harassment, bullying, or any
act or behaviour that is considered a violation of this policy.

4.3.Ensure they do not support unfair behavior by ignoring what is happening around them and
that they do not incite, or collude with, unfair or unlawful discrimination.

4.4.Report any form of misconduct or violation of the policy using the official complaint
mechanism outlined in Section 5 of this policy.

HTU has a responsibility to:

4.5. Ensure that all study and work environments—both virtual and physical—are equitable,
accessible, and inclusive to all students, employees, and visitors. We provide reasonable
accommodation to employees and students with disabilities upon request.

4.6. Ensure that all admission and recruitment procedures are free from any form of
discrimination.

4.7. Ensure that all activities are inclusive. This applies to the design and provision of curricula,
teaching practices, and learning culture, as well as extracurricular activities.

4.8. Improve the educational access, participation, and engagement of disadvantaged student
groups.

4.9.Uphold a zero-tolerance policy towards any form of violence, discrimination, harassment,
bullying, or any other form of misconduct under this policy. All complaints will be taken
seriously and investigated with high confidentiality.

4.10. Making the policy-including complaint mechanism- available and accessible to all
students and staff.

6. Complaints and Reporting Mechanisms

6.1 Individuals who experienced or witnessed any form of harassment, violence,
discrimination, or bullying should report the misconduct by filling out the form appended
to this policy and emailing it to inclusion-com laints htu.edu.’o.

6.2  Complaints will be handled by an internal committee, which specializes in investigating
violations of this policy. This committee is formed by the president and is independent of
other committees investigating other forms of disputes amongst students and employees
and any other complaints about services or academic issues. This committee will
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ACCREDITED PROGRAMMS
School of Engineering Technology (SET)

School of Built Environment Engineering ( SBEE) Construction
Management

School of Computing ( CS + IS + CyS + DS)
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6.3

6.4

6.5

6.6

6.7

investigate all complaints whether they were filed by or against a student/employee/and or
an external third party.

The committee should contact the complainant within 1-2 working days to confirm
receiving the complaint and that it falls within its domain. The complainant will receive an

electronic response.

The committee will interview the complainant, defendant, and witnesses separately. The
committee will document notes from the investigation in a safe and secure place.

The committee will produce a report documenting the details of the case and the findings
of the investigation and inform parties of the decision within ten days. If an appeal is made
to the findings of the committee, notes from the investigations and interviews will be

revisited.

The committee will provide a report of the investigation to the specialized party, which
will take appropriate disciplinary actions in line with the regulations of the university

7. Confidentiality and protection against retaliation

We will treat all complaints with high confidentially. Information will be disclosed strictly
on a “need-to-know” basis only. No one will be victimized for making a complaint and
adequate steps will be taken to ensure the complainant, alleged victim, and witnesses are
protected against retaliation during and after the investigation.

8. Support

We understand the distressing effect of experiencing or witnessing bullying, violence,
harassment, and discrimination. Hence, students are encouraged to seek support from the
university’s counsellor. Employees are encouraged to seek support from the Human

Resources (HR) department.

9. Monitoring and review of the policy

In order to ensure full implementation of the policy, the university will review the policy
annually through a committee appointed by the university president. The committee
includes the following members: the vice president, the president’s advisor for academic
affairs, the dean of student affairs, the director of human resources, representative of
faculty members, a representative of administrative staff, one male and one female student
and a representative from a civil society organization. The committee will meet twice a
year to monitor the implementation of the policy and submit an annual report to the
president documenting progress towards implementing the policy.
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