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	The delegation of work environment tasks
Guidelines for managers/team leaders who have been delegated work environment tasks
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	Work environment task
	How? Remember…
	Support, templates etc.

	1. Responsibility for organising work environment activities within your operational area.
Comment: Head of School, with the support of Human Resources, has the main responsibility.


	Ensure that work environment tasks are delegated to suitable levels, and that managers/team leaders have access to sufficient resources and authorisations to implement measures linked to these work environment tasks.
	

	2. Ensure that the necessary work environment competence is in place and, where necessary, further delegating relevant work environment tasks.
Comment: Head of School and head of department, with the support of Human Resources, has the main responsibility.


	
	Training for managers/team leaders within fire precautions and security: https://intra.kth.se/en/anstallning/karriar
Training in environmental and chemicals management: https://intra.kth.se/en/styrning/miljo-hallbar-utveckling/miljoutbildning-for/miljoutbildning-for-anstallda-1.489557
Occupational health can supply purpose-designed training, HR support during contact.

	3. Survey and make regular risk assessments on the physical, organisational and social work environment. If necessary, take action and follow up that these measures have had the desired effect. If the measures are not implemented immediately, they are to be entered into a written work environment action plan.
	Example:
Premises are risk-assessed annually. 
When moving or at new employment, bring in an ergonomist. 
Take measurements of noise and air. 
Risk assess for threats or violence in open plan environments. 
Talk about work environment issues e.g. workload, distribution of working tasks etc., individually and/or in groups. 
After accidents, incidents or illness, investigate, study and follow up.


	Each school has their own routines concerning physical health and safety rounds, contact HR.
Templates for workplace meetings/group meetings: https://intra.kth.se/en/anstallning/personalsamverkan/arbetsplatstraffar-1.648701
Information, templates and questionnaires: https://intra.kth.se/en/anstallning/arbetsmiljo/psykosocialarbetsmiljo/psykologisk-social-och-organisatorisk-arbetsmiljo-1.490797
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	4. Perform risk/impact assessments of changes in operations, this applies to both physical and organisational changes, and then implement preventive measures.
	Assess risks before changes to operations e.g. reorganisations, mergers/splitting up of working groups, new premises etc.

Collaborate concerning both physical and organisational changes with employees and health and safety representatives.
	Involve and gain support from HR and health and safety representative. The Work Environment Authority brochure on risk assessment in preparation for operational changes (Swedish): https://www.av.se/globalassets/filer/publikationer/broschyrer/riskbedomning-infor-andring-i-verksamheten-broschyr-adi575.pdf

	5. Report incidents and injuries, investigate and take measures to prevent them from happening again. Responsibility for reporting serious incidents and injuries to the Swedish Work Environment Authority and reporting injuries to the Social Insurance Agency.
	Follow KTH routines for reporting risk, incidents and occupational injuries.
Example of situations:
To be managed in-house: an employee eats a banana and suffers an allergic reaction.
To be reported to Social Insurance Agency: an employee is cycling to work, falls and sprains his foot.
To be reported to the Work Environment Authority and Social Insurance Agency: an employee is exposed to bullying or threats.
	Routine: https://intra.kth.se/en/anstallning/arbetsmiljo/anmalan-av-tillbud-risk-och-arbetsskada-1.490817


	6. Contribute to the school’s annual work environment plan, i.e. a plan of action to improve the work environment.
Comment: Head of School, with the support of Human Resources, has the main responsibility.
	
	HR supports the process.

Information and template: https://intra.kth.se/en/anstallning/arbetsmiljo/arbetsmiljoplan-1.490830
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	7. Ensure the preparedness of, and that the employees are aware and know about first aid and crisis support within your operational area.
	Based on the specific risks of the business, ex. there is sufficient information and knowledge about KTH´s crisis organization, evacuation routes, collection sites and cardiac arrestors/first aid. Adequate number of people should have knowledge of first aid within your operational area and practical exercises should be conducted on the basis of needs.
	Each school has a local Crisis Management Group. There must be a Crisis File on site at all departments.

Link for crisis support (Swedish): https://intra.kth.se/anstallning/arbetsmiljo/krisstod

	8. Follow up sick leave, pay attention to signs that an employee is not feeling well and take action.
	Establish a routine for how information concerning sick leave is to be submitted e.g.  e-mail/call manager. 

Clarify the importance of registering sick leave in the self-reporting system (HR+).  

Maintain a continuous dialogue with your employees in order to be able to capture signals at an early stage. Do not allow use of holiday days or flexitime time instead of sick leave.

Signs that may indicate that an employee is not feeling well:
Repeated short-term absences, changed social behaviour, for example avoiding lunch, being quieter/more easily upset than usual.
Repeated short-term absences, not taking holidays. 
Insist that everyone reports in their holiday planning.

Take action at an early stage.
	Get help from HR. 

Read about time off and absence: https://intra.kth.se/en/anstallning/arbetstid/semester-1.26439
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	9. Carry out rehabilitation programmes and, if necessary, initiate/pursue workplace adaptation.
	Measures must be taken as soon as you become aware of possible ill health, do not wait until the employee is on sick leave.
If there is reduced work capacity due to physical or mental disability, individual adaptation may be necessary. This may mean providing the person with special working tools, supervisory services or individual support. It may also be necessary to select specific tasks, implement technical measures or adapt premises and/or change the division of working tasks.

Example: An employee has broken her leg. Arrange for transportation to and from the workplace and the employee can perform tasks that are not affected by her limited range of motion.
	Read about work adaptation and rehabilitation on the Work Environment Authority website (Swedish): https://www.av.se/halsa-och-sakerhet/arbetsanpassning-och-rehabilitering/
Read about the rehabilitation process: https://intra.kth.se/en/anstallning/arbetsmiljo/rehabilitering-vem-gor-vad-1.491169

	10. Be aware of, and pay attention to, any signs of discrimination, harassment, sexual harassment, bullying or degrading behaviour. Take steps to counter the preconditions in the work environment that could give rise to such behaviour and, if necessary, deal with the situations that arise.
	Common factors that may underlie the situation and signs to pay extra attention to: deficiencies in the organisation, constant changes or major changes in operations, long-term stress in the workplace e.g. unclear work content, heavy workload, lack of time and unclear division of labour, poor leadership, workplace culture/ jargon, lack of respect for differences or conflicts.

Prevention: discuss in groups what degrading treatment is and use the "U-concepts" to get started: situations experienced as uncomfortable, upsetting, unclear, unjust.

Clarify that violations will not be accepted. Make sure the work content is clear, prioritise and distribute tasks, clarify the division of labour and what is expected.

Take action at an early stage.
	Get support from HR. 
Each school appoints an officer to investigate discrimination, harassment and degrading treatment in accordance with KTH matter management routines: https://intra.kth.se/en/anstallning/diskriminering-och-k/vid-diskriminering-trakasserier-sexuella-trakasserier-och-krankande-sarbehandling-1.527980
The Code of Conduct is attached to employment contracts, individual study plans (ISP), planning dialogues may be used as background material for  discussions concerning responses: https://intra.kth.se/en/styrning/regelverk/personal-1.620226
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	11. Conduct regular meetings, for example workplace meetings.
	Maintain a standing agenda but also create space to allow everyone to speak.


	Template for workplace meetings/group meetings: https://intra.kth.se/en/anstallning/personalsamverkan/arbetsplatstraffar-1.648701

	12. Offer annual development dialogues where issues of organisational, social and physical operations are discussed.
	Planning dialogues take place during the first part of the calendar year and form the basis of salary dialogues.


	Template for development dialogues: https://intra.kth.se/en/anstallning/personalsamverkan/utvecklingssamtal-1.648695

	13. Ensure that all employees are properly introduced to operations and that they are able to obtain information about their work and know who they can turn to when it comes to work environment issues.
	Use the work introduction programme proactively and provide employees with the preconditions necessary for operations. 

Prepare an introduction programme for new employees before they arrive. Allow plenty of time for introduction and follow-up meetings. Prepare the introduction of new employees in good time.


	Checklist for introduction and monitoring: https://intra.kth.se/en/anstallning/karriar/introduktion-for-nya/introduktionsutbildningar-for-nya-medarbetare-1.485745
Each school may possibly use additional, locally-adapted checklists, contact HR

	14. Make sure that the tasks that are to be performed, the results that are to be achieved, who they can turn to for support and help in their work and, if necessary, the tasks to be prioritised if time available is insufficient, is clear to employees.
	By actively working with requirements, controls and resources at work, ill health and accidents at work can be prevented.

Different working methods:

- Continuous dialogue

- Introduction

- Project descriptions/equivalent.

- Development dialogues

- Individual Study Plan (ISP)
	Job descriptions, terms of reference (swedish): https://intra.kth.se/administration/blanketter/personalutveckling-arbetsmiljo/personalutveckling-och-arbetsmiljo-1.302797
Information on individual study plans (ISP): https://intra.kth.se/en/forskning/forskarstudier/handledning-och-individuell-studieplan-1.679302

	15. Present the results of work environment surveys, such as the employee satisfaction survey, to employees and be responsible for implementing relevant improvements and following up results
	
	Dialogue with immediate manager and HR.
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	Laboratory and workshop environments

	16. Ensure that all individuals working in the laboratory and/or workshop (incl. students) have undertaken the proper training and possess sufficient knowledge of lab and/or workshop health and safety, including for laser operations. Ensure that they have taken note of established instructions and regulations and are able to use the protective and safety equipment.


	
	

	17. Ensure that the necessary notifications have been made and permits are valid for operations (flammable products, GM products, radioactive isotopes and other hazardous substances such as A and B listed chemicals) and make sure these are handled and protected properly.
	
	

	18. Ensure that equipment is maintained, checked and inspected regularly.
	
	

	19. Ensure that safety devices function properly and are maintained and inspected, for example warning signs, eyewash, emergency/evacuation signals and emergency stop.
	
	

	Study environment

	20. Ensure and take action for a good study environment within courses/programs within your operational area.
	Study environment includes both the physical and the psychosocial environment. The physical study environment includes, for example, premises, facilities and equipment. The psychosocial study environment includes treatment and handling issues, appeals and opportunity to socialize.
	

	21. Ensure that students get a good introduction, including aspects of their learning environment and who they can turn to when it comes to their study environment.  
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