Insert Department name and address
Insert name and address of appointed DSO 

Template to be modified as appropriate to the individual departmental circumstances
Do not forget to send a copy of the letter of appointment to the Director of Health, Safety and Regulated Services
Dear [name of DSO]
Appointment as Departmental Safety Officer (DSO)

for the Department of [name department]
Further to our discussions, I confirm that you will, on my behalf, undertake the role of Departmental Safety Officer (DSO) in this Department. 
We have agreed that your appointment as DSO will be until [date, or insert period of tenure in years], before which time we will meet to review the position.
Your appointment as Departmental Safety Officer (DSO) is to assist me (as Head of Department/Institution/Non-School Institution/Division) in the creation, development, monitoring and review of the Department’s arrangements for safe working. Since I am responsible for safety management, it is important that you as DSO keep me informed of hazards and circumstances that must be brought to my attention. This can be achieved by regularly providing information about the current state of safety in the Department, particularly where matters are unresolved. As DSO you are not expected to be a safety professional and should seek advice on safety law and practice, both national and organisational, where necessary, from the Safety Office. 

Duties include: 

· undertaking health and safety training to an appropriate level of competence, to enable you to discharge your duties 

· assisting me as Head of Department to develop, implement and periodically review local health and safety policy and procedures to ensure the risks arising from the Department’s activities are controlled 

· providing proactive strategic and operational health and safety advice and support me as the Head of Department and other members of staff 

· monitoring the Department’s organisation and arrangements for safe working to determine how effectively risk control measures are implemented and working through regular health and safety inspections (with Trades Union Safety Representatives, as necessary) and report findings 

· ensuring that occupational ill-health issues, accidents/incidents and near misses are reported to the Safety Office in a timely fashion and investigated fully. Communicate findings of investigations to the Safety Office and ensure that recommended action is carried out 

· ensuring the necessary provision of health and safety training (including induction) to staff within the Department either by direct involvement or by monitoring provision 

· acting as a point of contact for receiving and disseminating changes and updates from the Safety Office in relation to Legislation or University Policy, objectives and guidance 

· disseminating health and safety information and reports to appropriate staff and students 

· monitoring that safe working practices based on risk assessment are adopted, especially for postgraduate work (in view of the fact that postgraduate students generally work without direct supervision) 

· monitoring that adequate precautions are taken in relation to any special hazard in or about to be introduced into the Department, with advice from the Safety Office where appropriate 

· monitoring that all plant, equipment and processes within your area are maintained in a safe condition and in compliance with appropriate statutory requirements 

· maintaining adequate health and safety records where appropriate (e.g., training records, inspection and audit records) 

· ensuring that systems are in place to provide and maintain adequate first aid facilities 

· bringing to my attention as Head of Department or the department management, at an appropriate level, any non-compliance with Department arrangements for safe working 

· participating in audits carried out by the Safety Office as necessary 

· acting with delegated authority from me as the Head of Department on health and safety matters of urgency to prevent or prohibit activities or situations that may lead to imminent harm.

Please do not hesitate to contact me at any time with regard to these duties.

Yours sincerely

Head of Department

cc. Director of Health Safety and Regulated Services at Safety@admin.cam.ac.uk
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