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Health and Safety Policy 

1. This policy will say how HACRO will manage its health and safety responsibilities. 
2. We will manage health and safety by:
2.1. Controlling the health and safety risks at work.
2.2. Involving employees on health and safety issues that affect them.
2.3. Making sure that where employees work, and any equipment they use, is safe.
2.4. Making sure that dangerous substances are stored and used safely.
2.5. Making sure employees, especially new employees, have relevant information and training on health and safety.
2.6. Making sure employees can do their jobs, and are properly trained.
2.7. Trying to stop accidents and work-related health problems.
2.8. Regularly checking that working conditions are safe and healthy.
2.9. Regularly reviewing this policy and making changes if necessary
2.10. Reporting notifiable accidents and diseases to the Health and Safety Executive.
3. Overall responsibility for health and safety belongs to the HACRO Management Committee.
4. Daily responsibility for managing this policy is given to Joanna McIntosh. Responsibilities include:
4.1. Emergency Evacuation 
4.2. H&S induction for new users of the office
4.3. Recording H&S risk assessment(which will be carried out with a member appointed by  the Management Committee
4.4. Being in charge of the office First Aid box
4.5. Accident recording and reporting. Any incidents will be reported to the Chair of the management Committee and investigated by a committee member
5. Employees are responsible for:
5.1. Co-operating with people who are responsible for health and safety.
5.2. Using safety equipment when it is necessary.
5.3. Taking care of their own health and safety.
5.4. Reporting health and safety concerns to the right person as written in this policy. 

6. Controlling the health and safety risks at work.
6.1.  Peter Sweetman (or an alternate appointed by the Management Committee) will do health and safety risk assessments at  least once a year, and also  when there is a significant change to working conditions. The results of the risk assessment will be given to the Chair of the Management Committee (Yasmin Batliwala) and will be included with this policy.
6.2. The Management Committee will agree any action needed to manage the risks that have been found and appoint the person who will carry out the agreed action points.
6.3. Yasmin Batliwala will check that the actions taken have reduced the risks.
7. Employees will be involved in health and safety through:

7.1.  Representation at Management Committee meetings. 

7.2. Any decisions made at Management Committee/Board meetings concerning health and safety will always be recorded and made available to staff. 

8. Making sure that the workplace and equipment are safe
8.1. Joanna McIntosh is be responsible for:

8.1.1.  making sure that there is a maintenance procedure for the workplace and any equipment being used.
8.1.2. checking to see if any equipment being used for work, or parts of the workplace, need maintenance.
8.1.3. making sure that all the necessary maintenance is done.
8.1.4. Reporting any problems with work equipment or the workplace should be reported to the Yasmin Batliwala
8.1.5. checking if any substances being used at work need COSHH  (Control of Substances Hazardous to Health) assessment. If so, she will:
8.1.5.1. arrange for a COSHH assessments
8.1.5.2. make sure that any action points from the COSHH assessments are implemented
8.1.5.3. make sure all employees are told about the COSHH assessments
8.1.5.4. schedule regular reviews of COSHH with the Management Committee

8.1.6. supervising any volunteer or employee using office equipment for the first time

8.2. Before buying any equipment or changing where people work, a member of the management Committee (currently Peter Sweetman) will check that:

8.2.1.  health and safety standards are met
8.2.2. We know how to use new substances safely before they are bought.
8.3. Fire exits, fire alarms and fire extinguishers are the responsibility of the office management team of St Albans Enterprise Centre

9. Health and safety information and support
9.1. The Health and Safety Law leaflet, which can be found at http://www.hse.gov.uk/pubns/law.pdf  will be given to each employee.
9.2. The current employers’ liability insurance certificate is displayed on the wall by Joanna’s desk 
9.3. Peter Sweetman is responsible for making sure that employees working away from the workplace are given relevant health and safety information.

Signed (on behalf of HACRO):

_______________________________ Date _________________

Chair of Management Committee/Board of Trustees

Review Date:___________________

 Yasmin Batliwala JP

Risk Assessment Record

	Date

	Findings

	Actions

	Completed by


	18/11/2010

	1. No separate fire exit. Floors are concrete and two doors separate from downstairs office.
	Discuss with office 

management
	
		2. Large pile of documents in office

	Joanna to arrange archive/clearing

	Dec 2010


				
				
				
				
				

	


Training and induction process:
General health and safety induction training will be provided for all employees by Joanna McIntosh(who will record the date of induction), and will cover the following items:

1. Use of office equipment

2. Any issues specific to the individual (e.g. manual handling)
3. Location of First Aid box is kept [e.g. at reception, by the kitchen]
4. First Aid Contact (currently Joanna McIntosh). NB Joanna is not a qualified first aider
5. The need to ensure that all accidents and work-related health problems should be recorded in the accident book by Joanna McIntosh, who will bring them to that attention of the management Committee
6. Safe use of the handrails on the staircase

7. Fire and evacuation: the evacuation procedure is:
7.1. Evacuate the building immediately by the nearest exit
7.2. Ensure any visitors leave the building
7.3. Do not put yourself at risk
7.4. Assemble  in the car park. in front of the building
7.5. Do not re-enter the building for any reason until the Fire Officer or fire brigade confirm that it is safe to do so.

8. If you discover a fire
8.1. Raise the alarm by operating the break glass switch at the nearest fire alarm call point. 
8.2. Evacuate the building immediately as above.

Notes to Risk Assessment procedure

To check that your health and safety policy is working you need to do regular risk assessments

You should keep a record of your findings and take action to reduce or remove the risks you have identified.  

An example template follows.  There is also a template on the Health and Safety Executive website at www.hse.gov.uk/risk/risk-assessment-and-policy-template.doc  

 Risk Assessments

A risk assessment is, as the Health and Safety Executive  (HSE) describe: "a careful examination of what, in your work, could cause harm to people.... the aim is to make sure that no one gets hurt or becomes ill".

Step One – Identify the hazards

· First walk around the workplace identifying anything that could be potentially hazardous - write everything down - make a list. Include everything you can think of: not just things that are currently obviously dangerous, but anything with a potential risk. Where possible two people will undertake the risk assessment separately and will compare lists afterwards, in case either has missed anything out. Hazards specifically include fire risks and escape routes.
· Consider invisible hazards – e.g. stress (often related to working long hours, under pressure, to tight deadlines) or physical assault. Invisible hazards often include fumes - for example, photocopiers and laser printers emit ozone when in use.
· Finally consider whether things that might not normally be hazardous might be in relation to specific people – e.g. pregnant women, disabled workers.

Step Two – identify who is at risk

Once you have identified and listed all the hazards, you need to (i) identify what the specific risk is, and (ii) who is particularly at risk.

 Some people will be more at risk from particular hazards than others - for example a computer user will be more at risk of suffering RSI (Repetitive Strain Injury - also known as WRULDs - Work Related Upper Limb Disorders), a cleaner might have specific risks related to the chemical cleaning agents being used, etc. And there will be those particularly at risk in some circumstances for example because they may be working alone, or they may have a disability. List those potentially at risk.

Step Three – Evaluate the risks and decide on precautions

Think about what you can do to remove the risk. Compare what you currently do with what is accepted as good practice. (It may be necessary to seek advice from experts). The main purpose of doing a risk assessment is to be aware of the risks, so that you can take action to eliminate or at least reduce the risks. E.g. if an electrical wire is exposed, you could replace it, or cover it with insulating tape. E.g. if your cleaner is using potentially dangerous chemical agents - change the cleaning product - use something water-based. Write down the actions currently taken and those actions you propose to be taken, and write down who will take the action, by when.

 Step Four – Record your findings

If you employ five people or more, the law requires you to record your findings. Ensure the written record of your findings is made available to staff, and that they co-operate with the carrying out of the recommendations made as a result of the assessment. This might involve a change in working practices, a change in machinery or equipment, andappropriate training being undertaken.

 Step Five

Review your assessment. Few workplaces remain the same. You mustreview your assessment when there are major changes in the workplace, such as the introduction of new machinery, or new ways of working - but you must carry out regular reviews anyway - possibly annually. If your original assessment was properly recorded the review should be a relatively simple job but be aware of changing working practices.

A fire risk assessment is the same as any other risk assessment.

Escape routes, fire extinguishers and alarms should be checked by qualified people such as your local fire brigade.

Make sure you check escape routes and practice emergency evacuation regularly.

 Some other areas of risk to consider

· Display screen equipment
· Stress
· Working alone

· Electricity and electrical equipment
· Food hygiene
· Manual handling
· Noise
· Slips, trips and falls
· Confined spaces
· Violence to staff

Risk Assessment Form (to be completed)

 PRIVATE 
What are the hazards?

Spot hazards by walking around the workplace, talking to workers, checking machines and their instructions
Who might be harmed, and how?
Remember: 

· some workers have specific needs


· People who are not present when the assessment is taking place

· Members of the public

What are you already doing?

List precautions already in place
List actions to be taken
Note Who will take the action, by what date

COSHH Assessments

Under the Control of Substances Hazardous to Health (COSHH) Regulations 1994, if hazardous substances are used at the workplace, the employer must assess the risks to health.

This refers to any substance that can be dangerous for people’s health.

This could be things you are using, e.g. bleach, paints, as well as things like fumes or dust or gas that are produced when you work.

Your assessment should consider the possible ill-effects that you should then do something about, perhaps by warning people, using hazard signs, training users, using protective equipment, improving ventilation and using safer alternatives.

Examples of COSHH risk assessments can be found on the Health and Safety Executive website at www.hse.gov.uk/coshh/riskassess/including for an office.

First Aid
Under the Health and Safety (First Aid) Regulations 1981, all employers have a duty to provide first aid facilities and equipment that is adequate and appropriate for their organisation.

You should have a first aid box, clearly visible, accessible and fully maintained.  All workplaces should have at least one appointed person to organise a first aid response such as phoning for an ambulance.  No-one should carry out first aid unless they are trained to do so.  

Although there is no statutory requirement to have trained first aiders, the Health and Safety Executive provides guidance on the recommended number, based on the number of employees and the nature of work.  For example, if the risks are low (e.g. in an office environment), one first aider may deal with up to 50 employees.  

Recording all accidents, even small ones, can show up if there is a health and safety problem in a particular area.  

The accident book should be kept for at least 3 years after the last entry.

Checking work conditions are safe and healthy.
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