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Health and Safety Policy Statement
Health and Safety at Work Act 1974

1
Overview

1.1      The Hesters Way Partnership (HWP) accepts its responsibilities for providing and maintaining working conditions which are safe and without risk to health in accordance with the Health & Safety at Work Act 1974 and within the framework of relevant statutory requirements.  
1.2       Our statement of general policy is to ensure the health, safety and welfare at work of all staff, members of the public, visitors and voluntary workers using all HWP offices, so far as is reasonably practicable by:
· providing adequate control of the health and safety risks arising from our work activities;

· Consulting with our employees on matters affecting their health and safety;

· Providing and maintaining safe equipment;

· Ensuring safe handling and use of substances;

· Providing information, instruction and supervision for employees

· Ensuring all employees are competent to do their tasks, and to give them adequate training;

· Preventing accidents and cases of work-related ill health;

· Providing safe systems of work:

· Maintaining safe and healthy working conditions; and

· Reviewing and revising this policy as necessary at regular intervals.
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2 Responsibilities

The HWP recognizes that Health and Safety is the responsibility of everyone, whether they are staff, volunteers or Directors. However, there are particular responsibilities resting with employers and employees as detailed below:

Overall and final responsibility for health and safety is that of The Chair
Day to day implementation of this policy is delegated to the Manager
2.1
Employer’s Responsibility

2.1.1
Every new employee/volunteer must be introduced to the Health and Safety Policy on their first day of work/volunteering and given a copy of the Health and Safety Policy Statement. 

2.1.2
The Manager is the designated Health and Safety Appointed Person and is responsible for ensuring all aspects of the policy are adhered to as follows:

· Advising the Board of Directors on all aspects of health and safety at work.

· Ensuring that the general policy and any supplementary statements are implemented and kept under review.   (E.g. Lone working, handling violent and aggressive behavior.)

· Ensuring that the premises of the HWP are maintained in a safe and tidy condition.

· Maintaining a record in the accident book of all accidents to staff, members / visitors to the premises.

· Investigating all accidents, with a view to ascertaining and overcoming and shortcomings in the HWP, and arrangements for dealing with health and safety at the premises.

· Liaising, as necessary, with the Board of Directors, the Health and Safety Executive, the Borough Council and other appropriate authorities in the formulation of the safety advice and procedures.

2.2
Employees’ / volunteers’ responsibility
2.2.1
Personnel are expected to be mindful of their own safety and to take “reasonable care of themselves”.
2.2.2
All employees and volunteers must:

· Co-operate with supervisors and managers on health and safety matters;

· Not interfere with anything provided to safeguard their health and safety;

· Take reasonable care of their own health and safety; and

· Report all health and safety concerns to an appropriate person (as detailed in this policy statement).

2.2.3
All HWP staff are responsible for their visitors, whilst in the building, in the event of a crisis.

2.2.4
 The Trainer/Facilitator or person chairing the meeting / leading the activity is responsible for all visitors in the training room.
3 Risk Assessments

3.1
Management of Health and Safety at Work Regulations 1992 Regulations 3 states that every employer shall make suitable and sufficient assessment of 

· the risks to health and safety of his employees to which they are exposed whilst they are at work and

· the risks to the health and safety of persons not in his employment arising out of or in connection with conduct by him of his undertaking.
3.2
Risk Assessments will be undertaken by the Manager.
3.3
The findings of the risk assessments will be reported to the Chair.

3.4
Action required to remove/control risks will be approved by the Chair, who is responsible for ensuring the action required is implemented.

4
Consultation with Employees

4.1
Consultation with employees and volunteers on health and safety matters that affect them is provided through staff meetings and carried out by the Manager.

5
Safe equipment
5.1
The Manager is responsible for identifying all equipment needing maintenance and ensuring effective maintenance procedures are drawn up.

5.2
The Manager is responsible for ensuring that all identified maintenance is implemented.
6
Safe handling and use of substances
6.1
The Manager is responsible for identifying all substances hazardous to health under the Control of Substances Hazardous to Health Regulations 2002 (COSHH) and which need a COSHH assessment.
6.2
The Manager is responsible for undertaking COSHH assessments.
6.3
The Manager is responsible for ensuring that all actions identified in the assessments are implemented.
6.4
The Manager is responsible for ensuring that all relevant employees are informed about the COSHH assessments.
6.5
The Manager will check that new substances can be used safely before they are purchased.
6.6
Assessments will be reviewed every 3 years or when the work activity changes, whichever is soonest.
7. Information, instruction and supervision

7.1   The Health and Safety Law poster is displayed in the Reception.
7.2
Health and safety advice is available from:

· The Health and Safety Executive:



Info line 0845 345 0055



Website www.hse.gov.uk



HSE direct  www.hsedirect.com 
7.3
Supervision of young workers/trainees will be arranged/undertaken/monitored by their identified Line Manager.

7.4
The Manager is responsible for ensuring that our employees working at locations under the control of other employers are given relevant health and safety information.
8
Competency for tasks and training
8.1
Appropriate training will be provided to Appointed First Aiders, the Appointed Health and Safety Person and any other training required by staff to ensure their safety and well being.
8.2
Induction health and safety training, including first aid and fire safety procedures, will be provided for all employees by the Manager

8.3
Job specific training will be arranged by the employee’s Line Manager.
8.4
Specific jobs requiring special training are: Admin volunteers and staff: Health and safety, first aid, food handling, manual handling
8.5
Training records are kept by the employee’s Line Manager.
8.6
Training will be identified, arranged and monitored by the employee’s Line Manager. 

9.
Accidents, first aid and work-related ill health
9.1
One member of staff will be appointed as a first aider. They should be chosen as people who are in the office most of the time.

The appointed first aiders is: Adrian Thompson / Ami Walker 
9.2
All accidents and cases of work-related ill health must be reported in the accident book and files.  The book and files are kept in the main offices.
9.3
First aid kits are kept in the main offices at Hesters Way and Springbank.
9.4
The manager is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.
9.5
The manager is responsible for investigating accidents.

9.6
The manager is responsible for investigating work-related causes of sickness absences.

9.7
The manager is responsible for acting on investigation findings to prevent a recurrence.

10.
Fire 
10.1
The manager is responsible for ensuring the fire risk assessment is undertaken and implemented.

10.2
Escape routes are checked by the Manager every month.
10.3
Fire extinguishers are maintained and checked by the Community Resource Centre (CRC) Facilities managers every 12 months.
10.4
Alarms are tested by the CRC Facilities managers every week.
10.5
Emergency evacuation is tested by the CRC Facilities managers every 6 months
11
Monitoring
To check our working conditions, and ensure our safe working practices are being followed, we will report to the Trustees annually. Our Health & Safety Policy is also available and reviewed every 3 years.

This policy will be reviewed by the Hesters Way Partnership every 5 years and when there are changes in legislation.
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