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   Essential Knowledge


DRAFT HEALTH AND SAFETY POLICY

Introduction

We recognise and accept the responsibility to provide a safe and healthy workplace.  As far as is practicable, we will provide a risk-free working environment for all staff and others who may be affected by the organisation’s activities.

We will take reasonable and practicable steps to meet this responsibility, paying particular attention to:


Providing and maintaining safe plant and equipment


Ensuring the safe handling and use of substances


Providing information, instruction and supervision to enable all staff to avoid hazards and contribute positively to their own health and safety at work


Ensuring that work premises are safe and that there are safe ways to get in and out


Providing and maintaining a working environment that is safe, without risks to health and adequate in respect of arrangements for staff welfare, including dealing with aggressive or difficult clients


Providing adequate and relevant training for staff.

We will consult frequently with staff on matters affecting their health and safety.

Staff Responsibilities

Successful implementation of this policy requires the cooperation of all staff.  Each member of staff is required to take reasonable care for their own health & safety and the safety of others who may be affected by their activities whilst at work.  Staff are also expected to co-operate with managers on health & safety matters and not to interfere with anything provided to safeguard their health & safety.

A copy of this policy will be made available to all staff.  Any subsequent revisions will be brought to everyone’s attention.  Staff have a responsibility to make themselves fully aware of the contents of the policy and any other guidance notes on health & safety provided.  Health & safety issues will form a major part of induction training for staff.

Staff should report any health and safety concerns to their line manager at the earliest opportunity.

Risk Assessments

The company will conduct regular reviews of the risks to the health & safety of anyone affected by work activities.  Any significant findings will be recorded and action will be initiated to eliminate, avoid or reduce each risk as far as is reasonably practicable.

Assessments will be reviewed on an annual basis and whenever a work activity changes significantly.

Plant And Equipment

Within their area of responsibility, each line manager will develop a maintenance plan and logbook of the checks carried out for each item of plant and equipment that requires regular upkeep.  

All managers authorised to make purchases will check that any new plant and equipment meets all relevant health & safety standards before placing an order.

First Aid

The company undertakes to ensure, in so far as it is reasonably practicable, that any member of staff suffering from injury or illness at work will be cared for competently and safely until professional medical assistance can be obtained.

Suitable equipment and facilities for providing first aid will be available.  When necessary, staff will be encouraged on a voluntary basis to train and re-train as first aiders.

All accidents at work should be reported to the appropriate line manager and recorded in the accident book.

Fire And Evacuation

The company will maintain and regularly review procedures for evacuating work premises in the event of fire or other emergency.

Fire alarms will be tested on a weekly basis and emergency evacuation procedures will be tested at least every three months on a random basis.

Smoking

The company operates a no-smoking policy.  Smoking will only be permitted in designated areas.  Any breach of this rule will be dealt with under company disciplinary procedure.  

Assistance and encouragement for staff who wish to give up smoking will be provided where possible.

Safe Handling And Use Of Substances

As required by the Control of Substances Hazardous to Health Regulations 2002, the company will regularly assess the risk to health & safety of substances that are used such as adhesive, paint, cleaning agents and solvents.  

Training

All staff will receive health & safety training as part of their induction to the company.

Training will be provided to staff when health & safety risks change or if skills require updating.  When required, training will be provided in specific areas such as working with visual display units (VDUs), handling heavy objects, driving, or working with hazardous substances.

Records will be kept to show that staff have received training and for monitoring purposes, so that refresher training can be given when required.
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