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The organisation takes health and safety extremely seriously and see it as the cornerstone of our business.  It is the organisations policy to ensure that nothing is done that presents any risk to the health and safety of the employees, the general public or anyone affected by our operations.  In addition, the organisation will not create any damage to the environment.  Risk assessments will be made to develop proper controls to minimise any hazards and/or risks to people, property and the environment.  The organisation will also produce practices and procedures to help ensure that the workplace is safe for all employees without any risks to their health or to the environment.  All visitors and other people authorised to be on either the organisations premises or work sites, will be treated in exactly the same way as employees.  Everyone will be expected to help and cooperate by obeying all of the safety rules.

The organisation recognises and accepts its responsibilities to comply with all health and safety legislation.  In particular, it will do everything that is reasonably practical to prevent injury to people, by making sure all facilities and property are properly constructed and maintained.  All employees and/or associates will be made aware of the safety rules and the proper safe methods of working.  They will be encouraged to make personal contributions to operating procedures as a part of the process of continuous improvement.  Where necessary, Health, Safety and Environmental issues will be given priority over other business operations.
All employees have a responsibility to take care of themselves and any other people who may be affected by what they do.  They also have a duty to cooperate with the organisation in the implementation of this policy, by following rules and adopting safe working practices.  In addition, they must follow standard operating methods, practices and procedures.  All employees will be expected to set a good personal example when working on other clients premises and comply with any additional rules or procedures in force on the site.

The organisation will encourage all of its employees to contribute to safe working practices.  Everyone will have immediate access to the Chief Executive where the health and safety is an issue or a concern.  The Council of Management will also do everything that they can to ensure that all employers are kept informed of any changes to rules, legislation and or operating procedures.

The organisation will not tolerate anyone disobeying or not following any of its safety rules or safe working practices.  Furthermore, it will not condone anyone who behaves in such a way that he or she creates possible risk to themselves other people or the environment.  Anyone who does commit any such act will be subject to disciplinary action.

1 -Objectives – The Overall Targets of The Organisation
To provide a Safe Place of Work is a primary target of the organisation.  This is a way in which the organisation can help protect the well being of all of its employees.  This will help create an environment in which accidents and incidents can be minimised as part of the overall effort to totally eliminate all accidents.

A Healthy and Hygienic Environment will be an important focus as a means of ensuring that there are no risks to the health of employees from its normal operations.  In addition, it will be part of the way in which the organisation will ensure that it controls any potential environmental issues.

Compliance with all Health, Safety and Environmental Legislation will be an integral part of the overall business plan.  This will be achieved by adopting operating methods and procedures that underpin the specific legal requirements and good business practice.  The organisation will also monitor new and proposed legislation.
Systematic Training is an important feature of all good Health and Safety programmes.  It ensures that employees have all of the skills and are competent to do the jobs for which they are employed to do.  It is also a way in which they can be taught to operate plant and equipment in the correct and safe manner. Proper training ensures that everyone behaved correctly and is knowledgeable of the rules and follows the correct operating procedures, safe working practices etc.

Proper Control of Substances, Spills and Emissions etc is one of the ways the organisation will ensure that it does not create any risks or damage to the environment.

Monitoring the Overall Performance and Key Indicators in the organisation will be a means of focussing Managerial attention on those aspects that affect performance.  Health and Safety performance is seen as a key indicator and will be used to help maintain a proactive stance.  Employees will be encouraged to discuss their own approaches to the issues in hand and where appropriate changes will be introduces as part of the process of Continuous Improvement.  Audits will also be conducted on a regular basis to check the effectiveness of both the policy and the operating practices and procedures.
2 - Safe Systems of Work

Special Note:

All employees, volunteers and anyone else, who has been authorised to be on the premises, will be expected to work in accordance with the relevant Health and Safety Legislation.  In addition, they will be expected to follow any practices and procedures that the organisation have developed in conjunction with either the law or as part of ‘Good Business’ practice or as set out in industry codes of practice etc.  Special attention is drawn to the following:

· Health & Safety at Work Act 1974.
· Management of Health & Safety Work Regulations 1999.
· Personal Protective Equipment at Work Regulations 1992.
· Manual Handling Operations Regulations 1992.
· Health & Safety (Display Screen Equipment) Regulations 1992.

· Control of Substances Hazardous to Health Regulations 1999.
Safety:
General:

· Everyone is expected to work safely and observe all safety rules at all times.

· No one will endanger any other person by any of his or her acts or omissions.
· Where necessary appropriate safety equipment will be provided and used by everyone.

· All work areas will be kept clean and tidy at all times to reduce the risk of accidents.

· Fridges are to be cleaned and checked regularly to reduce the risk of ill health.

2a - Fire Precautions

Fire policy in place (including RRO Oct 2007 + Risk Assessments).
2b - Handling & Moving
New policy in place 
2c - VDU Equipment
New policy in place 
2d - Photocopier

New policy in place

2e - Fire Alarms

New policy in place 
2f - First Aid
New policy in place
2g - Electrical Equipment and Appliances

When using extension leads, precautions will be taken to reduce tripping hazards.

All electrical work will be carried out in accordance with the current regulations and checked regularly. No unqualified person will interfere with any electrical installation or equipment.  All faults to be reported.
2h - Gas Boilers & Central Heating System
In order to keep within Health & Safety regulations Central Heating Boilers are to be serviced and maintained on an annual basis or when necessary as and when a fault occurs.  A record of this to be kept to hand.
2i –Housekeeping
In order to maintain a high standard of housekeeping at all times:
· Work areas are to be kept tidy and left clean on completion of work.
· Waste materials and rubbish are to be disposed of correctly.
· All equipment is to be put back into the correct storeroom.

· All hazardous materials are to be kept in a locked cupboard.
· Fridges are to be kept clean and checked regularly.
2j –Health & Safety of Pregnant Workers & New Mothers
It is the duty of the organisation to carry out a risk assessment in relation to potential risks to new and expectant mothers, where the employer employs women of child-bearing age.

The organisation has a duty to ensure that the woman and her unborn child are not placed at any risk from any aspect of the working environment.  It is the organisations duty to take reasonable steps to eliminate any risk by offering suitable alternative employment and in the final analysis to suspend the woman on full pay (Maternity Suspension) for as long as is necessary (Potentially until her maternity leave starts).

2k –CCTV Camera Installation

The organisation has a duty to ensure that under the Data Protection Act they are required to comply with the principles as set out in the Data Protection Handbook and Policy when handling personal information.  The organisation has legal obligations in handling such information and are required to register with the Information Commissioners Office giving details of who the organisation is. 
3 - Risk Assessments

The organisation promotes a high standard of Health and Safety as part of its core activity.  The management will ensure that there is a programme of risk assessments that is designed to highlight any potential problems that may result in loss.  As a result of this process, they will ensure that adequate controls are put in place to minimise any potential accidents, incidents, damage to property or plant as well as preventing any damage to the environment.  All risk assessment will be monitored and reviewed on a regular basis. Special attention will be made to the following areas:

· General Risk Assessment – working on site indoors and outdoors.
· Chemical Substances are kept locked away.
· All Electrical equipment is PAT tested.
The above is to maintain the safety and welfare of staff, volunteers and visitors.

4 - Organisational Structure
· The Council of Management to ensure that the implementation of the Health & Safety Policy is effective.
· The Council of Management accept ultimate responsibility for Health & Safety within the organisation.
· Health & Safety responsibility is assigned and accepted at all levels within the organisation.
· Everyone is properly trained and aware of any hazards.
· Any defects are corrected promptly.
· All safety rules are observed by everyone at all times.
· All staff to read the policies put in place. 

· Actively encourage the process of continuous improvement within the organisation.
· All staff to maintain good housekeeping standards.
· Records of action taken will be monitored for Health & Safety Audit Purposes.

Policy reviewed August 2010 and reviewed every three years
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