HEALTH AND SAFETY POLICY

OF

[NAME OF COMPANY]
1
POLICY STATEMENT

[NAME OF COMPANY] is committed to maintaining safe and healthy working conditions and to preventing accidents and instances of work-related ill health by ensuring that all activities carried out on company premises or undertaken by its employees are managed in such a manner so as to avoid, reduce or control all foreseeable risks to the health and safety of anyone who may be affected by such activities as far as is reasonably practicable. This policy will be reviewed and revised every [PERIOD].

2
EMPLOYER'S RESPONSIBILITIES

In furtherance of the above policy statement and the need to ensure compliance with the Health and Safety at Work etc Act 1974 and other relevant health and safety legislation, [NAME OF COMPANY] will:

· provide and maintain safe plant and equipment and safe systems of work;

· ensure materials and substances used are properly stored, handled, used and transported;

· assess the risks to the health and safety of anyone who may be affected by work activities;

· consult with employees on matters affecting their health and safety and ensure that all employees are competent to do their tasks;

· provide information, training, instruction and supervision;

· provide a safe place of employment;

· provide a healthy working environment;

· provide a written Health and Safety Policy;

· look after the health and safety of other people, in addition to employees;

· talk to safety representatives.

3
EMPLOYEES' RESPONSIBILITIES

Employees have a legal responsibility to take care of the health and safety of themselves and others who may be affected by their actions or omissions and to co-operate with supervisors and managers on health and safety issues. Employees should not interfere with anything provided to safeguard their health and safety and should report all health and safety concerns to the appropriate person as set out in this policy.

4
ROLES

4.1
[NAME] has overall responsibility for health and safety in the workplace and for ensuring that adequate resources are made available to allow the implementation of this policy.

4.2
[NAME] has day-to-day responsibility for ensuring that this policy is implemented.

4.3
All supervisors and managers must adequately supervise the work activities of employees and others under their control to ensure that safe systems of work are being followed.

5
RISK ASSESSMENTS



Every work activity to be undertaken will be subjected to a health and safety risk assessment prior to the activity starting, in consultation with those who will undertake the work. A separate fire risk assessment will also be undertaken by a "responsible person" who will take reasonable steps to reduce the risk from fire and ensure occupants can safely escape the premises if a fire does occur. A written record of the assessments will be provided identifying any significant hazards and describing the preventative and protective measures required to avoid, eliminate, reduce or control the risks identified to a tolerable level. The control measures must be implemented and adequately maintained and records kept of any monitoring or maintenance of equipment undertaken. The following people have responsibility for the different stages of the health and safety risk assessments and the fire risk assessments:
· health and safety risk assessments will be undertaken by [NAME] and the findings will be reported to  [NAME] and recorded in a separate document entitled "Health and Safety Risk Assessments Findings". Action required to remove or control health and safety risks will be approved by [NAME] and [NAME] will be responsible for ensuring the action required is implemented. [NAME] will check that the implemented actions have removed or reduced the risks. Health and safety risk assessments will be reviewed every [FREQUENCY] or when significant changes in the work activity occur, whichever is soonest;

· fire risk assessments will be undertaken and implemented by [NAME] and recorded in a separate document entitled "Fire Risk Assessments Findings" which, in addition to identifying hazards and describing preventative measures, will outline an emergency plan. [NAME] will also check that the implemented actions have removed or reduced the risks. Assessments will be reviewed every [FREQUENCY] or when significant changes in the work activity occur, whichever is soonest.

6
SAFE PLANT AND EQUIPMENT
When selecting and purchasing items of plant and equipment it is essential to ensure, as far as possible, that such items are safe and are appropriate for the task and location for which they are intended to be used. [NAME] is responsible for ensuring that any new plant and equipment meets health and safety standards before it is purchased. Account must be taken of the persons required to use the items which must be selected to minimise any possible adverse affects to the user and other persons who may be affected. It is also essential to ensure that all plant and equipment is kept safe through regular maintenance and inspection and that all employees are trained to use equipment safely and are aware of instructions provided by manufacturers and suppliers. Any problems found with plant and equipment should be reported to [NAME]. [NAME] is responsible for identifying all plant and equipment needing maintenance. [NAME] is responsible for ensuring effective maintenance procedures are drawn up and [NAME] is responsible for ensuring that all identified maintenance is implemented.

7
HAZARDOUS SUBSTANCES

Using chemicals or other hazardous substances at work can put people's health at risk. The law requires employers to control exposure to hazardous substances to prevent ill health. The main law on hazardous substances at work is the Control of Substances Hazardous to Health Regulations 2002 ("COSHH"). It defines hazardous substances to include most hazardous chemicals (including waste and by-products), biological agents and any dust. Harmful substances which are covered by COSHH include the vast majority of commercial chemicals, many of which have a warning label. Examples may include bleach and other cleaning agents with a warning label, wood dust, glues and adhesives, solvents, paints, pesticides and chemical fertiliser, medicines and biological agents, oils and fuels, printer/photocopier toner, inks, and paper dust. This list is not exhaustive. [NAME] is responsible for identifying all substances that need a COSHH assessment. [NAME] is responsible for undertaking COSHH assessments. [NAME] is responsible for ensuring that all actions identified in the assessments are implemented. [NAME] is responsible for ensuring that all relevant employees are informed of the COSHH assessments. [NAME] is responsible for checking that new substances can be used safely before they are purchased. Assessments will be reviewed every [FREQUENCY] or when the work activity changes, whichever is soonest.
8
TRAINING

All employees must receive health and safety induction training as soon as possible after starting employment and job specific health and safety training where work activities require it. Training will also be provided when risks change. Supervisors and managers have a responsibility to identify training needs and to arrange and monitor training of all employees and others under their control. A training needs analysis should be conducted for each job and if this highlights a training requirement then appropriate training must be provided within a reasonable time scale. Records of all training undertaken by employees will be kept by [NAME]. [NAME] will provide induction training for all employees. [NAME] will provide job specific training for the following jobs:

· [LIST OF JOBS OR “NONE”].
9
REPORTING ACCIDENTS, INVESTIGATING AND MONITORING 

9.1
All employees are required to report all accidents and work-related causes of sickness absence to their supervisor or manager. The purpose of reporting such incidents and any subsequent investigation is to identify the underlying cause(s) and any contributing factors and to prevent a recurrence. [NAME] is responsible for investigating accidents. [NAME] is responsible for investigating work-related causes of sickness absence. [NAME] is responsible for acting on investigation.

9.2
To monitor the implementation of safe working practices and to assess whether the practices are being effectively pursued [NAME OF COMPANY] will [STATE].
10
ACCIDENTS AND FIRST AID

10.1
Employers are required by law to have first aid provisions in the workplace and to ensure that there is always a qualified first aider or an "appointed person" present. An appointed person is someone who is authorised, in the absence of a trained first aider, to take charge of the situation if there is a serious injury or illness.  They should record all the cases they treat and each record should include at least the name of the patient, date, place, time and circumstances of the accident and details of the injury suffered and treatment given. The records should be kept in a suitable place, and should be readily available.  Employers are also required to report certain work-related accidents, dangerous occurrences and diseases. The appointed person or first aider is [NAME]. The first aid box is kept [LOCATION]. All accidents and instances of work-related ill health will be recorded in the accident book which is kept by [NAME]. [NAME] is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.

10.2
Employees must also receive specialist health surveillance for certain work activities. Health surveillance will be arranged by [NAME OR “NOT APPLICABLE”] and Health surveillance records are kept by [NAME OR “NOT APPLICABLE”]. Health surveillance is required for employees doing the following jobs:

· [LIST OF JOBS OR “NONE”].

11
EMERGENCY PROCEDURES 


All employees should read the Fire Action Notices provided in all areas of the workplace which give details of the company's fire and emergency procedures. Escape routes will be checked every [FREQUENCY] by [NAME]. Fire extinguishers will be maintained and checked every [FREQUENCY] by [NAME]. Alarms will be tested every [FREQUENCY] by [NAME]. Emergency evacuation will be tested [FREQUENCY].
12
CONSULTATION WITH EMPLOYEES


Employees will be consulted on matters affecting their health and safety [METHOD]. The employee [representative is OR representatives are] [NAME(S)].

13
INFORMATION AND SUPERVISION

13.1
Employers must display the health and safety law poster or alternatively, provide employees with individual copies of the same information in a leaflet. [The Health and Safety Law poster is displayed [WHERE]] OR [The Health and Safety Law leaflets are available from [NAME]]. Health and safety advice is available from [NAME].

13.2
Employers have an added duty to young people to provide information, instruction, training and supervision. Supervision given to young people must be greatly increased to ensure that they are fully supervised at all times. Supervision of any young workers or trainees will be undertaken and monitored by [NAME].

INCLUDE PARAGRAPH 13.3 IF ANY EMPLOYEES WORK FOR OTHER EMPLOYERS ON YOUR BEHALF

13.3
[NAME] is responsible for ensuring that all employees working at locations under the control of other employers are given relevant health and safety information.
GUIDANCE NOTES
These notes are provided to assist you in completing your document.  They do not form part of the Health and Safety Policy.

OVERALL RESPONSIBILITY (Paragraph 4.1)

Specify the person with overall responsibility for health and safety in the workplace. This will be the most senior person in the organisation, e.g. name of sole trader, senior partner or managing director.
DAY-TO-DAY RESPONSIBILITY (Paragraph 4.2)

Specify the person with day-to-day responsibility for ensuring that this policy is put into practice. If the person with overall responsibility is not always there or does not have time to manage on a day-to-day basis, this role can be delegated to someone else, e.g. director, manager or supervisor. The person with overall responsibility will need to ensure that they are kept fully informed of health and safety matters because it will still be their ultimate responsibility.

H&S RISK ASSESSMENTS UNDERTAKEN BY (Paragraph 5)

Specify the name of the person who will undertake all health and safety risk assessments.

You must assess risks to the health and safety of anyone who may be affected by your work activities so that you can weigh up whether you have done enough or need to do more to comply with the law.  Some key areas of risk include asbestos, chemicals, confined spaces, display screen equipment (VDUs), electricity, excavation, falling objects/collapsing structures, machinery, manual handling, noise, pressure systems, radiation, slips, trips and falls, stress, substances hazardous to health (such as dust or fumes), temperatures, transport, vibration, violence to staff, work equipment, work-related upper limb disorders, working alone, working at heights, working environment etc. These are just examples of key areas. Look around your workplace to identify other risk areas.

If any risks apply to your work activities you will need to do risk assessments to check that you have removed or reduced the risk. You will need to involve a number of different people, including your safety representative(s) and employees to do the risk assessments. You need to record the significant findings of your risk assessments in a separate document entitled "Health and Safety Risk Assessments Findings".  This Health and Safety Policy only records the arrangements for ensuring the assessments are done and are kept up to date. Once you have done your risk assessments, you must take the necessary action to remove or reduce the risk as far as is reasonably practicable.
FIRE RISK ASSESSMENT UNDERTAKEN BY (Paragraph 5)

Specify the name of the person responsible for ensuring the fire risk assessment is undertaken and implemented. The person must have sufficient training and experience or knowledge to enable them to undertake the fire risk assessment effectively.

Under the Regulatory Reform (Fire Safety) Order 2005 and the Fire (Scotland) Act 2005, as amended, anyone who has control in a building or anyone who has a degree of control over certain areas or systems may be designated a responsible person for example: 

· the employer for those parts of premises they have any control over;

· the managing agent or owner for common parts of a premises or common fire safety equipment such as fire warning systems or sprinklers;

· any other person who has some control over a part of a premises may be the responsible person.

Although in many premises the responsible person will be obvious, there may be occasions when a number of people have some responsibility.
MORE INFORMATION ON FIRE RISK ASSESSMENTS

The responsible person nominated to undertake and implement fire risk assessments is required to:

· Carry out or nominate someone to carry out fire risk assessments identifying the risks and hazards. However, the responsible person will still be responsible in law for complying with the Order if another person is nominated.

· Consider who may be especially at risk.

· Eliminate or reduce the risk from fire as far as is reasonably practical and provide general fire precautions to deal with any residual risk.

· Take additional measures to ensure fire safety where flammable or explosive materials are used or stored.

· Create a plan to deal with any emergency and document your findings.

· Review the findings as necessary.

The 5 steps you will need to go through to carry out a fire risk assessment within your premises are:

1. Identify fire hazards - e.g. sources of ignition or fuel.

2. Identify people especially at risk - e.g. people working alone or near fire hazards, the elderly or infirm or disabled.

3. Evaluate, remove, reduce and protect from risks - e.g. measures to prevent fires or to protect people from fire.

4. Record, plan, instruct, inform and train - record significant findings and actions taken, prepare an emergency plan, inform relevant people, provide instruction, co-operate and co-ordinate with others, provide training.

5. Review - keep assessment under review and revise where necessary.

Further information is available from http://www.fire.gov.uk and www.infoscotland.com/firelaw.
NEW EQUIPMENT MEETS STANDARDS ASSURED BY (Paragraph 6)

Specify the name of the person responsible for ensuring that any new plant and equipment meets health and safety standards before it is purchased.

When buying new or second-hand plant and equipment, you must check it meets health and safety standards before buying it.
EQUIPMENT NEEDING MAINTENANCE INDENTIFIED BY (Paragraph 6)

Specify the name of the person responsible for identifying all plant and equipment needing maintenance.

You will need to ensure that all plant and equipment (e.g. lift trucks, vehicles, gas appliances, machinery guarding, ladders, electrical equipment, lifting equipment, air receivers, ventilation plant etc) that requires maintenance (e.g. pre-shift checks, servicing, thorough examinations) is identified and that the maintenance is done. It may be worthwhile using a logbook to record the maintenance checks.
HAZARDOUS SUBSTANCES IDENTIFIED BY (Paragraph 7)

Specify the name of the person responsible for identifying all substances that need a Control of Substances Hazardous to Health Regulations 2002 ("COSHH") assessment.

You must assess the risks from all substances hazardous to health under the Control of Substances Hazardous to Health Regulations 2002 ("COSHH"). These are known as your COSHH assessments. You should do assessments on substances you use (e.g. adhesives, paints, cleaning agents, solvents) and substances generated from work activities (e.g. dust, fumes, vapour). Your assessment should identify any health risks and if there is a risk you should take steps to remove or control the risk.
INDUCTION TRAINING PROVIDED BY (Paragraph 8)

Specify the name of the person who will provide induction training for all employees.

All employees must be given health and safety induction training when they start work. This can be combined with other useful information (e.g. pay, leave and hours of work). It needs to cover basic health and safety such as first aid and fire safety.
JOB SPECIFIC TRAINING PROVIDED BY (Paragraph 8)

Specify the name of the person who will provide job specific training.

Employees will need job specific training, which includes the health and safety aspects of the job.
JOBS REQUIRING SPECIFIC TRAINING (Paragraph 8)

Provide a list of the specific jobs requiring special training.

Some jobs will require additional special training (e.g. manual handling, driving, confined space entry, asbestos removal etc).

Specify "NONE" if no jobs require specific training

ACCIDENTS INVESTIGATED BY (Paragraph 9.1)

Specify the name of the person responsible for investigating accidents.

Investigating accidents is a useful way of reviewing your safety systems. Ask yourself why the accident really happened and what you can do to stop it happening again.
WORK RELATED ABSENCES INVESTIGATED BY (Paragraph 9.1)

Specify the name of the person responsible for investigating work-related causes of sickness absence.

If you have a number of employees absent because of similar ailments, this might mean there is a problem with their jobs causing ill health.
INVESTIGATION FINDINGS ACTED ON BY (Paragraph 9.2)

Specify the name of the person responsible for acting on investigation findings to prevent a recurrence.

When you find out what went wrong, put it right.
METHOD OF MONITORING (Paragraph 9.2)

Specify how you will check working conditions and ensure safe working practices are being followed.

You must be able to show that you are checking working conditions and systems of work i.e. that you are monitoring health and safety. You can do this both actively and reactively i.e. before and after something goes wrong. 
· ACTIVELY - You or any other appointed person can carry out inspections, have reports submitted to you by managers, do spot check visits, safety representative inspections etc. 
· REACTIVELY - You can investigate any accidents or sickness absences that occur.
LOCATION OF FIRST AID BOX (Paragraph 10.1)

Provide a description of where the first aid box can be found.

As a minimum you must have a first aid box and an appointed person to take charge of first aid requirements.
ACCIDENT BOOK KEPT BY (Paragraph 10.1)

Specify the name of the person who will keep the accident book.

Recording accidents (even minor ones) means you can see whether you have a problem in a particular area.
ACCIDENTS REPORTED BY (Paragraph 10.1)

Specify the name of the person responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.

You must report certain accidents and ill health at work under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.
SURVELLIENCE ARRANGED BY (Paragraph 10.2)

Specify the name of the health care professional responsible for arranging health surveillance.

Health surveillance will identify any health problems early on so that action can be taken before an employee's condition worsens.  Specify "NOT APPLICABLE" if health surveillance not applicable.
SURVELLIENCE RECORDS KEPT BY (Paragraph 10.2)

Specify the name of the person who will keep health surveillance records.

The records should contain details of the employees, the health surveillance procedures, dates and conclusions.  The health care professional doing the surveillance will hold the actual medical records as these are confidential.  Specify "NOT APPLICABLE" if health surveillance records not applicable.
JOBS REQUIRING HEALTH SURVEILLANCE (Paragraph 10.2)

Provide a list of the specific jobs requiring health surveillance.

Employees must receive health surveillance from a health care professional for certain work (e.g. work with flour, lead, chrome, noise, asbestos, chemicals etc).

Specify "NONE" if no jobs require health surveillance.  
EMPLOYEES REPRESENTATIVES (Paragraph 12)

Specify the name(s) of the safety representative appointed by the trade union or the name(s) of the elected employee representative(s).

You must consult your employees on matters relating to their health and safety at work, such as the introduction of any measure at the workplace which may substantially affect the health and safety of those employees, such as the introduction of new technologies etc. If you recognise a trade union and that trade union has appointed a safety representative, you must consult them on matters affecting the employees they represent. If you do not have a trade union, you must consult employees either directly or through an elected representative.
METHOD OF CONSULTATION (Paragraph 12)

Specify how employees will be consulted.

You may wish to use your works committee or another meeting as a forum for consultation.  If you have a health and safety committee, you should list what it does, who is on it and how often it meets.

HEALTH AND SAFETY LAW INFO (Paragraph 13.1)

Indicate whether health and safety information is provided as a poster or as leaflets.  Provide a  description of where the information can be found.

The Health and Safety Information for Employees Regulations 1989 require employers to display a poster or provide leaflets telling employees what they need to know about health and safety.
YOUNG WORKSERS SUPERVISED BY (Paragraph 13.2)

Specify the name of the person who will undertake and monitor the supervision of any young workers or trainees.

If you have young workers and/or take on trainees or students on work experience, you will need to ensure that they are properly instructed and supervised. You must also do specific risk assessments for young people - you need to take account of their inexperience, lack of awareness of risks and immaturity.
INFO FOR OTHER SITES AVAILABLE FROM (Paragraph 13.3)

Include this paragraph if any employees work for other employers on your behalf.

Specify the name of the person responsible for ensuring that all employees working at locations under the control of other employers are given relevant health and safety information.

If your employees go to work for another employer on your behalf (e.g. if you are a contractor) you will need to check that they are given relevant health and safety information for that location, by that employer or company.

