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Health & Safety Guidelines

Health & Safety legislation covers all employers and applies to work done by both staff and volunteers. It promotes universal responsibility in Health and Safety issues. HWNL has a responsibility to assess risks and to ensure that the safety of volunteers is not compromised and every individual participating in the project has a responsibility not to put him or herself in risky situations.  

HWNL’s Health & Safety Guidelines are in line with Headway UK’s policy as outlined under M22 of Policy and Procedures:
M22 Health and Safety Policy

1. Policy Statement
Headway is committed, so far as is reasonably practicable, to providing for the health, safety and welfare of all staff/ volunteers and to maintaining standards at least equal to the best practice in the care sector.

The Health and Safety at Work Act 1974 (and subsequent health and safety legislation) places wide ranging responsibilities on all employers.

Headway attaches great importance to the health and safety and welfare of all persons with whom it has contact with.  We regard the promotion of health and safety measures as an objective for everyone with whom Headway is involved.  This ethos applies equally to:

a. All service users
b. All staff
c. All volunteers
d. All visitors
e. All contractors
f. All Trustees

1.2 The commitment to health and safety is a management responsibility equivalent to that of any other management function.  It is the duty of our Trustees to uphold this Policy at all times.
We will conduct business in such a way as to ensure, so far as is reasonably practicable, that persons not employed by us but who may be affected by its activities are not exposed to risks to their health and safety.

1.3 Headway will:
· Provide and maintain appropriately resourced, safe and healthy working conditions to ensure the welfare of staff, taking into account all statutory requirements.


· Provide appropriate, adequate training and instruction to enable members of staff to perform their work safely and efficiently with minimum risk to health.

· Make available all necessary safety devices and protective equipment along with supervision and instruction to staff in the use of such devices and equipment.

· Acquire and maintain the necessary knowledge of current legislation, codes of practice and other available guidance relating to health and safety within Headway’s activities, maintaining regular contact with relevant outside organisations.  Headway will ensure that such information is readily available to all members of staff/ volunteers.

· update and generally maintain this policy statement, and associated codes of practice, as appropriate, being mindful of any new statutory requirements or work hazards, following consultation and involvement with staff as necessary.

· Make available all reasonable assistance in respect of the formulation of the necessary codes of practice.

· In the interests of health and safety, invoke the Headway’s disciplinary procedure where any member of staff persistently refuses to carry out duties incumbent upon them to ensure compliance with Health & Safety procedures, as detailed within the requirements of this policy.

· Ensure all staff / volunteers are fully aware of the requirement to take reasonable care for their own health and safety and that of others who may be affected by their acts or omissions.

2. Related Headway policies:

· Fire Safety Policy
· Accident, Incident or Near Miss Policy
· Disciplinary Policy and Procedure
· Risk Management Policy
· COSHH Policy

3. Staff Responsibilities

3.1
Responsibility of the Board and Chief Executive
The ultimate responsibility for health and safety rests with the Board of Headway. The Board delegates this responsibility to the Chief Executive, who in turn, delegates the responsibility for the implementation of the Health & Safety Policy (and all other associated policies and procedures across Headway to the directors/ senior managers.  The Board undertakes to provide the necessary financial resources to assist in the implementation of these policies and procedures.


3.2.1 
Responsibilities of Directors/ Senior Managers

Directors and senior managers will:

· Ensure, insofar that is reasonable and practicable, that all members of staff/ volunteers under their control perform their duties and behave in such a way as to cause no injury to themselves or another person or damage to property or equipment.

· Ensure that, where a relevant code of practice has been agreed, this is followed (covering an office environment or piece of equipment).

· Pay due regard to all reasonable requests in respect of safety.

· Be accountable for their department risk surveys and the management of health and safety at work therein.

· Determine the priority order of remedial measures where applicable or appropriate and prepare an action timetable with costs to minimise or eliminate the risks within their work areas.

3.2.2
Manager / senior person assuming everyday responsibility [Groups]

The Manager has overall responsibility for giving effect to this Policy; for ensuring there is consultation on health and safety matters with staff, either through representatives of recognised trade unions or through representatives of other groups of staff/ volunteers, as appropriate, in order to maintain health and safety at work;

3.3 Responsibilities of Staff/ volunteers:
Staff / volunteers are required to:

· Co-operate fully in the implementation and operation of this Health & Safety policy and all other associated policies and procedures.


· Ensure that the manner in which they behave and carry out their duties is such that it will cause no injury to themselves or another person or damage to property or equipment.


· Use, as directed, any safety or protective equipment provided.


· Report, promptly, to their director/ manager any incidents that have lead to personal injury or damage to themselves or other persons, property or equipment and any circumstances/practice, which they believe to be dangerous.


· Adhere to Headway’s work procedures where these have been agreed and assist in the investigation of accidents with the object of introducing measures to prevent a recurrence.

4. Audit Plan

The Chief Executive / Manager [Groups] is responsible for the implementation and monitoring of adherence of health and safety policies and will report findings to the Trustees.

5. Scope

This policy applies to all staff, volunteers, and Trustees.

6. Headway Staff / volunteer training

All staff and volunteers to be made aware of and read this policy

7. References

· Croner’s – A Management Guide, updated 2005
8. Guidance
8.1 General Roles and Responsibilities

We are responsible for:

· Assessing the risk to the health and safety of staff/ volunteers and others who may be affected and identifying what measures are needed to comply with its health and safety obligations;
· Providing and maintaining locations, equipment, protective clothing and systems of work that are safe and without risk to health;
· Ensuring that all safety devices are installed and maintained on equipment;
· Providing information, instruction, training and supervision in safe working methods and procedures;
· Providing and maintaining a healthy and safe place of work and a means of access to that;
· Promoting the co-operation of staff/ volunteers to ensure safe and healthy conditions and systems of work by discussion and effective joint consultation;
· Establishing emergency procedures as required;
· Monitoring and reviewing the management of health and safety at work;
· Keeping this safety Policy under review and revising it as necessary.  

This Policy needs the full co-operation of all staff/ volunteers and you are expected to give all possible assistance aimed at its successful implementation and take reasonable care for your own safety and that of others.  

Every member of staff / volunteer must therefore:

· Comply with any safety instructions and directions issued by us;
· Take reasonable care for their health and safety and the health and safety of others (including those who are not our staff/ volunteers) who may be affected by your acts or omissions at work, by observing the health and safety rules that apply to you;
· Co-operate with us to ensure that the aims of the Health and Safety Policy are achieved and any duty or requirement imposed on us by or under any of the relevant statutory provisions is complied with;
· Report and co-operate in the investigation of all accidents or incidents that have led to or may lead to injury;
· Use equipment or protective clothing in accordance with the training you have received;
· Report any potential risk or hazard or malfunction of equipment to the person responsible.

If you fail to comply with our health and safety rules or procedures or you do not carry out any specific health and safety duty assigned to you this will be regarded as misconduct and dealt with under the Disciplinary and dismissal Policy in section 6 of the Staff Handbook.

Whilst the overall responsibility for health and safety within the Charity lies with the Trustees and each and every individual employee, certain managers may have specific responsibilities to ensure that our Health and Safety Policy is maintained at all times.  

8.2 Dealing with and reporting accidents [staff/ volunteers/ service users]

· We have a number of trained first-aiders, any one of who may be on duty at any given time.  Lists of first-aiders may be found on our notice boards.

· Contact a first-aider for assistance when an accident occurs.  

· If a member of staff/ volunteer or a service user has an accident on our premises, you must report the incident to the Manager as soon as practicable after the event.  

· All accidents should be recorded on the appropriate form [Resource Bank]
· All accidents should be reported however trivial.  The accident will also be recorded in the accident book, which is kept in the Manager’s office.

· The Manager will audit all incidents/ accidents or near misses in order to identify common themes which may require for example a review in practice.

8.3 RIDDOR ’95

[Reporting of injuries, diseases and dangerous occurrences regulations]

Staff and Volunteers

Any accident arising out of work involving staff (ours or a contractor’s or agency’s on our premises) or volunteers needs reporting if it:

· Results in a fracture (except fingers, thumbs and toes)
· Results in a dislocation of shoulder, hip, knee or spine
· Results in amputation
· Causes death

· Causes unconsciousness
· Requires resuscitation
· Causes temporary or permanent loss of sight
· Is a penetrating injury to the eye
· Results in the injured person being in hospital for more than 24 hours

Results in the injured person being absent from or unfit for their normal work for three or more days not including the day of the accident.  Please note that people do not have to be absent from work, merely ‘unfit for their normal work’.

We have a legal duty to report the accident within ten days.

Members of the Public/ Service Users

An accident arising out of work involving members of the public needs reporting if it:

· Results in death
· Results in the injured person being taken from the scene to a hospital for treatment

We do not have to accept accident records from *members of the public as being ‘true’ in order to have a duty to report them.  We report accidents as they are reported to us.

There is no time limit for reporting an accident, which makes a *person unfit for their normal work for three days or more.  The period of unfitness can be any length of time after the accident as long as we are told that they are linked.

National Incident Reporting Centre number is 0845 3009923 or report online at www.riddor.gov.uk 
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