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     Health and Safety Policy
1. Statement
1.1 [Insert your organisation's name] is committed to ensuring the health and safety of our employees, volunteers, service users, visitors and anyone affected by our business activities and providing a safe environment for all those attending our premises. 
1.2 In particular, we are committed to maintaining safe and healthy working conditions through control of the health and safety risks arising from our work activities, ensuring the safe handling and use of substances, consulting with our staff and providing appropriate information, instruction, training and supervision and taking steps to prevent accidents and cases of work-related ill health. 
2. Purpose
2.1 The purpose of this policy is to set out [Insert your organisation's name]’s commitment to managing health and safety effectively and to provide a clear framework for preventing accidents, injuries, and work-related ill health.
2.2 This policy aims to:
· ensure that health and safety risks arising from [Insert your organisation's name]’s activities are identified, assessed and controlled;
· clarify roles and responsibilities for health and safety across the organisation;
· promote a positive health and safety culture where everyone understands their duties and feels confident to raise concerns;
· ensure compliance with relevant health and safety legislation and guidance; and
· support safe working practices for employees, volunteers, service users, visitors and others affected by [Insert your organisation's name]’s activities.
3. Scope 
3.1 This Policy applies to all employees, volunteers, trustees, visitors, contractors, and other persons who are associated with [Insert your organisation's name]. (collectively referred to as staff in this policy).
3.2 It also applies to visitors to our premises.
4. Related Documents
4.1 This policy should be read alongside the following [Insert your organisation's name] policies and relevant legislation:	Comment by Helen Roger: Please refer to the appropriate policies for your organisation 
· Health and Safety at Work etc. Act 1974
· Disciplinary Policy and Procedure
· Reasonable Adjustments Guide
· Wellbeing Policy
· Absence Management Policy
· Environmental Sustainability Policy
· Code of Conduct
5. Key Principles
5.1 Health and safety risks will be identified, assessed and controlled as far as reasonably practicable to prevent injury, ill health and damage before incidents occur.
5.2 Health and safety is everyone’s responsibility and everyone has a duty to act safely and to protect themselves and others.
5.3 [Insert your organisation's name] will meet its legal obligations under health and safety legislation and follow relevant guidance and best practice.
5.4 Decisions about controls and precautions will be proportionate to the level of risk and informed by suitable and sufficient risk assessments.
5.5 Staff will be provided with appropriate information, instruction, training and supervision to enable them to work safely.
5.6 [Insert your organisation's name] is committed to providing all staff with information, instruction, and supervision on health and safety matters and consulting with them regarding arrangements for health and safety management.
5.7 Accidents, near misses, hazards and concerns must be reported promptly and will be investigated to prevent recurrence.
5.8 Additional consideration and reasonable adjustments will be made to protect individuals who may be at greater risk due to age, disability, health conditions or other factors.
5.9 Failure to comply with health and safety rules and instructions or with the requirements of this policy may be treated as misconduct and dealt with under our Disciplinary Procedure.
6. Standards of Workplace Behaviour 
6.1 Everyone must cooperate with colleagues, supervisors and managers on health and safety matters and comply with health and safety instructions. [Insert your organisation's name] welcomes ideas to improve business performance and safety at work. 
6.2 All staff must take reasonable care of their health and safety and that of others by observing safety rules applicable to them and following instructions for using equipment (including safety equipment and protective clothing). 
6.3 Any health and safety concern, however trivial it might seem, including any potential risk, hazard or equipment malfunction, must be reported to the line manager.
6.4 All staff must cooperate in the investigation of any accident or incident that has led, or which we consider might have led, to injury. 
6.5 Failure to comply with health and safety rules and instructions or with the requirements of this policy may be treated as misconduct and dealt with under our Disciplinary Procedure.
7. Training
7.1 [Insert your organisation's name] will provide appropriate training to make sure all colleagues are able to carry out their work safely and will continue to monitor training requirements and effectiveness. 
7.2 Training will depend on the requirements of the role and all colleagues will be provided with this policy as part of their induction.  
8. Equipment 
8.1 All staff must use equipment following the operating instructions, instructions given by managers and any relevant training. Any fault with, damage to or concern about equipment or its use must be reported immediately to the [CEO, director, senior manager, or equivalent]. 
8.2 Employees must not interfere with anything provided in the interests of health and safety, and any damage is immediately reported. 
8.3 No staff member should attempt to repair equipment unless trained and designated to do so. Failure to report damage to or a fault with equipment or failure to use it as directed may result in action under our Disciplinary Procedure.
9. Accidents and First Aid 
9.1 Any work accident involving personal injury or property damage must be recorded in the Accident Book, located in the kitchen. All staff must cooperate with any resulting investigation.
9.2 First aid boxes are located in the downstairs kitchens of all offices. All employees are shown the location of the nearest first aid box and given the names of the designated first aid personnel. This information is also displayed on work notice boards.
9.3 The [CEO, director, senior manager, or equivalent] is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.
10. National Health Alerts 
10.1 In the event of an epidemic or pandemic alert, [Insert your organisation's name] will organise business operations and provide advice on steps to be taken by staff, in accordance with official guidance, to reduce the risk of infection at work as far as possible. Any questions should be referred to the line manager. 
10.2 Complying with instructions issued in these circumstances is important for the health and safety of all staff. Failure to do so will be dealt with under our Disciplinary Procedure.
11. Emergency Evacuation and Fire Precautions 
11.1 [Insert your organisation's name] is based in buildings that meet all fire regulations. We aim to minimise the likelihood of fire on the premises, ensure that in the event of fire, we will suffer no casualties, and minimise potential effects on the business.
11.2 The [CEO, director, senior manager, or other delegated individual] is the named fire warden; the [Insert role of another trained individual] is delegated in the absence of the [CEO, director, senior manager, or appropriate individual]
11.3 Fire instructions are displayed at various points around the building. All employees have to conduct their operations to minimise the fire risk and immediately report any fire, smoke, or potential fire hazards, such as faulty electric cables or loose connections. Employees should never attempt to repair or interfere with electrical equipment or wiring themselves.
11.4 Smoke detectors are located at strategic points throughout the workplace. If a smoke detector sounds or fire is discovered, any employee is responsible for raising an alarm and evacuating the building. Fire extinguishers are also located at strategic points throughout the workplace. Employees are only expected to tackle a fire themselves if it does not pose a threat to their personal safety. If the situation is dangerous or potentially dangerous, the employee must raise the fire alarm and evacuate the building immediately. The assembly point is detailed on the posters in the office.
11.5 Fire doors are designed to slow the spread of fire and smoke throughout the workplace. Fire exit doors and corridors must never be locked, blocked or used as storage space. All employees must be familiar with their evacuation route and designated assembly point in case of fire. Practice fire drills are conducted periodically.
12.      Risk Assessments 
12.1 Risk Assessment is at the core of managing health & safety; assessments will be undertaken for all activities with significant risk to our employees and anyone affected by our work. 
12.2 Where the Risk Assessments identify the need for changes to the workplace and working practices the [CEO, director, senior manager, or equivalent] will consider these. 
12.3 The [CEO, director, senior manager, or equivalent] may ask employees to undertake or be involved in undertaking risk assessments, but responsibility for their content rests with Managers. Assessments will be developed and reviewed annually due to the identification of additional hazards, potentially unsafe working practices, and accidents/incidents.
13. Manual Handling, Hazardous Materials and Electrical Equipment 
13.1 All employees will be given information about lifting and carrying loads, etc., through the induction process and during staff meetings/ briefings. It is essential that employees adopt safe handling techniques and know their own limits - think first.
14. Computers and Display Screen Equipment 
14.1 If the staff member habitually uses a computer screen or other display screen equipment (DSE) as a significant part of their work: 
· They should try and organise their activity so that they take frequent short breaks from looking at the screen. 
· They are entitled to a workstation assessment. 
· They are entitled to have an eye and eyesight test carried out by an optician. 
14.2 Staff should contact their line manager and/or office manager to request a workstation assessment or an eye test. 
14.3 Eye tests should be repeated at regular intervals as advised by the optician, usually every two years. However, if the staff member experiences visual difficulties that may reasonably be considered to be caused by DSE work (such as headaches, eyestrain, or difficulty focusing), they can request a further eye test at any time. 
14.4 [Insert your organisation's name] [will/will not] pay for eye tests for staff and volunteers, but if you have any special eye care needs please talk to your manager and we will do our best to support you. 	Comment by Helen Roger: Please amend as suitable for your organisation
15. Especially Vulnerable People 
15.1 [Insert your organisation's name] will undertake specific risk assessments to ensure vulnerable people are especially appropriately protected as we recognise that they potentially face increased risks in the workplace. 
15.2 All employees must advise the [CEO, director, senior manager, or equivalent] if they become aware of any change in their personal circumstances that could increase their risk.
15.3 Especially vulnerable people may be young people (employees under the age of 18), new and expectant mothers, and those with disabilities or restricted mobility. 
15.4 As an equal opportunities employer, [Insert your organisation's name] would ensure that reasonable adjustments are made to its employment arrangements or premises so as not to place disabled people at a substantial disadvantage compared with non-disabled people.
15.5 In the case of young people, [Insert your organisation's name] will take special care to ensure that training does not assume prior knowledge of the working environment and that they are not exposed to risk due to inexperience. [Insert your organisation's name] will also provide specific working conditions for young people. Those being that they may work no more than 8 hours per day or 40 hours per week; that if a young worker is required to work more than four and a half hours at a time, then they are entitled to a break of 30 minutes; that a young worker is entitled to twelve uninterrupted hours rest in each 24-hour period in which they work; a Young worker is entitled to 2 days off each week, and this cannot be averaged over 2 weeks.
16. Responsibilities 
16.1 The [Board of Trustees, directors or equivalent] is responsible for monitoring and recording all health and safety matters for the organisation.
16.2 The [CEO, director, senior manager, or equivalent] has overall and final responsibility for health and safety within [Insert your organisation's name] and on all of its sites including reporting to the [Board of Trustees, directors or equivalent].
16.3 The [Insert the name of the role responsible for this duty] is responsible for the implementation and practice of the health and safety policy within [Insert your organisation's name] and for reporting all health and safety matters to the [CEO, director, senior manager, or equivalent]. 
17. Monitoring, Review and Reporting
17.1 [Insert your organisation's name] will monitor compliance with this policy through regular management oversight, risk assessments, workplace inspections, accident and incident reporting, and consultation with staff and volunteers. Health and safety performance will form part of ongoing management and governance discussions.
17.2 Suitable and sufficient risk assessments will be carried out for all activities, premises, and work practices where there is a potential risk to health and safety. Risk assessments will be:

· reviewed at least annually;
· reviewed sooner where there is a significant change in activities, working practices, premises, equipment, or legislation;
· reviewed following an accident, near miss, or identified hazard; and
· recorded in writing and retained in line with [Insert your organisation's name]’s record-keeping and data protection arrangements.

17.3 [Insert your organisation's name] will maintain accurate and up-to-date health and safety records, including but not limited to:
· risk assessments and review dates;
· accident and incident reports;
· fire safety checks and evacuation drills;
· equipment maintenance and inspection records;
· training, induction, and competency records.
17.4 All records will be stored securely, kept confidential where appropriate, and made available to relevant managers, trustees, enforcing authorities, or auditors as required.
17.5 All accidents, incidents, near misses, and health and safety concerns must be reported promptly to the [CEO, director, senior manager, or equivalent] or delegated responsible person. Notifiable incidents will be reported to the relevant enforcing authority and serious health and safety issues will be escalated to the [Board of Trustees, directors or equivalent].
17.6 This policy will be reviewed on an 12-month cycle, or sooner where required due to changes in legislation, organisational activity, premises, or following a serious incident. Any amendments will be approved by the [Board of Trustees, directors or equivalent] and communicated to all relevant individuals.	Comment by Helen Roger: Please amend as suitable for your organisation, higher risk services may need more frequent reviews, lower risk services may choose to review less frequently (e.g., every 2-3 years)

This policy does not form part of any employee's contract of employment, and it may be amended at any time. You will be notified of any changes to this policy by the relevant staff member, and the most up-to-date version will always be on [Insert the name of the file sharing system or software you use, e.g. SharePoint].
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