Template Health & Safety Policy and Procedures Manual
This document is divided into three columns

1. Heading: for each sub section of the policy

2. Explanation: why the section is there and what it should contain
3. Section content: contains the wording to be used in this section which can be added to / adjusted according to the needs and practices within your organisation. 
Instructions: Once you have completed content in the third column (headed ‘Section Content’), you can delete this introduction and the middle column (writing is in blue) leaving you with your policy. Some organisations may prefer a different format (e.g. non tabular), in which case, the section content can be cut and pasted as required. 
Please note- You may find that some sections are not relevant to your organisation or that they are covered in other organisational policies. You may also find that you can simplify some of the ‘responsibility’ aspects of each section to avoid repetition.
	HEADING
	EXPLANATION
	SECTION CONTENT

	Title page

	This is the front page of the document which will contain the name of the organisation and logo (if available), title of document and date of review. Headers/ footers containing the information are also recommended.
	Insert name of organisation
Health and Safety Policy and Procedures Manual

Insert date of document

	Contents Page
	A Health and Safety policy and procedures manual is a lengthy document so in order to allow easy identification of sections, list sections and their contents.
The sections included in this template are as follows, however you may decide to omit some if you already have policies covering them (alternatively, you may decide to bring those policies within the Health and Safety policy to reduce the number of policies you have in place).

Organisation chart

Employee/ Volunteer confirmation of reading

Section 1: Health and Safety Policy Statement of Intent

Section 2: Responsibilities

Section 3: Risk Assessments

Section 4: Display Screen Equipment (DSE) 

Section 5: The Control of Substances Hazardous to Health (COSHH)

Section 6: Manual Handling

Section 7: Equipment

Section 8: Lone Working

Section 9: Young Persons at Work

Section 10: Management of Contractors

Section 11: Home working

Section 12: Violence and Aggression

Section 13: Mobile Phones
Section 14: Driving for Work

Section 15: Summary of Information, Instruction, Training & Supervision

Section 16: Accidents (including Reporting of Disease and Dangerous Occurrences Regulations RIDDOR)

Section 17: Emergency Procedures, Fire and Evacuation

Section 18: Work- related stress
Section 19: Smoking

Section 20: Alcohol and drugs

Section 21: Insurance


	Insert list of contents and page number

	Organisation chart
	It is standard practice to include a simple organisational chart at the beginning of the policy to show the hierarchy of responsibility with regard to health and safety matters. However obviously this may not be necessary in a very small organisation. Alternatively, cross refer to another document eg business plan. 
In voluntary and community organisations (Third Sector), it is ultimately the responsibility of trustees to ensure that health and safety matters are a priority for all staff, volunteers and members of the public who may come into contact with the activities of the organisation.
They may delegate responsibility e.g. to the Chief Executive, Event Manager or other person for the day to day implementation of policies and procedures. 
All individuals in any organisation will have some responsibility for health and safety.
	Insert organisational chart

	Section 1: Health and Safety Policy Statement of Intent
	The duty of care is a general common law duty on all individuals and organisations to avoid carelessly causing injury to persons. It has been developed by the courts over many years. The duty is regardless of the size of the organisation, its income or whether the organisation has paid staff. 

Within voluntary organisations, employers are bound by law to ensure the health, welfare and safety of all their employees and all others who may come into contact with the activities of the organisation, including volunteers. 
This section sets out the general duties of employees, volunteers and others re health and safety and the expectation that individuals will comply with the policies and procedures. It is usually presented as a separate page, includes the organisation’s logo and is signed and dated whenever a review of the policy takes place. This statement of intent is sometimes asked for when you are e.g. hiring venues or when taking part in large public events as an exhibitor or stall-holder. 
Health and Safety is constantly changing / evolving and things change in every organisation. That is why it is not enough to simply put together a health and safety policy and assume it will be suitable and sufficient for ever without the need to revisit it.
Health and Safety policy and processes should be reviewed regularly and the time period should be stated in this section of the policy document. It is advisable to have an annual review of the policy and procedures – with additional reviews if there is change in legislation, or a significant change such as a move to new premises, new activities are introduced in the organisation or there is a change in personnel.
When reviewed, a new copy of this section should be signed and dated by the person with ultimate responsibility for health and safety – e.g. trustee.
In this section, you will also outline the consequences to staff and volunteers of not following the policy. For employees, typically, the wording would be ‘..and will be dealt with through the disciplinary procedure.’ For volunteers, there is an expectation for conduct in terms of maintaining the reputation of the organisation and you will need to consider how you will deal with those who do not follow the policy. The wording might be ‘Your position as a volunteer may be jeopardised should you neglect to follow the health and safety policy and procedures of the organisation’.
	(Insert name of organisation) is fully committed to ensuring the Health, Safety and Welfare of all our employees, volunteers and those other parties that may be affected by our activities. This statement of intent should be read in conjunction with our Health and Safety Policy and Procedures Manual.
We will endeavour to maintain a safe and healthy working environment at all times on our premises and, as far as reasonably practicable any place where we carry out work activities away from our own premises.
We will ensure that the Health and Safety system is reviewed in order to ensure that it complies with legislation, is relevant and is suitable and sufficient for the needs of (insert name of organisation). This policy will be reviewed (insert timescale e.g. annually) or where there are changes to legislation or changes in personnel who hold specific Health and Safety responsibilities
We will also ensure that the objectives are clear and that all changes to legislation will be understood and implemented. 
We will strive to provide information, instruction, training and supervision to all employees, volunteers and provide competent staff to carry out their duties within the organisation.

(Insert name of organisation) requires all employees to ensure they carry out their duty under the Health and Safety at Work etc. Act 1974 and all other relevant legislation. All employees (and volunteers) must co-operate with the organisation to carry out their health and safety responsibilities. To neglect these responsibilities would be seen as a direct infringement of the Health and Safety policy and will be dealt with through (insert processes and possible consequence for employees and volunteers) 
Signature:
Name of person (e.g. trustee):
Title:
Date:

	Employee/ Volunteer confirmation of reading
	Under the Health and Safety at Work Act 1974, and the Health & Safety Consultation of Employees Regulations 1996, Employers are required to provide information regarding health and safety as it applies in their organisation. Employees are obliged to read this information and comply with the instructions given.
It is therefore a good idea to get people to confirm that they have read and understood the policy and will abide by it.
In addition, Employers are required to consult staff and to establish any objections or implications for their work practices, (this could just be a chat to clarify what this means to people in their various roles), hence the reference on ‘consultation’ on the form. 

	Employee Confirmation of reading the Health & Safety Policy and Procedure Manual for (insert organisation name)
I confirm that I have been made fully aware of, and understand the contents of, the Health and Safety Policy and Procedures Manual.

Copies of the Policy and Procedure Manual are available from (insert name of person/ location of manual). 

Under the H & S Consultation of Employees Regulations 1996 should you have any objections or implications as to your working practices under the Health and Safety Policy please consult with (insert name of person) and indicate below. 

Please complete the details below and return this completed form to (insert name of person).
Employee Name :
Employee Signature:
Further consultation required? Yes /No

Details of further consultation (if applicable)

Accepted: Yes / No  (delete as applicable)

Dated:

Comments:


	Section 2: Responsibilities
	Your organisation chart (above) will help you to analyse where responsibility for various aspects of health and Safety should lie. 

If you are a voluntary organisation with a management committee or trustees, then under the law they have overall responsibility for Health and Safety matters. If there are paid staff within the organisation, e.g. a manager, trustees will often delegate day to day responsibilities to them. This person may be CEO, SMT, Health and Safety Officer reporting to SMT.
All managers (as defined by Health and safety legislation) have responsibility for health and safety in all the areas in their control and people for whom they are responsible.
 Any person with responsibility for any area of Health and Safety must have a sufficient level of competence to carry out their duties – hence the term ‘competent person’. Competence may be gained through specific qualifications or training. 

Some organisations engage the services of an external consultant to provide ‘competent advisor’ services, (ie a company that supports you with advice over the phone or by email) and reference should be made to them here. Always check that the ‘advisor’ is sufficiently trained and knowledgeable to provide you with the right advice. Include the following wording, or similar, in your policy if you use a competent advisor
 Competent Advisor

(Competent advisor name) will act as the organisation’s competent advisor for the duration of their contract. They will help the (insert name e.g. CEO) to fulfil their duties by providing advice and guidance in the said area and offer help and advice to all staff of the organisation.


	Sections within this document specify responsibilities for the different aspects of Health and Safety in (insert name of organisation). However, in general, the following responsibilities apply:
1. Strategic overview is the responsibility of (insert title eg trustees /management committee). This includes:

· Ensuring that suitable and sufficient resources are provided as required and agreed. These would include: -

· Finance

· Training (including that of competent people)
· Supervision

· Information 

· Instruction
· Ensure that the organisation strives to maintain a healthy and safe working environment.  

· Controlling the development and review of policy 

2. Ongoing day to day implementation and monitoring of this policy is delegated to (insert title eg CEO/ SMT/ Health and Safety Officer). 
 As outlined in the above Statement of Intent, all employees / volunteers have a responsibility to cooperate with the organisation in health and safety matters, in the interests of themselves and others whom their actions or omissions may affect. They must never intentionally or recklessly misuse or interfere with the Health, Safety provisions.




	

	Section 4: Display Screen Equipment (DSE) 


	The display screen equipment regulations apply if employees or volunteers spend a significant part of their work activity in front of a VDU screen such as on a computer or a machine that has a display screen (including e.g. tills or microfiche used regularly by researchers).
The regulations do not contain detailed technical specifications but set out general aims.
This section of the policy and procedure document clarifies the organisation’s duties in relation to:
· Identifying users of DSE and organising assessments.

· How the assessments are carried out. In most organisations, a standard form is used and this can be referred to in the policy (and the form added as an Appendix). When conducting the assessment, it is good practice for someone else to ask the questions of the user, to introduce objectivity and rigour.
· Processes in place to record and retain assessments and move forward any issues raised and actions (e.g. are issues raised with line managers, or health and safety officer and what happens as a consequence?)
· Timing of training provision on DSE on assessing risks and correct use of equipment (and software packages) for employees and volunteers. This would typically be on induction and when equipment changes. Many organisations use a DSE assessment sheet which also contains information on correct process and what to avoid and this serves as an annual reminder. 
This section also refers to offering eyesight test to identified DSE users who are employees. It is advised that organisations who use volunteers to do significant amounts of work for them on computers either at home or on their premises should offer this same care, although it is not obligatory. 

	The Health and Safety (Display Screen Equipment) Regulations 1992 (Amended 2002) include specific requirements for risk assessment for users of computers and liquid crystal display equipment, including laptop computers (if used as the main machine), as well as microfiche and process control screens, with the exception of screens used predominantly for viewing television or film pictures. 

(Name of organisation) undertakes to identify all employees (and volunteers) classed as users and conduct DSE assessments as required by law. 

Work Related Upper Limb Disorders (WRULDs)

Ergonomics of the workstation and equipment are important when working with display screen equipment, with bad design and incorrect equipment potentially leading to WRULDs. Whilst normally associated with secretarial roles, increasing use of DSE equipment leads to increased risk for all DSE users. 

Common factors implicated in onset of WRULDs:

· Badly designed or incorrect workstation or equipment

· Repetitive actions

· Poor working posture

· Excessive time at a given task or in a given position

· Psychosocial factors

Any potential symptoms of WRULDs must be reported to (insert name/ title of person) as soon as possible.

Display Screen Equipment Users and Assessments
· The Responsibility for identifying people who are users of display screen equipment rests with (insert title/name)
· Responsibility for ensuring assessments are conducted rests with (insert title/ name)
· All assessments will be conducted (insert timescale) or as-and-when the activity is changed, e.g. new employee, desk, workstation, office or software.
· If an issue arises, employees/ volunteers should consult (insert title).
· All DSE assessment records will be retained (insert where/ how/ by whom). 

· All employees (and volunteers) will receive training to a level of competency for the job in hand regarding the safe use of DSE equipment and software. This will be provided through (insert how training / information is provided)
· Once employees / volunteers) are identified as users the organisation shall offer them a free eyesight test and make provision for corrective glasses for DSE use only if needed.



	

	Section 6: Manual Handling
	This section relates to manual handling, risks from which are relevant to all organisations as its definition is so wide.
Manual handling tasks include lifting, carrying, supporting, pushing, pulling and putting down and is defined as ‘the movement, transport or support of loads by hand or bodily force including the use of mechanical aids in the operation such as trolleys’ (e.g. it would include carrying items and moving items in and out of cars etc).
You may wish to refer in this section to the types of manual handling activities in the organisation – both of objects and people. It may range from lifting boxes of stationery in the office or setting up folding tables, tents etc at events to helping people in and out of wheelchairs, cars or beds. You may however simply prefer to just refer to the fact that you conduct risk assessments for such activities.
It is helpful to include a reminder about the type of control measures that will be put in place within risk assessments (as this will often reassure people that they are common sense approaches). Commonly, these control measures will include 
· Appropriate training or instruction being given, 
· Display of relevant information, 
· Asking others to help with a task
· Use of mechanical aids to reduce risks such sack trucks, trolleys and hoists as appropriate

For example, if a volunteer working in a hospice is expected to lift heavy patients in and out of bed, you may have a duty to supply the volunteer with information and training on the correct manner and technique of lifting – this will both allow the volunteer to lift the client safely, and enable them to know when not to lift the client but to seek assistance.
This section also needs to state what special arrangements you will make for individuals at greater risk from manual handling. The policy will specify responsibilities for risk assessments. This may be the Health and Safety Officer or line manager or a combination.

It is helpful in this section of the policy to refer to any general guidelines on manual handling provided for staff (and include them as an appendix if wished as this ensures they are read with the policy). It is also helpful to refer to the location of risk assessments as they should be accessible to people. Organisations commonly keep a folder of risk assessments in a central location (as specified  in section 3)

	The Manual Handling Regulations 1992 (amended 2002) cover all aspects of load handling in the workplace. 
[Optional sentence- In (insert name of organisation), manual handling tasks will typically include:

(insert list))
Manual handling Risk Assessments and control measures
· Risk Assessments carried out will have identified those operations that include manual handling and those that require a full Manual Handling Assessment. 
· The risk assessment will include identification of control measures required. 
· Within the risk assessments, consideration will be given to avoiding manual handling where possible and appropriate. Where manual handling cannot be avoided, control measures in the risk assessment will include: (insert types of control measures) 
· Additional specific risk assessments will be undertaken as necessary for individual employees at risk e.g. pregnant women, those with injuries or medical conditions. The person responsible for carrying out such risk assessments for individuals is (insert title(s) e.g. line manager) and this will be done through (insert process- e.g. consultation with the individual by the line manager resulting in drawing up the risk assessment).
· Completed risk assessments are located in (insert location)
· The person responsible for identifying all areas requiring a full manual handling operation and ensure manual handling risk assessments are undertaken is (insert title).
· The person responsible for ensuring that all relevant employees (and volunteers) are informed about the risks associated with manual handling in the tasks undertaken is (insert title).
Instruction and training

· The following general manual handling awareness instruction will be provided for all staff: (List training/ instructions/ guidelines provided – include reference to documents in an appendix if wished). 
· Manual handling instruction at an appropriate level will be given to all employees (and volunteers) at risk. 
Marking weight

Nearly all commercial deliveries e.g. of stationery supplies are marked with a weight. If the organisation creates a load which is significant it will be marked with a weight or warning such as heavy item/ requires two people to carry.


	Equipment / environment

	User checks

	Formal Visual Inspection

	Combined inspection and testing


	Battery operated (less than 20 volts)
	No

	No

	No


	Extra low voltage (less than 50 volts AC) e.g. Telephone equipment, low voltage desk lights

	No

	No

	No


	IT e.g. Desktop computers, VDU screens

	No

	Yes

2-4 years

	No if double insulated, otherwise up to 5 years


	Photocopiers, fax machines NOT handheld, rarely moved

	No

	Yes

2-4 years

	No if double insulated, otherwise up to 5 years


	Double insulated equipment NOT hand-held, moved occasionally e.g. Fans, table lamps, slide projectors

	No

	Yes

2-4 years

	No


	Double insulated equipment HAND-HELD e.g. Some floor cleaners, hairdryers.
	Yes

	Yes

6-12 months

	No


	Earthed equipment (Class 1) e.g. electric kettles, some floor cleaners

	Yes

	Yes

6 months – 4 years depending on the type of equipment it is connected to

	Yes

1-5 years depending on the type of equipment it is connected to


	Cables (leads) and plugs connected to the above, extension leads (mains voltage)

	Yes

	Yes

6 months – 4 years depending on the type of equipment it is connected to

	Yes

1-5 years depending on the type of equipment it is connected to



	Notes:

1. This guidance is for equipment used in low risk environments only. Frequency and testing regimes in higher risk environments should be defined by risk assessment.

2. Source: HSE

Portable Appliance Testing (PAT) testing
A competent body specialist PAT company or individual, or electrician) will carry out PAT inspections in accordance with the scheme/timetable devised.

Equipment from uncontrolled sources

The position of the organisation with regard to use of electrical equipment brought in from uncontrolled sources e.g. from employee/ volunteer homes is as follows: (insert statement) 
Mains electricity testing

In addition, mains electricity testing will be done on a (insert number of years – usually 5 - 10 years) basis by a competent person. Responsibility for arranging the mains testing rests with (insert detail- title of person in organisation who will arrange, OR statement about landlord’s responsibility and who reminds landlord).


	Section 8: Lone Working
	Some organisations will have a separate lone worker policy in which case it can be referred to or brought into the Health and Safety policy. This section should be included if there is a possibility that any of your employees/ volunteers will be involved in lone working (from doing a street collection to visiting people in their homes or opening/ locking up the office).

Although identification of circumstances of lone working and putting in control measures will be in the organisation’s risk assessment folder, it is worth devoting a section of the policy to this issue and ensuring that general processes are set out. 

Each organisation will have its own established processes for minimising risks and these will be inserted - e.g. use of diaries, phone calls pre and after making a visit. The following pointers may also help although please note that additional controls will be identified in specific risk assessments 

Prior to making a visit:

· Identify possible risks from initial reference, i.e. potential trouble spot areas, requested time of appointment, mental health problems etc.

· Ensure that all clients’ names, addresses, appointment times, etc are noted with a colleague/ in the organisation’s diary and that they know to check you have returned 

· It may be appropriate for you to be accompanied by a colleague in certain cases

· If you have serious concerns about your safety on any particular spell of lone working, then discuss these with (insert relevant person)

When making a visit:

· Ensure that you have your mobile phone with you

· When travelling in your car, keep valuables hidden and pay particular attention at traffic lights and times when you are stationary.  

In the event of an incident occurring: 

· Notify the office immediately 

· If felt appropriate, contact the police on 999

· Try to avoid confrontation 

· If violence is threatened or you feel uncomfortable, withdraw from the situation as soon as possible

· It may be possible to re-arrange a visit with an accompanying colleague 

· Notify your Manager (or relevant person) of any incident 

When working alone in the office:

· Ensure all doors are securely locked where appropriate 

· Do not allow entry to any unknown person

· Should an incident occur, contact the police immediately
	This section identifies the way in which the (name of organisation) will ensure that lone workers are not exposed to additional risks by virtue of their lone working, and identifies a process to ensure that risks are assessed and that control measures are in place. 

Guidance for lone workers
· The following situations may require lone working within our organisation: (insert circumstances).  
· Employees (and volunteers) are expected to follow the following general advice to minimise risks involved in lone working: (insert processes)
· In addition to the guidelines above, a risk assessment will be carried out if it is identified that employees are at risk when lone working, and the likelihood of this occurring. 
· The risk assessment will take into account the nature and type of the operation that is being undertaken, emergency procedures, the risk of violence and the level and type of supervision available. 
· This risk assessment will be undertaken with the cooperation of those who work alone, and will be recorded (insert location- e.g. in the risk assessment folder).
· The risk assessment will be updated and reviewed (insert review period), or when a different situation for lone working occurs or if new information relating to the risk is received.


	Section 9: Young Persons at Work
	The law at present requires employers to assess risks to all employees or volunteers, including young workers, and to do what is reasonably practicable to control those risks.

If your organisation employs or uses volunteers who are young people, or works with young people, you will need to add this specific section to your policy. Include this section even if you don’t currently employ young people/ have volunteers who are young people but may do so in the future – including work experience placements. Employers offering work experience placements to young people must provide them with at least the same health, safety and welfare protection that they give their own employees.

These are some typical measures that would be taken by organisations
· Assess risks to young people under18 years old before they start work.

· Take into account their inexperience, lack of awareness of existing or potential risks, and immaturity.

· Conduct specific risk assessments for the work they will undertake 

· As appropriate, provide information to the work experience co-ordinator/ parents about the risk and the control measures introduced.

· Take account of the risk assessment in determining whether the young person should be prohibited from certain work activities. This will include taking into account whether the task is necessary for their training, whether risks have been reduced as far as is practical and the amount of supervision to be provided by a competent person.
Some age related restrictions prohibit young workers, including children on work experience, from working with particular machinery or undertaking particular tasks.  If any of the tasks young people would carry out is included in the document HS(G)11 65 'Young People at Work. A Guide for Employers', then include the following:
· Assess risks to young people under the age of 18 before they start work. This includes consideration of machinery/ tasks they should be prohibited from undertaking as listed in the document HS(G)11 65 'Young People at Work. A Guide for Employers'):


	Young workers (under the age of 18 are seen as being particularly at risk because of their possible inexperience, lack of awareness of existing or potential risks, and immaturity. 
We recognise that children under 13 years old are generally prohibited from any form of employment. Children between 13 and the minimum school leaving age are prohibited from being employed in industrial undertakings such as factories, construction sites, except when on work experience schemes approved by the local education authority. 

As required in The Health and Safety (Young Persons) Regulations 1997, our organisation will take the following measures to protect young workers: (insert list) 


	Section 10: Management of Contractors
	This section states how you will ensure that you mange contractors safely and with due diligence. 
The organisation should put in place a number of measures to ensure safety when planning work with contractors. 
These are some suggestions which could be listed in the policy.

· Identification of work: Ensure that the work is clearly identified
· Competence: Check that the chosen contractor has a suitable level of competence for the task to be undertaken ie sufficient skills and knowledge to do the job safely and without risk to health and safety. This will be done by asking them for their health and safety policies/ asking them to adopt our policy, details of their qualifications, training records and references from previous clients.

· Assess the risks of the work : A risk assessment will be done and the results shared with the contractor. The contractor will be expected to carry out their own assessments and to share them with (name of organisation). We will agree an overall risk assessment and the preventative and protective steps that will apply when work is in progress. This includes the possible health and safety effects of our activities on contractors.

· Provide information, instruction and training: We will provide employees with information, instruction and training regarding the health and safety implications of the work being undertaken by the contractors and will expect all our contractors to do the same.
· Co-operation and co-ordination: We will ensure that there suitable and sufficient means of liaison with our contractors including regular meetings and briefings. They will; be informed of who to contact regarding any Health and Safety issues on site and given relevant information about the premises. We will also ensure that any other parties who may be affected by any work undertaken, eg neighbours are kept informed.

· Consulting the workforce: We will ensure that we consult all employees and volunteers as necessary reading any work that may have implications for health and safety either through direct contact, team meetings, informal discussion (insert what you will do here)

· Management and supervision: We will manage and supervise contractors to a level proportionate to the level of risk associated with any work.  Relevant issues include:

· equipment to be used

· personal protective equipment provided 9by whom) and used 

· working procedures, including any permits-to-work;

· the number of people needed to do the job; 

· reporting of accidents and safekeeping of records and plans.


	The Management of Health and Safety at Work Regulations 1999 are of particular importance in any client/contractor relationship. We recognise that as well as being responsible for employees and clients using your premises, the organisation also has a duty of care to contractors. This not only covers making sure that your premises are safe for the contractor to work there, but also making sure that they employ safe working practices.
(Name of organisation) and its  contractors have legal responsibilities under health and safety regulations dealing with specific hazards (e.g. the Control of Substances Hazardous to Health Regulations 1999, the Control of Lead at Work Regulations 1998 and the Control of Asbestos at Work Regulations 1987).

The person(s) responsible for appointing and monitoring contractors is/are (insert title). In order to carry out our duties under Health and Safety Law, this person will: (insert list of measures to ensure safety when planning work with contractors)
If any contractor does not meet any legislation standards or agreed health and safety standards we will suspend the work until shortcomings are investigated and standards are met. 
was found

	Section 11: Home working
	Essentially, all the responsibilities that employers have for their employees in the workplace, apply to those employees and volunteers who work in their own homes on behalf of the employer. 
It is essential then that as an employer, you undertake risk assessments that cover the activities that your staff or volunteers do for you at home. Some of the activities undertaken which will have health and safety implications if they form a significant part of their work/ is a higher risk activity may include:

• Handling Loads (lifting boxes, repetitive tasks etc)

•Using work equipment at home (computers, printers etc)

• Using electrical equipment for work at home (any electrical equipment used for work such as computers, printers, irons, heat sealers for packing) 

• Using substances and materials for work at home (items that come under COSHH for example)

• Working with VDUs 
You should also consider first aid provision and any fire fighting equipment that might be needed. 
The types of measures to be taken will 
· Carrying out risk assessments, complying with Section 3 of this policy and recording the appropriate action 

· Checking on assessments on an ongoing basis or if there is a change in working conditions.

· Providing necessary instruction to staff 
· Setting reasonable targets for completion of work
· Carrying out DSE checks


	It is recognised that some employees/ volunteers carry out work from home. 

The organisation is aware that under the Health and Safety at Work Act, employers have a duty to protect the health, safety and welfare of their employees including home workers. Most of the Regulations under the HSWA apply to home workers as well as to employees working at the workplace. These include; 
· General management of Health and Safety
· Display Screen Equipment
· General equipment

· COSHH

Activities carried out from home which may have Health and Safety implications include: (insert list)
Measures that the organisation takes with regard to home working include: (insert measures taken) 



	Section 12: Violence and Aggression
	Protecting employees/ volunteers from violence and aggression is referred to in the Health and Safety at Work Act 1974 therefore a section should be included in a policy unless it is adequately covered in HR policies (in which case leave out this section or cross refer to the policy). 

Employees/ volunteers in certain roles will have increased risk of violence and aggression than others. Risk assessment will be central to defining the extent of the risk. This section allows organisations to list the types of control measures that they will employ. These will be proportional to the risk of violence but could include 
· Physical controls such as higher reception desks to reduce vulnerability 
· Alarm points in rooms. 
· Equipment might be issued such as personal alarms or mobile phones. 
· Providing specific instruction or training to enable staff to minimise the risk 
· Procedures in place for lone working (cross refer to the section)
· Restrictions on lone working in high risk situations

If your organisation works in an environment where there is high risk from violence and aggression, you may wish to make specific reference to it in this policy section. 

This section also sets out how employees/ volunteers should report any concerns.


	The Health and Safety at Work etc. Act 1974, and the Management of Health and Safety at Work Regulations 1999 impose duties on organisations, including assessing the risk of violence, such as assault or verbal abuse, and protecting employees and volunteers from those risks as far as reasonably practicable.
The (name of organisation) will endeavour to eliminate or reduce the likelihood of violence at work, recognising its risk to the individuals concerned and the detrimental effect on staff morale and the reputation of the organisation.

We will assess the risks to all our staff/ volunteers and introduce all reasonable steps to minimise and control the risk of violence, verbal abuse or intimidating behaviour. These control measures within the risk assessments would include: (insert measures)  
(Name of organisation) accepts that, in general, facing aggressive behaviour or excessive violence is not part of an employee’s job/ volunteer’s role and the reporting of such incidents will not reflect badly on employees/ volunteers.
Employees/ volunteers should report to (insert name / title of person) if they experience any incident that subjects them to:

· Physical assault, whether or not injury results.

· Verbal abuse, shouting or swearing.

· Threatening behaviour, with or without any form of weapon.

· Anything that they feel might damage their health through anxiety or stress.




	General Use

The link between mobile phone use and significant illness is not proven and there are opposing views, therefore common sense precautions must be taken.

· Retrieve messages only when parked and engine turned off.

· Minimise mobile phone use and use landlines where possible.

· Avoid contact with the phone or antenna when making a call (personal hands-free kits will be provided where appropriate).

· Limit exposure by ‘changing ear’ at short, regular intervals.

	Section 14: Driving for Work
	The risk of serious or fatal injury experienced (and created) by those who are required to drive on the road as part

of their work remains a largely unrecognised health and safety issue - even though it is clear that simple control

measures can produce major human and financial cost savings.

Two areas of Law apply to driving for work:

Health and Safety law focuses primarily (but not exclusively) on the duties of employers to establish safe

systems of work. Key duties include having in place health and safety management systems undertaking risk

assessments and to ensure safe systems of work.

Road Traffic law(supported by the Highway Code) is concerned mainly with individual driver behaviour and the
vehicle owner. However, the enforcement of road traffic law does not usually address the extent to which employers have discharged their duties of care, for example by establishing safe journey parameters or providing appropriate vehicles.

Work related road safety is clearly a matter of shared responsibility between employer and employee (or volunteer) and 

employers are expected to adopt a proactive approach to managing occupational road risk (MORR) and do all that is ‘reasonably practicable’ to protect their staff (including volunteers) who may be on the road as part of their job. This applies whether the vehicles involved are owned by the organisation itself, by the employee or any other party. Employees (volunteers) have a duty to co-operate with the employer to enable them to meet their duties under the law.

Voluntary organisations supplying transport must ensure that they have structures and policies in place to protect staff, volunteers and clients who use their services.

Things to consider are:

Setting criteria for the recruitment and selection of drivers who are entitled to drive the vehicle and ensuring that they are competent to do so, for example through driver assessment, provision of relevant information, training and instruction to enable them to drive safely for the organisation

● Clear procedures regarding authority to use the organisation’s vehicles and privately owned vehicles for work purposes

● Tackling risks at source rather than taking short-term action, which does not address the real issues. For example, scheduling work to restrict long hours, choosing vehicles carefully and

maintaining them conscientiously and specifying safe routes for journeys

● Assessing loads/samples carried in vehicles to ensure the vehicles suitability and that drivers know how to handle and carry loads

● Establishing records to be kept, such as vehicle inspections and incident reports

● Supervision of training and drivers based on the number of drivers, driving patterns and acceptable behaviour

● Driver education/awareness raising and continued development, including physical fitness, alcohol, stress, fatigue, mobile phones and opportunities to undertake advanced driver training

● Recognition of achievements (safe driving, training, etc)

Some organisations may have a Driving Co-ordinator to monitor all the drivers. 

 
	Staff / Volunteer Drivers

Staff and volunteers have a responsibility not to put themselves and others at risk and to co-operate with the organisation to ensure their own safety and the safety of people they are working with, both other staff and volunteers and clients. Since over 3,000 people die on our roads every year, driving is a hazardous activity and drivers should take every care to protect themselves and others by following the policies and the management

system of the organisation. They should

● Report any organisation owned vehicle defects to (insert title e.g. line manager)
● Not drive a defective vehicle

● Be aware of what action needs to be taken in an emergency situation

● Participate in and implement the knowledge and skills gained from the driver training provided

● Inform their line manager of any health problems or personal circumstances, which could make driving

hazardous

● Ensure that they are physically fit to drive

● Do not drive while under the influence of alcohol or drugs. (Drugs which adversely affect the ability to drive can be illegal, prescription or over the counter medicines.) Staff should check with their doctor or pharmacist if the drugs they are taking will affect their ability to drive safely

● Have their eyes tested regularly and ensure that any necessary corrective eyewear is worn

● Comply with the ban on mobile phone use while driving

● Ensure that line managers are aware of hazards and delays on regular routes so that journey times can be extended to take account of the circumstances

● Drive within speed limits and to the speed dictated by conditions, which can be less than the limit.

● Follow advice on route planning supplied by line management

● Allow sufficient time for planning the route, driving the route and the breaks needed to prevent fatigue

● When appropriate extra journey time and breaks should be built into the journey plan, to allow for bad

weather, for example

● Be aware that fatigue will be more of a problem at certain times (there is an increased likelihood of falling asleep at the wheel in the afternoon and in the early hours of the morning)

● Stay calm and relaxed while driving and try to avoid situations which could lead to stress or road rage



	Section 15: Summary of Information, Instruction, Training & Supervison
	This section will contain reference to processes, many of which are outlined in other sections of this document. It clarifies the safe systems of working, information/training methods provided and means of supervision. 
Display of Health and Safety information.

There is reference in this section to the Health and Safety Law poster which must be displayed by law. Alternatively, it could refer to a leaflet with the same information which is given to all staff and volunteers. Most organisations use the poster which is clearly displayed for all to see as leaflets do get lost easily.

Employees (and volunteers) must be given training and information to give them sufficient skills and knowledge to carry out their work safely. Organisations should establish a system of ensuring that training records are kept to show that employees and volunteers have been given the necessary training. Many organisations keep a log of training signed by the recipient and manager. Whilst organisations with less than 5 employees do not need to keep written records it is advisable to do so to prove compliance with the law and to record renewal dates for training. 
This section also refers to supervising employees/ volunteers and the organisation should outline how this is done. Supervision methods usually include discussions at meetings such as one to one line management meetings, staff meetings, team meetings. Checks may also be carried out to ensure that risk assessment controls are being followed through observation of activities.
	Consultation and communication

All employees (and volunteers) will be consulted regarding health and safety issues involving the activities they are taking part in and all issues should be dealt with at source and at the time. Consultation/ communication will be through: (insert methods e.g. team meetings, one to one meetings, briefing sheets)
Display of Health and Safety information is via (Insert method i.e. poster or leaflet), located (insert location) 

This (poster/leaflet) contains details of employers’ legal obligations, the local enforcing authority and the nominated competent person within the company. 
This information should be read in conjunction with Section 2 of this Health and Safety policy, entitled Responsibilities.
Health and Safety advice can be obtained from (insert title) or the Health & Safety Executive as displayed on the Health and Safety Law information.
Instruction, training and supervision
Any required training will be identified by (insert title(s)) and arrangements made as soon as practicable.
Where an employee identifies a safety training need then they should (insert process e.g. raise it for consideration with line manager).
Training records will be kept  (insert method for keeping records)

Supervision will be provided at the level deemed necessary for the employees / volunteers, (e.g. young and inexperienced employees / volunteers, will have a higher degree of supervision than those who are more experienced).
Supervision will be provided by (insert title) and will take the form of (insert methods) 



	Section 16: Accidents (including Reporting of Disease and Dangerous Occurrances Regulations RIDDOR)
	Recording the incidents in the workplace that require some first aid input is a useful tool in identifying whether work processes are safe or have an inherent level of risk that hasn’t been identified. For example – if there are lots of incidences where people are trapping their fingers in equipment – is the reason they are doing this because of faulty equipment, poor work practices or lack of training in using the equipment correctly?

Near misses or occurrences that did not result in harm or injury but which could have done in other circumstances are warnings of the potential for injury in an activity.

Serious injury involving emergency services or absence from work for more than 3 days should be reviewed and reported to the HSE under RIDDOR. These incidences will need to be investigated and a report made to the HSE who will decide if there is a need to request improvement in H&S practices within the organisation or if there is a case of negligence to answer.

All employers must make provision for First Aid through providing First Aid kits in their premises which must be of a suitable size for the number of people in the organisation and in the building at any one time, and the level of risk posed by the work activities of the organisation. Offices are much lower risk areas than engineering workshops for example. Low risk areas should have an Appointed person with some level of first aid knowledge to take responsibility for keeping the kits stocked and up to date as well as be able to take charge in the event of an accident.
Consider carefully what your organisation does and the potential risks involved. If you are dealing with young children, vulnerable children or adults, etc, then the First Aid provision and the level of First Aid training will be more extensive than purely office-based organisations.

In this section, you may wish to refer to provision of first aid kits for those who e.g. drive for work or who may work remotely.
	First aid

· The (insert name of organisation) has nominated staff trained in the use of first aid. These people are listed in (insert location e.g. on Health and Safety Law poster or list the names here –possibly together with renewal due date) 
· First aid equipment is located in (insert location).
· The person with responsibility for replenishing first aid kits is (insert name/ title)
Reporting accidents

· All accidents and first aid treatments, plus near misses, no matter how minor, will be reported in (insert system- e.g. in accident log book) which is held in (insert location) and this is also to be reported to (insert title). They should be reported within (insert timescale) 
· Any accidents requiring the use of the emergency services must be dealt with prior to recording in the log book.

· Serious injury involving emergency services or absence from work for more than 3 days should be reviewed and reported to the HSE under RIDDOR (Reporting of Incidents, Diseases and Dangerous Occurances Regulations). Informing the HSE for reportable incidents will be undertaken by (insert title). Accidents or near misses can be reported in the following ways:

Telephone
0845 3009923

Fax.

0845 3009924

E-mail

riddor@natbrit.com

Web site
www.hse.gov.uk/riddor/ 

Asbestos and Lead at work are covered by specific legislation and should be treated accordingly. (Further information can be obtained from the HSE website at www.hse.gov.uk )
Categories of accidents covered by this reporting procedure are as specified on the HSE RIDDOR website http://www.hse.gov.uk/riddor/guidance.htm
The responsibility for ensuring that accidents are reported, investigated and that counter measures are taken to prevent a reoccurrence lies with (insert title). 
Near Miss Incidents
A near miss incident represents an event that does not cause injury or damage to property, but has the potential to cause significant injury or property damage. The person responsible for carrying out investigations of near miss incidents is (insert title) The person responsible for ensuring other parties are informed and will monitor the progress of any actions to be taken to prevent a recurrence is (insert title)
Dangerous Occurrences A dangerous occurrence represents an event that normally involves damage to property and has the potential to cause serious injury. Dangerous occurrences are clearly defined within the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995, Schedule 2. Employees and volunteers should report dangerous occurrences to (insert title) as soon as practicable. Where the occurrence is reportable under RIDDOR, the person responsible for ensuring that the HSE are informed is (insert title).
Potentially Disabling or Disabling Accidents
Potentially disabling injuries represent any injury

suffered whilst at work, which requires the injured 

party to seek treatment from a qualified medical

practitioner.

 A disabling injury represents an injury where the injured person is unfit for work on the day following that on which the injury occurred.

Potentially disabling or disabling accidents will be reported to (insert title) as soon as is practicable and will be the subject of an immediate investigation. The person responsible for ensuring that the Health and Safety Executive is informed as deemed necessary is (insert title).
Major Accidents. A major injury represents an injury resulting in broken bones (other than toes and digits) and any injury that results in a person being detained in hospital for a period greater than 24 hours. In the event of a major accident, all appropriate personnel will be informed as soon as is practicable. The person responsible for ensuring that the Health and Safety Executive is promptly informed is (insert title). Initial investigations at the site of the accident will be carried out ensuring that there is no disturbance of evidence or items that could have contributed to the cause of the accident. This investigation would be, where practicable, carried out by (insert title).
The initial investigation would be followed up by a detailed investigation. On completion of this investigation, a report of findings, including details of short and long term actions, together with time scales required to prevent recurrence, will be drawn up. 

Fatal Accident In the event of a fatal accident, the area of the accident will be isolated and nothing will be moved or interfered with, except by the emergency services or where action is required to protect others who may be at imminent risk.

The person responsible for informing the Health & Safety authorities by telephone as soon as possible is (insert title). Full co-operation will be given by personnel throughout all levels of the company to the Health and Safety Executive representatives conducting any investigations.

All ACCIDENTS MUST BE RECORDED IN THE ACCIDENT BOOK NO MATTER HOW MINOR THEY SEEM AT THE TIME.

	Section 17: Emergency Procedures, Fire and Evacuation
	This section sets out processes and responsibilities in relation to emergencies in the work premises. It is important to stick to any checking schedule you have in place.
Fire risk assessments are a legal requirement for employers and landlords, however there may be differnt responsibilities for each depending on who has major control of the building and any lease arrangements – In general landlords have responsibility for ensuring that shared facilities such as stairs, landings, reception areas etc are fire safe and this can include responsibility for ensuring that there us a building-wide smoke alarm system which is linked to the main fire alarm to ensure that all areas of the building are alerted in the event of a fire. 
If you are only using part of the building then you are likely to be responsible for ensuring the fire safety of that part of the building. This will include the provision of fire extinguishers, fire escape notices and general fire safety within your area. You will need to consider how people using the premises are made aware of fire risks and how to use any fire fighting equipment and this section refers to training/instruction provided for these aspects. Fire awareness instruction / training in the use of fire extinguishers can done in a variety of ways e.g. via in-house courses, DVDs, external trainers and so on. However, the person giving instruction or training must be competent to do so. 

Instructions on the fire alarm process are included in this section. You will need to walk around your own premises and examine what provision there is for raising an alarm in the event of a fire before completing the section. It can vary from shouting a warning for everyone to get out whereas in larger offices or facilities, often used by several other groups, there may well be a smoke detection system linked to the alarm as well as break points to set off the alarm. Establish what happens in your workplace and write the necessary information into this section. Your evacuation plan and procedures should be shared with anyone else who shares the building so that all users know what happens when there is a fire in any part of the building.
This is a template for a fire alarm process but you will need to adjust it to suit your organisation/ building.
· The alarm is to be raised by (insert process e.g. breaking the break glass point within the premises that will activate the audible fire alarm)
· The fire assembly point for this building is (insert location)

· On hearing the fire alarm, proceed to the nearest exit and then to the assembly point. Do not endanger yourselves or others by stopping to gather personal possessions.

· Ensure everybody evacuates to the assembly point

· Do not operate fire extinguishers unless you have received instruction on how to do so. Do not endanger yourself or others by attempting to fight the fire.

· The senior person on site shall take a roll call at the fire assembly point.

ENSURE you follow procedure as it could save lives, including yours.


	Fire risk assessment

It is the responsibility of the (insert title) to ensure that fire risk assessment for the building, floor, office that your organisation occupies have been completed on an annual basis

Regular checks

· Escape routes will be checked regularly, on a (insert timescale) basis by the (insert name/ title) or by a nominated competent person.

· Fire extinguishers are serviced and maintained annually by a competent person (insert title/ company name). The person in the organisation responsible for organising the checks is (insert title)
· Fire drills will be carried out regularly to ensure that evacuation procedures are effective. Records will be kept to show the following: (insert aspects to be recorded- eg date, time, people present, notes). The records will be kept in (insert location) and maintained by (insert title).
· Fire alarms will be tested (insert timescale eg once per week on a Friday) to ensure that they are functional and can be heard (insert/ delete –or noticed if light used) by all areas. Records of weekly tests will be kept (insert location of records). Responsibility for checking fire alarms and keeping records of testing lies with (insert title)
Training and instruction

· The following training will be provided regarding use of fire-fighting equipment and fire awareness: (insert training provided).
· Fire Alarm- The following process will be displayed (insert where displayed): (insert process)


	Section 18: Work- related stress 
	Stress is not just a HR issue- it also applies to Health and Safety in the workplace so some organisations may choose to have a section on it in the Health and Safety policy. If included, this section needs to outline the measures that the organisation will take in relation to identifying stress, how to raise the issue and what support measures can be put into place
Employees in very small organisations may have to be a ‘jack of all trades’ because the organisation has limited resources, placing time and skill pressures on the individual.

The (HSE) has set standards covering the main factors which can lead to work related stress. These include:

· Demands -are staff able to cope with the demands of the job?

· Control - do staff have some say in the way they do their work?

· Support - do staff have adequate information and support? 

· Relationships - are staff subject to unacceptable behaviours e.g. bullying?

· Role - do staff understand their role and responsibilities?

· Change - are staff kept informed during periods of organisational change?

Identifying factors which may lead to work related stress 
The ways in which organisations identify stress areas are:

· Consideration of roles e.g. volunteers who befriend terminally ill people may suffer stress due to the burden of supporting the dying person and their family.

· Consultation with employees/ volunteers either through one to one meetings, having an ‘open door policy’, team meetings etc so that potential issues are raised well in advance-before they escalate. Individuals should be encouraged to raise issues sooner rather than later so that support can be put in place. Issues are usually raised with line managers. Establishing a regular opportunity for staff and volunteers to talk through workplace issues can prevent many situations getting out of control.

Support measures

Support can take a variety of forms and organisations should consider which are helpful to individuals as well as manageable for the organisation itself. Support might include 
· one to one discussions, 
· analysis of work processes, 
· recuperation time or temporary or permanent role changes.
· conduct a ‘return to work’ interview following absence due to stress (or sickness related absence) to check that the person is fit to work and to plan their schedule so that they can manage their workload/ tasks.
· Temporary reduction in working hours

· Temporary adjustment in working duties e.g. reduced workload if appropriate

· Additional training or support

· More flexible working arrangements   

· More regular supervision if appropriate)
	Although a degree of pressure and challenge may well be beneficial and aid people in their work, the HSE defines work related stress as “the adverse reaction people have to excessive pressures or other types of demand placed on them”. 
Stress may demonstrate itself in a variety of symptoms, including drop in productivity, aggression, lateness, increase in sickness days and headaches.
The following processes will help the organisation to identify factors which may lead to work related stress: (insert processes)
If an individual feels that he/she is under stress, they should (insert process e.g. raise with line manager before it escalates)
If work related stress is identified, the support processes put in place may include: (insert support processes)


	Section 19: Smoking
	This section on smoking is included in order to comply with the Health Act 2006. Your organisation may have a separate statement on smoking e.g. in an employee handbook in which case this section can be omitted or you could cross refer to the policy (i.e. The organisation has a smoke free policy which complies with the Health Act 2006. This can be viewed in (insert location)
Smoke free policy

If your organisation uses vehicles as part of the business, you will need to add the following to the end of the ‘smoke free policy’ section ‘This includes vehicles that are used by more than one person or to carry members of the public, even if at separate times’.

No smoking signs

This section allows you to specify where you will display ‘no smoking signs – e.g. 

· At the entrances to premises

· Within the premises

· Within company owned vehicles (or volunteer driver vehicles being used to carry clients on behalf of your organisation) 
It is good practice to specify the consequences if a member of staff does not comply with the non smoking policy. The usual wording is ‘..result in disciplinary procedures’. 

This section also refers to the legal fixed penalty fines that may apply. You may wish to add a statement about what will happen to service users who do not comply. 
If you wish, you can add another section giving information on help available to those who wish to give up smoking. Suggested wording is: ‘Information on giving up smoking can be obtained from the NHS Smoking Helpline on 0800 169 0169.’
	This policy section has been developed to protect all employees, volunteers, service users, customers and visitors from exposure to second-hand smoke and to comply with the Health Act 2006.

Exposure to second-hand smoke increases the risk of lung cancer, heart disease and other serious illnesses. 

Smoke Free Policy

Our workplace is smoke free, and all employees have a right to work in a smoke free environment. 

Smoking is prohibited in all enclosed and substantially enclosed premises in the workplace. 

(Add section on vehicles if applicable)

Implementation

Overall responsibility for policy, implementation and review rests with (insert name/ title of person). However, all staff, volunteers and visitors are obliged to adhere to and support the implementation of this non smoking policy. 

The person responsible for informing all existing employees, volunteers and contractors of the policy and their role in its implementation and monitoring is (insert name/ title of person).
Appropriate ‘no smoking’ signs will be clearly displayed in the following places:

(insert locations of signs)

Non Compliance

If a member of staff / volunteer does not comply with this policy this may result in (insert consequence). 
Those who do not comply with the smoke free law may also be liable to a fixed penalty fine and possible criminal prosecution.

	Section 20: Alcohol and drugs
	Health and Safety and Human Resources responsibilities of organisations are linked when looking at the issue of alcohol and drugs and you may therefore wish to have a section in your Health and Safety policy relating to alcohol and drugs. If it is covered elsewhere then omit this section or cross refer to the policy.

Fundamentally, the misuse of drugs and alcohol by employees or volunteers could have tragic consequences. 
Individuals employed by you or acting as volunteers for you in safety-critical areas such as driving or operating machinery in particular, must be made aware of the need for them to come to the workplace free from the effects of alcohol or drugs.
Certain age-groups may be more prone to misuse but do not discount anyone.
In considering how this applies to your organisation, you must also evaluate the effect of misuse or effects of long-term or temporary use of prescription drugs. 
This section outlines the legal obligations and making people aware of the potential effects of alcohol and drugs in the workplace and how concerns should be reported. 

Repercussions of being intoxicated during working hours will also be outlined and there is a prompt for your organisation to consider and add these actions/consequences.  A typical statement for employees would be:  arrangements will be made to escort the individual from the premises. Disciplinary action will take place when the employee has had time to recover from the effects of alcohol/drugs, prior to returning to work. An act of gross misconduct will result in being summarily dismissed.
For volunteers, action could be ‘a request to go home in the first instance followed by a review meeting to address the particular incident.’
It is worthy of note that some employers are developing a positive action programme which will lead towards assistance and treatment for the individual. This may involve provision of information and advice to help them to seek appropriate assistance. It may go further and include enabling people who acknowledge that they have a problem to get help and treatment, arrangements for and entitlement to sickness pay and return to work on completion of the treatment 

	It is (insert name of organisation)’s aim to ensure the provision of a safe working environment and a high standard of safety for its employees, volunteers and clients. It therefore has the responsibility to recognise the potential health and safety risks within the working environment which may occur as a result of alcohol and drug abuse or the effects of long-term or temporary use of prescription medication.
Legal Obligations
The organisation would be committing a criminal offence by ignoring the principle legislation in the UK for controlling drug and alcohol abuse. There is a legal requirement under Section 2 of the Health and Safety at Work etc. Act 1974 to "ensure as far as is reasonably practicable, the health, safety and welfare at work of all employees". Section 7 of the Act requires "employees to take reasonable care of the health and safety of themselves and others who may be affected by their acts and omissions at work".

In addition, the Transport and Works Act 1992 imposes strict regulations regarding the alcohol and drug levels in those staff working in "safety critical" posts, for example driving vehicles and operating machinery.

Awareness, reporting and consequences
· This policy aims to make all personnel within the organisation aware of issues relating to the effects of drug and alcohol misuse in the workplace and the need to understand the potential for some prescription medication to cause either long-term or transient effects on work capabilities.
· Staff and volunteers should not come to work if under the influence of drugs or alcohol or if they have been advised by a doctor not to undertake work activities whilst taking certain prescription medication.

· Managers and trustees should be aware of the issues arising as a result of alcohol or drug related problems. These include absenteeism, high accident levels, impaired work performance, mood swings and misconduct.

· Employees / volunteers should not cover up for colleagues with a drink or drug problem.  Collusion represents a false sense of loyalty and will result in compromising health and safety within the organisation and longer term damage for the individual. 
· If an employee/volunteer has suspicions about a colleague relating to alcohol or drug abuse, they should (insert a reporting process here – e.g. report to line manager, volunteer co-ordinator etc)
· If an employee is known to be intoxicated by alcohol or drugs during working hours the following action will be taken: (insert process and consequences). Volunteers will also be subject to action if found to be intoxicated by alcohol or drugs whilst working within or on behalf of the organisation. This will usually be in the form of (insert process) 

	Section 21: Insurance
	All employers need:   
Employers liability insurance; which requires the employer to insure against their liability for personal injury to their employees.  The regulations provide that the amount of cover should be not less than £5 million for each employee involved in any one accident.  All employers are required to display a certificate of insurance either digitally or physically and to keep the certificate for 40 years. 

Employers can be fined if they do not hold a current Employers’ liability insurance policy, which complies with the law.

Liability insurance can also be taken to apply to volunteers.
Some employers need:

Public liability insurance; This insurance covers the organisation in the event of injury, death, and loss or damage to the property of non-employees. It only covers legal liability, so will not provide compensation where there is an accident that is not due to negligence. It is important to confirm with your insurers that this insurance extends to the acts of volunteers. Without this insurance, the organisation or the individuals responsible for the organisation could be held personally liable. 

Other insurance policies which may be relevant: 

• Personal Accident Insurance 

• Professional Liability Insurance 

• Product Liability Insurance 

• Motor Vehicles Insurance 
	The following insurance cover is held by the organisation:

(State your insurance cover, level of cover and if wished (for quick reference) renewal dates)

	Section 22:  Monitoring and reporting
	To prove that the organisation is abiding by the Health and Safety policy and to have ready evidence that the organisation has taken every reasonable measure to mitigate risk, it is important to have a monitoring system in place and to document the monitoring that has taken place.

Maintenance records, training records, completed checklists, completed risk assessments, accident incident report summaries etc. 

As well as being able to respond immediately, it is good practice to have a more formal programme for reporting to those with responsibility for health and Safety. Examples might include monthly reports to SMT on checks and issues, summary reports to Board of Trustees/ Management Committees.  The same summary information could be shared with staff to assure them that Health and Safety is taken seriously. This would be in addition to memos/ information about day to day practical arrangements. 

	This Health and Safety policy document has outlined how records will be kept in (insert name of organisation) to allow monitoring to ensure that the policy is being followed.
The following reporting will take place to evidence abidance by this policy (insert reporting e.g. to trustees, employees/volunteers, SMT)



Appendix 1

Classification of Hazardous Substances 
Identification of general         Symbol 

nature of risk                  (black on orange)
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Very Toxic or Toxic

Corrosive

Explosive

Extremely Flammable or

Highly Flammable

Harmful or Irritant

Oxidising

Appendix  2 - DSE Assessment worksheet
(insert logo or name of organisation here)

DSE Assessment Worksheet
Name:

Date:


Location / Building:

Tel:

Line Manager:

Email:

Assessor:


Further action required?
Yes (   No (
Required Action:


Assessment Completed

Signed by User


Signed by Assessor


Follow-up due on:


Follow-up action completed on:


Review Date:


1.
Pre-existing Issues

Does the user experience discomfort or other symptoms from their DSE?
Yes (   No (
Details:


2.
Display Screen
Is the image stable, i.e. free of flicker and jitter?
Yes (   No (
Is the brightness and/or contrast adjustable?
Yes (   No (
Separate controls are not essential, provided the user can read the screen clearly at all times.
Are the characters clear and not blurred?
Yes (   No (
Change the text and background colours as necessary.

Is the screen clean?
Yes (   No (
Clean as necessary.
Is the text size comfortable to read?
Yes (   No (
Show user how to adjust screen resolution, right click on Desktop > Properties > Settings.
Is the screen’s specification suitable for its intended use?
Yes (   No (
Does the screen swivel and tilt?
Yes (   No (
Swivel and tilt need not to be built in, but a separate mechanism would need to be provided.

Is the screen free from glare and reflections?
Yes (   No (
Adjust blinds as necessary, or provide anti-glare screens.

Are adjustable window coverings provided and in adequate condition?
Yes (   No (
Comments:


3.
Keyboards

Is the keyboard separate from the screen?
Yes (   No (
Does the keyboard tilt and is stable?
Yes (   No (
Tilt need not be built in, can be separate mechanism.
Is it possible to find a comfortable keying position?
Yes (   No (
Ensure adequate space for arms, hands & keyboard. Users of thick raised keyboards may need a wrist rest.

Does the user have good keyboard technique?
Yes (   No (
Hand bent up at the wrist, hitting the keys too hard, overstretching the fingers?

Are the characters on the keys easily readable?
Yes (   No (
Comments:

4.
Mouse, Trackball, etc
Is the device suitable for the task?
Yes (   No (
Would a different design be more appropriate?

Is the device positioned close to the user?
Yes (   No (
The device is usually best placed right next to the keyboard.

Is there support for the device user’s wrist and forearm?
Yes (   No (
Desk surface, chair arm, wrist rest.
Does the device work smoothly at a speed that suits the user?
Yes (   No (
Clean the ball as necessary, check work surface, mouse mat.
Can the user easily adjust settings for speed and accuracy of pointer? 
Yes (   No (
Show user how to change the mouse settings in Control Panel > Mouse.

Comments:


5.
Software

Is the software suitable for the task?
Yes (   No (
Does the user have adequate training or experience to use the software?
Yes (   No (
Software should respond quickly and clearly to user input.
Comments:


6.
Furniture

Is the work surface large enough?
Yes (   No (
Can the user comfortably reach all equipment and papers?
Yes (   No (
Are surfaces free from glare and reflection?
Yes (   No (
Is the chair suitable?
Yes (   No (
Is the chair stable?
Yes (   No (
Does the chair have working: 

· Seat back height and tilt adjustment?
Yes (   No (
· Seat height adjustment?
Yes (   No (
· Swivel mechanism?
Yes (   No (
· Castors or glides?
Yes (   No (
Is the chair adjusted correctly?
Yes (   No (
Is the small of the back supported by the chair’s backrest?
Yes (   No (
Are forearms horizontal?
Yes (   No (
Is the screen at an appropriate height and distance?
Yes (   No (
Top of the screen level with or below eye level, 35 - 70 cm from user.

Are feet flat on the floor / footrest?
Yes (   No (
Without too much pressure from the seat on the back of the legs.
Comments:


7.
Environment

Is there enough room to change position and vary movement?
Yes (   No (
Move, stretch, fidget.
Is the area free from cables that present a trip hazard?
Yes (   No (
Is the lighting suitable?
Yes (   No (
Not too bright or dim to work comfortably - shading, reposition or remove, provide desk lamp.
Does the air feel comfortable?
Yes (   No (
Dry, stale, humid.
Are heat levels comfortable?
Yes (   No (
Are noise levels comfortable?
Yes (   No (
Comments:


8.
Final questions to users….

Has this covered all of the user’s problems working with their DSE?
Yes (   No (
Advise user of their entitlement to eye and eyesight testing.
Yes (   No (
Test and lenses specifically for computer use. Speak to HR.
Advise the user to take five minutes break in every hour
Yes (   No (
Blink, focus on objects at different distances.
Comments:


9.
Overall Comments

Appendix 3: Risk Assessment template example
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Name of organisation

Risk Assessment Form

	Location


	Date

	Name of Assessor


	Job Title

	Activity Taking Place



	Hazards Identified



	Persons at Risk




Risk Matrix 

	Consequences (C)
	Likelihood (L)

	
	Rare

1
	Unlikely

2
	Possible

3
	Likely

4
	Certain

5

	1 - Negligible
	1
	2
	3
	4
	5

	2 - Low
	2
	4
	6
	8
	10

	3 - Medium
	3
	6
	9
	12
	15

	4 - Very High
	4
	8
	12
	16
	20

	5 - Extreme
	5
	10
	15
	20
	25


Risk Factors

	Low Risk
	Moderate Risk
	Significant Risk
	High Risk


	Risk Factor Before Controls in Place


	Risk Score  (C x L)

	Control Measures currently in place



	Control Measures Required



	Signature / Date

Assessor……………………………………..

Date…………………………………………..
	Line Manager’s Name / Signature / 

Date when Actions Completed
Print Name……………………………………….

Signature…………………… Date……………..



	Residual Risk Factor / Score After Measures Taken


	Next Assessment Due


Explanation of Risk Matrix

The assessment of risk is based on an event occurring that constitutes a risk to: People, Environment, Assets, Reputation and Security. It is measured in terms of consequences and likelihood.

Risk = Consequences x Likelihood

	CONSEQUENCE (C)

	Level
	Descriptor
	Description

	1
	Negligible
	First-aid treatment. Small environmental damage. Moderate financial loss. Decrease in morale. Some security implications.

	2
	Low
	Medical treatment required. Moderate environmental damage. High financial loss. Moderate loss of reputation. Security implications limit business 

	3
	Medium
	Excessive injuries or 3 day lost time injury. Major environmental damage. Major financial loss. Major loss of reputation. Security implications restrict business.

	4
	Very High
	Single death of any person. Environmental damage restricts business. Massive financial loss. Damage to reputation restricts business. Security implications severely restrict business.

	5
	Extreme
	Multiple deaths involving any persons. Environmental damage threatens business viability. Crippling financial loss. Damage to reputation threatens business viability. Security implications threaten business viability


	LIKELIHOOD (L)

	Level
	Descriptor
	Description

	1
	Rare
	The event may occur only in exceptional circumstances.

	2
	Unlikely
	The event could occur at some time.

	3
	Possible
	The event will probably occur at some time.

	4
	Likely
	The event will occur in most circumstances.

	5
	Certain
	The event is expected to occur in all circumstances.


Risk Assessment Process: 

Once the Risk Assessment has been completed discuss with the Line Manager responsible for this Location / Activity about implementing appropriate control measures. Line Manager’s will need to Print / Sign their name and Date to say the appropriate actions have been implemented.

If you require any assistance in the completion of this form or additional help in carrying out risk assessments please contact (insert name of person within your organisation).
Serial number:
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This template was developed by the GRCC Performance Improvement For All Project (PIFA)
           The PIFA Project is funded by the National Lottery through the Big Lottery Fund
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