Health and Safety

Overall responsibility for Health and Safety within the organisation lies with the Management Committee while the Coordinator will be responsible for day-to-day implementation of Health and Safety issues.

The Management Committee shall appoint from amongst their membership, one member who will take responsibility for drawing to the attention of the Management Committee and/or staff any health or safety maters that need to be discussed or acted upon.

The coordinator

The coordinator will be given delegated responsibility for ensuring that the Health and Safety Policy is carried out and in particular

· carrying out regular safety inspections in the office which will include;

escape routes are clear

fire action notices are displayed

fire extinguishers are operative

fire detectors are operative

security is operative

thermometers are working

electrical equipment is properly installed and maintained

floors are kept clear as far as reasonably possible of trailing wires

rubbish is removed daily

noise levels are acceptable sufficient

seating and computer workstations are appropriate

adequate heating, ventilation, lighting of the office is maintained

general fabric of the office is maintained

maintenance of reasonable health standards in the kitchen

· arranging for staff to attend health and safety training where necessary

· fire drills are carried out regularly

· Health and Safety audit and risk assessment at least annually and in public waiting areas bi-annually

· investigating and reporting accidents

· ensuring staff and volunteers see a copy of this policy and understand its contents

· display health and safety poster 

· raising health and safety issues with the management committee where the coordinator cannot deal with them

· operate policies and procedures to recognise and minimise stress in workers

All employees and Volunteers

All staff, volunteers and service users have a responsibility to cooperate with the coordinator to achieve a healthy and safe work place and to take reasonable care of themselves and others

Whenever an employee, volunteer or service user notices a health and safety problem they must tell the coordinator immediately.  They should also:

be familiar with this policy and general health and safety arrangements

cooperate with the coordinator and Management Committee

report within 24 hours any accidents occurring on or off the premises

Health and Safety Policy Statement

The centre is required to have a Health and Safety Policy under the Health and Safety at Work Act 1974.

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems for all our employees, volunteers and service users.

The Health and Safety Policy will also apply to any staff visiting service users in their own homes or whilst undertaking any duties on behalf of the centre.  We also acknowledge our responsibility for the Health and Safety of other people who may be affected by our activities.

The centre is committed to ensuring that all staff are trained and instructed in Health and Safety procedures.  All staff also have a responsibility for the implementation of this policy and any deliberate neglect of rules or procedures will be considered a serious matter and may result in disciplinary action.

The centre also seeks the cooperation of service users in complying with this policy and non-compliance may result in a service being withdrawn.  This policy will be reviewed from time to time in accordance with additions or alterations to health and Safety at work legislation and as part of annual service reviews

General Arrangements

Accidents

We maintain a first aid box meeting the statutory requirements and this is kept..............

On completing training the qualified first aiders are........................

The person responsible for maintaining the first aid box is...............

The person responsible for maintaining the first aid book and informing the coordinator of accidents is .................................

