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Policy Document

Health and Safety Policy 


	1. 
	Policy Statement

Bolton Young Persons’ Housing Scheme recognises and accepts its responsibilities as an employer and as a provider of furnished accommodation.  We will:

· Provide adequate control of the health and safety risks arising from our work activities.

· Consult with our employees on matters affecting their health and safety.

· Provide and maintain safe plant and equipment.

· Ensure safe handling and use of substances.

· Provide information, instruction and supervision for all employees.

· Ensure all employees are competent to do their tasks, and to give them adequate training.

· Prevent accidents and cases of work related ill health.

· Maintain safe and healthy working conditions.

· Ensure that the properties we manage and their furnishings comply with current safety legislation.

· Review and revise this policy as necessary at regular intervals.


Signed………………………………………………(Employer)

Date…………………………



	2. 
	Responsibilities for implementing this policy

The Committee of Management, through a named director, has overall responsibility for health, safety and welfare at BYPHS and will ensure that systems are in place to meet the requirements of the relevant Statutory provisions.

The Project Manager has day to day responsibility for ensuring that this policy is put into practice.

Employees have to:

· co-operate with managers on health and safety matters;

· not interfere with anything provided to safeguard their health and safety;

· take reasonable care of their own health and safety of themselves and other people who may be affected by their acts;

· report all health and safety concerns to an appropriate person (as detailed in this policy statement).



	3. 
	Health and Safety Risks arising from our work activities


	
	· Risk assessments will be undertaken by Project Manager, using the methodology shown in Appendix B.

	
	· The findings of the risk assessments will be reported to BYPHS Management Committee.

	
	· Action required to remove/control risks will be approved by BYPHS Management Committee.

	
	· Responsibility lies with the named Director for Health and Safety for

· ensuring that the action required is implemented; and

· checking that the implemented actions have removed/reduced the risks.

	
	· Assessments will be reviewed every year, or when the work activity changes, whichever is the soonest in accordance with Appendix A.


	4. 
	Consultation with employees


	
	The Project Manager will consult with employees on Health and Safety matters by:

1. requiring them to review the risk assessment specific to their job every year;

2. consulting on proposed changes to the Health and Safety Policy;

3. having Health and Safety as a standard item at weekly team meetings.


	5. 
	Safe Equipment
The Administrator will be responsible for:

· Identifying all equipment needing maintenance;

· Ensuring all identified maintenance is implemented.

· Checking that new equipment meets health and safety standards before it is purchased.

The Project Manager is responsible for:

· Ensuring effective maintenance procedures are drawn up.

Any problem found with equipment should be reported to the Administrator.



	6. 
	Safe Handling and Use of Substances
The Project Manager will be responsible for:

· Identifying all substances which need a COSHH assessment;

· Undertaking COSHH assessments.

· Ensuring that all actions identified in the assessments are implemented.

· Ensuring that all relevant employees are informed about the COSHH assessments;

The Administrator will:

· Check that new substances can be used safely before they are purchased.

Assessments will be reviewed every year, or when the work activity changes, whichever is the soonest.



	7. 
	Information, Instruction and Supervision
· The Health and Safety Law poster is displayed in the main office.

· There is a Staff Safety Manual available in the Support Workers’ office that includes BYPHS policy and practice and HSE leaflets relating to our work.

· The Project Manager is responsible for supervising all new staff.



	8. 
	Competency for Tasks and Training
The Project Manager will: 

· provide Induction training for all staff;

· provide job specific training for all posts;

· identify, arrange and monitor other training.

The Administrator will keep all training records.

	
	


	9. 
	Accidents, First Aid and work related ill health.
Health surveillance is not required for any employees.

The first aid box is kept in Reception.

The appointed first aiders are:

· Alison Critchley

· Lynne Sprigings.

All accidents and cases of work related ill health are to be recorded on a formal accident record.  These are available from the Administrator and are kept in the Health and Safety Records file.  The Named Director must be advised of any accident.

The Project Manager is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.



	10. 
	Monitoring

The Project Manager is responsible for:

· investigating accidents;

· investigating work related causes of sickness absences;

· acting on investigation findings to prevent a recurrence;

· advising the named Director of the outcome of any investigation.

The Project Manager will check on working conditions and ensure that safe working practices are being followed.



	11. 
	Emergency procedures – fire and evacuation
The Project Manager will:

· Ensure the fire risk assessment is undertaken and implemented;

· Check the escape routes every week.

· Test the Fire Detection System every three months.

Fire extinguishers are maintained and checked every year. 

Emergency evacuation will be tested every three months.
 

	12. 
	Drug and Alcohol Misuse at Work

The use of illegal drugs, the misuse of prescribed drugs and substances such as solvents and the abuse of alcohol can harm the misuser both mentally and physically and, through the misuser’s actions, can also harm other people.  It is not acceptable for any member of staff or volunteer to attend work when they are under the influence of any drugs or alcohol.

Any member of staff who has a drug or alcohol problem is encouraged to tell the Project Manager or a member of the Management Committee.  This information will be treated in strict confidence and the Scheme will support any member of staff trying to deal with a drug or alcohol problem, within the remit of the Scheme’s terms and conditions.



	13. 
	Providing medication for service users

No member of BYPHS staff is allowed to give any form of medication to any service user.  Nor should any member of staff look after or keep any form of medication on behalf of any service user.  

Any dilemma caused by this part of our policy must be discussed with the Project Manager in advance of any alternative action being undertaken.



	14. 
	Electricity at Work Regulations 1989

These regulations place a duty on an employer to assess risks involved in work activities involving electricity (this can even cover electrical appliances such as kettles). All such equipment must be properly maintained.  In order to comply with this requirement, BYPHS will organise annual Portable Appliance Testing checks for the office equipment; will keep the office five year electrical check up-to-date; and will ensure that all electrical appliances provided to the properties meet PAT standards.



	15. 
	Other linked BYPHS policies and procedures

(these can all be found in BYPHS policy and procedure file and in the Staff Safety Manual)
· Accident and Emergency Policy

· Alert and Resident Risk Assessment: Guidance on completing

· Manual Handling and Lifting: guidance to staff

· Personal safety on visits – policy and procedure

· Professional Boundaries

· Risk Assessments for all posts including Support and Resettlement Workers, Administrator, Administrative Assistant, Project Manager.
· Working at Height 



	16. 
	Relevant Legislation

When reviewing the statutory provisions, the Scheme will take into account the requirements of all relevant current legislation, including:

· Gas Safety (Installation and Use) Regulations 1998;

· Furniture and Furnishings (Fire) (Safety) Regulations 1988 (as amended in 1993);

· Electricity at Work Regulations 1989;  
· Electrical Equipment (Safety) Regulations 1994;

· Plugs and Sockets etc. (Safety) Regulations 1994;

· Control of Substances Hazardous to Health (COSHH) Regulations 1999;

· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995;

· Health and Safety at Work Act 1974;

· Disability Discrimination Act 1995.

· Regulatory Reform (Fire Safety) Order 2005.

· Work at Height Regulations 2005.



BYPHS Committee of Management






April 2009

Arrangements for Annual Health and Safety Review
Appendix A

	
	
	completed

	1. 
	Review action agreed in previous year
	

	2. 
	Review Health and Safety Policy, including Duties and Responsibilities 
	

	3. 
	Report on any HASAW incidents or accidents in previous year
	

	4. 
	Arrangements for Work Equipment
	

	5. 
	Arrangements for COSHH
	

	6. 
	Arrangements for Lone Working
	

	7. 
	Arrangements for Accidents and Emergencies
	

	8. 
	Arrangements for Manual Handling
	

	9. 
	Arrangements for Working at Height
	

	10. 
	Arrangements for First Aid
	

	11. 
	Arrangements for Fire Precautions and Fire risk assessment

to include: Annual maintenance of fire extinguishers and Record of fire practices
	

	12. 
	Review job specific risk assessments for all posts. 

· Administrator

· Administrative Assistant

· Project Manager
· Support and Resettlement Worker 
	

	13. 
	Arrangements for risk assessment of properties, to include Portable Appliance Testing for household items
	

	14. 
	Report on risk assessments for non-standard activities e.g. resident activities
	

	15. 
	Report on RIDDOR regulations
	

	16. 
	Report on Health and Safety Training
	

	17. 
	Office  Health and Safety Check (see Appendix C)
· Check of building

· Gas appliance and central heating service for 146 Blackburn Road
· Portable Appliance Testing for electrical office items
· Electrical Installation at 146 Blackburn Road
	

	18. 
	Arrangements for consultation with staff on health and safety issues
	

	19. 
	Arrangements for information to staff on health and safety issues
	


Risk Assessment Methodolgy 




Appendix B

 

	1
Identify hazards

	

	

	2
Identify people at risk

	

	

	3
Evaluate, remove, reduce and protect from risks

	

	

	4
Record,  plan, inform, instruct, train

	

	

	5
Review

	

	This assessment prepared by:




on 




Health and Safety Office Check:  (date)
Appendix C
	Room
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