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AGENCY GUIDANCE on HEALTH and SAFETY

The agency is committed to providing a safe environment in which to work. We issue this statement of health and safety in accordance with the requirements of the Health & Safety at Work Act 1974. A Health and Safety Policy is on the notice-board. And a health and safety audit is carried out each year at which each aspect of that policy is reviewed and, if necessary amended.
Health and safety is the responsibility of everybody we work with. It is important that you take health and safety issues seriously. We do not want you to be injured or suffer ill-health as a result of the work you do.

Before starting work consider the health & safety aspects of your job and the precautions that should be taken.

Responsibilities:
· NAME has overall responsibility for health and safety.

· Day to day responsibility for ensuring this policy is put into practice will be NAME.

· As an employee you have a legal responsibility to take care of your own and others health and safety and to comply with this document. All health and safety issues must be reported to the appropriate person and nothing must be interfered with to jeopardize others health and safety.

Risks

· Risk assessments will be undertaken and the findings reported to NAME.

· The significant findings of these assessments will be recorded in a risk assessment book along with the action taken, this book is in the accounts office.

· If the risk is not significant, can be easily described/controlled or is subject to specific assessment under other regulations they do not need recording.

· Action required to control/action the risks will be given by NAME who will also have ultimate responsibility to ensure the action is implemented. NAME will check that the action has resulted in the removal or reduction of the risk.

· Risk assessments will be carried out monthly or when the work activity/place changes.

· Possible risks that need monitoring are: 

Electricity 

· Check there are sufficient socket outlets and minimize the use of adapters.

· Test the residual current device, if fitted.

· Do not use taped joints to connect cables.

· Carry out visual inspections of plugs and leads.

· Consider whether your equipment needs a more detailed inspection and test.

· Switch off equipment before unplugging or cleaning.

· Keep vigilant on electrical safety because the consequences can lead to tragedy.
Safety 

· Do not allow leads to trail.

· Clear up spillages quickly.

· Do not block passageways or corridors. 

· Make workstations comfortable. Make sure that if you use a VDU you take adequate breaks and that your desk is arranged to avoid any aches and pains.

· Seats need adjusting to suit the height of the work table and footrests can reduce muscular strains. Do not stand on chairs to reach things.
· Handling heavy objects is a major cause of injury and under Manual Handling Laws heavy objects should not be carried. Do not lift anything heavy without assistance
· Do not try to modify or repair equipment unless authorized

· Dispose of all rubbish in waste bins or in the outside bins. Do not leave boxes laying around

· Shredder – make sure your hair does not get entangled in this machine. Tie it back
Amenities

· Toilets – should be clean and in good order.

· Washing – hot and cold water and soap and towels should be provided.

· Drinking Water – a wholesome drinking supply should be provided.

· Temperature – the room should be at least 16C where people work sitting down.

· Cleanliness – the workplace should be in a clean state.

· Lighting – there should be adequate lighting to avoid visual fatigue.

· Space – there should be a minimum of 11 cubic metres for each person permanently occupying a work place.

· Ventilation – for most offices opening windows will provide adequate ventilation.

Who’s Responsible

· The employee representative is NAME and consultation with employees is provided by NAME.

· NAME will be responsible for identifying equipment needing maintenance and NAME will be responsible for ensuring that effective maintenance procedures are drawn up.  This will include fire extinguishers, fire blankets and fire alarms.
· NAME will ensure that all maintenance is implemented and any problems should be reported to NAME.

· NAME will check or ensure all checks have been done on equipment before purchase.

CoSHH

· Should COSHH assessments need undertaking on hazardous substances NAME will be responsible for ensuring assessments are done, actions identified and acted upon and NAME will report back to employees.

· NAME will check that new substances can be used safely before they are purchased. Assessments will be reviewed every 4-6 months or when work activity/place changes.

Information, instruction and supervision

· Under the Health and Safety Information for Employees Regulations 1989 a poster telling employees what they need to know about health and safety needs to be displayed, this is displayed on the kitchen door. If more information is needed either NAME or the HSE can be approached.

· Supervision of young workers/trainees is arranged and monitored by NAME.

· The relevant consultant (arranging the contract with the school) is responsible for ensuring that employees working at locations under the control of other employees are given relevant health and safety information.

Tasks and Training

· Induction training will be provided by NAME which will cover health and safety issues.

· Job specific training will be provided by the departmental manager including health & safety aspects of jobs.

· Training records are kept by NAME and these are monitored so refresher training can be given.

· Training will be identified, arranged and monitored by NAME.

Accidents, 1st aid and work-related ill-health.

· The first aid boxes are kept in (NAME PLACE). Providing immediate first aid can prevent minor injuries becoming major ones. The appointed person to monitor the boxes and take charge of first aid requirements is NAME.

· Should you experience an accident whilst at work please report it to the MD. All accidents and cases of work-related ill health are to be recorded in the accident book, this may enable problems in particular areas to be identified. The accidents book is kept in the accounts office.

· NAME is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority

· To ensure safe work condition and practices are being followed spot checks will be carried out. It is important that all employees are constantly aware and monitoring their own health and safety in the office.

· Any accidents/sicknesses etc. that occur will be investigated as a useful way of reviewing safety systems and to prevent the same thing happening again. 

· NAME is responsible for investigating accidents and work-related causes of sickness absences.

Fire
Fire extinguishers, fire blankets and fire alarms must remain ‘in-test’ i.e. be tested according to the label left on them after the previous test.
If the fire alarms ring please leave the building immediately.
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