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HEALTH & SAFETY POLICY

& RISK ASSESSMENT 

	Name And Address Of Premises
	Community Action Northumberland 

Tower Buildings 


9 Oldgate Morpeth 

NE61 1PY 

	Use Of Premises
	Office Accommodation

	Responsible Person In Control Of The Premises 
	David Francis 

	Position/Role
	Director 

	Telephone Number
	01670 517178

	Date Of FRA
	01.06.10

	Date Of Review
	01.06.11

	Name And Details Of Any Competent Persons Appointed To Assist With Health & Safety
	Assistant Finance Officer   


	General Statement Of Policy

	“It is the policy of Community Acton Northumberland to provide adequate control of the health and safety risks arising from our work activities. We will consult with our employees and volunteers on matters affecting their health and safety, and provide and maintain a safe environment and equipment. We will ensure the safe handling and use of substances, and provide information, instruction and supervision for employees and volunteers to ensure that they are competent to do their tasks. We will provide adequate training where necessary. Community Action Northumberland will try to create, develop and ensure a working environment where there is an awareness of health and safety issues and where all individuals will be encouraged to consider the welfare of others and themselves, and participate in developing safe working practices. 

Our policy aims to prevent accidents and cases of work related ill health, and to maintain safe and healthy working conditions. We also accept our responsibility for the health and safety of other people who may be affected by our activities. 

This policy will be reviewed and revised as necessary at regular intervals. 

	Signed:
	

	Print Name:
	David Francis 

	Date:
	13.01.11


Health and Safety Policy 
Health and Safety at Work Act 1974 

Responsibilities 

Overall and final responsibility for health and safety in the organisation is that of the Director. 

Day to day responsibility for ensuring this policy is put into practice is delegated to, 

The Assistant Finance Officer, 
All employees and volunteers have a duty of care to: 

1. Co-operate with other staff, volunteers, and managers on healthy and safety matters. 

2. Not interfere with anything provided to safeguard their health and safety. 

3. Take reasonable care of their own, service users and others health and safety. 

4. Report all health and safety concerns to the Responsible Person. 

Advice and Consultancy 

Details of the local inspector’s office are given on the Health and Safety Executive poster displayed in the main admin office at Tower Buildings, 9 Oldgate, Morpeth. General Health and Safety advice can be obtained from the Responsible Person. 
General Arrangements 

All employees will receive basic health and safety information and instruction during their induction. Any job which is identified as requiring specific health and safety training will be provided by the organisation. This will be identified, arranged and monitored by the Chief Executive David Francis in conjunction with line managers. 

The Responsible Person is responsible for ensuring that employees working in locations away from the main office are given relevant health and safety information. However, they should ensure that they are familiar with their local office arrangements regarding Health and Safety. A copy of the local organisation’s Health and Safety arrangements should be passed to the Responsible Person for inspection and retention. 

Any adaptations which may be required by employees, service users or members of the public with a disability, to enable them to carry out their work or access services, shall comply with the Disability Discrimination Act 1995. 

First Aid 
Community Action Northumberland will undertake to carry out its responsibilities in order to comply with the Heath and Safety (First Aid) Regulations 1981 

In case of accidents the First Aid boxes are situated as follows: 

· Community Action Northumberland main office
 Ground Floor Admin office and Finance Office

· Citizens Advice Bureau/DAWN
Ground Floor CAB front Office and upstairs front CAB Training Room  

Contents will be checked by the CAN nominees below on a regular basis. 

The nominated qualified first aiders at these offices are: 

Representatives of Community Action Northumberland 
Representative of Citizens Advice Bureau/DAWN 
There are also a number of other basic first aid trained staff at the outreach offices where our Development Officers are based, any occurrence of accident is recorded in their first aid books. A note of which is then recorded within a section of our First Aid Book. 

All accidents to employees, volunteers, trustees or visitors to Community Action Northumberland premises must be reported to the appropriate person and recorded in the accident book. Please also report all accidents to the Responsible Person for further investigation. 

The accident book for Community Action Northumberland is kept in the Assistant Finance Officers office. 

In cases of death or serious injury or illness, details will be recorded and reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences) 1995. 
Appendix A outlines these regulations with a more in depth documentation available electronically from Responsible Person.  

Community Action Northumberland encourage employees/trustees/volunteers to improve their knowledge of first aid and attend courses when available.

General Fire Safety 

Community Action Northumberland will ensure that all steps are taken to minimise the risk of fire on its premises. A separate Fire Risk assessment is compiled and forms part of the appendixes to the H& S Policy & Procedure document. 
Fire drill notices are posted at all locations. Please ensure that you are familiar with the instructions, with the escape routes and assembly points indicated. The organisation will ensure the building is adequately equipped with fire fighting equipment. Regular fire drills will be carried out, at least annually, and fire alarms, emergency lighting and extinguishers tested regularly. Staff/volunteers/trustees employed in locations away from Community Action Northumberland should inform the Responsible Person the dates when this has been carried out at their offices. 
General Security 

All visitors to Community Action Northumberland should report to CAN reception. CAN staff should ensure that this has been done by their visitors. Security passwords and numbers for entry points around the building should not be given to any unauthorised persons.   Passwords and numbers for entry points are changed when staff leave any of the organisations using Tower Buildings.
Housekeeping and Premises 

It is the duty of all employees to ensure that they work in a healthy and safe environment. To this end all staff/ volunteers/trustees should ensure the following: 

Electrical Equipment 
This must be maintained in good working order. Please avoid trailing wires and cover with regulation rubber trunking if necessary. Faulty equipment should not be used, but should be switched off, marked ‘Faulty –do not use’ and reported immediately to the Responsible Person. Repairs should only be carried out by an authorised, qualified person. 

All equipment should be switched off when not in use and at the end of the day. 

Regular visible inspections should be made to ensure compliance with the above, and PAT testing will be carried out periodically and in line with current statutory requirements. 

Health and Safety information and requirements regarding electrical equipment can be found in the Electricity at Work Regulations 1989, and the Provision and Use of Work Equipment Regulations 1998. 

Display Screen Equipment 
Workstations will be inspected regularly to ensure that they comply with recommended practices. Staff should take regular breaks from computer work, to avoid eye strain, headaches and other associated injuries. Any problems should be reported to the Responsible Person. Information regarding working with computers can be obtained from the Responsible Person and can be found in the Health and Safety (Display Screen Equipment) Regulations 1992. 

Office furniture and equipment 
All furniture and furnishings procured will comply with the Furniture and Furnishings regulations 1993 

Lifting and Carrying 

All employees should take great care when lifting or moving objects. 

Assistance should be sought when moving heavy objects, or appropriate equipment used (A trolley is available from the main admin office) Those with back problems or other physical difficulties should not move heavy or awkward objects. Information and training if required should be sought from the Responsible Person, and is contained within the Manual Handling Operations Regulations 1992. 
Kitchen 

Please ensure the kitchen is kept clean and tidy, and any spillages immediately mopped up. Cleaning materials should be kept well away from any food/drinks in a separate cupboard. 

Safe Handling and use of substances 

Any substances identified within the workplace which may be considered hazardous to health will be risk assessed under a COSSH assessment. Staff/volunteers/trustees will be informed of potential risks and instructions issued to minimise that risk. 

This will comply with Control of Substances Hazardous to Health (2002) regulations in their use, applications and safe storage. Further information regarding COSHH may be obtained from the Responsible Person who is responsible for ensuring compliance in this area. Appendix B outlines the basic requirements. 
Safe stacking and storage 

Do not stack or store any items in such a way which may cause injury when moved. Large or heavy items should be stored on the floor. 

No Smoking 

In the interests of Health and Safety, and in compliance with Government legislation, Community Action Northumberland operates a No Smoking policy in all of its premises. Those who wish to smoke should do so outside of the building. 

Restricted areas 

Restricted areas within the Community Action Northumberland building are the Boiler cupboard and flat roof area. These areas are off limits, and should be accessed in emergencies only or by authorised persons. Responsibility for the safety of the equipment in these areas lies with the named Responsible Person of Community Action Northumberland, as landlords. Any problems or concerns regarding this equipment should be reported to delegated centre staff as soon as possible. 

Lone and Field Workers 

Staff/volunteers/trustees should refer to the Lone Working Policy and Personal Safety information issued during induction, and available on the CAN website. 
To summarise here; 

• 
Please ensure that details of your location/appointment is known by other people at all times. 

• 
An indication of your likely return time should also be given. 

• 
If possible, always carry a fully charged mobile phone, and ensure that your

vehicle is in good working order. 

• 
Always try to park under a street light, and have your office / house keys ready. 

• 
Avoid taking any risks, and plan your journey beforehand. 
Managers should emphasise to all their staff the need to take extra care when working alone.  Personal attack alarms are available for staff/volunteers/trustees if required. 

Risk Assessments 
Regular risk assessments (appendix C) will be carried out as required by the Management of Health and Safety at Work Regulations 1999 (risk assessments) These will be carried out by the Responsible Person to ensure that any risks involved with carrying out the work of Community Action Northumberland are minimal. 

A separate risk assessment for Fire Safety, as required by current statutory legislation, will be carried out, and significant findings reported to the joint Finance & General Purposes Committee. 

The Responsible Person will also report to the Joint Finance & General Purposes Committee regarding any matters of Health and Safety. 
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