CROYDON VOLUNTARY ACTION
HEALTH & SAFETY POLICY
Section 1

POLICY STATEMENT

Croydon Voluntary Action (CVA) is committed to ensuring all its properties provide safe and healthy environments for its staff, clients, volunteers (student placements) and visitors.

CVA’s Executive Management Committee (EMC) accepts responsibility for all aspects of accident prevention under the Health and Safety at Work etc. Act 1974.

The EMC will not ‘delegate’ its responsibility for ensuring that its employees follow safe working practice. The EMC will take full responsibility through the Senior Management Team and the Health & Safety Officer, for ensuring the health and safety of CVA’s staff (including staff working off site on CVA business) and volunteers, clients and members of the public  (on CVA premises) This responsibility will only be effectively exercised with the active co-operation and involvement of all employees.

The promotion of health and safety at work must be a shared objective between the EMC, Senior Managers and all staff.

CVA will provide and maintain safe and healthy working conditions within the framework of statutory requirements and Codes of Practice. CVA will provide relevant Health & Safety policy.

All staff and volunteers will receive training on this Policy, with an annual up-date. Once they have received their training, staff will be required to sign the last page of their copy of CVA’s Health and Safety Policy, to confirm their understanding of it and willingness to adhere to it.

Monitoring and evaluation of the practical application of this policy, including the codes of practice, will be carried out on a regular basis, by the SMT in conjunction with the designated Health & Safety Officer. Where applicable, changes will be made to ensure the policy and its codes of practice are effective. Consultation between staff and EMC, on accident prevention and safe working practice will be carried out on a n ongoing basis.

The Health and Safety Policy and its procedural guidelines will be reviewed and revised annually.

All EMC members and staff, will receive a full copy of the Health & Safety Policy, procedural document and appendices.

Chair of Executive Management Committee__________________________

Ratification date:___________________________________________________

This policy will be reviewed a year from the ratification date above.

Section 2 

OBLIGATIONS
CVA has a responsibility to ensure:

· the health, safety and welfare of its staff, volunteers and members of the public on its premises

· that systems of work and machinery are safe and without risk to the health of users

· that the workplace is maintained (including access areas) in a safe condition

· the provision of a safe working environment and adequate welfare facilities

· the provision of items or facilities required for employees to comply with Health & Safety regulations, eg. protective clothing

· that all staff and volunteers receive relevant training to enable them to adhere to this policy. Staff holding special responsibilities in relation to the implementation of this policy ie. Health & Safety Officer, First Aiders and Fire Marshals, will receive specialist training in order to carry out their duties effectively

· contractors will be made aware of (and requested to comply with) relevant safe working practices within CVA.

Employees have a responsibility to :

· work safely and efficiently for their own health and safety, and with due regard for the health and safety and welfare of others, including members of the public

· to adhere to health and safety working requirements and practices as laid down by Health & Safety legislation and rules and procedures as outlined by CVA’s policy

· to co-operate fully with the Health & Safety Office over accidents or incidents requiring investigation

· report all accidents, incidents and any potentially unsafe working conditions to the Health & Safety Officer

· not interfere with, abuse or remove anything provided in the interests of health and safety

· keep all access routes, escape routes, access to fire doors and firefighting equipment clear at all times

· exercise their judgement and only deal with potential hazards if they can do so without putting their safety or the safety of others as risk. If they are unable to deal with the matter, they must report it to the Health & Safety Officer, who will if necessary report it to a senior manager.

· not indulge in any form of drug-taking or consumption of alcohol (on or off the premises) which might cause risk to themselves or others who may be affected by their acts or omissions.
Section 3 

STRUCTURE
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EXECUTIVE MANAGEMENT COMMITTEE, SENIOR MANAGEMENT TEAM and HEALTH & SAFETY OFFICER
The EMC will take full responsibility, through its Senior Management Team and the Health & Safety Officer, for ensuring the health and safety of its staff (including staff working off site on CVA business), volunteers, clients and members of the public (on CVA premises). In the absence of the Health & Safety Officer, a designated member of the Senior Management Team will assume the Health and Safety Officer’s responsibilities. the EMC will designate one of its group to take on the role of Health & Safety representative. The EMC will receive a monthly report on Health & Safety matters.

The Senior Management Team comprises: the Manager of Eldon Day Centre, the Property Manager (based at Cornerstone House), the Voluntary Resources Manager and the Business Manager.

The Senior Management Team through their respective line management and supervisory responsibilities are responsible for:

· keeping up to date with relevant H&S legislation

· ensuring employees and contractors are aware of the Health & Safety Policy and adhere to the rules and procedures outlined in the policy

· keeping up to date with health & safety matters

· ensuring good housekeeping standards

· ensuring all access and exit routes are clearly marked and kept clear and, access to fire doors and firefighting equipment is clear at all times

· inspecting all existing equipment and equipment periodically

· assessing new equipment as it is ordered and installed, to ensure compliance with Health & Safety requirements

· carrying out regular health safety checks and risk assessments as outlined in the Health & Safety Policy

· ensuring accident reporting is carried out according to RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985)

· ensuring appropriate disciplinary action is taken in cases of clear breaches of Health & Safety rules

· taking part in monitoring, evaluation and reporting exercises as required.

The Health & Safety Officer will:

· keep up to date with relevant H&S legislation

· carry out workplace inspections as outlined in CVA’s Health & Safety policy

· investigate, in liaison with the relevant manager(s) and or safety representative(s), any accident or serious incident which occur in the workplace

· make regular reports and recommendations to the Senior Management Team and the EMC, to include: Monthly Health & Safety report, risk assessment report, training etc. (details in full H&S procedural document)

· receive copies of all relevant documentation relating to occurrences within the workplace. For example, Fire Marshals, First Aiders Etc.

· organise and keep records of staff Health & Safety training

· respond to safety issues brought to his/her attention, and action(s) taken in the appropriate log book, eg. accident book

· draft (in conjunction with relevant SMT member(s) and staff), promote and co-ordinate health and safety procedures within CVA

· ensure safe working procedure and practice, through regular review and revision

· communicate (in writing and through training programmes) any revisions to the Health & Safety Policy

· monitor and evaluate the staff training programme and where applicable make recommendations for further staff training requirements or changes in training emphasis.

FIRE MARSHALS and FIRST AIDERS

Fire Marshals (designated staff within CVA), are responsible for co-ordinating fire drill procedures as outlined in the full procedural guidelines of this policy (section 7). Their duties will include quarterly walk-through inspections of the premises, with the Health & Safety Officer. Any issues or concerns will be recorded by the Heath & Safety Officer. These will be made safe (where practicable). Incidents will be reported to EMC. Annual reports will be made to EMC via the Health & Safety Officer’s annual report.

First Aiders will be designated staff within CVA. Each of CVA’s properties (where practicable) will have at least two trained First Aid Officers. First Aiders will be responsible for the maintenance of First Aid boxes in CVA properties. Notices advising on the location of First Aid boxes and First Aiders will be displayed in all CVA properties. All incidents will be reported to the EMC. Annual reports will be made to EMC via the Health & Safety Officer’s annual report.

Section 4

TRAINING
The EMC will have access to training to ensure they understand their legal responsibilities and liabilities arising out of the Health & Safety Policy.

CVA will ensure its Health & Safety Officer, Fire marshals and First Aiders receive relevant training, information and support in order to carry out their duties effectively.

The EMC will receive regular reports on Health & Safety training undertaken by staff and any further training requirements. A report on staff training will also form part of the Health & Safety Officer’s annual report to EMC.

Section 5

MONITORING
The Health & Safety Officer, in conjunction with SMT, will ensure monitoring and evaluation of the Health and Safety Policy is carried out on a regular basis. reviews and revisions of the policy will be carried out in consultation with staff and EMC. Full documentation relating to monitoring will be available to EMC for reference.

Risk assessment forms and inspection record sheets will be held by the Health & Safety Officer. SMT members are responsible for ensuring that risk assessment is undertaken for all work areas and staff within their responsibility. Quarterly checklists monitoring the effectiveness of this policy will also be held by the Health & Safety Officer.

Once a year, the Fire Marshals and the Health & Safety Officer will be joined by the EMC’s Health and Safety Representative to conduct a full inspection of all CVA’s premises, using the Full Inspection Checklist. They will also audit the previous Quarterly Checklist to ensure H&S problems have been resolved where practicable.

Following the Full Inspection, the EMC Health & Safety Representative, in liaison with the Health & Safety Officer, will make a report to the EMC (this will also include training received by EMC members).

Section 6

REVIEW
The policy will be reviewed:

· to take account of any changes in regulations and legislation

· if there are significant alterations to CVA premises

· in response to previously unforseen events or incidents

· in response to the results of monitoring

· annually

· by the EMC, advised and supported by the Senior Management Team and the Health & Safety Officer. 


Section 7
FIRE PRECAUTIONS
The major factor in fatal fires is inadequate management of fire safety. Many fatalities are due to lack of procedures and/or training. If basis precautions are taken, and procedures followed, fire injuries and be avoided.

FIRE EQUIPMENT
In accordance with the Fire Prevention Act 1971, CVA undertakes to ensure that all equipment, alarms, extinguishers, etc. are in place as recommended by the London Fire and Civil Defence Authority. CVA will ensure that regular inspection, maintenance and recording takes place.

FIRE DRILLS
Fire drills will be held on a regular basis, and recorded. Staff are required to co-operate fully and to advise the Health & Safety Officer of any difficulties they experience or of any comments the y have that might enable improvements to be made.

OUTSIDE USERS OF CVA BUILDINGS
Hirers of the buildings will be given a copy of the Fire Action Sheet (see Appendix 1). This sheet will be issued along with Buildings Hire Information and Booking Form.

Fire Action sheets will also be posted on all notice boards and on all office doors (internally). This will be co-ordinated by the Health & Safety Officer.

All training events, meetings etc., held in CVA buildings will begin with a briefing on location of fire exits and instructions on what to do in the event of a fire.

RESPONSIBILITIES

For details of staff holding Fire Marshal responsibilities see Appendix 2.

The names of designated Fire Marshals must be listed on all Staff Notice Boards. Fire Marshals are responsible for informing the Health & Safety Officer of fire safety hazards. They are also responsible for ensuring that relevant advice is sought. They will be given support from a Senior Manager, who will be responsible for ensuring compliance with relevant legislation and the Fire Procedures guidelines.

INSPECTION, TESTING AND MAINTENANCE SCHEDULE

The designated Fire Marshal (Caretaker/Handyperson) is responsible for the inspection, testing and maintenance schedule, as outlined below. Any faults or difficulties identified must be reported to the Health & Safety Officer and appropriate action taken. A written log must be kept of the following checks.

a) Daily (Every morning): FIRE EXITS - Fire Marshals (on a rotational basis) are responsible for checking that all Fire Exits and escape routes to assembly points are clear and free from obstruction, inside and outside CVA’s buildings. All employees must take responsibility for removing obstructions (where possible) or reporting them to the Health & Safety Officer.

b) Weekly: FIRE EXTINGUISHERS must be checked and logged every Monday morning (Tuesday, in case of Bank Holidays) by the designated Fire Marshal (Caretaker/Handyperson).

c) Weekly: FIRE ALARM BUTTONS must be checked by the designated Fire Marshal (Caretaker/ Handyperson).

d) Yearly: FIRE EXTINGUISHERS must be checked by the designated company (CHUBB). The designated Fire Marshal (Caretaker/ Handyperson), in liaison with the Health and Safety Officer, is responsible for arranging annual inspections of all fire extinguishers, and ensuring that these are carried out and logged.

INSTRUCTIONS TO NEW STAFF AND VOLUNTEERS

· On their first day at CVA, new employees and volunteers must be given instructions regarding fire safety procedures. An Induction Checklist will be provided for all new employees and volunteers. The checklist will cover all areas of fire safety procedures, fire escape routes, names of Fire Marshals etc. Staff and volunteers are required to sign their induction pack to indicate that they have been taken through these procedures.

FIRE PRECAUTIONS TRAINING

· CVA will ensure that every staff member receives fire precaution training on an annual basis. Training will be organised by the Senior Fire Marshal. A record of all Fire Precautions Training undertaken by staff will be kept by the Health & Safety Officer.

· Training must include action on discovering a fire, hearing the fire alarm, raising the alarm, location and use of alarm points, calling the fire brigade, location and use of fire-fighting equipment, knowledge of escape routes, use of fire exits, appreciation of the importance of fire doors and the need to keep them closed at all times, the need to close all doors in case of fire, evacuation and roll call procedures.

FIRE SAFETY PROCEDURES

- are outlined in Appendix 2

CHECKING IN AND OUT PROCEDURES
CVA accepts full responsibilities for the Health & Safety of anyone on any of its premises. In accordance with its procedure for Fire Drills and Fire Safety it is vital that all visitors and licensees sign in and out when visiting CVA. Members of staff and licensees responsible for meeting visitors are responsible for ensuring that all visitors sign in and out of CVA premises.

MONITORING & EVALUATION
All procedures must be monitored and reviewed (in liaison with Fire Marshals and staff) and where appropriate, action must be taken by the Health & Safety Officer to address any problems identified.

REPORTING

All incidents will be reported to EMC. A report on fire safety will also form part of the Health & Safety Officer’s annual report to EMC.

Section 8

FIRST AID
FIRST AID TRAINING
CVA will ensure that (where possible) at least two members of staff on each site hold a current First Aid Certificate.

FIRST AID FACILITIES AND RESPONSIBILITIES

Details of these are outlined in Appendix 3

MONITORING & EVALUATION

All incidents must be evaluated taking into account all information outlined in the accident record book. Revisions to procedures and practice must be made by the Health & Safety Officer where appropriate.

REPORTING
All incidents will be reported to EMC. A report on First Aid will form part of the Health & Safety Officer’s annual report to EMC.

Section 9

ACCIDENTS, DANGEROUS OCCURRENCES AND NOTIFIABLE DISEASES

Any fatalities or major accidents incurred by anyone at CVA (such as a broken limb or an accident resulting in more that 24 hours in hospital, or a dangerous occurrence  (e.g. a ‘near miss’) must be reported immediately by telephone to the Local Authority’s Environmental Health Department (0181 760 5773) by the Health & Safety Officer or a Senior Manager in accordance with ‘Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995, ((RIDDOR) Appendix 4). Within ten days a written report (on form No. F2508, shown as Appendix 5) must be sent to the Local Authority’s Environmental Health Officer in liaison with the First Aider attending the incident, is responsible for writing a full report for the Environment Health Department.

In this instance ‘anyone at CVA’ includes anyone involved in CVA business out of hours and/or out of the building including home visits, residential holidays, outings, etc.

If the accident is not regarded as major, but results in more than three consecutive days off work (and this period includes weekends), a written report must be sent to the Environmental Health Department within seven days of the incident.

MONITORING & EVALUATION
All incidents must be evaluated taking into account all information outlined in the accident record book. Revisions to procedure and practice must be made by the Health & Safety Officer where appropriate.

REPORTING
All incidents will be reported to EMC. A report on Accidents, Dangerous Occurrences and Notifiable Diseases will also form part of the Health & Safety Officer’s annual report to EMC.

Section 10

EQUIPMENT AND MACHINERY
Through its Senior Management Team and Health & Safety Officer, CVA will ensure that any equipment bought will take into account working conditions and potential hazards that new equipment might cause. Equipment must only be used under suitable conditions for its intended purpose.

CVA will ensure that all equipment and machinery is maintained in safe working condition. Adequate information, instruction and training will be given to staff using equipment and machinery.

Staff must always follow instructions and safety procedures as outlined in the manufacturer’s instructions (where available). If staff have any doubts or queries they must raise them with the health & Safety Officer before attempting to use equipment. If there are is concern about the safety of a machine or appliance, staff should attach a danger tag to it and inform the Health & Safety Officer or a Senior Manager immediately. Only the Health & Safety Officer may remove a danger tag.
Procedures for using equipment and machines are outlined in the section ‘SAFE WORKING PRACTICES’ under ‘Equipment and Machinery - working procedures’ (page 21).
MONITORING & EVALUATION
Incidents arising from the use of equipment and machines will be investigated by the Health & Safety Officer. Where applicable, changes to working practice may be made.

REPORTING
All incidents will be reported to the EMC. The Health & Safety Officer will present a full report (including actions taken and recommendations) to the EMC.

A report on equipment and machinery will form part of the Health & Safety Officer’s annual report to the EMC.

Section 11

STAFF SAFETY AND SECURITY

CVA regards any incident in which an employee is abused, threatened or assaulted by anyone (in circumstances arising out of their employment) as violence at work. Attacks on property are included in this policy.

CVA defines violence as ‘behaviour which produces damaging of hurtful effects, physically and/ or emotionally, in other people’. This definition acknowledges that violence is subjective, and can be interpreted differently by individuals.

CVA is committed to making the workplace and work practices as safe as possible. Safe working practices are outlined in the Risk Assessment section under ‘Safe Working Procedures and Practices’ (page 18-20). These systems and practices must be followed in order to reduce risk and/ or respond to an incident.

SPECIFIC RESPONSIBILITY FOR THE SAFE MANAGEMENT OF VIOLENT SITUATIONS

Specific responsibility to diffuse and/ or manage violent situations rests with the Senior Managers. Ideally, any situation which looks as though it may become difficult should be handled by a Senior Manager.

HARASSMENT

Sexual, racial and all other forms of harassment (including harassment of lesbians, gay men, bisexuals and transsexuals) are regarded as a disciplinary issue by CVA. Incidents of harassment will be addressed in accordance with CVA’s Harassment Policy, (Disciplinary or Grievance Policies) may also be evoked as appropriate. In line with these policies all incidents will be reported to EMC.

SUPPORT AND COUNSELLING 

Any staff member, or volunteer, who has been subjected to abuse (verbal or physical) is entitled to receive support and/ or counselling form their line manager or from an outside agency such as Victim Support or an independent counsellor.

As part of their staff support and supervision sessions, Line Managers should ask their staff if they feel threatened, under stress or have problems. CVA will ensure that concerns raised are assessed and where possible remedied.

SAFETY AND SECURITY TRAINING

Staff safety and security training will be included in CVA’s Health & Safety staff training programme. Training in dealing with difficult or potentially violent situations will be included in the training programme.

A record of all training provided (in-house and external) and attendance will be kept by the Health & Safety Officer.

‘SAFE WORKING PROCEDURES AND PRACTICES’ in section headed ‘RISK ASSESSMENTS’ (page 15-17) outline procedural guidelines on:

· Working off site

· Working late off site

· Eldon Day Centre - Client Assessment Interviews - off site

· Safe Management of Violent Situations including: Awareness, Verbal Abuse, Threatening Behaviour and Actual Assault

· Employees working Alone

· Interviewing Procedures for Volunteer Bureau

· Burglary, etc.

· Cash Handling

· Access and Security - procedures

· Nuisance Phone Calls

· COSHH - Safe Working Practices including: Bodily Fluids, Blood, Vomit, Faeces, Incontinence Pad Changing

· Equipment and Machines - Safe Working Procedures

RECORDING, MONITORING AND EVALUATING

Any incidents covered by this section must be reported to the Health & Safety Officer who will make a record. Any staff witnessing an incident must also make notes (as soon as possible) and make these available to the Health & Safety Officer. An investigation of the incident will be carried out by a designated officer. A full report of the incident, including recommendations, will be presented to the EMC. Informed by the findings of the report and the decisions of the EMC, the Health & Safety Officer will review and/ or revise practice where necessary.

Procedures in the event of an incident as outlined in the section ‘SAFE WORKING PROCEDURES AND PRACTICES’ (PAGE 18-20) must be followed.

REPORTING

All incidents will be reported to the EMC. The Health & Safety Officer will present a full report (including actions taken and recommendations) to the EMC.

A report on staff safety and security will form part of the Health & Safety Officer’s annual report to EMC.

Section 12

SMOKING

CVA operates a no-smoking policy. All staff volunteers and visitors are requested to abide by this policy. Staff who do smoke have been designated a specific area where they smoke.

WELFARE

CVA will ensure that all toilets and washing facilities are maintained and kept clean. Liquid soap, suitable hand drying facilities and sanitary waste facilities will be provided.

Section 13

RISK ASSESSMENTS

Risk assessments are a means by which potential hazards can be identified. In order to create and maintain a safe and healthy working environment CVA will undertake risk assessments to identify and make safe potential hazards within the workplace. The Health & Safety Officer will co-ordinate risk assessments and programmes for making safe any potential hazards. All staff are required to co-operate, by reporting identified risks, and correcting these by adopting recommended safe working practices.

The Health & Safety Officer will ensure that relevant information is available on all potential hazards (including substances used in the work place) along with guidelines on their safe use.

Assessments will cover any substances hazardous to health, including gases, vapours, liquids, fumes, dusts and solids and any hazards associated with micro biological agents. Manufacturers of hazardous substances are required to provide hazard data sheets on demand.

See Risk Assessment Information Sheet (Appendix 6), Risk Assessment Forms (Appendix 6.1), Office Inspection Sheet (Appendix 6.2) and VDU Workstation Inspection Sheets (Appendix 6.3).

HAZARDS CONNECTED WITH VISUAL DISPLAY UNITS, COMPUTERS, WORK STATIONS, LASER PRINTERS AND PHOTOCOPIERS 

VISUAL DISPLAY UNITS, COMPUTERS, WORK STATIONS

CVA have a responsibility to comply with the Health & Safety Display Screen Equipment (DSE) Regulations 1992. These regulations apply to employees and volunteers who habitually use VDU’s for a significant part of their normal work.

CVA have a duty to:

· Analyse employees work stations covered by the DSE regulations 1992, assess and reduce risks.
CVA are required to look at the hardware, the environment and factors specific to the individuals using the equipment. The views of users may be sought as part of the assessment. Where risks are identified, CVA will take steps to reduce them.

· Ensure work stations meet minimum requirements.

These are good features that should be found in a workstation. For example, the screen should normally have adjustable brightness and contrast controls. This allows individuals to find a comfortable level for their eyes, helping to avoid the problems of tired eyes and eyestrain. Employers have until the end of 1996 to upgrade existing equipment (unless immediate action is necessary to reduce risks). Equipment used for the first time must comply immediately.

· Plan work so there are breaks or changes of activities.

The length or number of these is not specified precisely in the regulations, as the need for breaks depends on how intensely and for how long the employee has been using the VDU. Short, frequent breaks are better than longer, less frequent ones, and ideally the individual should have some discretion over when they are taken.

· On request arrange eye and eyesight tests, and provide spectacles if special ones are needed
Habitual users of VDU’s can request CVA to provide and pay for an eye and eyesight test. This is a test by an optometrist or doctor. These employees are also entitled to further tests at regular intervals - the optometrist doing the first test can recommend when the next should be. If in the meantime an individual has visual problems which may be related to work with VDU’s, the employer (CVA) has to provide another test on request.

· Provide health and safety training
This is to make sure employees can use all aspects of their workstation equipment safely, and know how to make the best use of it to avoid health problems, for example by adjusting the chair.

· Provide information
This should cover what the employer has done to comply with the regulations, such as the action taken to reduce the risk and arrange for breaks.

Specific guidelines for employees:

· Adjust your chair and VDU to find the most comfortable position for you work. As a broad guide, your arms should be approximately horizontal and your eyes at the same height as the top of the VDU casing.

· Make sure there is enough space underneath your desk to move your legs freely. Remove any obstacles such as boxes or equipment.

· Avoid excess pressure on the back of your legs and knees. A footrest, particularly for smaller users, may be helpful.

· Avoid sitting in the same position for long periods. Make sure you change your posture as often as practicable. Some movement is desirable, but avoid repeat stretching movements.

· Adjust your keyboard and screen to get a good keying and viewing position. A space in front of the keyboard is sometimes helpful for resting the hands and wrists while not keying.

· Avoid bending your hands up at the wrist when keying. Try to keep a soft touch on the keys and do not overstretch your finders. Good keyboard technique is important.

· Try different layouts of keyboard, screen and document holders to find the best arrangement for you.

· Make sure you have enough work space to take whatever documents you need. A document holder may help you to avoid awkward neck movements.

· Arrange your desk and screen so that bright lights are not reflected in the screen. Avoid directly facing windows or brought lights. Adjust curtains or blinds to prevent unwanted light.

· Make sure the characters on your screen are sharply focused and can be read easily. They shouldn’t flicker or move.

· Use the brightness control on the screen to suit the lighting conditions in the room.

· Make sure there are no layers of dirt, grime or finger marks on the screen.

The diagram below illustrates good VDU positioning and posture.

LASER PRINTERS AND PHOTOCOPIERS

Laser printers and photocopiers will be maintained in accordance with Equipment and Machinery outlined in Section 10.

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)

As part of it’s obligations under COSHH Regulations 1988, CVA will make provision, through the Health & Safety Officer, for assessing all hazardous substances. Staff will be informed of their ingredients and hazards associated with their usage. Staff will be provided with training in their safe use.

Initial COSHH assessments will be carried out by staff designated by the Health & Safety Officer. Assessment Forms will be filed together and kept for up to five years.

On the use of hazardous substances, the Health & Safety Officer will base their decisions on: availability of safer alternatives, controlling or preventing exposure, monitoring controls, using controls, monitoring exposure, health surveillance, information, instruction and training.

See Instructions for carrying out COSHH Assessment and Reviews (Appendix 7) Assessment Forms (Appendix 7.1)

REVIEWING COSHH ASSESSMENTS

Assessments will be reviewed annually, following the same procedure as for initial assessment. The review must also include amendments to practice where applicable.

REPORTING

All incidents resulting out of the use of substances hazardous to health will be reported to the EMC. A full COSHH report will form part of the Health and Safety Officer’s annual report to EMC.

ELECTRICAL SAFETY

Major electrical work may only be carried out by qualified electricians. Smaller electrical work may only be carried out by the Caretaker/ Handyperson. No other member of staff, volunteer or members of the public may carry out electrical work on CVA property. Procedures for dealing with electrical equipment are outlined under the section headed ‘Risk Assessment - Safe Working Practices’ must be followed.

MONITORING AND EVALUATION

All incidents will be investigated and recorded. Revisions to working practice will be made where appropriate.

REPORTING

Incidents arising from  electrical safety issues will be reported to the EMC. Electrical safety will form part of the Health & Safety Officers annual report to EMC.

CONTRACTORS

Contractors will be issued with CVA’s Health & Safety policy. They will be requested to comply fully with this and ensure that their working practice within CVA is safe and hazard free.

SAFE WORKING PROCEDURES AND PRACTICES

1
WORKING OFF SITE

All CVA staff planning to work off site should assess whether there is any undue risk involved in going to another premise. In most cases, for most staff there is unlikely to be any undue risk. Visits to (say) Taberner House is unlikely to bear a higher risk than working at 97 High Street. 

If a member of staff feels there is undue risk in working off site or making a visit they should take appropriate action to mitigate the risk. This might involve for example:

· Attending with a colleague

· Making (or asking a colleague to make) enquiries about a premises or organisation

· Making arrangements to phone CVA from the premises at a particular time to confirm there safety. It needs to be agreed what action CVA should take in the event of this phone call is not made.

· Not making the visit

· Other appropriate action

Managers should periodically review with staff the nature of visits being made and whether sufficient precautions are being taken.

2
WORKING LATE

Staff and anyone on CVA business, who work late or need to travel to or from an evening meeting will be entitled to a lift, if possible, or to hire a cab at CVA’s expense.

3
ELDON DAY CENTRE - CLIENT ASSESSMENT INTERVIEWS - off site

Eldon Day Centre staff visiting clients at home (assessment visits) should take the following steps to prevent a violent situation from developing.

· Under no circumstances must a staff member of CVA visit a client unless accompanied by a colleague.

· Before a visit is made, details of name, address, telephone number (if appropriate), expected time of arrival and return should be entered into the diary and register with the senior person on site.

· Before visiting clients make sure you have confirmed your visit both verbally and in writing.

· Arrive on time.

· Present your identification, introduce yourself and state the purpose of your visit, to the client and or carer.

· Consider all clients as individuals. Always help the person to maintain their self-esteem and dignity.

· Client who may need to wait for a place, must be given an explanation of the reason(s) in order to reduce any possible frustration, or disappointment.

4
SAFE MANAGEMENT OF VIOLENT SITUATIONS

Specific responsibility to diffuse and/or manage violent situations rests with the Senior Managers. Ideally, any situation which looks as though it may become difficult should be handled by a Senior Manager.

The Senior Staff comprise: the Senior Management Team (including: the General Manager, Business Manager, Volunteer Bureau Manager and Cornerstone House Manager).

4.1
AWARENESS

If a member of staff appears under pressure form a client, visitor or another employee, staff are expected to offer support. Staff must ensure that the person apparently at risk is not left alone. They must endeavour to summon help and if necessary contact the Police by dialling 999.

4.2
VERBAL ABUSE, THREATENING BEHAVIOUR

The health & Safety Officer will inform the EMC as soon as possible.  Following discussions between the Health & Safety Officer, the EMC and all staff concerned, a decision to report the incident to the police may be taken.

4.3
ACTUAL ASSAULT

Any staff or volunteers subjected to violence must report the incident, at the earliest possible opportunity, to a Senior Manager or the Health & Safety Officer, who will inform the EMC. If the victim has not already reported the incident to the police, the EMC after consultation with the victim, may decide to do so.

5.
STAFF WORKING ALONE IN CVA BUILDINGS

Staff working alone should take all reasonable precautions to ensure their safety. They should not admit anyone unknown to them who does not have an appointment with them. Staff working alone should make every effort to ensure somebody else knows that they are at work.

6.
INTERVIEWING PROCEDURES FOR VOLUNTEERS

A Volunteer Bureau interviewer should not be left on their own in the building when interviewing a prospective volunteer. There must always be two members of staff/ volunteer interviewers for evening appointments. 

If an interviewer is concerned about any potential threat/difficulty with a volunteer, they should alert someone - whether by going out to find information if the interview has started, or before starting. Reception should also make staff aware if they have any concerns about a potential interviewee. The alerted person should then keep an eye on the interview, e.g. By entering the interview room to get information. If the situation appears difficult, they should extricate the interviewer by giving them an urgent message. As a last resort, there is a panic button on the interview desk. Staff should be alerted to this and respond appropriately.

7.
BURGLARY, ETC.

If any employee arrives at any CVA building where there are signs of a break-in or of vandalism and they suspect the perpetrator to still be in the building, they must leave the premises and the telephone the police (by dialling 999 from a neighbour’s phone or a public call box). They should also contact a senior staff member if possible. Staff must not re-enter the building until the police arrive. There must be no exception to this rule. 

8.
CASH HANDLING

When handling cash, staff should take all reasonable precautions to ensure their own personal safety. They should try to avoid a regular pattern of trips to the bank. Money should be carried as inconspicuously as possible. When counting money, staff should, whenever possible, ensure that another person is in the building. In the event of an attempted robbery, staff should not attempt any resistance.

Where, as a result of special event, larger than normal amounts of money need to be banked or withdrawn from the bank, two people must make the journey.

9.
ACCESS AND SECURITY

Access to CVA’s building should only be achievable by reception allowing entrance or staff receiving visitors at the door. All visitors, volunteers or contractors must sign the visitors book on arrival and departure.

Procedures for Access and Security of CVA’s Office and Cornerstone House are outlined in Appendix 9.

10.
NUISANCE PHONE CALLS

Incidents of nuisance phone calls must be reported to the BT operator. They will provide advice on how they intend to monitor or screen calls and identify the caller. A full report will be submitted to the EMC by the Health & Safety Officer. Depending on the severity of the situation the Police will be informed.

COSHH - SAFE WORKING PRACTICES

BODILY FLUIDS  

Caution should be used when clearing up or dealing with the bodily fluids of others. It is not necessary for staff to wear rubber or other protective gloves in these situations unless:

they have a cut or sore that is not covered by a waterproof dressing or by a natural covering of scab which is at least 24 hours old

they have a skin condition, such as eczema, which causes a break or breaks in the skin

Spillage onto the floor should be cleaned with a bleach solution or with very hot, soapy water.

BLOOD

Guidance is outlined in Appendix 3.1

VOMIT

Infections can be transmitted by vomit. Vomit must be cleared up as soon as possible using disposable clothes, appropriate disinfectants and wearing disposable or rubber gloves. Affected areas must be washed thoroughly.

FAECES

Faeces may contain infections such as dysentery or gastro-enteritis and so gloves should be worn. Unless disposable gloves are used, gloves should be washed using soap and warm water when the job is finished. Incontinence pads and disposable gloves should immediately placed in special bins provided. Staff changing a soiled client should follow the procedures outlined below.

INCONTINENCE PAD CHANGING

The pads must be disposed of in the appropriate sanitary bins, which are collected and replaced fortnightly.

EQUIPMENT AND MACHINES - SAFE WORKING PROCEDURES

 All food preparation and other equipment should be kept clean and safe - broken or dangerous equipment must be thrown away.

All staff should follow the guidance below when operating machinery.

STAFF MUST ENSURE THAT:

· they know how to stop the machine before they switch it on

· all fixed guards are fitted, secure and that all mechanical guards are in working order

· all materials to be used are clear or the machine’s working parts

· the area around the machine is clean, tidy and free from obstruction

· the Health & Safety Officer is told at once if there are in any doubts about the working order of the machine 

· appropriate protective clothing and equipment, such as goggles or heavy gloves are worn by the operator

· machine is switched off before it is cleaned

· goggles and face masks must be worn for tasks which might result in dust being produced or circulating in the air

STAFF MUST NEVER:

· use a machine unless they are authorised and trained to do so

· attempt to clean a machine in motion

· use a machine or appliance which has a danger sign or tag attached to it

· wear dangling chains, loose clothing, rings or loose long hair which could get caught up in moving parts

· distract people who are operating machines

IMPORTANT: If staff have any doubts or queries they must raise them with the Health & Safety Officer before attempting to use equipment. If there is concern about the safety of a machine or appliance, staff should attach a danger tag to it and inform the health & Safety Officer or a Senior Manager immediately. Only the Health & Safety Officer may remove a danger tag.

Procedures for working on Ladders, Roof Work and Tolls are outlined in Appendix 11.
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