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1. Introduction

Rastha Community Advice & Training Centre is committed to ensuring that we carry out all our activities in a manner that protects the health and safety of our staff, volunteers and our service users.  These include: 
-
employees
- 
sessional workers
- 
clients

-
learners
-
visitors to the business premises
-
other stakeholders and contacts.

We will carry out the following measures in order to fulfill this commitment.


2.
Insurance

We will have in place at all times the following insurance cover:
-
public liability
-
professional indemnity
-
employers’ liability.


3.
Risk assessment

We will undertake thorough risk assessment and monitoring for all projects undertaken by the Centre.  Where staff or volunteers are undertaking an activity that has been identified as putting them at any risk, the necessary steps will be taken to either minimize or eliminate that risk.  (See Appendix 1).  These arrangements will be reviewed in the event of any incident that could put any employee, sessional worker, volunteer, learner or client at risk.


4.
Health and Safety Training

All new staff or volunteers will be provided with health and safety training/briefing to ensure they are fully equipped to:
a)
take responsibility for their own and colleagues’ health and safety

b)
alert management of potential risks/hazards

c)
understand and meet the needs of vulnerable customers


A first-aider will be identified/trained in the Rastha Centre.


All staff and volunteers will be informed about their duty to record

any accidents or near misses in the Centre’s accident book.


5.
Working Environment

The Rastha Centre will provide its staff/associates/customers with a safe working environment.  Weekly checks will be undertaken of the Centre by the Administration Manager to ensure that any hazards are identified and removed.  

Regular checks will be undertaken of:
-
sprinkler system
-
fire alarms
-
smoke alarms
-
electrical appliances
-
first aid boxes
-
accident records

· office lighting 

· work-stations.


A fire drill will be undertaken twice yearly.


6.
Work outside the Centre

All premises hired or used by the Centre will be required to meet satisfactory health and safety standards.


7.
Service delivery


7.1 Any advice work, training, meetings or other group activities organized by the Centre will be undertaken in a manner which will ensure the health and safety of all participants.  


7.2 All staff responsible for delivering training will be provided with a checklist to ensure they have familiarised themselves with the premises and support available in the event of an accident, fire or other incident which could jeopardize the safety of our clients. (See Appendix 2)  We are committed to creating a safety culture in all aspects of our service delivery and will ensure the safety of our learners at all times.  All participants will be advised of fire and accident procedures as a standard part of their induction.  No activities will be authorized that could put learners/ customers at risk.


7.3 All learning programmes of 20 hours contact time or more will include the opportunity for learners to comment on health and safety arrangements.


7.4 Where our work with clients includes the arrangement of work experience, the host employer will be asked to co-operate with our health and safety check to ensure the learner is not exposed to unreasonable risk.  (See Appendix 3)


8.
Monitoring and review

This policy will be kept under review on an annual basis.  



Appendix 1


Arrangements for risk assessment:

Rastha Community Advice & Training Centre recognizes that risk assessment is an important step in protecting our staff, volunteers, learners and other service users, as well as complying with the law.  We will follow the five step procedure recommended by the Health and Safety Executive to embed a safety culture within the organisation.

Step 1:  Identify the hazards

Regular assessments will be made of the working environment (whether at the company base at the Centre or on location at an external venue) by walking round and looking at what could reasonably be expected to cause harm.

Employees, volunteers, sessional workers and service users will be asked what they think about any hazards they may identify.

A full pack of HSE leaflets will be available for all staff and volunteers at the Centre for reference purposes.

The responsible officer for the Centre (the Administration Manager) will visit the HSE website www.hse.gov.uk  on a bi-monthly basis to identify practical guidance on where hazards occur and how to control them.

Manufacturers’ instructions will be read carefully on chemicals and equipment to identify any hazard.  Accident and ill-health records will be reviewed to identify less obvious hazards.

Step 2::  Decide who might be harmed and how

Where a hazard is identified, we will be clear about who might be harmed.  In each case, we will identify how they might be harmed.

We will include in this process the additional risk of potentially vulnerable staff, volunteers, service users and other visitors to the premises  e.g. young people, pregnant women, disabled people.

Step 3:  Evaluate the risk and decide on precautions

When a hazard has been identified, a decision will be made about what to do about it.  Wherever possible, efforts will be taken to eliminate the hazard altogether.

Where this is not feasible, steps will be taken to control the risk identified so that harm is unlikely e.g. prevent access to hazard, reduce exposure to hazard, provide protective equipment, provide welfare facilities.

Staff, volunteers and service users will be involved in this process wherever practicable.

Step 4:  Record our findings and implement them

The results of our risk assessments will be written down and shared with our team.  We will keep our records brief but will ensure that they demonstrate that:
- a proper check was made
-  we considered who might be affected
-  we dealt with all significant hazards
-  precautions were reasonable
- staff were involved.

Actions will be recorded in a regularly updated health and safety development plan.


Step 5:  Review our risk assessment and update if necessary

A formal review of both the health and safety policy and our risk assessment processes will be undertaken on an annual basis.  However, if there is a significant change in working practices during the year, the procedure will be reviewed at that time.

The form below will be used to record the risk assessments.

	The Rastha Centre    Health and Safety Risk Assessment Record Sheet

	Date
	What are the hazards?
	Who might be harmed and how?
	What are we already doing?
	What further action is necessary?
	Who will take action and by when?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix 2

Checklist for trainers/tutors/chairs managing groups for learning or meetings for the Centre

	No.
	Question 
	Response
	Action (if any)

	
	
	
	

	1.
	Have you found out where the toilets are for you and your learners?
	
	

	2.
	Have you checked with Reception if a fire alarm is planned, what the evacuation procedure is and found out where the fire escapes/fire alarm and fire extinguishers are?
	
	

	3.
	Have you checked with Reception if there is a first aider on site, if there are adequate facilities and equipment in the event of an accident or medical incident and what the procedure should be to get help?
	
	

	4.
	Do you have a plan of action in the event of an emergency to ensure the safety of your learners?
	
	

	5.
	Have you checked the arrangements for refreshments, lunch etc and know what to tell your learners about these?
	
	

	6.
	Have you checked your list of attendees’ application forms for any disabled beneficiaries and if so, have you decided what additional support you may want to put in place to ensure they participate fully?
	
	

	7.
	Do you know the arrangements for bursary and travel claims?
	
	

	8.
	Have you checked the class/meeting room for any potential hazards to health and safety?
	
	

	9.
	Is the room a suitable space for effective learning to take place?
	
	

	10.  
	The room is prepared for effective learning to take place and all the resources required to deliver learning are available.
	
	


Venue Date………………………………………………. 

Responsible person’s Name…………………………..



Rastha Centre:  Health and Safety Development Plan



	Period:  April 2009 – March 2010



	Issue
	Proposed Action
	Responsibility
	Date 

completed

	
	
	
	

	Accident Book
	Purchase
	AM
	

	Safety signs outside building re: steps/ramps
	Get signs printed

Get signs displayed
	AM
	

	Full electrical check of Centre equipment
	Commission electrician to do check 
Get certificates of approval
	AM


AM
	

	Smoke alarms
	Get smoke alarms fitted throughout Beehive Mills
	AM
	

	Brief staff and volunteers on health and safety issues
	Plan for 18/10/09
	CM
	

	COSSH regulations and toxic substances
	Label toxic substances with handling advice
	AM
	


Health and Safety Checklist for Work Experience

	1
	Health and Safety Policy
	Yes/No
	Evidence / comments

	A
	Is there a clear commitment to health, safety & welfare (written policy statement mandatory when 5 or more employees)?
	
	

	B
	Are the responsibilities and arrangements for health and safety clearly stated (recorded when 5 or more employees)?
	
	

	C
	How are the commitment, responsibilities and arrangements for health & safety (in 1A – 1C above) communicated to employees? 
	

	
	Assessment of Standard 1:
	Met
	Part met
	Not met


	2
	Risk assessment and control
	Yes/No
	Evidence / comments

	A
	Have risk assessments been carried out and significant risks identified?
	
	

	B
	Have the significant findings and details of any groups identified as being especially at risk been recorded (mandatory where 5 or more employees)?
	
	

	C
	Have control measures been identified and put in place as a result of the risk assessments?
	
	

	D
	Do the risk assessments take into account young persons, including giving consideration to their age, inexperience, immaturity and lack of awareness of risks?
	
	

	E
	Give details of the risks and control measures relating to the occupations and the specific activities carried out in the workplace.
	

	F
	How are the risks and control measures explained to employees and others? 
	

	
	Assessment of Standard 2:
	Met
	Part met
	Not met

	3
	Accident, incidents and first aid
	Yes/No
	Evidence / comments

	A
	Have adequate arrangements for first aid materials been made?
	
	

	B
	Have adequate arrangements for trained first aid persons been made?
	
	


	C
	Are accidents and first aid treatment rendered recorded?
	
	

	D
	Are or will all legally reportable accidents, incidents and ill-health be reported to the enforcing authority and the Learning and Skills Council and will they be investigated?
	
	

	E
	How are the arrangements for accidents, incidents, ill-health and first aid made known to all employees?
	

	
	Assessment of Standard 3:
	Met
	Part met
	Not met


	4
	Supervision, training, information and instruction
	Yes/No
	Evidence / comments

	A
	Are employees provided with adequate competent supervision?
	
	

	B
	Is initial health and safety information, instruction and training given to all new employees on recruitment?
	
	

	C
	Is ongoing health and safety information, instruction and training provided to all employees and recorded?
	
	

	D
	How is the effectiveness of health and safety information, instruction and training assessed, and is the assessment recorded?
	

	
	Assessment of Standard 4:
	Met
	Part met
	Not met


	5
	Work equipment and machinery
	Yes/No
	Evidence / comments

	A
	Is correct machinery and equipment provided to the appropriate standards?
	
	

	B
	Is equipment adequately maintained?
	
	

	C
	Are guards and control measures in place as determined through risk assessment?
	
	

	D
	Are safe electrical systems and equipment provided and maintained? 
	
	

	
	Assessment of Standard 5:
	Met
	Part met
	Not met


	6
	Personal protective equipment and clothing
	Yes/No
	Evidence / comments

	A
	Is PPE/C provided, free of charge, to employees as determined through risk assessment?
	
	


	B
	Is training and information on the safe use of PPE/C provided to all employees?
	
	

	C
	Is the proper use and storage of PPE/C enforced and maintained and replaced?
	
	

	
	Assessment of Standard 6:
	Met
	Part met
	Not met

	
	
	
	

	7
	Fire and emergencies
	Yes/No
	Evidence / comments

	A
	Is there a means of raising the alarm and fire detection in place?
	
	

	B
	Are there appropriate means of fighting fire in place?
	
	

	C
	Are effective means of escape in place including unobstructed routes and exits?
	
	

	D
	Is there a named person(s) for emergencies?
	
	

	E
	Is fire-fighting equipment, preventive measures and emergency arrangements maintained, including through tests and practise drills? 
	
	

	F
	Is a fire log/record book kept?
	
	

	
	Assessment of Standard 7:
	Met
	Part met
	Not met


	8
	Safe and healthy working environment
	Yes/No
	Evidence / comments

	A
	Are premises (structure, fabric, fixtures and fittings) safe and healthy (suitable, maintained and kept clean)?
	
	

	B
	Is the working environment (temperature, lighting, space, ventilation, noise) an appropriate safe and healthy one? 
	
	

	C
	Are welfare facilities (toilets, washing, drinking, eating, changing) provided as appropriate and maintained?
	
	

	
	Assessment of Standard 8:
	Met
	Part met
	Not met


	9
	General health and safety management
	Yes/No
	Evidence / comments

	A
	How does the employer consult and communicate with employees and allow them to participate in health and safety?
	

	B
	Does the employer provide medical / health screening as appropriate and any required medical / health surveillance?
	
	

	C
	Does the employer have access to competent health and safety advice and assistance?
	
	


	D
	Does the employer review health and safety annually?
	
	

	E
	Does the employer display the necessary signs and notices?
	
	

	F
	Has an OSR1 / F9 been completed and sent to the enforcing authority?
	
	

	G
	Is employers liability insurance current and other insurance in place as appropriate to the business undertaking? 
	
	Insurer’s name:

Policy number:

Expiry date:

Insurer informed of learners? YES / NO / N/A

	H
	How does the employer assess, review and update employees’ capabilities?
	

	I
	How does the employer manage employees’ work when it is away from the employer’s own premises or when employees are placed with another employer / site?
	

	
	Assessment of Standard 9:
	Met
	Part met
	Not met























Appendix 2.2.2: 


Health & Safety Policy








