BLAH Area Health and Safety Policy

Area Board’s Statement

The Health and Safety Policy is the foundation for safety within our organisation and must, therefore, have the full commitment of all staff employed by the Area.

As the Area Board we are committed to the values expressed within this document - to the Health, Safety and Welfare of all our employees and other persons who visit us at work.

Disclaimer

The Area Health and Safety Policy is in addition to both the BLAH Departmental (National) Health and Safety Policy and to the Regional Health and Safety Policy. It is intended to be a clarification of local procedures and should be used in conjunction with both the Departmental and the Regional Health and Safety policies, not as a replacement for them.

1.
Introduction

1.1
This policy is issued in accordance with the requirements of the Health and Safety at Work Act 1974 and describes how BLAH Area will discharge its duties under the Act.  The Area will monitor the effectiveness of this policy at regular intervals, and will revise and amend it whenever appropriate.  The Area comprises THINGY, Corporate Services, WOTSIT and DOODAH business streams.

1.2
The Act places a duty on employers to promote health, safety and welfare at work, and provide the necessary information, training and supervision of staff.  It also places a duty on all individuals to take reasonable care of the health and safety of themselves and any other persons who may be affected by their actions or omissions.

1.3 The Area has a duty to ensure that all persons using its premises are protected from reasonably foreseeable hazards.

2. Organisation and Responsibilities

2.1
All Employees

Under the Health and Safety at Work Act 1974, all employees have the following legal obligations and duties:

a) To help maintain a safe and healthy working environment

b) To ensure that they take reasonable care for the health and safety of themselves and of others who may be affected by their actions or omissions

c) To observe and conform to all health and safety rules and best practice at all times, and to make themselves familiar with the Departmental, Regional and Area policies and information.

d) To co-operate with line managers, safety personnel and others having responsibility for health and safety, to ensure all health and safety requirements are met.

e) To report all seen accidents, incidents, near misses, hazards or damage to their line manager, or to the Area Health and Safety Manager.

f) To co-operate with all health and safety arrangements, including Risk Assessments

g) To comply with any risk reduction measures that are identified

h) To attend Health and Safety Training, as required.

i) To report to their manager any health issues that may affect their wellbeing and/or the ability to carry out their required duties.

j) Where an employee undertakes manual handling operations, or where an employee undertakes special duties such as first aider or fire warden, the employee will use the provided safety equipment as required or necessary in a safe and responsible manner, having completed appropriate training.

Also, any employee may make suggestions to improve health, safety and welfare within the work environment to their line manager or to the Area Health and Safety Manager.

2.2 Line Managers/Managers

While fulfilling their obligations, listed above, as with all employees, they have additional responsibilities within the legislation and due to Departmental, Regional and Area Policy. All persons having managerial responsibilities:

a) Will familiarise themselves with Departmental, Regional and Area Policy, Statutory Regulations, good practice and guidance as issued.

b) In compliance with BLAH Management standards, shall ensure that all health and safety rules are observed, continually promoting and managing safe practices so that the employer can comply with statutory duties

c) Shall ensure that adequate supervision is exercised at all times, particularly where new and expectant mothers, young, or inexperienced workers are concerned.

d) Shall ensure that persons in their section/team, and/or under their control, are adequately trained and are fully aware of the hazards associated with their work

e) Shall ensure that all persons in their section/team know the evacuation procedures and what to do in case of a fire.

f) Shall take control of a situation where a member of their section/team becomes ill while at work or has an accident, and ensure that a first aider and/or medical assistance is summoned as soon as possible.

g) Shall ensure that all persons in their section/team know the identities of authorised first aiders within the building, and where to locate first aid facilities, equipment and the Accident Book.

h) Must promptly inform the Area Health and Safety Manager and site Trade Union Health and Safety Representative(s) about all accidents or incidents. This should alert the right people to make the situation safe without delay.

i) Must investigate any accident or incident, preferably in conjunction with the Area Health and Safety Manager and a Trade Union Health and Safety Representative, as soon as possible to discover the cause.

j) Where specifically required, must complete accident and other relevant reports, for all accidents, injuries or damage. Where an incident/accident results in absence from work, then the completed incident form and associated information must be sent to the Area Health and Safety Manager within 3 working days.

k) Where necessary, shall instigate the Risk Assessment process and act on its recommendations

l) Shall ensure that all defects in furniture, equipment and machinery are promptly reported by means of the agreed fault reporting systems. Also, ensure that all plant, equipment and machinery in their section is safe to use.

m) Shall maintain good housekeeping within their sections/site locations at all times by use of inspection and observation.

n) Shall seriously consider any representation about health, safety or welfare from other employees.

2.3 Business Environment Team

All members of the Business Environment Team will fulfil the same duties of care as all other employees, but some members of the team will be expected to carry out additional responsibilties.

2.31 Local Business Environment/Building Facilities Representatives

a) Will liase with the Area Health and Safety Manager and others in matters relating to building maintenance and contract procedures under the Strategic Transfer of the Estate to the Private Sector (STEPS).

b) Will ensure that reasonable measures are taken to protect staff and members of the public from any damaged equipment or facilities until repairs can be effected.

c) Will ensure that the Area Health and Safety Manager is informed of any health and safety issues which require attention which they cannot resolve themselves.

d) Will maintain site and building records in accordance with Departmental, Regional and Area Health and Safety Policies

2.32 Local Risk Assessors

a) Shall effectively conduct suitable and sufficient assessments of the risks arising out of all work activities in accordance with Departmental, Regional and Area policies and procedures. 

b) Shall carry out all necessary risk assessments and reviews to meet the timetable set out in the Area Risk Assessment Plan. 

c) Shall submit all reports of findings and recommendations to the Area Health and Safety manager within 7 working days of completing the risk assessment.

2.3
Business Environment Team continued


2.33 Area Health and Safety Manager

In addition to exercising duty of care both as an employee and as a manager, detailed above, the Area Health and Safety Manager:

a) Will have a thorough knowledge of Departmental, Regional and Area policies regarding health, safety and welfare matters, together with Statutory Regulations, good practice and guidance, as issued.

b) Must co-operate with the Regional Health and Safety Adviser on all matters.

c) Will co-ordinate and monitor arrangements for safety throughout the Area in conjunction with the Regional Health and Safety Adviser and in compliance with BLAH Management Standards.

d) Will develop short, medium and long-term strategies for health and safety within the Area based on the finding of inspections, audits and risk assessments, or on advice from health and safety advisors.

e) Will identify and put in place safety/risk management procedures and ensure these are published. Will maintain and develop, publish and update, as necessary, Area policies on health, safety and welfare.

f) Will prepare, control and manage the Area Health and Safety Action, Risk Assessment and Training Plans, monitoring and reviewing these plans as required. 

g) Will ensure that duties providing adequate arrangements for health and safety are assigned, accepted, and implemented at all levels across the Area.

h) Will ensure that adequate health and safety training is provided to staff as appropriate

i) Will prepare, control and manage the annual Area Certification of Health and Safety Conformance process. 

j) Will conduct regular safety audits of accommodation and review reports and recommendations on a regular basis.

k) Will control and manage the Area Health and Safety liaison, consultation and communication process with TUS, ensuring that health and safety issues can be discussed at regular Whitley sub-committee meetings as well as on an as-required basis.

l) Will report on a quarterly basis the progress and achievement against plans to the Area Management Board, copying this to the Health and Safety Committee members, and sending a copy to the Regional Health and Safety Advisor by using the Monthly Reporting Matrix (contained in the shared Health and Safety folder.)

m) Will liaise with local building facilities managers, business environment representatives, Contract Management Units and others in matters relating to building maintenance and contract procedures under the Strategic Transfer of the Estate to the Private Sector (STEPS)

n) Shall draw to the attention of all persons, engaged to carry out work within the offices in their Area, their responsibility to see that they are fully conversant with Departmental, Regional and Area policy and practices.

o) Will monitor and review all appropriate logbooks and written records pertaining to health and safety, reporting problems and inconsistencies to the Regional Health and Safety Adviser. 

p) Will comply with the Area’s incident and accident reporting procedure including initial remedial action where necessary arising from an investigation into the circumstances of accidents and incidents.

q) Will ensure that all accident report forms are completed for all accidents involving injury, damage or lost time, notifying the enforcing authority concerned. 

r) Will liaise with the Regional Adviser to investigate all accidents promptly to discover their causes and eliminate recurrence. 

s) Will respond to requests from Managers for action on health and safety matters.

t) Will share information with other managers within the Area, and within Region, which may affect the safety of their teams.

u) Will ensure that suitable fault reporting systems are in place and shall seriously consider any representation about safety and health from other employees.  

2.4 Area Board 

The Area Board consists of the Area Directors for THINGY, DOODAH and Corporate Services and Senior WOTSIT Manager. As individuals, they have the same duties as all employees and also as the same duty of care as other managers with regard to health and safety.

2.41 Area Directors

As members of the Area Board, they have additional responsibilites for the health, safety and welfare of employees within the area, so they:

a) Will have a reasonable knowledge of the requirements of Health and Safety legislation and will fully understand the wider legal obligations within good health and safety practice.

b) Will be fully accountable, via the Area Director, Corporate Services, to the Regional Director, for the continued operation of Departmental, Regional and Area health and safety policy and good practice. 

c) As Officers in Charge, will be responsible for the completion of Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) reports in the case of accidents or incidents, when required, and ensure that the completed report is forwarded to the enforcing authority in accordance with Departmental guidelines.

d) Shall seriously consider any representation about health, safety or welfare from other employees. 

2.42 Area Director, Corporate Services

Has the same duty of care as other members of the Area Board, but as the Officer in Charge of staff in the Business Environment Team, including the Area Health and Safety Manager:

a) Will be fully accountable to the Region Deputy Director, Corporate Services, for the continued operation of Departmental, Regional and Area health and safety policy and good practice. 

b) Will appoint a sufficient number of competent persons, providing sufficient time, training and necessary means to ensure delivery of the Departmental, Regional and Area arrangements for health and safety. 

c) In compliance with BLAH Management Standards, will otherwise give effect to the Departmental, Regional and Area arrangements for the effective planning, organisation, control, monitoring and review of health and safety. 

d) Shall seriously consider any representation about health, safety or welfare from other employees.

2.5 All Other Persons on BLAH Premises

This section is with regard to persons who have been contracted or sub-contracted to perform work, such as building works or similar maintenance, within the Area. They:

a) Shall observe BLAH Departmental, Regional and Area safety rules and instructions given by persons enforcing BLAH safety policy. 

b) Shall not work on BLAH premises until all the rules are read, understood and accepted. 

c) Shall not work on BLAH premises until duly authorised and covered by insurance against risk

3.
Management Responsibilities

3.1 The Area Board has delegated the duties of implementing health and safety legislation, and advice on action arising from it, to the Area Director (Corporate Services).  These duties will be carried out by the Area Business Environment Manager, using where appropriate the appointed Risk Assessors and Business Environment Representatives. 

3.2 The Business Environment Manager, in the Area Health and Safety Manager role, will act as Lead Manager with responsibilities for health and safety in general areas but other managers will have a general responsibility for inspection and surveillance of their areas.  

3.3 Local Business Environment Representatives will advise the Business Environment Manager of any health and safety issues which require attention which they cannot resolve themselves.

4.
Consultation with Employees

The Area’s Health and Safety Committee is the means by which the Area will achieve by joint consultation the effective co-operation and involvement of all employees in health and safety matters as required in the Health and Safety (Consultation with Employees) Regulations 1996.  

This Committee will be concerned with the promotion of co-operation between management and staff in instigating, developing and carrying out measures to ensure the health and safety at work of the staff, and acts as a focus for staff participation in the prevention of accidents and avoidance of risk.Hel


4.1 
Area Health and Safety Sub-Committee

This has been set up in accordance with the Regulations on Safety Representatives and Safety Committees 1977, as amended by the Management of Health and Safety at Work Regulations 1992, and the Health and Safety (Consultation with Employees) Regulations 1996. It consists of Trade Union Health and Safety Representatives elected by the Trade Union membership, and Official Side Representatives appointed on behalf of the Area Board.

The Area Health and Safety Committee will cover the following functions:

a) To act as the Area’s co-ordinating body for consultation on all health and safety related policies and procedures.

b) To act on issues arising within the area of common interest, with a view to establishing a uniform approach to problems throughout the area.

c) To advise the Area Board of any areas of risk arising from health and safety issues at local level.

d) To represent staff in consultation with management under Section 2(6) of the Health and Safety at work Act.

e) To receive information from Health and Safety Inspectors in accordance with Section 28(8) of the Health and Safety at Work Act.

Without prejudice to Sections 7 and 8 of the Health and Safety at Work Act, these functions do not impose a duty on Safety Representatives but indicate a range of activities in which they would be concerned.

4.1.1 Trade Union Health and Safety Representatives

The Area Board recognises that Safety Representatives require time off from their normal employment to carry out safety duties. The Area Board also recognises that Safety Representatives require training to make their contribution effective.

5.
Employees’ Involvement in Health and Safety

5.1 Every employee has a legal duty to take the reasonable care of his/her health and safety and the health and safety of other persons who may be affected by his/her actions or omissions.  The Area Board intends that all employees shall understand their duty of care under the health and safety requirements.  

5.2 Health and Safety awareness will be part of the training given to all staff during the induction period and special training will be made available to employees whose work requires more detailed knowledge of health and safety.

6.
Accident/Incident Reporting Procedure

6.1 Accident Books are located at each site within the Area and employees are to be made aware of their location during the induction process.  

6.2 It is each individual’s responsibility to report any incidents or accidents.  

6.3 It is the Manager’s responsibility to ensure that they are recorded, investigated, documented and the appropriate remedial action to prevent/reduce the likelihood of recurrence is taken and a record made.  

6.4 Where an incident/accident results in absence from work, then the completed incident form and associated information must be sent to the Area Business Environment Manager within 3 working days. This allows time to report within the maximum time period allowed under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995.

7.
Policy Review and Board Approval

7.1
The Policy will be reviewed at least annually and updated as necessary and all revisions will be communicated to those affected by the changes.

7.2
This Policy replaces any existing Health and Safety Policy and was approved by the Board in MONTH YEAR.

8.
Policy Statement

8.1
The Area Board is committed to compliance with Health and Safety legislation, Health Service mandatory requirements and good practice.

8.2
The Area Board accepts its responsibilities as imposed under the Act, and will ensure, so far as reasonably practicable, the health, safety and welfare at work of its employees, or other persons using premises occupied by the Area.  The Area Board’s obligations under the Act include the following tasks:

a) Providing expertise, ensuring that Health and Safety processes and procedures are understood, involving the Facilities and/or IT Management Partners where appropriate.

b) Appointing trained risk assessors ensuring that risk assessments are carried out and acted upon.

c) Establishing a healthy and safe workplace in accordance with Regulations, Codes of Practice, manufacturer’s instructions or any other approved standard.

d) Providing and maintaining safe equipment for use at work.

e) Making appropriate arrangements to monitor the health of its employees, through the Attendance and Occupational Health process.

f) Providing for safe use, handling, storage and transport of equipment and supplies.

g) Ensuring safe access to the workplace, and formulating effective procedures and plans for the evacuation of buildings in the event of emergencies.

h) The inclusion of Health and Safety objectives in the Performance Agreements of all staff will be mandatory.
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