Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Health & Safety Policy
1. General Statement
The general policy of Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) under the Health and Safety at Work etc. Act 1974 and The Management of Health and Safety at Work Regulations 1999 is to:
· Control the risks arising from our activities and protect the Health & Safety of Trustees, staff, volunteers, members, service users and anyone who attends CDGNS’s premises or groups.
· Provide and maintain a safe environment and equipment, and safe and healthy working conditions, and keep records of Health & Safety checks.
· Provide suitable information, instruction and supervision for staff, volunteers and those who use CDGNS’s services.
· Ensure that all staff and volunteers are competent to carry out their tasks and provide them with adequate training.
· Consult with our staff and volunteers on matters affecting their Health & Safety, including work-related stress.
· Review and revise this Policy as necessary, at least annually.

2. Responsibilities
The Trustees of CDGNS have overall and final responsibility for Health & Safety.

The person with day-to-day responsibility for ensuring that this Policy is put into practice is the Manager.

Acceptance of this Health & Safety Policy is a condition of appointment for Trustees, of employment for staff and of acceptance for volunteers. Trustees, staff and volunteers must ensure that they are familiar with this Policy and adhere to it all times. All staff and volunteers must:

· Cooperate with their line manager on Health & Safety matters.
· Not interfere with anything provided to safeguard their Health & Safety.
· Take reasonable care of their own Health & Safety.
· Report all Health & Safety concerns to an appropriate person as detailed in this Policy.

3. Information, Instruction and Supervision
3.1. Health & Safety law

The approved Health & Safety Law poster from the Health & Safety Executive (HSE) is displayed in CDGNS’s premises (Health & Safety Information for Employees Regulations 1989).
The Health & Safety Law poster names the employees’ Health & Safety Representative (Section 4.2).
3.2. Young people

The supervision of any young people on work experience or other activities at CDGNS will be arranged by the Office Coordinator and monitored by the Designated Safeguarding Manager for Children & Young People (refer to the Safeguarding Children & Young People Policy).

3.3. Other locations

Within the Newman Centre at Cross Gates, CDGNS occupies the Good Neighbours Meeting Room (Activity Room) and the Office Area and operates full time there. These areas are rented from the Newman Centre management (the Saint John Henry Newman Parish Leeds).
CDGNS hires the Main Hall (the Canon Denis Tangney Hall), the Hall Annex, the Kitchen, the Kitchen Annex, the Conference Room, the Lounge, the Meeting Room and a Uniform Groups Room in the Newman Centre as and when required for group activities, often including catering. CDGNS staff and volunteers operating at these locations and at all other external locations that fall under the control of other organisations must be alert to local Health & Safety considerations and report any concerns to the local management.
4. Consultation
4.1. General

In order to encourage and facilitate consultation with staff, there will be an agenda item for Health & Safety at staff meetings, when any accidents will be reviewed and appropriate action taken (Section 12.3).
CDGNS will consult with its staff about:

· The introduction of any measure which may substantially affect their Health & Safety at work.
· Arrangements for competent people to help them comply with Health & Safety laws (a competent person is someone who has the necessary knowledge, skills and experience to help an employer meet the requirements of Health & Safety law).
· Any information that CDGNS must give its employees on the risks and dangers arising from their work, measures to eliminate or reduce these risks and what they should do if they are exposed to a risk.
· The planning and organisation of Health & Safety training.
· The Health & Safety consequences of introducing new technology.
4.2. Health & Safety Representative

CDGNS staff will choose one of their number to be the Health & Safety Representative, with duties to represent them on:
· Potential hazards and dangerous occurrences.
· General matters affecting the Health & Safety of employees.
· Any specific matters on which CDGNS must consult.
5. Health & Safety Training
Induction training in Health & Safety and any necessary job-specific training and refresher training will be arranged for all staff and volunteers by the Transport & Training Coordinator.

Training records should be completed after each training course or session, including the Learning Evaluation Form. Attendees at training courses should ensure that they receive certificates of completion from the course providers.
Training records for staff and volunteers are scanned into the CDGNS database. Hard copies are not retained (Confidentiality & Data Protection Policy) but certificates of completion of training courses are returned to the individual concerned.
6. Members and Service Users
All CDGNS members and service users are expected to:

· Take reasonable care of their own Health & Safety.
· Co-operate with CDGNS staff and volunteers on Health & Safety matters.
· Not interfere with anything provided to safeguard their Health & Safety.
· Report all Health & Safety concerns to a member of staff or volunteer.
7. Equipment
7.1. General

The Office Coordinator is responsible for identifying all CDGNS equipment within the Office Area and Good Neighbours Meeting Room (Activity Room), and catering appliances that are owned by CDGNS and kept and used in the Kitchen and Kitchen Annex, and for ensuring that effective Health & Safety procedures and maintenance are carried out, including portable appliance testing where appropriate (PAT, Section 7.2).

The Manager should check that any new equipment meets Health & Safety standards before it is purchased. According to HSE guidance, it is reasonable to expect that new equipment will be supplied in a safe condition and therefore should not require a formal PAT inspection. However, a simple visual check should be made to verify the item is not damaged.

Problems found with any equipment should be reported to the Manager of CDGNS or to the Newman Centre management, as appropriate.
7.2. Portable appliance testing (PAT)

According to HSE guidance, PAT of electrical appliances and equipment in low-risk environments such as offices may reasonably be limited to occasional visual inspection, e.g. to check that cables attached to desk top computers or photocopiers are kept securely out of the way. Some other appliances that are regularly used, such as kettles, boilers and vacuum cleaners, may require PAT testing at appropriately defined intervals in addition to simple visual safety checks e.g. for loose cables.
The Manager will be responsible for identifying those appliances that require simple visual inspection and those that additionally require PAT and its appropriate frequency, and for ensuring that the Office Coordinator arranges for all the checks to be carried out and that any findings are acted on as necessary.
The Manager will ensure that only competent persons (Section 4.1) carry out inspections or testing.
8. Risk Assessments and Management of Risks
8.1. General

All activities that CDGNS organises or facilitates are subject to risk assessments undertaken by persons nominated by the Manager, including group/session leaders. The findings of the risk assessments will be reported to the Manager, who will determine any action required to remove or control the risks and will be responsible for ensuring that the required action is implemented.
Risk assessments are reviewed annually or when work activity changes or new procedures or processes are introduced.

Records of checks carried out by staff or group leaders prior to group/session activities are kept in the Health & Safety file in the Office Area and also archived in the CDGNS database.

All staff and volunteers (including drivers) who are likely to work alone with vulnerable adults will be checked by application to the Disclosure and Barring Service (DBS) prior to confirmation of their appointment or volunteer placement (refer to the Confidentiality & Data Protection Policy).

8.2. Safe handling and use of substances

The Manager is responsible for identifying any substances potentially hazardous to health that need a COSHH assessment (Control of Substances Hazardous to Health Regulations 2002) and for ensuring that such assessments are completed and any resulting recommendations carried out.
CDGNS employs no substances that merit a COSHH assessment. Domestic bleach and cleaning chemicals are used in accordance with manufacturers’ instructions, kept out of the way of children and not stored where food is handled.
8.3. Guidelines on manual handling

There is some lifting and handling involved in many staff tasks and some volunteer tasks, such as carrying display boards or boxes of leaflets. In order to reduce the risk of injury the following guidelines should be followed by staff and volunteers:

· You are not required to lift or handle any object which you perceive would put you at risk of injury. Assistance or guidance should be sought from another person.

· Where possible use mechanical aids.

· Use common sense to minimise risk: carry the minimum weight possible, and minimise the amount of time you spend walking with the load by involving other people in a “human chain”.

· If in doubt, do not lift the object and refer to your line manager for guidance.
8.4. Working in an office environment

To avoid tripping hazards, all office areas and associated store rooms must be maintained in a neat and tidy condition and entry and exit must remain unimpeded by any files, equipment or other items, such as umbrellas left open to dry out.
Cables must be routed so as to avoid creating tripping hazards or must be protected with suitable cable covers where necessary to minimise such hazards and prevent damage to the cable.  Gangways should be kept clear for safe entry and exit.

Storage facilities must be organised in such a way that files or other materials can be deposited and retrieved without risk. Only lightweight goods should be stored above shoulder height or below knee height. Where goods are stored at high level, means must be provided so that they can be reached safely, such as office steps. Where such equipment is provided it must be maintained in good order.

Filing cabinets can tip if more than one drawer is opened at any one time.  Drawers should be kept closed when not in use. Whenever possible, heavy/bulky files should be stored in the lower half of the filing cabinet.

All furniture and equipment should be maintained in a good state of repair. Defective furniture and equipment, particularly sharp edges on metal furniture, can be hazardous. Any such defects must be reported to the Office Coordinator.

Many items of electrical equipment are used in the office environment. No worker should attempt to rectify any electrical defect and no equipment that is identified as defective should be used until a competent person (Section 4.1) has resolved any problem. Only competent and qualified persons should undertake servicing and maintenance of electrical equipment. All electric points and electrical equipment should be treated with respect and plug sockets must not be overloaded. Records must be kept of servicing and maintenance.

8.5. Working at computer workstations

Working at computer workstations is a necessary part of some staff duties. CDGNS will provide equipment to reduce the risk of injury, including wrist rests, footrests, document holders and appropriate seating.

CDGNS will pay for annual eye tests for all staff who use visual display units (VDUs) for more than half of their work time. The responsibility for arranging such a test lies with individual staff. The fee must be in line with the NHS standard.
The following guidelines should be followed by all staff and volunteers to reduce the risk of injury or damage to health, regardless of the amount of time spent working at computer workstations:

· To reduce the risks of visual fatigue and repetitive strain injury: take regular breaks from the screen (at least once an hour). Whenever possible, try to vary the type of work you do on the VDU so that you are not, for example, inputting data for long periods of time. This is to reduce the risks of visual fatigue and repetitive strain injuries.

· Follow guidance to ensure your workstation is set up correctly and that you are sitting properly. Adjust your seat or stop working if you feel uncomfortable.

· If you develop physical symptoms which could be associated with working at a computer workstation (such as headaches, problems with vision, sore hands and/or wrists or back pain) you should report these to your line manager and comply with any remedial action that is advised.

8.6. Pregnancy and breastfeeding

Any staff member who is pregnant or breastfeeding, or anyone who receives a visitor in either category, must take extra care regarding exposure to hazardous substances, processes or working conditions, including VDUs. It is their responsibility to make sure the Manager is made aware of any concerns. In such circumstances, it is CDGNS’s responsibility to ensure that these risks are assessed and controlled, and to provide alternative working conditions or protection wherever possible.
8.7. Work-related stress

Risk assessments should include consideration and identification of possible workplace stressors. Measures to eliminate, reduce or control risks from stress will be adopted where possible, with attention to factors such as:

· Demands – workload, work patterns and the work environment.
· Control – how much say the person has in the way they do their work.
· Support – the encouragement, sponsorship and resources provided by line managers and colleagues.
· Relationships – promoting positive working to avoid conflict and dealing with unacceptable behaviour.
· Role – whether people understand their role within the organisation and whether the organisation ensures that they do not have conflicting roles.
· Change – how organisational change (large or small) is managed and communicated.
Line managers must ensure that no staff work excessively long hours and that allocated rest breaks and holidays are taken as appropriate. They must monitor workloads to ensure that staff are not overworked. They have a responsibility to be vigilant and offer additional support to any member of staff who is experiencing stress outside work, such as bereavement.

Any staff member who thinks that work-related stress is likely to cause them ill health must report this to their line manager immediately. Issues of work-related stress should be addressed by line managers during supervision and work review discussions. Work-related training or mentoring should be considered as health measures where work-related stress is identified.
Bullying and harassment will not be tolerated and should be treated as serious disciplinary matters (refer to the Safeguarding Adults Policy and Disciplinary Policy).

In some cases, where stress is a cause or a possible cause of repeated or long-term absence from work, the Sick Leave clause from CDGNS’s Employment Contract should be followed.
8.8. Threats of violence

CDGNS takes the threat of violence to staff, volunteers and service users seriously. Any person who feels threatened or who may be entering a risky situation should report this to their line manager immediately. A colleague or other appropriate person should accompany them in such circumstances and appropriate training and advice should be sought. The Manager should ensure that such training and advice is available where necessary.

8.9. Risk monitoring
To check working conditions and ensure safe working practices, the Manager or the Office Coordinator will check emergency escape routes and exits every day (for details refer to the Fire Safety Policy & Procedure).

They will also make weekly spot checks of other identified specific risk areas:

· The Kitchen.
· Fire safety equipment including fire extinguishers (refer to the Fire Safety Policy).
9. Guidelines on Working Alone
When working alone, staff or volunteers are not required to enter into or continue with any situation where they feel at risk. If a person feels at risk, or to have been at risk in a particular situation, they must report it to their line manager.

9.1. Home visits

If you are intending to make a home visit, your line manager or another staff member should be informed of the date and time, where you are going and when you are expected to have completed your visit. Suitable details should also be entered into the Staff Diary, which is kept on the reception desk in the Office Area so as to be easily accessible at all times. It is recommended that you contact your line manager or the Office to confirm when you have ended your visit, especially when making a visit at the end of the day and not returning to the Office.
Before making a home visit:

· Check how you will gain access to the property.

· Ask about any dogs or other pets that might be present.
· Ask about other family members, especially children, who might be present.
· Be sure that you will know how to exit the property safely, especially in the case of flats.
When carrying out a home visit:

· Try to ensure that you have easy access to an unlocked exit at all times (for example, take the seat nearest the door).

· If a dog or other pet is causing you concern, ask that it be removed to another room.

· Record and report any indication of the person you are visiting having had a history of violent or abusive behaviour. Record and report any perceived threat of violent or abusive behaviour. Refer if necessary to the Safeguarding Adults Policy and the Safeguarding Children & Young People Policy.
· Leave the premises quickly if the person you are visiting, or any other person present, becomes aggressive or threatening.

· Obtain support and guidance after any encounter in which you have felt threatened.

· Carry a mobile phone and/or personal alarm.

· Do not give out your personal address, telephone number or email to anyone using CDGNS’s services.

9.2. Working alone in the office and personal safety

All staff should try to ensure that the times when people work alone are kept to a minimum, particularly outside usual office hours.

Various precautions can be taken to reduce the risk to a member of staff working alone. These will include any of the following, depending on the individual situation:

· If you are intending to work outside office hours, another member of staff (preferably your line manager) should be informed.
· Keep the external door locked, and only open it to a caller if you judge that there is no undue risk to yourself. If you decide not to open the door, ask the caller to make an appointment to come back when there are other people present, or to use the telephone to communicate with CDGNS.

· Be aware of your personal safety if you are working alone, particularly in the evening, including when leaving the office premises, and take appropriate precautions, such as calling for a taxi, parking your car as close to the office entrance as possible, or ringing for assistance (another member of staff or the Police) and staying put until help arrives.
· Be aware of your personal safety if you are attending external meetings in the evenings on behalf of CDGNS. Try to walk to car parks or public transport stations with other people you know, or call a taxi if you perceive you could be at risk.
10. Smoking
Trustees, staff, volunteers, members or service users of CDGNS and visitors or contractors are not allowed to smoke anywhere on CDGNS’s premises, including the toilet areas, or during any of its indoor activities. The same restrictions apply to “e‑cigarettes” and “vaping”.
Smoking, e-cigarettes and vaping may set off the smoke detectors and cause a false fire alarm.

11. Health & Safety in Relation to Service Users
11.1. External venues
On arrival at external premises it is the responsibility of CDGNS staff to ensure that at least the following details are provided to attendees before activities commence:
· Location of fire alarms and exits, and details of any scheduled alarm testing.
· Emergency evacuation procedure and fire assembly point.
11.2. Outings: minibus procedures
CDGNS takes responsibility for ensuring that all transport provided is safe and suitable and complies with statutory requirements. A risk assessment will be made prior to any outing.

· Passengers on the minibus must not exceed the available and permitted number of seating places.

· Passengers must keep seatbelts fastened at all times when the minibus is in motion.

· Passengers must be assessed for suitability to travel. This includes behaviour and ability to access and exit the minibus, especially in an emergency.

· The driver must not lift passengers into or out of the minibus. Support of an arm is acceptable, but lifting people is a specialised job and not in CDGNS’s brief.
· The minibus driver must have a clean driving licence, be Minibus Driver Awareness Scheme (MiDAS) trained and wear a high-vis jacket at all times.

· The driver must be fit to drive and declare any medical conditions that may affect the safety of himself, the passengers and other road users.

· The driver is responsible for assessing road conditions and will not be expected to travel in poor weather conditions.

· The driver must be familiar with emergency exit procedures, and know where to locate the fire hydrant and how to use it.

11.3. Health & Safety in service user homes
A risk assessment is performed on the initial visit to a service user’s home (see the Initial Referral/Assessment Form), when they are encouraged to be part of the procedure.
Ongoing risk assessments take place on regular visits to service users.

12. First Aid, Accidents and Work-Related Ill-Health
12.1. First Aid Box

For ready access, the First Aid Box is kept on top of the microwave in the Meeting Room (Activity Room).
12.2. First Aiders and First Aid training
Several persons from amongst CDGNS’s Trustees, staff and volunteers, including walk leaders, are trained First Aiders, as are all volunteer drivers. At least one of these First Aiders is present on site and at groups/sessions at Cross Gates and every external group/session or activity. Staff and volunteers responsible for managing wheelchairs receive William Merritt training.
12.3. Accidents and Accident Book

In the event of an accident resulting in minor injury or illness, one of the First Aiders should be called. For a more serious injury or illness an ambulance should be called at once by the First Aider or, if not immediately available, by the most senior line manager or Trustee present.
All accidents and cases of work-related ill-health must be recorded in the Accident Book, which is kept in the First Aid Box. The written record will be scanned into the CDGNS database, then destroyed, in line with the Confidentiality & Data Protection Policy.
Accident reports concerning staff or service users will be held on the database in a Virtual Accident Book and also logged into the personal data profile for the individual(s) involved.
In addition, a new Accident Record folder within the Work Area on the office computer workstations will hold the scanned reports, including reports for accidents that involve visitors or contractors.

It is the responsibility of the Manager of CDGNS to review each accident report, determine any necessary corrective actions and ensure that such actions are implemented.

12.4. Defibrillator

A defibrillator is available in the Kitchen Annex. It is owned and maintained by the Newman Centre.

In case of cardiac arrest on the premises, the recommended procedure is to call 999, then summon one of CDGNS’s First Aiders to administer cardiopulmonary resuscitation (CPR), then turn on the defibrillator and follow the audible instructions, which are suitable for untrained operators.

12.5. Reporting of injuries, diseases and dangerous occurrences (RIDDOR)
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013) is the law that requires employers to report and keep records of:

· Work-related accidents which cause death or certain specified serious injuries, or that result in an employee being away from work or unable to perform their normal work duties for more than seven days.
· Diagnosed cases of certain specified industrial diseases.
· Certain “dangerous occurrences” (incidents with the potential to cause harm).
For details of reportable incidents, seek HSE guidance (see the Appendix). The Responsible Person for reporting to the HSE is the Manager, or if not available the most senior line manager or Trustee present. Minor incidents or illnesses are not reportable, but should still be recorded in the Accident Book. If unsure about reporting requirements, seek guidance from the HSE.
There is no longer a paper form for RIDDOR reporting. The preferred reporting method is online (see the Appendix). All incidents can be reported online but a telephone service remains for reporting fatal and specified injuries only. For the most serious incidents HSE has an out-of-hours duty officer. See the Appendix for more information.
13. Emergency Evacuation and Fire Safety
For details of emergency evacuation procedures and all aspects of fire safety, refer to the Fire Safety Policy & Procedure.
14. Gas Safety
Within the areas used by CGDNS in the Newman Centre there are gas supplies to the cooker in the Kitchen and to CDGNS’s central heating boiler in a store room off the Meeting Room (Activity Room).
14.1. Cooker

As part of the fire safety precautions at the Newman Centre, the gas supply to the cooker is shut off until the on-switch is deployed. When the cooker is turned off, the gas supply is terminated again. As an additional safety measure, there is a shut-off button for the gas supply next to the Kitchen exit door for use by anyone leaving in an emergency.

The servicing and maintenance of the cooker are the responsibility of the Newman Centre management.

14.2. Central heating boiler

The gas combi boiler serves the Meeting Room (Activity Room) and the Office Area, and also provides hot water to the sinks in the Meeting Room and toilet. It is operated on a timer only during weekday working hours and is not used when the rooms are unoccupied. As part of CDGNS’s fire safety precautions, combustible materials in the store room are kept away from the boiler.
The boiler is owned and maintained by CDGNS.

15. Food Safety and Catering

15.1. Activities

CDGNS provides a weekly Lunch Club, when the gas cooker is used. Food is also prepared and served at other times, using electrical appliances.
15.2. Regulations and guidance
The European Food Hygiene Regulation 852/2004 provides the rules regarding handling and processing of foods in the UK and is enforced by The Food Safety and Hygiene (England) Regulations 2013, as well as the Food Safety Act 1990 as amended.
CDGNS also follows Leeds City Council’s Legal Requirements (20 July 2016) and Food Standards Agency (FSA) procedures and guidance where relevant.
15.3. Food hygiene oversight

CDGNS is subject to food hygiene inspection by Leeds City Council Food & Health Team and to assessment under the national Food Hygiene Rating Scheme, consistently achieving a rating of 5 (maximum).
15.4. Monitoring

Cooking temperatures for all Lunch Club meals are monitored and recorded. Fridge and freezer temperatures are checked regularly and recorded on charts. There is a daily, recorded cleaning schedule for catering equipment and facilities. Following FSA procedures there is a daily check for any problems or changes in the catering areas and a four-weekly check of practices, methods and staff.

Checks are made of all who attend the Lunch Club for any allergies.

15.5. Training

Staff and volunteers receive training in the safe preparation, handling and serving of food in the Kitchen, the Kitchen Annex, the Hall Annex, the Main Hall, the Lounge and the Good Neighbours Meeting Room (Activity Room). There is a four-weekly review of staff and volunteer training (FSA procedure).
16. Legionella
There are no water systems likely to present any Legionnaires’ disease hazard.
17. Asbestos

The Newman Centre management has confirmed that all asbestos hazards have been safely and securely removed throughout the Centre.
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Appendix. Useful Contacts

	Health & Safety Executive

	Head Office and Advisory Team
Redgrave Court, Merton Road, Bootle, L20 7HS
	Tel. 0300 003 1747 
(office hours)

	To report a problem
	Tel. 0300 003 1647
(office hours)

	Leeds Office
The Lateral, 8 City Walk, Leeds, LS11 9AT
	Tel. 0113 283 4200

	HSE Books (publications and leaflets)
	Tel. 0333 202 5070

	Online www.hse.gov.uk

	RIDDOR reporting

	Seek guidance at www.hse.gov.uk.

	To report, go to www.hse.gov.uk and request and complete the online form, which will then be submitted directly to the RIDDOR database.

	For fatal and specified injuries, call the Incident Contact Centre on 0845 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm). For less serious incidents out of normal working hours, complete an appropriate form online at https://www.hse.gov.uk/riddor/report.htm.

	Fire safety

	In case of fire
	Tel. 999

(Emergency service)

	Environmental health, food safety and catering

	Leeds City Council Environmental Health
	Tel. 0113 242 4406

	Leeds City Council Food & Health Team
	Tel. 0113 247 6286

	Leeds City Council Health & Safety Service
	Tel. 0113 378 6588

	Leeds City Council booklet addressing health and safety at work and food hygiene issues for businesses
	Tel. 0113 378 5959

	Leeds City Council Food safety issues
	Tel. 0113 868 9738

	Food Standards Agency helpline (office hours)
	Tel. 0330 332 7149
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