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“A community building - building a community”
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Introductory Guide

to

Health, Safety & Environmental
Issues

at

Work
Guide to Best Practice’

THIS IS YOUR PERSONAL COPY

Guidance Notes:

Your name:
……………………………………………….

· This Guide to Safety, Work & Environmental Issues, has been prepared with your 

welfare in mind.  Please read it and follow the guidance given.  

Despite being a legal requirement, it also makes absolute sense!  

You’re wellbeing is very important to us and we need you to stay safe from harm.
· If there is anything you don't understand make sure you discuss it with your 

Supervisor or Manager.

· Make suggestions (management don’t have the monopoly of good ideas) especially where your safety and health are concerned.

· Look out for problems and do something about them - don't leave it to someone else!

· Look after yourself, your colleagues, your clients and visitors
KNOW YOUR ESSENTIAL CONTACTS:

· The Site Manager
· The Fire Marshall

· The First Aider

ACTING THE FOOL!
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All places of work are dangerous    
Practical jokes may seem harmless – 
but cause distraction and can result in accidents.  

[image: image1.png]theKenilworthCentre
we're here for you
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REMEMBER

Don’t take chances - think safety at all times.
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                                     HEALTH AND SAFETY
	The Trustees’ of the Kenilworth Centre (tKC) are committed to the pursuit of 

     excellence, in the standard of environmental health and safety provisions

     it makes, and in the quality of the services which it offers to its customers         




      HEALTH AND SAFETY POLICY
tKC is committed to the pursuit of excellence – in the quality of services
offered to its employees, volunteers, customers and visitors, the standard of health and safety
 provisions it makes.

· We are committed to ensuring the health and safety of our employees, customers and any 
visitors, contractors and members of the public with whom we may come into contact in the
course of our business activities.

· It is our intention to promote standards of health and safety provision, which will minimise 
risks and to avoid accidents and ill health.

· The standards which we seek to attain will never knowingly be lower than those prescribed 
by the Health and Safety at Work etc. Act 1974, and its associated legislation 
(Environmental and Fire Regulations). Our aim is always to exceed those standards.

· tKC expects all employees to comply with the relevant legal requirements
and to observe its rules, policies and procedures, which are designed to provide 
a safe and healthy working environment.

· Observing safety precautions and procedures is a vital aspect of management control. tKC
expects that its Management will, at all times, carry out their duties in the full
knowledge that any shortcomings in health and safety performance will be viewed as serious
as shortcomings in any other area of performance.

· All employees, volunteers, customers and visitors have a duty under the Health and Safety
at Work etc. Act 1974 to take care of themselves and others who may be affected by their 
acts or omissions.

· All employees, volunteers, customers and visitors must, at all times, co-operate with 
Management in adhering to legal requirements and to tKC rules, policies and procedures.  
Any employee/volunteer who fails to so co-operate or who, in any way, compromises 
the standards of health and safety which tKC seeks to attain will be subject to the 
appropriate disciplinary procedures.

· All employees/volunteers are encouraged to take a keen interest in health and safety issues
and are assured that any suggestion or proposal for improving the tKC’s health and safety 
performance will receive serious consideration.

· In demonstration of our commitment to the highest standards of Health and Safety at
Work the Chairman of Trustees has been delegated to have overall responsibility for
health and safety at tKC and the Manager reports directly to the Chairman.  

Signed: - …………………………………………….                             Chairman of Trustees.

         Date: -   …………………………………………………


                                                                  ENVIRONMENTAL POLICY

The Environmental Policy for TKC has been formalised and endorsed by the Board of Trustees.  It is now an integral part of our corporate strategy and responsibility for its execution rests with the Board.

the KenilworthCentre will: -

· plan, organise, conduct and audit its operations using the best practicable means to 
protect the environment from impairment.

· continue to monitor, develop and improve its operational standards as and when necessary.

· assess, in advance, the environmental impact of any significant new development,
undertaking environmental impact assessments and close co-operation with the relevant
authorities and communities during the planning and development of facilities.

· design, operate and maintain its premises and equipment in a responsible manner to provide
maximum practicable environmental protection.

· collect appropriate monitoring data on a regular basis to assess and quantify the impact on the environment of existing operations.

· investigate and encourage minimisation of waste whilst maximising recycling.

· have due regard for public perception and the interests of local communities, and have a 
regular process of communications with the community where appropriate.

· make available to employees, customers, public and statutory authorities’ relevant 
information about tKC activities that affect health, safety and the environment.

· make all employees/volunteers aware of this environmental policy, provide suitable and 
sufficient training and information to improve environmental awareness, and allocate clear responsibilities.

· monitor and audit on a regular basis systems and procedures for all operations to ensure adherence to the tKC policy.

· produce an annual programme of specific environmental objectives for tKC and

monitor progress against it.  This programme will be designed so as to minimise the use of 

available resources to achieve optimum environmental improvement.

HOW THE LAW APPLIES TO YOU!
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What your legal responsibilities are:
The Health and Safety at Work Act etc 1974, places a legal duty on you to: -
· Take reasonable care of your own 
health and safety, and for that of
other people who may be affected 
by the work that you carry out – 
this includes your colleagues and 
visitors to our premises.

· Co-operate with and assist the tKC
to effectively carry out its duties and 
responsibilities in relation to health 
and safety.
· Not intentionally or recklessly misuse 
or interfere with any items provided in the interests 
of health and safety.


WHAT THE LAW SAYS YOU HAVE TO DO
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You are required to:
· Read and familiarise yourself with tKC’s Environmental Health and Safety Policies

· Read and familiarise yourself with the abstracts of Acts and Regulations which are displayed in the offices.

· Only use items of plant and equipment that you have been authorised to use, and only
carry out work activities for which you have been trained and 
authorised to carry out.

· Immediately report any faulty plant or equipment, unsafe 
working practice, or any situation likely to affect people’s 
health and safety.
· Find out the locations of first-aid boxes, the names of 
first-aiders and where they can be found - this information is on
     display throughout our premises.

· Accidents and injuries (no matter how minor) must be 
reported to your immediate supervisor who will record them in 
the accident book - failure to do so will affect your right to 
claim benefit if you are unable to work.


COMPUTERS AND DISPLAY SCREEN
EQUIPMENT (“DSE”)
If you normally use display screen equipment (VDU's and
microfiche readers) as an essential / continuous part of your job

for 2 hours or more every working day you are a Display
Screen User
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DSE users who experience visual 
difficulties and have good reason to believe 
that these may be caused by work with a display screen, will, on request, be offered an eye/vision test 

If the test indicates that you need glasses
for working with display screen equipment, 
the tKC will contribute an amount to cover the purchase of a 
standard frame and lenses.

You may put this amount towards the cost of a more 
expensive corrective appliance if you choose. 
Evidence of the purchase will be required.  
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At the request of the DSE user additional
free eye/vision tests will be provided at 
agreed intervals where a visual problem 
experienced 


HOUSEKEEPING
Housekeeping means keeping your work area clean, tidy and clear of obstructions

don’t put down - put away
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Learn to recognise potential dangers:

· Keep telephone & electric cables out of the way or under a cable protector

· People slip on spilt oil, grease, tea, coffee or wet floors - clean spillages without delay - do not let spilt chemicals enter drains. 

· Don’t walk by a hazard – tell the tKC team so they can act to avoid an incident

clear up and clean up as you go along -

People trip over dropped or carelessly placed materials - put all waste materials in bins - do not allow rubbish to accumulate.  When carrying loads don’t let them obscure your view.  Heavy loads? – get help.
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Stack neatly - and not too high
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Clean and store tools properly.

YOU CAN BE HELD LEGALLY RESPONSIBLE FOR AN ACCIDENT 

CAUSED BY YOUR NEGLIGENCE.

LIFTING AND CARRYING

Back injuries account for the loss of 24 million working days per year in the 
United Kingdom alone.

Before attempting to lift any load adopt the following procedure:
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a) Examine the load to be lifted - look out for sharp edges, splinters, 
uneven balance, awkward shape.

b) Make certain your footing is firm, stand close to the object with feet 
spread either side of it.

c) Squat down - bend the knees - but keep a straight back.

d) Grasp the object firmly.

e) Lift with your legs - once your legs are straight bringing your back 
into the vertical position.

f) Avoid jerky motions - lift smoothly.

g) Hold the object firmly and close to your body.

h) Do not twist your body - if you need to turn use your feet and legs only.

i) Seek assistance if the object requiring lifting is heavy or an awkward shape.



C.O.S.H.H. REGULATIONS
Make yourself aware of any hazards associated with the use of 
chemicals, to assist you to do this manufacturers and suppliers
Hazard Data Sheets for all chemicals used in your place of work 
are kept by your manager.

The Hazard Data Sheets are filed either by the chemical or 
trade name of the substance - make certain you only 
use them in accordance with the manufacturers’ instructions – 
if in doubt consult your supervisor.

Some chemicals are dangerous in whatever concentrations
they are used, others appear harmless - however, if they are
mixed with other chemicals they can become hazardous to your health.

You will be informed by your supervisor if and when suitable protective
clothing or equipment needs to be worn.  Follow your supervisor’s 
instructions and remember

These regulations apply to all substances that can put your health at risk
wherever you are working, either office or workshop environment.
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IF IN DOUBT CONSULT YOUR IMMEDIATE SUPERVISOR

FIRE
· Read the fire notices displayed throughout the premises and
familiarise yourself with the actions you are required to take.

· Ensure you can recognise the sound of the fire alarm.

· Make sure you know the escape routes in case of fire.

· Locate your fire evacuation assembly point.

· Identify the location of fire extinguishers and, how and 
when to use the different types.

· Report any obstructions in passageways, staircases 
and fire exits to your supervisor immediately.

· Do not hang clothing, cloths or other combustible material 
near heater
DO NOT PROP OPEN DOORS THAT ARE DESIGNATED AND LABELED 

AS FIRE DOORS
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TYPES OF FIRE EXTINGUISHERS
Water 
for ordinary combustibles - wood, paper, rubbish, rags,
                                  packing materials.

Never use for electrical fires or burning oil.
CO2, Halon
for electrical equipment.  Fires occurring in motors, controls,
                                  wiring or involving live electrical current.  

Where possible, disconnect the electrical supply and treat 
according to the material that is burning.
Dry Powder
for electrical equipment.  
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IF A FIRE BREAKS OUT:
· Do not put yourself at risk - call the fire brigade.

· Do not attempt to fight a fire where gas cylinders are threatened,
or where there is a possibility of your escape route being cut off
by smoke or flames.

· Remember extinguishers are only designed to deal with small fires
and that it is a possibility that a fire will continue to grow in spite of
your efforts.
· If you have to evacuate, withdraw from the premises to your fire 

assembly point, without putting yourself at risk try to ensure the
area is clear of people, try to close doors and windows behind you, 
· NEVER USE THE PASSENGER LIFT IN ANY EVACUTION OF THE BUILDING

· Use of chair-lift in an emergency evacuation of disabled persons from the first floor,

     is located at the top of the stairway.  To assist those persons only trained personnel 

     should take charge of in such circumstances. 
but do not endanger yourself or others in doing so.

THIS IS A NO SMOKING ON SITE
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· The tKC has a “No Smoking” policy throughout its premises.

In the event that anyone who volunteers to use their vehicles 
on behalf of tKC, not to smoke when passengers are being conveyed.
· When outside and off tKC premises remember smoking anywhere near
flammable liquid stores or waste containers – it can put you and others 
at risk.  Never throw dog-ends or spent matches into waste bins.



The Evaluation of Risk

All work that has to be undertaken and identified has having an element of risk,

has been reviewed by the tKC Trustees and Site Manager to make a suitable
assessment of the risks to health and safety of their employees/volunteers to which
they may be exposed to whilst at work.  

This assessment also includes other persons e.g. customers and their clients 
or the community at large. Those activities identified above as hazardous, are 
detailed under within the tKC H&S Policy and Procedures Manual., Risk Assessments
in the tKC’s Environmental Health & Safety System operated by the tKC.

All employees will have been made aware of those risks that relate to their jobs and 
will have been trained in the correct operation of the activity and will use the 
correct personal protective equipment if prescribed when performing the activity.  

All employees therefore, should ensure they fully understand both the activity 
and hazard and comply with the instructions and training given. 

These Risk Assessments are available for you to view from the Manager.
GENERAL SAFETY AWARENESS

ELECTRICITY

·  Never run cables across gangways where people can trip over

· Use a cable protector

· Be alert for electrical hazards such as frayed or bare wires

· Unplug any machine that overheats, smokes, sparks or causes shocks, 
· then report

· Never overload a socket; it could cause a fire

· Do not bring electrical equipment from home

· All portable electrical equipment should be tested annually

Always make sure that before going home, all electrical equipment is 
switched off or unplugged, except those that must remain on for operational
hygiene and safety reasons e.g. Fridges, fax machines, and specialist equipment 
which will normally display a management notice with clear instruction to
 “leave switched on” 
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    LIGHTING

· Use as much light as you need to get the job done safety and correctly.

· The recommended lighting for the office is 300/500 lumens

· Natural light is always the best form of light. Windows and skylights 
should be kept clean and unobstructed.

· Fluorescent fittings should also be kept clean. The tubes should be replaced 
as soon as they begin to flicker as they can cause headaches and eye strain.

EQUIPMENT & MACHINES

Learn how to operate machines safety before you use them.

Special care should be taken when using:
· Paper shredders

· Guillotines

· Letter opening machinery

· Photocopiers

· Computers / Fax machines & Printers

Remember the machines we take for granted, like

· Hot drinks dispensers

· Word processors

· DO NOT interfere with broken machines.  Call for the authorised persons.

ELECTRICITY INPUT
tKC has a system in place which ensures all portable electrical
appliances are examined by a qualified electrician every twelve months.

       YOU MUST:

· Check the cables and plugs of any electrical appliances to ensure 
they are not damaged - before you use them.

· Never attempt any electrical repairs yourself. 
· Ensure that cables are not allowed to trail over floors where they can
be tripped over or become damaged.

· Never by-pass a fuse - always replace it with one of the correct 
· type – never with a screw or silver paper - if the fuse keeps 
blowing, immediately report it to have the equipment checked by 
a competent electrician.




· Only use one appliance per socket - do not overload.

· Never use electrical equipment whilst hands are wet or whilst standing in water.

SUMMARY
All tKC Policies can have an impact on your day-to-day work, the activities
surrounding you and your working environment. They are an integral part of
your contract of employment therefore ensures you familiarise yourself with 
the requirements. 

These policies are to support our tKC’s activity to ensure the health and safety
of our employees and any visitors, contractors and members of the public with 
whom we may come into contact in the course of our business activities. 
They include: -
· Smoking

· Violence at work

· Alcohol & drugs

· Emergency arrangements

· Stress at work

· Disability

· Discrimination of any kind

· Safeguarding of Children and Vulnerable Adults
All tKC policies are an integral part of everyone’s contract of employment and 
you should ensure you understand what is required of you.  The policies they 
are available for your attention through your supervisor.  

A key to our continued success as a business and an employer is to
                     WORK SAFELY TOGETHER.

Health & Safety for everyone who work at or visit tKC
By taking care of the premises, of ourselves, of others and protecting
our environment has a benefit for all of us and our future.
Your help in observing and implementing the principals within this guide, 
help the Trustees to meet their obligations under 
the Health & Safety at Work etc Act 1974 and protect you.

I hope this brief induction will help you feel safe and enjoy your time whilst 

being with us at the Centre – 

                 “A community building - building a community”
Thank you

John Whitehouse

Chairman

Dated: -
Your safety is a very personal thing!
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