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1. Health and Safety: General Statement

1.1 The Trustees regard the promotion of health and safety to be of the utmost importance for all staff, volunteers, users and their clients who are involved with tKC. The charity seeks to ensure that every reasonable step is taken to prevent injury and ill-health to people at tKC by protecting individuals from hazards.
1.2  This is approached by:
· establishing a proactive and positive health and safety culture;

· encouraging ownership and responsibility of health and safety at all levels;

· assessing and controlling risk as part of the day-to-day management of tKC;

· providing and maintaining safe, healthy and secure working conditions;

· providing appropriate training and instruction so that all staff and volunteers can perform their various tasks safely and efficiently;

· ensuring that all staff and volunteers are aware of this policy and that there is a constant and daily awareness with regard to health and safety in respect of all activities within tKC;

· having emergency procedures for the evacuation in case of fire or other significant incident, and

· periodic review of the safety policy as tKC’s activities and the associated risks change. 

1.3  All staff employed by tKC have a legal obligation to co-operate in the operation of this policy by not interfering with or misusing equipment that has been provided in the interests of health and safety.
1.4  All tKC employees have a corresponding obligation to co-operate and comply with this policy so far as is reasonably practicable by:
· complying with safety procedures, whether written or brought to their attention by other means for their own protection, protection of those under their supervision and others who may be affected by their actions;
· reporting to the Centre Manager any incident that has led, or could have led, to damage or injury;

· assisting in any investigation with regard to accidents, dangerous occurrences or near-misses.

1.5 From time to time, safety arrangements are adopted for the control of risk and reflect the procedures that are to be followed within tKC.
2.    Objectives

The objectives of tKC’s Health and Safety Policy are to:
· promote high standards of safety, health and welfare in compliance with the Health and Safety at Work Act (1974), other statutory instruments and approved codes of practice;

· ensure that places and methods of work are safe and healthy through the arrangements set out in Section 5 below and others that are adopted from time to time as appropriate to changing circumstances;

· protect personnel, whether they be staff, volunteers, users, members of the general public visiting tKC, or contractors and their employees, from any foreseeable hazards;

· ensure adequate training, instruction, supervision and information is given to all staff and volunteers so that they may work in safety insofar as is practicable;

· ensure a safe and healthy working environment for all staff and volunteers and that there are sufficient facilities and arrangements for their welfare;

· ensure that awareness with regard to all aspects of safety is fostered by all staff and volunteers;

· ensure staff and volunteers are aware of their responsibility to take any steps necessary in order that the health and safety of both themselves and others may be safeguarded, and to co-operate in all aspects with regard to safety;

· ensure that full and effective consultation on all matters is encouraged, and
· integrate this policy with tKC’s policy and procedures for Working with Children and Vulnerable Adults. 

3.
Responsibilities
The Health and Safety at Work Act 1974, requires trustees, elected members, managers and employees according to their particular roles, to take the initiative on certain matters.
3.1  Responsibilities of the Chairman and the Centre Manager
The Chairman is the person initially and ultimately responsible to the Health and Safety Executive (HSE) for achieving the objectives of the Health and Safety policy in tKC.
The Chairman will:
· ensure that tKC meets as far as is reasonably practicable, the requirements of health and safety legislation, including reporting to The Health & Safety Executive;
The Centre Manager will:

· ensure that all staff and volunteers know, accept and are trained to discharge their responsibilities regarding health and safety;

· on a regular basis, advise the Board of Trustees on the resources and action required to meet statutory requirements;

· arrange for provision and maintenance of appropriate equipment for dealing with fire and accidents (e.g. first aid boxes) and for payment of appropriate financial protection for health and safety matters (e.g. insurance for fire and public liability and the cost of an annual eye test for staff using computer equipment);

· arrange for regular (and formally on an annual basis in writing) tours of the building to review existing and potential health and safety risks so that a formal risk assessment can be agreed by the Trustees;

· ensure that all fire fighting and fire prevention equipment and facilities are maintained to the required standard, keep appropriate records (including PAT tests, fire safety equipment checks, heating equipment tests and fire alarm tests) and make employees familiar with the operation of such equipment;

· arrange regular evacuation drills to be conducted on an annual basis, test fire alarms fortnightly and make all employees and persons using tKC aware of the emergency procedure;

· encourage and promote a positive health and safety culture in tKC.

· ensure that all approved items of first aid equipment are available under the control of a responsible person or trained first aider, and that all staff and volunteers know where they are;

· review as necessary, and make recommendations for improving the procedures on: providing first aid in tKC, all  emergency procedures, and all health and safety procedures;

· take appropriate action when any hazard is reported to him/her and stop any practices or the use of any plant, tools, equipment, machinery, etc. he/she considers to be unsafe until he/she is satisfied they are safe;

· ensure all statutory registers are maintained;

· maintain safe access to and from the building;

· ensure that, so far as is reasonably practicable, no plant, equipment or process under tKC’s control pollutes the atmosphere;

3.2   Responsibilities of tKC’s Trustees
The Trustees accepts responsibility for the establishment, monitoring and review of all tKC health and safety policies.
      The Trustees will ensure that:
· all resourcing decisions take into account health and safety matters;

· job descriptions of staff and volunteers include general and specific responsibilities relating to health and safety;

· user groups have appropriate health and safety provision;

· safety standards for purchased goods and equipment are met, and
· tKC has appropriate monitoring systems.
3.3  Responsibilities of all staff and volunteers
   The Health and Safety at Work Act 1974 states that:
· “the duty of every employee while at work to take reasonable care for the health and safety of herself/himself and of any other persons who may be affected by her/his acts or omissions at work.”

· “the duty of every employee while at work… as regards any duty or requirement imposed on her/his employer or any other person by or under any of the relevant statutory provisions, to co-operate with her/him so far as it is necessary to enable that duty or requirement to be performed or complied with.”

· “no person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare in pursuance of any of the relevant statutory provisions.”

To observe the laws and carry out the responsibilities to users and other visitors to tKC, all staff and volunteers:
· are directly responsible to the Centre Manager for the implementation of existing policies and safety measures, regulations and procedures within their area of work. They must follow the advice or instructions given by the DfE, the Chairman or other suitable adviser including the relevant parts of this statement;

· must establish and maintain safe working procedures including arranging to ensure, as far as reasonably practicable, the safety and absence of risks when using, handling, storing and transporting articles and substances, (e.g. chemicals, boiling water, guillotines);

· know the special safety measures and arrangements to be adopted in their own working areas and to ensure they are applied, thereby maintaining high standards, carrying out regular inspections and where necessary submitting reports to the Centre Manager;

· observe standards of dress consistent with safety and/or hygiene;

· keep good standards of personal hygiene and cleanliness;

· know and apply the emergency procedures in respect of fire and first aid;

· not wilfully misuse, neglect or interfere with things provided for his/her own safety and/or the safety of others;

· co-operate with other employees in promoting improved health and safety measures;

· co-operate with any appointed safety representative and the enforcement officer of the Health and Safety Executive or the Public Health Authority;

· report any hazard or malfunction in accordance with tKC’s procedure;

· follow all instructions, written or verbal, designed to ensure personal safety and the safety of others;

· conduct themselves in an orderly manner and refrain from any form of inappropriate behaviour;

· use the provided safety equipment and/or protective clothing;

· maintain, or ensure safe maintenance, of tools and equipment, reporting any defect in accordance with tKC’s procedure;

· attend training courses to further the needs of health and safety as required;

· report all accidents, assaults and "near misses" in accordance with tKC’s procedures whether injury is sustained or not;

· ensure that they draw the attention of the Centre Manager to any breach of statutory regulations;
· ensure they maintain safe access to and egress from their areas of work;

· ensure that, so far as is reasonably practicable, no plant, equipment or process under their control pollutes the atmosphere;

· ensure, as far as is reasonably practicable, they provide sufficient information,

   instruction, training and supervision to enable other personnel and pupils to avoid hazards and contribute positively to their own safety and health;

· where appropriate, recommend to the Centre Manager improvements to safety procedures, practices and equipment including additions or improvements to plant, tools, equipment or machinery which are dangerous or potentially so;

· ensure that relevant risk assessments are reviewed, performed, any results recorded and any necessary action taken, and 

· made aware of tKC’s Health & Safety policy and procedures during their induction and thereafter on an annual basis.

3.4   Responsibilities of User Groups
       It is a condition of use of room facilities at tKC that User Group leaders are responsible for the safety of their clients in their rooms.
   User Group leaders will:
· set a good example by adopting good health and safety practices, and procedures;

· supervise their clients so that they know the emergency procedures in respect of fire, first aid and any special safety measures for their area;

· give clear instructions and warning as often as necessary;

· ensure clients’ bags, coats etc. are safely stored, and good housekeeping is maintained;

· include all relevant aspects of safety in their actvities;

· request/obtain protective clothing, guards, special safe working procedures, etc. where necessary and ensure their use;

· ensure that at the end of each session the rooms that they have used are returned to the same state are as at the start the session, and
· ensure that relevant risk assessments are performed, any results recorded and any necessary action taken.

3.5  Responsibilities of Visitors 
Visitors and other users of the premises are required to observe the safety rules at tKC. The Centre Coordinator will ensure that users and visitors are informed of health and safety matters which may affect them during their visit.

4.
Risk Assessments
In addition to the formal annual review by the Trustees of this Health and Safety Policy and the associated risks, day-to-day responsibility for assessing and controlling risks rests with all staff and volunteers within tKC. The Chairman will carry out an annual Work Station, tKC Building and Fire Risk Assessments with the Centre Manager. Risk assessment training shall be performed in consultation with the Centre Manager.

5.  
General health and safety arrangements
    
The health and safety arrangements set out below are for the information, guidance and compliance of all staff and volunteers in tKC.
In carrying out their normal functions, it is the duty of all staff and volunteers to do everything possible to prevent injury to individuals. This will be achieved so far as is reasonably practicable by adoption of arrangements and procedures developed out of risk assessment for control of risk. 
These can be summarised as:
· providing and maintaining safe equipment and safe systems of work; 

· making arrangements to ensure the safe use, handling, storage and transport of materials, drugs, substances and other articles; 

· providing the necessary information, instruction, training and supervision to ensure all staff and volunteers are aware of their responsibilities for safety; 

· providing safe places of work with safe access to and exit from them; 

· providing a safe and healthy working environment; 

· providing a system for rapidly identifying and remedying hazards; 

· where hazardous conditions cannot be eliminated, providing suitable protective clothing and equipment. 

   
No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health and safety.
5.1  Accident reporting
   
Any accident or injury is to be reported to the Centre Manager by the person or persons involved in the incident or accident and entered in the ‘Incident/Accident Book’.

5.2  Accident investigation
   
All significant accidents or incidents that are considered to be dangerous and near-miss situations are to be reported to the Chairman and recorded in the ‘Incident/Accident Book’ located in the Ground Floor kitchen. The Chairman will ensure that an immediate investigation into the incident is undertaken in order to identify the cause of the accident and measures taken to prevent a recurrence. 

   
Investigations such as these are essential in order that accidents, damage to equipment and property, and losses are kept to a minimum. All contractors must ensure that accidents involving their staff are reported to the Centre Manager, as well as their own reporting chain. 
5.2  Reporting procedures
   
Any practice or condition that is likely to have an adverse effect on the health and safety of staff and volunteers, or damage to equipment or property, is to be reported to the Centre Manager and recorded in the Risk Assessment and shared with trustees at the next trustees’ meeting so that appropriate action can be taken.
5.3  Safe working procedures
The Centre Manager must ensure that safe working procedures are developed through:
· assessing the tasks; 
identifying the hazards; 








· defining a safe method; 

· implementing the system, and 

· monitoring the system 

Once developed, safe working procedures must be promulgated to protect all
personnel working within their area of responsibility from dangers to their health and safety. They are also to familiarise themselves with laid-down procedures and ensure that personnel under their control are fully conversant with these

procedures.
5.4  Defective tools and equipment
All defects found in handtools, power tools or any other equipment must be reported immediately to the Centre Manager and the equipment concerned is to be withdrawn from service, clearly marked and isolated in an area where it cannot be reissued for further use until repair has been affected. 
5.5  Means of access
When using access equipment, such as ladders, crawling boards, etc, the correct equipment is to be used for the job to be undertaken. Stepladders must always be supported by an assistant. 
5.6  Good housekeeping
    To help prevents accidents the following principles are followed:
· corridors and passageways are kept unobstructed; 

· shelves in storerooms and cupboards are kept stacked neatly and not overloaded; 

· all floors are kept clean, and 

· emergency exits are kept clear at all times. 

5.7  Electrical equipment
Only authorised and fully qualified staff and volunteers are to install or try to repair electrical equipment.  Where 13-amp sockets are in use, only one plug per socket is permitted. 
The protective outer sleeve of electrical cables is to be firmly secured within the electric plugs. Where the outer sleeve is not secured within the plug and the connecting live wires are visible, a qualified person is to be tasked to rewire the plug correctly. 
Electrical equipment that is known to be, or suspected of being faulty must not be used. If electrical equipment becomes faulty whilst in use, it is to be isolated from the source of supply and secured so that it cannot be used until repair has been affected. 
5.8  Use of harmful substances

When using harmful substances, whether they are material or chemical substances, all staff and volunteers must ensure that adequate precautions are taken to prevent injury to health. 
No new materials or chemical substances are to be brought into use unless an
assessment using the Control of Substances Hazardous to Health (COSHH) Regulations 2002 has been carried out and clearance given for use by the Centre Manager. The user is to be in possession of a safety data sheet.
5.9  Skin infections and hand care
To reduce the risk of dermatitis, oil acne or skin cancer, staff and volunteers should always avoid unnecessary skin contact with oils and chemicals, wearing gloves and protective clothing where necessary and using barrier creams before commencing work. 

5.10 Smoking
Smoking is not permitted inside the building or anywhere on site. Vaping may occur in pre-agreed locations outside the building. 
5.11 Consumption of food
Food may be consumed in all areas of the building, except the toilets.  Food allergies are discussed at the beginning of staff and volunteers induction. Where this is a factor, arrangements will be put in place to ensure that food is consumed in a way which does not pose a risk. 
tKC staff have a duty to ensure that food preparation areas are safe. All sharp knives are to be removed from kitchens. 
5.12 Emergency services
Fire, police or ambulance services can be contacted by dialling 999.  First aid kits are located on both floors in the building. A defibrillator is available for use in the building and held in the office.

5.13 Noise
Where noise cannot be controlled at source, all staff and volunteers must be protected from high noise levels as required by the Noise at Work Regulations. 
5.14 Fire prevention
Fire orders are available for all staff and volunteers to read in their area. They cover all aspects of fire prevention.  A notice, 'Action to be taken in the event of a fire' is posted on both floors at fire points alongside a printed notice clearly identifying the evacuation route and assembly area to be used. 
All staff and volunteers are responsible for knowing the location of fire points and fire exits. They should also know the location of the assembly point in the event of a fire. All staff and volunteers are to know the fire potential of materials and substances that they use, and should exercise maximum care in their use, especially those marked 'flammable'. Cont/…

Fire evacuation procedures, fire prevention training and fire alarm testing are to be carried out in accordance with current legislation, but at least on a six-monthly basis. The Centre Manager is responsible for liaising with all users of tKC to ensure that they are aware of fire evacuation procedures. 
5.15 Emergency Evacuation Procedures


At the start of each User Group session, the User Group Leader should advise his/her clients, volunteers and staff that, unless told otherwise by tKC staff, no test emergency evacuation procedure or test fire alarm is expected so that in the event of an alarmed being sounded the building should be immediately evacuated.

In the event of it being necessary to evacuate the building, the Centre Manager (or, if absent, a nominated member of staff) will be responsible for instructing any User Groups that are present to evacuate immediately and to assemble at the agreed Assembly Point (by the side of Lil Greens café). The Centre Manager(or, if absent, a nominated member of staff) must immediately telephone the emergency services and also inform the Chairman.

UNDER NO CIRCUMSTANCES IN THE EVENT OF EMERGENCY EVACUATION BEING NECESSARY, SHOULD THE LIFT BE USED.


In the event of an Emergency Evacuation being required, when no member of staff is present, each User Group Leader will be responsible for evacuating his/her Group at the Assembly Point and informing the emergency services and the Chairman.


Each User Group Leader is responsible for evacuating his/her own clients, staff and volunteers, taking particular care to evacuate disabled people.

5.16
First Aid 

First Aid can be administered by any qualified first aider or appointed person. A list of staff currently with First Aid qualifications is displayed in the tKC office. 

First Aid kits are located in the upstairs and downstairs kitchens, where the accident book can also be found.

The first aider is responsible for checking, re-ordering and replenishing stock.TKC recognises the need for re-qualification of the 4-day first aid qualification every 3 years.

5.17
Visitors
It is the duty of all tKC staff and volunteers to ensure the health and safety of all visitors to tKC.  Where protective clothing or measures are in place for a specific area or task, the same level of protection is to be afforded to any visitor proceeding to that area. 
5.18 Contractors
Contractors working within tKC are required to comply with the working rules as issued by tKC. Any breach of these rules is to be reported to the Centre Manager.
5.19  Toilets

The toilets are cleaned at the start of each day by tKC staff and will be checked periodically during each day by tKC staff or volunteers. Where required appropriate, action will be taken to clean them. Notices are displayed in toilets advising users to respect the cleanliness of the facilities and to report any problems to a member of tKC staff.

5.20 Use of vehicles
Only those persons authorised and in possession of the appropriate licence are to drive vehicles on tKC business. Such persons will be required to drive their own vehicle, and are responsible for ensuring that they must have the appropriate insurance. 
5.21 Manual handling of loads
Staff and volunteers are not to lift, drag, push or carry heavy or awkward loads unless training has been undertaken and risk assessments carried out.
Additional arrangements will be appended as they are developed out of risk assessments carried out in accordance with this policy.
5.22
Pregnant women and nursing mothers


Expectant mothers, whether staff or volunteers, are encouraged to advise in writing the Centre Coordinator as soon possible of their condition and a suitable risk assessment will be carried out and reviewed throughout the term of the pregnancy.


In the event of a nursing mother returning to work a further risk assessment will be carried out and a suitable room will be made available upon request.
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