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Introduction

This Health and Safety Policy contains a plan detailing how we manage our health
and safety issues. The policy sets out our commitment to manage risks and provide
good standards of health and safety and also to meet our legal duties. Health and
safety is an integral part of how we do business as a responsible employer and we
have put in place the necessary organisation and arrangements to achieve this.
This policy has been initiated after carrying out a full appraisal of our health, safety
and welfare requirements and will be reviewed periodically (at least annually).

Aims

We intend to provide and maintain, so far as is reasonably practicable, a safe and
healthy working environment and to enlist the support of employees towards
achieving these goals. This policy aims to ensure all trustees, staff and volunteers
are aware of their responsibilities with regards to health and safety.

Relevant legislation

Please see page 13.
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Health and Safety General Policy Statement

Croydon Mencap recognises that it has responsibilities for the health and safety of
our workforce whilst at work and others who could be affected by our work
activities. We will assess the hazards and risks faced by our workforce in the course

of their work and take action to control those risks to an acceptable, tolerable level.

Our Managers are made aware of their responsibilities and required to take all
reasonable precautions to ensure the safety, health and welfare of our workforce,
the people we support and anyone else likely to be affected by the operation of our
business. All employees are made aware of their own responsibilities for their own

health and safety and that of others.

We intend to meet our legal obligations by providing and maintaining a safe and

healthy working environment so far as is reasonably practicable.

This will be achieved through;
1 The provision of health and safety leadership in identifying and controlling
health and safety risks so identified
1 Consultation with our employees on matters affecting their health and
safety
1 The provision and maintenance of safe plant and equipment
1 Ensuring the safe handling and use of substances
1 The provision of necessary information, instruction and training for our
workforce, taking account of any who do not have English as a first language
1 Making sure that all workers are competent to do their work and giving them
appropriate training
The prevention of accidents and cases of work related ill health
The active management and supervision of health and safety at work issues

Having access to competent advice
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The provision of the necessary resources required to make this policy and

our health and safety arrangements effective
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f  Aiming for a continuous improvement in our health and safety performance
and management through a process of regular audit and review, and

1 Reviewing this policy and associated arrangements on a periodic basis using
findings from the audit process, staff consultations and incident

investigation to guide change

We also recognise
9 Our duty to cooperate and work with other employers when we work at
premises or sites under their control to ensure the continued health and
safety of all those at work, and
9 Our duty to cooperate and work with other employers when their workers
come onto our premises or sites to do work for us, to ensure the health and

safety of everyone at work

To help achieve our objectives and ensure our workforce recognises their duties
under health and safety legislation whilst at work, we will also remind them of their
duty to take reasonable care for themselves and for others who might be affected
by their activities. These duties are explained on first employment at induction and
also set out in an Employee Safety Handbook, given to each member of staff, which
includes information on their duties and includes our specific health and safety

rules.
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Organisation

Health and Safety Management Structure

Although the Board of Trustees has overall responsibility for the implementation
of this policy day to day responsibility for particular issues has been delegated to
key personnel.

The management structure within Croydon Mencap is shown here and the
allocation of day to day responsibility for particular health and safety issues is
shown on the Responsibility Chart which appears later in this document.

Board of
Trustees

Operations
Manager

Club Managers
Coordinators
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Health and Safety Responsibilities

The Board of Trustees has recognised that they retain overall responsibility for
health and safety matters. They also recognise that the organisation needs to
take action in respect of the key points listed here. In managing these matters
emphasis is placed on recognising hazards and potential risks and then taking
steps to minimise their effects on employees and others.

General

Provide and resource an effective health and safety management system
Provide a suitable means of consultation with employees on health and
safety matters through team meetings and staff supervisions.

Ensure that adequate employers liability insurance cover is arranged and
maintained

Ensure that health and safety implications are considered when acquiring
new equipment and machinery

Ensure that contractors (when employed) are competent and monitored
during work

Ensure that a process is in place to identify and report hazards

Ensure that all employees are provided with appropriate health and safety
training

Provide measures to protect the health and safety of employees working
alone

Monitor the health and safety performance of the organisation

Occupational Health

T

T

T

Ensure that adequate procedures are in place to identify and address
occupational health risks

Ensure that the measures required to reduce and control employees’
exposure to occupational health risks are in place and used
Implement measures to reduce stress within the workplace

Work related stress

Stress at work is a serious issue and workers can suffer severe medical problems,
which can result in under-performance at work and cause major disruptions to the
organisation.
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The responsibility for reducing stress at work lies both with employer and
employee. Employees should become aware of the causes of stress, and ensure
that they do not work in a way which could cause them to suffer an increase in
stress, nor cause an increase in stress on others.

If an employee is suffering from stress at work, they should discuss this with their
line manager or the Chief Executive Officer at the first opportunity. Where
practicable and reasonable, Croydon Mencap will seek to provide assistance to the
employee.

Croydon Mencap will do all it can to eradicate problems relating to stress at work.

Accidents, Incidents and First Aid

1 Record all accidents and incidents

1 Complete accident and incident investigations, identify causes and
measures for prevention

1 Ensure that applicable injuries, disease and dangerous occurrences are
reported to the Enforcing Authority

1 Ensure that adequate first aid arrangements are in place

Fire and Emergency Arrangements

Ensure that:
1 Fire extinguishers are in position with seals in place.
1 Fire safety signs are in position.
1 Fire-resisting doors are functioning properly.
1 That the fire alarm system is working and that any malfunction of the fire
alarm test is reported.
Any faults on the emergency lighting are reported.
Adequate Fire Risk Assessments are completed

== =4

Risk Assessment

Ensure that:
1 Risk assessments are undertaken and Safe Systems of Work are produced
for all activities that pose a significant risk of harm
1 Risk assessments are documented
1 The outcomes of risk assessments are communicated effectively to
employees and others
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Premises

Provide a suitable and safe working environment for employees with
adequate welfare facilities

1 Ensure that the fixed electrical installation is adequately installed and
maintained

1 Introduce and maintain measures to control and manage the risks posed by
asbestos

1 Ensure good housekeeping standards are instigated and maintained

1 Provide suitable and sufficient maintenance of the facilities provided within
the workplace

Equipment

Ensure that:

1
1
1

All equipment provide by the organisation is suitable and properly used

All work equipment is adequately maintained and safe

Portable electrical appliances are adequately maintained, inspected and
tested

Appropriate hand tools are provided and maintained

Any Personal Protective Equipment (PPE) provided gives suitable protection,
is used and that employees are given information, instruction and training
on its use

Control of Hazardous Substances

The Control of Substance Hazardous to Health (COSHH) Regulations lay down the
essential requirements and a step-by-step approach for the control of hazardous
substances and for protecting people who may be exposed to them. The
Regulations set out essential measures that employers and employees have to
take. Failure to comply with COSHH, in addition to exposing employees to risk,
constitutes an offence and is subject to penalties under the Health and safety at
Work Act 1974.

COSHH Regulations require Croydon Mencap to:

T
1
T

T

Assess risk to health arising from work and the precautions required.
Introduce appropriate measures to prevent or control risks.
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