Health and safety policy statement

Health and Safety at Work etc Act 1974

This is the Health and Safety Policy Statement of

Thomas Lister Limited

Our statement of general policy is:

· to provide adequate control of the health and safety risks arising from our work activities;

· to consult with our employees on matters affecting their health and safety;

· to provide and maintain safe plant and equipment;

· to ensure safe handling and use of substances;

· to provide information, instruction and supervision for employees;

· to ensure all employees are competent to do their tasks, and to give them adequate training;

· to prevent accidents and cases of work-related ill health;

· to maintain safe and healthy working conditions; and

· to review and revise this policy as necessary at regular intervals.

Signed
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(Employer)

Date 


10th January 2011


Review date 10th January 2012
Responsibilities

1. Overall and final responsibility for health and safety is that of Chris Thomas.
2. Day-to-day responsibility for ensuring this policy is put into practice is delegated to Andrew Croot.
3. To ensure health and safety standards are maintained/improved, the following people have responsibility in the following areas:-
	Name
	Responsibility

	Julie Costello
	New staff induction – 1st day.

Updates to Policy.

	Andrew Croot
	Workplace risk assessments – as necessary.

	All Staff
	Review of compliance – yearly.

Ongoing awareness and legal responsibilities to take care of the health and safety of themselves and others, and to co-operate with you to help you comply with the law.

	Chris Thomas 
	Overview and ensure compliance.


4.
All employees have to:-
· co-operate with supervisors and managers on health and safety matters;

· not interfere with anything provided to safeguard their health and safety;

· take reasonable care of their own health and safety; and

· report all health and safety concerns to an appropriate person (as detailed in this policy statement).
· Attend relevant courses and training events organized by the Responsible Officer.

· It is the responsibility of every employee to work in such a way as to minimise all possible hazards to health and safety and to report to the Responsible Officer any potential hazards that may exist. 
· It is the specific responsibility of every employee driving a company car to ensure as far as possible that the condition of that car is maintained in all respects to comply with the statutory requirements given in the Road Traffic Act - 1972 (used when testing a car for the MOT certificate).  

· In addition all staff are required to adhere to all legislation including not using mobile phones whilst driving.
Health and Safety Risks Arising From Our Work Activities
· Risk assessments will be undertaken by Andrew Croot.
· The findings of the risk assessments will be reported to Chris Thomas.
· Action required to remove/control risks will be approved by Andrew Croot.
· Andrew Croot will be responsible for ensuring the action required is implemented.
· Andrew Croot will check that the implemented actions have removed/reduced the risks.
· Risk assessments will be reviewed on an appropriate cyclical basis, no greater than annually or when the work activity changes, whichever is soonest.

Consultation With Employees

Consultation with employees is provided by:-
Upon commencement of employment as part of induction, a copy of the H&S Policy and H&S law booklet and other relevant information is provided (first aid, fire safety, etc.).  A copy Safety Information Pack is available both electronically and within the displayed H&S file.  
Updates, feedback and general consultation is undertaken either through Team Meetings or through private discussion with Andrew Croot or Chris Thomas as necessary.  Chris operates an “open door” policy.

Safe Plant and Equipment

· Andrew Croot will be responsible for identifying all equipment/plant needing maintenance.

· Julie Costello will be responsible for ensuring effective maintenance procedures are drawn up.

· Andrew Croot will be responsible for ensuring that all identified maintenance is implemented.

· Any problems found with plant/equipment should be reported to Julie Costello, Andrew Croot or Chris Thomas.
· Julie Costello/Andrew Croot will check that new plant and equipment meets health and safety standards before it is purchased.

Safe Handling and Use of Substances

· Andrew Croot will be responsible for identifying all substances which need a COSHH assessment.

· Andrew Croot will be responsible for undertaking COSHH assessments.

· Andrew Croot will be responsible for ensuring that all actions identified in the assessments are implemented.

· Andrew Croot will be responsible for ensuring that all relevant employees are informed about the COSHH assessments.

· Andrew Croot will check that new substances can be used safely before they are purchased.

· Assessments will be reviewed every year or when the work activity changes, whichever is soonest.
Personal Protective Equipment (PPE)
· Tony Haddock is responsible for ensuring the availability of appropriate PPE.

· Tony Haddock will be responsible for maintaining the register of PPE and the allocation of PPE.

· Tony Haddock will be responsible for ensuring that PPE is maintained in good serviceable order and replaced within appropriate timescales.

· All staff are responsible for reporting to Tony Haddock the loss of or damage to PPE as soon as they become aware of the issue.
· Reviews/Audits of equipment will be carried out by Andrew Croot at least every 12 months.
Information, Instruction and Supervision
· The Health and Safety Law leaflets are issued by Julie Costello as part of the Induction Pack.
· Health and safety advice is available from Andrew Croot and the H&S Directory or Safety Information Pack.
· Supervision of young workers/trainees will be arranged/undertaken/monitored by Chris Thomas or as delegated.
· Chris Thomas is responsible for ensuring that our employees working at locations under the control of other employers, are given relevant health and safety information.

Competency For Tasks and Training
· Induction training will be provided for all employees by Julie Costello/Andrew Croot.
· Job specific training will be provided by Chris Thomas or as appropriately delegated.
· Specific jobs requiring special training are:-
· use of office equipment.

· Use of surveying equipment.

· Use of PPE.

· Use of DSE.

· Working at height.

· Training records are kept at/by Julie Costello.
· Training will be identified, arranged and monitored by Tony Haddock/Andrew Croot.
· Staff will not be required and are instructed not to undertake jobs where special training is required.
Accidents, First Aid and Work-Related Ill Health

The prime task for us all is to identify and eliminate potential hazards before accidents are caused. If however an accident does occur, then the details recorded in the Accident Book will assist in highlighting hazards and preventing a recurrence of the accident. The Accident Book is kept at the Reception Desk of the main office.

All accidental injuries, including car accidents, occurring at work or on the company's business must be entered in the Accident Book.

All entries in the Accident Book must be accompanied by the signature of one of the Directors. Reception will advise the Director of the need to sign the book.

Any absence from work lasting more than three days due to injury is reportable to the Local Authority Environmental Health Department by Chris Thomas, Director.

The first aid box is kept by the Appointed Person and is checked every week and restocked as necessary.

· The first aid box(es) is/are kept in the first stationery cupboard as you enter the downstairs office.
· The appointed person(s)/first aider(s) is/are Julie Costello.
· All accidents and cases of work-related ill health are to be recorded in the accident book. The book is kept on the shelf unit by the photocopier in the downstairs office.
· Chris Thomas is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority (HSE or your local authority depending upon where you work).

Monitoring

· To check our working conditions, and ensure our safe working practices are being followed, we will ensure all new employees are adequately inducted and that training needs are identified and subsequently arranged.  
Workplace inspections are carried our quarterly.

Employees are to report any faulty equipment immediately to one of the Directors or Andrew Croot.
Employees training needs are reviewed annually.

Employees are responsible for ensuring cars and personal equipment used for work purposes are serviced and safe to use.
· Andrew Croot is responsible for investigating accidents.

· Chris Thomas or Rachel Lister is responsible for investigating work-related causes of sickness absences.

· Chris Thomas is responsible for acting on investigation findings to prevent a recurrence.

Emergency Procedures – Fire and Evacuation

Employees must familiarise themselves with the Company's fire safety arrangements and in particular take note of the location of fire extinguishers, fire alarm call-points, fire escape routes and assembly points in the area in which they are working. 

· Chris Thomas is responsible for ensuring the fire risk assessment is undertaken and implemented.

· Escape routes are checked by Andrew Croot every week.
· Fire extinguishers are maintained and checked by Fire Safe Services Limited, annually.
· Alarms are tested by Britannic Fire & Security Systems every 6 months.
· Emergency evacuation will be tested at least annually.
