Stairways

19 Douglas Road

HARPENDEN MENCAP Harpenden
The voice of learning disability Hertfordshire
AL5 2EN

Telephone: 01582 460055
Email:office@harpendenmencap.co.uk

local

cap

Harpenden

HEALTH & SAFETY POLICY

The Law Relating to this Policy

Section 2(3) of the Health and Safety at work Act 1974 requires employers who employ five
or more people to have prepared a written statement of the general policy with respect to
health and safety at work of their employees. It is a requirement to bring this policy to the
attention of all employees. All aspects of work at Harpenden Mencap must and will comply
with the following legislation:

T

= =2 =28 -5_9_9_45_4_9_2_2._-2._-2:-"_--°_-2

The Health and Safety at Work Act 1974 Health and Safety (consultation with
employees 1996)

Reporting Injuries/Diseases/Dangerous Occurrences (RIDDOR) Regulations 1995
Management of Health and Safety at Work Regulations 1999

Provision and Use of Work Equipment Regulations 1998

Electricity at Work Regulations 1989

Workplace Regulations 1992

First Aid regulations 1981

Personal Protective Equipment Regulations 1992

Manual Handling Operations regulations 1992

Display Screen Regulations 1992

Lifting Equipment Regulations 1998

Regulatory Reform (Fire Order Act 2006)

Control of Substances hazardous to Health Regulation (COSHH, 2002)
Regulations of Health and Social Care Act 2008

Use of Workplace Transport Regulation (As part of PUWER, 1998)

Working at height 2005

Control of Asbestos at Work 2012

Working time 1998
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1 Gas Safety (Installation and Use) Regulations 1994: cover safe installation,
maintenance and use of gas systems and appliances in domestic and
commercial premises.

1 The Health and Safety Information for Employees Regulations 1989: require
employers to display a poster telling employees what they need to know about
health and safety.

1 Employers’ Liability (Compulsory Insurance) Act 1969: require employers to take
out insurance against accidents and ill health to their employees.

POLICY STATEMENT

It is the policy of Harpenden Mencap to seek to provide a safe and healthy workplace and
working environment for all its employees. To that end, it is committed to removing
hazards to its employees as and when they arise if that is at all possible, and to providing
adequate equipment, procedures and training for those hazards which, by their nature
cannot be completely guarded against, or where such training will help reduce the
possibility of hazards occurring.

In so far as it is reasonable and practical to do so and where it is within our control we will
provide and maintain:

Safe working conditions.

Adequate training, instruction, information and supervision for all staff.
Work equipment that is safe and appropriate for the use intended

Safe working practices, procedures and controls

Opportunities for consultation on health, safety and welfare matters.
Adequate arrangements for reporting accidents, injuries and dangerous
occurrences
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1. ORGANISATION AND RESPONSIBILITIES

1.1 General Introduction

This section sets out the individual responsibilities for the management and integration of
health, safety and welfare within their individual sphere of service delivery. In all cases it
should be noted that whilst the practical delivery of a responsibility can be delegated, the
accountability are to be incorporated into the relevant job descriptions.
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1.2 Specific Management Responsibilities for Health and Safety
1.2.1 The Chair of the Board of Trustees (or identified portfolio holder at board level)

The Board of Trustees, is responsible for ensuring that Harpenden Mencap Society is
compliant with the health and safety legislation by ensuring

1 A fit for purpose and up to date Health and Safety Policy Manual is in place
within Harpenden Mencap.

1 He/she liaises with Director of Services to ensure effective management of
health and safety.

1 Facilitate the feedback of information to the Board of Trustees by receiving
regular reports from Health and Safety Lead Officer, through the Director of
Services on progress achieved, matters requiring attention etc.

1 The Board of Trustees understand and discharge their legal responsibilities to
those employed by Harpenden Mencap.

1 The Board of Trustees seek to raise the profile of health and safety and
continuing improvement in health and safety performance within Harpenden
Mencap.

1 Appropriate resources are identified within the business planning process to
ensure compliance with this policy.

1.2.2 Director of Services

The Director of Services is responsible and accountable to the Board of Trustees of
Harpenden Mencap and gives feedback to the trustees via monthly board meetings.

The Director as the most senior representative of Harpenden Mencap is responsible for
ensuring that the Health, Safety and Welfare of all staff and residents is maintained,
monitored and that the building and its equipment is of sufficient quality and maintenance
to adequately fulfil its purpose. To help discharge these responsibilities the Director of
Services will attend the Health and Safety committee meetings to receive information
from and feedback to the Health and Safety Lead Officer and Registered Managers.

The Director oversees and sets a training budget to ensure that all mandatory Health and
Safety training such as manual handling, food hygiene, first aid and fire training is made
available to all staff who work for Harpenden Mencap. The Director will also ensure that a
budget is agreed for the upkeep and maintenance of each site Harpenden Mencap own
and are responsible for.

The Director of Services will ensure that the organisation has the relevant Employers’
Liability (Compulsory Insurance) which requires Harpenden Mencap to have taken out
insurance against accidents and ill health to their employees.

1.2.3 Registered Managers

Registered Managers of Adult Residential, Adult Supported Living, Adult Domiciliary
es and the Registered Manager of Children’s Services are responsible and

local
cap Harpenden Mencap Registered No 2903642 Charity No 01035252
President: John Maryan

Harpenden




accountable to the Director of Services for providing expert inputs of their particular areas
and specialties which includes the health, safety and welfare of residents/tenants/ young
people and staff, contractors, visitors that they are responsible for or supervise.

He/she must also liaise with the Health and Safety Lead and Health and Safety Officer to
ensure accountability and actions on identified health and safety issues, effective
monitoring of health and safety performance and ongoing statistics and reports as
required.

The Registered Manager’s should seek to consult and receive feedback from staff under
their responsibility on health and safety matters via team meetings/supervisions, to attend
and provide advice to the Harpenden Mencap Health and Safety Committee.

It is the role of the Registered Manager’s for both the Children’s and Adults Services to
ensure that the training plan in view of Health and Safety and Adult/Child Protection is
carried out and that staff are empowered to attend and contribute so that they have a
good understanding of the company’s, their own and others roles in the maintenance of
Health and Safety in the Workplace (under Sections 2, 3, 7 & 8 of the HASAWA 1974).

Registered Managers should ensure that any new staff via their induction process is aware
of their rights and responsibilities in relation to Health and Safety and that appropriate
training (group or e-learning) is undertaken ASAP.

1.2.4 Health and Safety Lead Officer

The Health and Safety Lead Officer is responsible and accountable to the Director of
Services, and will ensure that the Director is advised, informed and updated of Health and
Safety matters that affect the business undertaken by Harpenden Mencap. The Health and
Safety Lead Officer must also work in a collaborative manner with each Registered
Manager and their staff teams providing advice, assistance and support where requested.

The Health and Safety Lead Officer will organise and chair the Health and Safety
Committee and ensure all actions agreed by the committee are carried out.

It is the role of the Health and Safety Lead Officer to ensure health, safety and welfare of
everyone within Harpenden Mencap by carrying out risk assessments, annual
organisational audits, quarterly inspection audits, and the general health and safety of
each area of the organisation including the shop. The Health and Safety Lead Officer will
ensure that relevant equipment is serviced within legislation time spans and by competent
and qualified individuals.

The Health and Safety Lead Officer must ensure that all areas and regulations of the
Health and Safety at Work Act are met and that where a duty of care is owed to the
employees of the organisation it is fully met, as far as is reasonably practicable.

It is also the role of the Health and Safety Lead Officer to provide quarterly report to the
Board of Trustees through the Director of Services on progress achieved, matters requiring

ention etc.
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He/she must carry out proactive monitoring and record keeping to confirm that regular
health and safety operations have taken place.

1.2.5 Health and Safety Officer

The Health and Safety Officer is responsible and accountable to the Health and Safety Lead
Officer and the Registered Managers of Adult Services.

The Health and Safety Officer is to work closely with the Health and Safety Lead Officer
and the Registered Managers to ensure that assistance is given to the senior staff and
support workers in carrying out risk assessments, and routine checks and maintenance etc.
and to offer help and advice when needed.

The Health and Safety Officer will ensure that each area completed the required checks,
completes the required formats and audits on a daily, weekly and monthly basis.

The Health and Safety Officer will ensure all water safety checks are made on a monthly
basis and liaise with the Transport and Maintenance Officer to ensure all maintenance
action are carried out as required and as prioritised.

1.2.6 Senior staff in each work area

The senior staff in each work area are responsible and accountable to their Registered
Managers, the Health and Safety Lead Officer and the Health and Safety Officer on issues
relating to health, safety and welfare of their team.

All Senior staff must ensure that the staff they supervise on a day to day basis are working
within the Policies and Procedures of the organisation. It is also the role of all senior staff
to ensure that all risk assessments and audits are completed and updated as appropriate
and to report any areas of concern they have in relation to Health and Safety matters.
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