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High Peak CVS
POLICY

Our policy is to provide and maintain safe and healthy conditions for; 

· all our employees and volunteers and to provide such information, equipment,  training and supervision as they need for this purpose.

· those groups and individuals using the services we offer and to provide the information they need to comply with our policy.

· groups, agencies  and individuals using our premises for meetings or training.

· members of the public calling into our premises or otherwise affected by our activities.

The arrangements which we will make to implement the policy are set out below.  

The Management Committee seeks the co-operation of all staff in keeping health and safety rules.  Staff and volunteers are encouraged to watch out for potential or actual hazards and to inform the management.  
The policy will be kept up to date, particularly as the organisation changes in nature and size.  To ensure the policy and the way in which it is operated remains relevant it will be reviewed every year.

The designated officer will ensure that:

· Appropriate training and instruction is given to all staff and volunteers.

· The Health & Safety Poster issued by the H & S Executive is displayed

· Office Fire Rules are displayed on the office premises

· A book / forms are kept of all accidents and injuries relating to the work of staff and volunteers and visitors to the office premises and service users.

· Staff and volunteers are made aware of new hazards and provided with the relevant information on health and safety matters.

· The management is informed of any health and safety matters that may affect the organisation.

· The organisation’s responsibilities under the Reporting of Injuries, Diseases and Dangerous occurrences regulations 1985 are carried out.

· A yearly report is prepared for the Management on health and safety matters arising in the organisation for the previous 12 months.

Signed……………………………………………………..Chair of High Peak CVS
Date……………………………….. 
RESPONSIBILITIES

MANAGEMENT

General

· Overall and final responsibility for health and safety in the company is that of the Chair of the management committee, currently;

Sally Cox
· Day to day responsibility for health and safety in the company and the premises is that of the Office and Finance Manager, currently;



Gina Spencer
· All employees and volunteers have a responsibility to co-operate with   supervisors and managers to achieve a healthy and safe workplace and to take reasonable care of themselves and others.

· Whenever an employee, volunteer or manager notices a health and safety problem that they are not able to put right, they must straightaway tell the appropriate person named above and complete Appendix 4.  

· Consultation between management and employees is provided by monthly staff meetings and quarterly management committee meetings where issues can be raised on the agenda.

First Aid

The First Aid box is situated on the stationary cupboard in the corridor.

Trained First Aiders are:  Gina Spencer and Tony Okotie.
Appointed person responsible for the box is Gina Spencer.      

The accident book and separate forms are kept in the main CVS office on the bookcase.    

RESPONSIBILITIES (cont.)

General Fire Safety

The Fire Officer is Gina Spencer
Checks of the following are carried out by the nominated person:

Escape routes     

Gina Spencer
Fire Extinguishers  

Gina Spencer
Maintenance company  
K.W. Fire Protection
Fire Alarms   


Gina Spencer & Peter Beardwood
Other Equipment   

Smoke Detectors
Peter Beardwood 






Fire Blanket

Peter Beardwood
Fire Drills
To be carried out every three months – to be arranged by Gina Spencer
Training

Responsibility for training rests with the following people;

Name                                               Department

Gina Spencer



Office Staff & Volunteers
Action List for Contractors and Visitors

Explain fire exits and drill in case of fire.

Explain about no smoking status of building.

Instruct them not to obstruct passageways.

Explain location of fire extinguishers and fire doors.

Explain procedure for unlocking/locking main doors on entry and exit.

Instruct them not to use any electrical equipment within the premises without permission.

Equipment

Person  responsible                      Gina Spencer
Checks as follows;

Equipment


Company


Regularity

All plugs, cables, appliances
BCSC Electrical Ltd

Every 12 mths

Fire Extinguishers

K.W. Fire Protection 
Every 12 mths

Service of Fire alarm

BCSC Electrical Ltd

Every 12 mths
RESPONSIBILITIES (cont.)

Manual Handling 

High Peak CVS has a responsibility to;

· Make a suitable and sufficient assessment of risks involved in manual handling.

Where reasonably practicable make alternative arrangements to avoid the need for manual handling if there is a risk of injury.  Where manual handling cannot be avoided provide manual, automated or mechanical aids.

· Record all accidents and ill health.

The assessment should look at four different areas:

· The task - reduce the risk of injury by improving the task layout, using the body more efficiently.

· The load - making it lighter, smaller, easier to grasp etc.

· The working environment - remove space constraints, adequate lighting, ventilation etc.

· The individual’s capability - personal considerations, training etc.

The working environment 

High Peak CVS has a responsibility to check the following;

· Are the space constraints preventing good posture?

· Are there uneven slippery or unstable floors?

· Are there variations in the levels of floor or work surfaces?

· Are there extremes of temperature or humidity?

· Are there ventilation problems?

Users of VDU

High Peak CVS has a responsibility to identify which of their employees/volunteers are VDU users and to ensure that the 1992 regulations covering usage of VDUs are adhered to.  See Appendix 1 for a copy of the VDU users assessment form.

RESPONSIBILITIES (cont.)

STAFF AND VOLUNTEERS

General

The Health and Safety Act 1974 has laid down certain duties for all volunteers and employees.  The duties are to take care of their own safety and that of other volunteers and workers and to cooperate with the organisation and its officers to enable it to carry out its responsibilities.   Please ensure you read those guidelines and please raise any questions you have with your line manager or supervisor.  In particular, employees have a duty to:

· work safely, efficiently and without endangering the health and safety of themselves, their colleagues, their clients, the general public or any other person who has a  right of access to the High Peak CVS  premises at any time;

· adhere to the safety procedures as laid down by the organisation and to conform to all instructions given by those with a responsibility for health and safety;

· report all accidents, near miss occurrences and hazardous situations to appropriate persons.

· wear safety and protective clothing, use protective equipment and use appropriate safety devices, where these are provided for use at work.

· meet their other statutory safety obligations including that laid down in Section 8 of  the Act, which states ` no person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare in pursuance of any relevant statutory provisions`.

The following general points will contribute significantly to overall health and           safety;

· Floors, steps, stairs, passages and fire exits should be kept clear of obstruction at all times.

· Wires to telephones, electrical equipment etc., should not be placed so that some one could fall or put their chair on it.

· Office layout should be such that employees and others can use it safely- e.g. filing cabinets should not open into passages or across doorways. 

A copy of this statement is issued to all employees.  It will be reviewed, added to or modified from time to time.  All employees are invited to submit changes that they feel have become appropriate.

RESPONSIBILITIES (cont.)

First Aid

· A first aid box is available on the stationary cupboard in the corridor.

· Employees are encouraged to attend basic first aid training from an approved provider.e.g. Ouch, Red Cross, St Johns Ambulance.  One member of staff will be designated as an approved first aider and their name will be circulated to staff.

· Employees are advised to seek treatment for every injury, no matter how small, as any injury, if left untreated, may become serious.

Accident/hazard Reporting
It is essential that all accidents that happen at work, again no matter how small, are properly reported.  This should be done, even if no apparent injury was received. In addition to reporting an actual accident it is equally important that employees report a `near-miss` or potential hazard (Appendix 4), so that the organisation can deal with it and help  prevent employees or volunteers from suffering an injury. 

The procedure for reporting an accident

· As soon as possible report the accident to the Health & Safety Co-Coordinator (currently Gina Spencer or Peter Beardwood). Preferably you should do this but if it is not possible, get someone else to do it for you. The details which you should give are:

· where it occurred, giving the time and place

· what happened

· if known, how it happened

· You should also prepare a brief written statement (see Appendix 3) confirming these details and submit it to the person (Gina Spencer) who maintains the official accident book. 

· In order to help prevent a recurrence of the accident you and any witness to it may be asked to discuss it with the person responsible for safety issues (Gina Spencer or Peter Beardwood).  It would be helpful to you, therefore, to keep full notes of what happened.

The procedure for reporting a `near-miss` or hazard is exactly the same.

Fire

The Fire Officer is Gina Spencer
· All visitors should be asked to sign the visitors book on arrival and sign out on departure.
· Any visitors who are hearing, visually or physically impaired will be assisted by a ‘buddy’ – currently Gina Spencer
· Fire exits should be kept clear and free from obstruction at all times.  Notices concerning fire exits or covering procedures in case of fire should be clearly on display and not be removed.

· Employees and volunteers should make themselves familiar with the nearest fire exit to their office, the recommended means of escape, the designated assembly point and with the location and operation of the fire fighting equipment.

· Employees and volunteers will receive periodic instruction on how to use the extinguishers.  Please note that not all extinguishers are suitable for an electrical fire, and any extinguisher which is coloured red should never be used on an electrical fire.

Fire drill

· If you discover a fire;

raise the alarm

tackle the fire ONLY if it is safe to do so.  If you are unsure or if the fire spreads, do not endanger yourself.  Leave it to the professionals.

· On hearing the alarm ;

leave the building immediately by the nearest exit, taking with you any visitor you may see.  Go immediately to the assembly point which is the lawn next to the Judith & Mary Narrowboat mooring over the bridge (on the right) and stay there.  

The fire officer will then check that everyone is present and can be accounted for.  

For your own safety do not delay leaving the building. DO NOT STOP TO COLLECT YOUR BELONGINGS.  DO NOT RE-ENTER THE BUILDING

until you have been advised that it is safe to do so.

· Fire drills will be carried out at regular intervals to ensure that all employees are  familiar with the procedure

Personal safety
High Peak CVS is concerned for the personal safety of all its volunteers and employees. 

In order to reduce the element of risk, High Peak CVS is committed to the development of policies and procedures for identifying and eliminating risk and training all employees dealing directly with the public, in assessing risk and in preventing violent incidents.

If employees or volunteers are concerned in any way about their personal safety, they should discuss the matter with their colleagues and line manager immediately. On no account should employees put themselves at risk.  Ask for assistance from any manager available if your line manager is not immediately available.

GUIDELINES

High Peak CVS aim to provide all employees and visitors with adequate equipment to ensure their health & safety, and to enable them to participate fully, such as providing a text phone, brailed and large print information, handrails, ramps and an accessible toilet  (please refer to Equal Opportunities Policy and Access Audit).
High Peak CVS is constantly reviewing its guide for employee safety. If employees feel these guidelines are inadequate they should raise the matter with their line manager.
For personal safety and for the safety of others, employees and volunteers should observe the following guidelines:

DEALING WITH THE PUBLIC

· All employees and volunteers to inform Gina of activities for the following week. There will be a weekly diary detailing staff whereabouts on each work station.  

· If you feel unhappy about the way an interview, or visit is going, either in the office and especially in someone's home, terminate the interview as soon as possible even if  is not completed, but try to avoid raising anxiety levels .

· Interviews or meetings should not be held with a member of the public if you are alone in the office, an appointment should be made for them to return  at a more suitable time.

· All incidents of actual physical or verbal abuse must be reported to the Chief Executive- recording full details of what occurred, when, where and any subsequent action to be taken.  You should follow this procedure even if no incident occurred but you are concerned about possible future behaviour. 

· When making home visits ensure dogs are suitably confined

· When making home visits, let the individual lead the way; avoid entering a room first and never sit with your back to the door, avoid going out onto balconies or into bedrooms, unless absolutely essential.

MONEY

· Always follow the recommended procedures for handling and collecting cash.  If you are collecting money and you are threatened, hand over the money immediately.  On no account should you endanger yourself or others to prevent the money being taken or in retrieving it.  Employees and volunteers should avoid carrying large amounts of cash on them.

OFFICE SAFETY & SECURITY
The importance of office security to High Peak CVS cannot be overstated. The reception areas are particularly vulnerable since they are open to the public.  In general terms volunteers and employees should remember the following points;

· Always make sure that the door into the building and an individual’s home is locked when you are in the building/home alone.

· Take care of the office keys - if you do lose a key, report it immediately to the Office & Finance Manager.  All keys must be signed for in the key register

· Take great care of your personal belongings; particularly handbags, purses etc,  High Peak CVS cannot accept responsibility for these items, so make sure you do not leave them lying around.

· All volunteers and members of staff leaving the building – even for five minutes - must inform their colleagues and adjust their magnet on the wall chart.

· If you see a stranger wandering around the reception/office, do not assume that he or she has the right to be there; ask who they are, who they wish to see, whether you can help.

· Ask for identity cards of people claiming to be telephone engineers, typewriter/computer engineers, gas/electricity/water board officials, etc.  They all carry such cards and do not object to producing them for inspection.

· Ensure that your office is safe and secure when you leave it at night (e.g. make sure windows are shut, locks secure where necessary, the burglar alarm has been activated, and that all lights, heaters etc., are switched off)

ACCESSIBILITY
People using wheelchairs;

· Always ensure the wheelchair brakes are on before anyone gets out of or into the wheelchair.  Also ensure there are no heavy bags on the back of the wheelchair which could cause it to tip as someone gets up.

· Always move footrests into the folded back position before the person gets into the wheelchair.  When they are sitting secure the footrests in the front position and make sure the person’s feet are properly in place before setting off.

· Agree a set of signals so you can still communicate in noisy environments.

· Encourage the person in the wheelchair to use the seatbelts.

· Always use dropped kerbs whenever possible.  If you have to go down a steep kerb or step always go down backwards and tell the person this is what you are going to do before you begin.

· Do not rest anything on the back of the wheelchair which may get caught in the wheels or interfere with your control of the wheelchair.

· Keep your back straight whenever pushing the wheelchair.

· Never physically lift a person out or into a wheelchair – provide them with a stable surface on which to rest their weight (such as a table) and assist them into the chair.  

· Never go down a steep hill or across an uneven surface unless you are confident that you can control the wheelchair - find an alternative route.

· Do not go too fast.

· Be aware of where the person’s hands are – it is very easy to cause an injury by moving off before the person has had chance to withdraw their hands.

· Leave plenty of room at the front to allow space for the footrests – these cannot be seen from your position at the back- so you need to have a good idea of how far they project.

· Be careful of other pedestrians – they are often unaware of your presence and may suddenly turn into your path.

· When the wheelchair is no longer in use fold it and put to the side of the room so that it does not become a hazard.

People with Impaired Vision.

· Allow them to take your elbow so that they can walk at your side, slightly behind you. 

· Talk them through obstacles – steps, overhead signs, doors.

· Be aware that with someone walking at your side you need to leave more space to negotiate narrow places and doorways.

· Be aware that obstacles clearly visible to you may not be obvious to someone with partial sight because it may be a similar colour to its background.

People who are hearing impaired
· Establish preferred method of communication i.e. British Sign Language (BSL), lip-reading, loop system, speech.  High Peak CVS aim to have a qualified signer in the staff team.

· Demand for speech to text (Palantype/Stereotype/Speedtext) is high, so try to arrange this service if required at least 6 weeks in advance.

· Use plain English in written communication.  For many deaf people, English is not their first language.

· Make sure the room is quiet and well lit.

· Speak as you normally would, don’t shout or exaggerate your lip movements.

· Maintain eye contact with the client/colleague when you are speaking

· Install either visual fire alarm or distribute an individual vibrating pager.

REFRESHMENTS 

· Always take care when carrying hot refreshments and always put the cup down on the table rather than handing it to someone.

· Clear up any spills immediately.

· Do not overfill the cups.

· Do not put cups close to the edge of the table.

· Tell the person that the cup is in front of them especially if they are visually impaired.

· Ensure that kettles and urns are kept on a secure surface and not overfilled.

LIFTING AND HANDLING

Lifting objects is the skilful use of the right body muscles and it must be appreciated that all body movements conform to definite patterns. There are six `key` factors to remember and apply if one is to avoid unnecessary injury and strain.

Correct procedure

· In order to maintain body balance the feet should be placed apart at approximately hip breadth with one foot in advance of the other and pointing in the direction of intended travel.

· Use the total gripping surface of the hand.  This means that you should use the full length of the fingers and the palm of the hands.  Where necessary use protective gloves.

· Keep the back straight when lifting. Use the strong leg and thigh muscles and this will considerably reduce the effort required to lift an object.

· Tuck the chin in and look forward just before taking the load. This will automatically straighten the back and reduce the strain on the shoulders and back muscles.

· Keep your arms straight and close to the body.  This will ensure that you use your leg muscles and prevent shoulder and back strain.

· The weight of the body should be used when handling large and heavy objects.  But make sure that the feet are correctly placed.

General hints 

Do not lift a load that causes a feeling of strain.

Do not stand holding a heavy weight.

Do not twist whilst lifting.

Seek assistance if the load is too heavy or large.

Do not change your grip whilst carrying a load.

Do not carry excessively high loads that obscure your vision.

Use the necessary protective equipment.

Remember - foresight, sense and care can save you permanent injury.

WORKING IN SOMEONE’S HOME

· If you arrive at a service users home and they do not answer the door first check if you can see anyone through the window.  If there appears to be no-one at home call High Peak CVS as soon as possible so we can contact their next of kin to confirm they are safe.

· Before answering the door when you are alone or caring for someone vulnerable find who is at the door and who they wish to see before opening the door.  If you have any doubts at all DO NOT open the door.

· Ask for identity cards of people claiming to be telephone engineers, typewriter/computer engineers, gas/electricity/water board officials, etc.  They all carry such cards and do not object to producing them for inspection.

Electricity
Some simple, commonsense precautions can prevent electricity from becoming a hazard.

· Do not handle electrical equipment with wet hands. Wet hands, wet floors or wet appliances greatly increase the risk of death by electrocution.

NEVER MIX WATER WITH ELECTRICITY

AN ELECTRIC SHOCK CAN KILL.

· Do not withdraw plugs by pulling on the cable.

· Switch off appliances after use and withdraw the plug.

· Faulty electrical equipment must be reported to the Glossop Home Support Service Manager – e.g. damaged cables.

· Plugs that crackle and become hot  - they need the attention of a qualified electrician.

· Remember 2 pin plugs are dangerous  - If you see one in use, report it to the Service Manager.

· Electric blankets.  If you see that an electric blanket is frayed or worn report it to the Service Manager.  A frequent cause of fires is old and worn electric blankets.

· Portable electric fires.  Never take portable electric fires into the bathroom or near the kitchen sink.

PLEASE NOTE.  Do not use electrical equipment if you have any doubt about its safety.
Gas

· Leaking gas is dangerous and can suffocate, explode and kill.  If you suspect a gas leak do NOT use a match, candle or lighter and don't switch on an electric light or appliance as this can cause a spark that is sufficient to ignite gas.  If you suspect a gas leak the Gas Emergency Service should be telephoned immediately (freephone 0800 111 999) and the Glossop Home Support Service Manager notified.

NEVER ATTEMPT TO REPAIR A FAULTY GAS APPLIANCE.
Heating 

Portable Heaters

· Safety precautions should be taken where portable heaters are in use.  They should be kept against walls - not in the middle of a room.

Do not move or fill a portable heater whilst lit.

Do not put any objects on top of the heater.

Never attempt to dry clothes on one.

Never use one as an improvised cooker.

· Good ventilation is essential because portable heaters use up oxygen and produce water vapour and carbon monoxide.  These heaters should never be left in a through draught that could put out the flame and, in the case of a gas heater, an explosion.

· If possible paraffin should be stored and poured outside.  When using liquid petroleum gas heaters, change the storage cylinder in the open air.  Before doing so, check that the storage valve is shut.  Whenever you have to fill a heater or change the wick, follow the manufacturer's instructions.

· When handling flammable liquids such as paraffin, methylated spirits etc., caps and lids should be firmly replaced on containers as soon as they have been finished with, to reduce the risk of spillage if they are knocked over.

· Portable heaters should not be filled or moved when hot.

If you have any problems speak to the Office and Finance Manager (currently Gina Spencer)
· Keep all gas fires, coal fires and fixed electric fires guarded and make sure that furniture, such as armchairs, is kept at a safe distance.  Check that the taps on gas fires have not been accidentally turned on.

A few general points to remember when using chemicals in the home:

· Always read the instructions thoroughly.

Falls 
A fall can be prevented if you are aware of worn carpets; frayed rugs; loose lino; trailing flex; insufficient lighting, especially on landings and stairs; grease or water spilt on floors; uneven paving stones and steps.
Appendix 4
High Peak CVS                          

POTENTIAL HAZARD REPORT

Name of Department       .........................................................................................

Location of potential hazard

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

Description of hazard

..................................................................................................................... 
....................................................................................................................

.....................................................................................................................

.....................................................................................................................

.....................................................................................................................

Hazard Notified by: 
...............................................................................................

Date of Notification
..............................................................................................

Copies required:       Accident Book



         Health & Safety File

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Action Taken

Signed     ..............................................................   Date ..........................

Appendix 3
HIGH Peak CVS
Report of an injury or dangerous occurrence

· Completing and signing this form does not constitute an admission of liability of any kind, either by the person making the report or any other person.

· If more than one person was injured as a result of an accident, please complete a separate form for each person.
· After completion, please return to Health & Safety Officer for actioning
        State type of injury 
   ........................................................................................

        Name of person making report..................................................................

        Address ......................................................................................................

        Telephone No:..........................................................................................

        Name of Organisation above person is employed or associated with:

        .........................................................................................................................

       Date of accident  ...................................   Time  ........................................

       Place of Accident   .....................................................................................

       Name of injured person .............................................................................

       Address......................................................................................................

       Telephone No:............................................................................................

        Status          Employee         Volunteer      Client       Employment Trainee

        Job Title    .....................................................................................................

       Nature of injury or condition and the part of the body effected:

       ........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
KIND OF ACCIDENT

Indicate what led to the injury or condition:

Please tick one:
Contact with moving, falling object

Struck by moving vehicle

Struck against something fixed or stationary

Injured whilst handling, lifting or carrying 

Slip, trip, or fall on same level

Fall from height ...............  Distance through which person fell ........................

Trapped by something collapsing or overturning

Drowning or Asphyxiation

Exposure to or contact with a harmful substance

Exposure to an explosion

Contact with electricity or an electrical discharge

Injured by an animal

Other kind of accident - give details

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Agents involved

Please tick, if any, of the categories of agent or factor below were involved:

Machinery/Equipment for lifting or conveying

Portable power tools or hand tools

Any vehicle or associated equipment/machinery

Other machinery

Process paint, pipework, or bulk storage

Any material, substance or product being handled used or stored
Gas, vapour, dust, fume or oxygen deficient atmosphere
Pathogen or infected material

Live animal

Moveable container or package of any kind.

Floor, ground, stairs, or any working surface.

Building, engineering structure or excavation/underground working

Ladder or scaffolding

Construction formwork, shuttering and falsework

Electricity supply cable, wiring, apparatus or equipment.

Entertaining or sporting facilities or equipment

Any other agent

Briefly describe the agents or factors you have indicated:

............................................................................................................................
............................................................................................................................
Account of accident, dangerous occurrence or flammable gas incident

Describe what happened and how.  In the case of an accident state what the injured person was doing at the time:

............................................................................................................................

............................................................................................................................

............................................................................................................................

............................................................................................................................

............................................................................................................................

............................................................................................................................ 
..........................................................................................................................

............................................................................................................................

............................................................................................................................

............................................................................................................................

Signature of the person making the report   
................................................................
Date     ...................................................
To be completed by Health & Safety Officer

Action Taken

Hazard/Injury reported………………………………………………………………
Date of Occurance………………………………………………………………….

Action taken………………………………………………………………………….

…………………………………………………………………………………………

…………………………………………………………………………………………..

…………………………………………………………………………………............

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

Hazard/Danger removed?..................................................................................

Signed………………………………………………..Date………………………….
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