	This is the statement of general policy and arrangements for:
	BENEFIT RESOLUTIONS CIC

	Overall and final responsibility for health and safety is that of:
	

	Day-to-day responsibility for ensuring this policy is put into practice is delegated to
	ANTHONY LEA (Manager)


	Statement of general policy
	Responsibility of

(Name / Title)
	Action / Arrangements

(Customise to meet your own situation)

	To prevent accidents and cases of work-related ill health and provide adequate control of health and safety risks arising from work activities
	Anthony Lea (manager)
	Relevant risk assessments completed and actions arising out of those assessments implemented. (Risk assessments reviewed every year, or earlier if working habits or conditions change.)

	To provide adequate training to ensure employees are competent to do their work
	Anthony Lea (manager)
	Staff and subcontractors given necessary health and safety induction and provided with appropriate training (including working at height, asbestos awareness and electrical safety) and personal protective equipment. We will ensure that suitable arrangements are in place to cover employees engaged in work remote from the main company site.

	To engage and consult with employees on day-to-day health and safety conditions and provide advice and supervision on occupational health
	Anthony Lea (manager)

All Staff
	Staff routinely consulted on health and safety matters as they arise but also formally consulted at regular health and safety performance review meetings or sooner if required.



	To implement emergency procedures - evacuation in case of fire or other significant incident.  You can find help with your fire risk assessment at: (See note 1 below)
	Anthony Lea (manager)
	Escape routes well signed and kept clear at all times. Evacuation plans are tested from time to time and updated as necessary.

(You can find help with your fire risk assessment at www.communities.gov.uk/firesafety.)

	To maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage / use of substances
	Anthony Lea (manager)
	Toilets, washing facilities and drinking water provided.                                                                         System in place for routine inspections and testing of equipment and machinery and for ensuring that action is promptly taken to address any defects. 

Staff trained in safe handling/use of substances. (See www.coshh-essentials.org.uk.)  


	Health and safety law poster is displayed:
	Main Office & on website

	First-aid box and accident book are located:

Accidents and ill health at work reported under RIDDOR: (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) (see note 2 below)
	Main Office (and away kits to be in all staff vehicles when attending appointments away from office). 

All staff's responsibility to ensure first aid kits are regularly inspected and any used or dated items are replaced.


	Signed: Joy O' Gorman
	Anthony Lea (manager)
	Date:
	14/06/14

	Subject to review, monitoring and revision by:
	Anthony Lea (manager)
	Every:
	12
	months or sooner if work activity changes


Note 1: https://www.gov.uk/workplace-fire-safety-your-responsibilities
Note 2: www.hse.gov.uk/riddor

All employers must conduct a risk assessment. Employers with five or more employees have to record the significant findings of their risk assessment.

	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	Do you need to do anything else to control this risk?
	Action by who?
	Action by when?
	Done

	Lone working

Visiting clients or premises
	Staff could suffer injury or ill health when travelling to or visiting clients/ premises.
	· Customers causing concern are always seen by two reps

· Visiting staff carry a mobile phone 

· Staff write details of visits in the office diary

· Staff who are not planning to return to the office after a visit call in to report this
	· Monitor the whereabouts of staff on visits

· Remind all staff of the contact procedures for out of office work, eg to let the office know if their itinerary changes and put their car details in the diary

· Remind staff to report all incidents so that managers can discuss with them and offer support
	Manger/All staff
	20/06/14
	20/06/14

	Visiting hazardous premises
	Staff could suffer injury or ill health when visiting premises that are in poor repair , eg houses with poor electrics or not well maintained.
	· When taking an enquiry, staff ask about the condition of premises and discuss any concerns with the manager before visiting.

· Staff know not to take risks on visits, eg not to enter a building that looks unsafe on site visit.
	· Remind staff of their responsibilities to ensure they are safe when visiting client homes.
	Office Manager
	20/06/14
	20/06/14

	
	
	
	· If a building is deemed to be unsafe reschedule meeting in a more suitable location.

· Discuss any incidents at team meetings
	Office Manager
	20/06/14
	20/6/14

	Manual handling

Lifting and moving heavy objects or objects that are difficult to grasp
	Staff risk injuries or back pain from handling heavy bulky objects, eg deliveries of paper, bulk mailings.
	· Staff are advised on how to lift items correctly.

· Delivered items must be broken into manageable weights,prior to moving to storage and any heavy items left accessible at appropriate height.


	· No further action required

· Remind staff to report all incidents so that managers can discuss with them and offer support

· 
	Office Manager
	20/06/14
	20/6/14

	Office Equipment
	Staff risk injury from mis-use of office equipment.
	Staff are advised to note the following risks:

· filing cabinets falling over through opening more than one drawer at a time

· guillotine cutting tools must have a guard fitted and be used correctly. 
	
	
	
	

	Slips and trips

Doorways(rain), spillages, stock on floor, uneven surfaces
	Staff and visitors may be injured if they slip on spillages or trip over objects, eg boxes left on floor.
	· General good housekeeping is carried out

· Doormats are placed at the entrance in wet weather

· Trailing cables and leads are avoided or secured
	· Talk to staff about clearing up spills promptly in the kitchen area


	Office Manager
	20/06/14
	20/6/14

	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	Do you need to do anything else to control this risk?
	Action by who?
	Action by when?
	Done

	Computers, laptops and similar equipment 
	Staff risk posture problems and pain, discomfort or injuries (eg to hands/ arms) from overuse, improper use or from poorly designed workstations or work environments. 

Headaches or sore eyes can also occur, eg if the lighting is poor. 
	· Workstations are assessed, risks are reduced and information and training are provided

· Assessments are reviewed upon change of user or equipment 

· Work activities are planned to include a change of activity or regular breaks 

· Eye tests for display screen equipment users and basic spectacles for visual display unit use (or portion of cost in other cases) are paid for
	Make sure any issues arising from workstation assessments or related concerns raised by staff are followed up quickly 
	Office Manager
	20/06/14
	20/6/14

	Contact with cleaning chemicals, eg bleach 
	Staff risk skin irritation or eye damage from direct contact with cleaning chemicals. 

Vapour from cleaning chemicals may cause breathing problems 
	· Staff are shown how to use and store cleaning products safely 

· Mops, brushes and protective gloves are provided and used 
	Replace ‘irritant’ chemicals with milder alternatives where possible 


	Office Manager
	20/06/14
	20/6/14

	Electrical equipment and installation 

Heaters, fans, sockets 
	Staff could get electrical shocks or burns from using faulty electrical equipment. 

Electrical faults can also lead to fires. 
	· Staff are encouraged to spot and report any defective plugs, discoloured sockets, damaged cables or on/off switches 

· Faulty equipment is promptly taken out of use 

· Staff know where the fuse box is and how to safely turn off the electricity in an emergency
	Arrange for safety checks of the electrical equipment and installation to be carried out as appropriate to make sure it continues to be safe 


	Office

Manager
	20/06/14
	20/6/14

	Fire 

Faulty electrics, arson 
	If trapped, staff could suffer fatal injuries from smoke inhalation or burns.
	· Fire risk assessment has already been done and is routinely maintained by the landlord of the office premises

· All staff are trained in the evacuation and safety drills required.  When staff reach the number of five or more a more detailed and individual fire risk assessment will be created for BRL.
	All staff Supervisor to monitor.
	20/06/14
	20/6/14


Employers with five or more employees must have a written health and safety policy and risk assessment.

It is important you discuss your assessment and proposed actions with staff or their representatives.

You should review your risk assessment if you think it might no longer be valid, eg following an accident in the workplace, or if there are any significant changes to the hazards in your workplace, such as new equipment or work activities. For further information go to http://www.hse.gov.uk/risk
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