[image: image1.jpg]In A League Of Its Own




Health and Safety at Work

Statement of General Policy 

The Chair, Directors and Chief Executive of Si Sports regard the promotion of health and safety at work as a key objective for both management and employees. Accordingly, the Association’s policy is as follows:

The Association’s Health and Safety Policy is intended to ensure, as far as it is reasonably practicable:

· The health and safety and welfare of all its employees whilst on Company premises or otherwise engaged on Company business.
· The health and safety and welfare of members of the public who may be affected by the Association’s activities or who may visit the Association’s premises.

· That all employees are protected against injury from any foreseeable workplace hazard.

· That the working conditions and the general environment are such as to allow each individual to make the maximum contribution to their departmental objectives.

The maintenance of proper standards of health and safety at work is the responsibility of management, and in order to pursue this objective the Association will:

· Ensure the effective supervision of all employees.

· Provide safe systems of work.

· Ensure the appointment of competent, well-trained employees.

· Provide safe equipment and materials.

· Provide adequate information, instruction and training on all matters, which affect health and safety at work.

· Consult and communicate with employees, through effective management, on all matters, which affect health and safety at work.

· Receive a report to its Board on both this policy and related practice, not less than annually.

Employees also have an obligation, in respect of health and safety at work:

· To comply with all reasonable instructions regarding their safety or the safety of others.
· To comply with all reasonable instructions regarding housekeeping not only of their own area but of those around the building.

· To adhere to all established safety rules, procedures and systems of working.
· To do all that is reasonable to ensure their own safety and that of their colleagues at work. 
· To co-operate with management so far as it is reasonably necessary to enable the Association to carry out its legal responsibilities in respect of health and safety at work.
· To report contravention’s of health and safety rules and to notify management of identified hazards encountered at work.
Organisation 

Specific responsibilities under this policy are as follows:

The Chief Executive - ensures that there is a relevant and up to date Association health and safety policy and those Managers have sufficient authority and resources for the effective implementation of that policy.

Human Resources Committee - are responsible for:

· The formulation of plans, the provision of resources and the development of authority necessary to fulfil the Association’s legal responsibilities within their areas of accountability.

· Ensuring that Managers understand their responsibilities in the establishment of safety standards and monitoring of safety performance.

· Ensuring that they are aware of any serious health and safety developments and trends or any serious accidents/injuries within their areas of accountability and of the initiatives and programmes developed to counter them.

The appropriate Head of Service- is responsible for:

· Ensuring that senior management within their areas of control understand their responsibilities in the establishment of safety standards and monitoring of safety performance.

· Assisting the HR Committee/Directors in the formulation of plans and provision of resources necessary for the implementation of this policy. 

· Ensuring that they are aware of any serious health and safety developments and trends or any serious accidents/injuries within their developments and that appropriate action is taken and communicated to the Chief Executive.

Health & Safety/Estates Officer

· The establishment and maintenance of Association – wide health and safety programmes and policies.

· Ensuring that significant developments and trends in health and safety are regularly monitored on the Association-wide basis.

· Ensuring that Human Resources Committee are sufficiently informed and involved concerning all aspects of health and safety at work, including policy and operational implications of changing legislative provisions or internal developments or trends.

· To highlight health and safety issues which local management has not solved.

· To monitor and review the Association’s health and safety performance.

· Ensure all Safety checks which are required are carried out.

· Ensuring that annual health and safety risk assessments are carried out within their areas of responsibility. Establish safety standards for their areas of responsibility.

· Monitoring department’s safety record and ensuring that there is effective investigation into and reporting arrangements in respect of all accidents, injuries and dangerous occurrences.

Managers- are responsible for:

· Ensuring that Si Sports understand and are appraised in respect of their responsibilities for health and safety.

· Health and safety issues should be regularly included in the agenda of management meetings or briefing sessions. Adequate information should be displayed in the workplace regarding regulations, rules, safety arrangements and systems of working. 

· Safety requirements must be monitored and ensure that sufficient resources are provided to meet safety needs in their areas of responsibility.

· Co-ordinating the development of health and safety activity and procedures between sections under their control and correcting any unsafe practices or situations.

· Ensuring all staff in their section or area understand and, where appropriate, are appraised in respect of their responsibilities for health and safety at work, and that they adhere to all regulations, rules and procedures regarding health and safety at work.

· Maintaining effective consultative practices with their staff and deal with employees’ health and safety questions as part of their normal supervisory duties.

· Sustain high standards of departmental housekeeping, especially ensuring clear access to safety equipment and fire extinguishers/alarms/duties.

· Ensuring that adequate information, instruction and supervision is provided regarding the safety of all-working practices, machinery, equipment and substances. 

· Ensuring that health and safety training needs are identified and met, carrying out regular safety inspections of all machinery, equipment and furniture and reporting all defects to ensure that appropriate corrective actions are taken.  Also making sure machinery and equipment is in a safe working condition.

· Taking appropriate preventative action in the event of their staff informing them that they have come into contact with someone suffering from an infectious illness.

· Seeking the advice of the Health & Safety /Estates Officer on health and safety issues wherever necessary.

· Check that personal protective clothing and equipment, of the appropriate standard, is provided as required and that it is worn as necessary.

· Maintaining consistent disciplinary procedures and standards to ensure compliance with all reasonable instructions and established rules/procedures regarding health and safety at work.

· Ensuring that appropriate measures are taken to record the presence of all staff, contractors and visitors to their departments and that all visitors know and adhere to the appropriate safety rules and procedures.

All employees must:

· Comply with all Association rules, procedures and reasonable instructions necessary to promote health, safety and welfare at work.
· Assist in the maintenance of good housekeeping standards within their departments and any investigations into accidents and dangerous occurrences.  
· Use protective clothing and equipment where appropriate and report all injuries, dangerous occurrences and practices and all defective equipment.
· Relate all sickness believed to relate to their work environment and inform their immediate Managers in the event of any family members suffering from an infectious illness or in the event of their coming into contact with others suffering from an infectious illness.
· Raise questions and concerns about health and safety with their immediate Manager. 
· Ensure that they are fully aware of, and comply with, their responsibilities under the Association’s Health and Safety Policy and under the Health and Safety at Work Act 1974, sections 7 and 8. 
· Maintain high standards of personal hygiene.
· Observe and comply with all notices and warning signs displayed to enhance safety at work.
· Take all reasonable steps to ensure their own health and safety and the health and safety of others who may be affected by their work activities. Also recognise that they have a responsibility as individuals to further the interest of health and safety at work.
ARRANGEMENTS

Fire Procedures & Precautions

What to do in case of a fire is covered by fire instructions at each premise, which also show the location of the fire extinguishers, fire exits and evacuation assembly points. Fire extinguishers and exits are regularly checked for accessibility and serviceability.

Fire alarms are tested weekly (where applicable) and relevant records kept regarding audit ability and defects. Fire (and bomb threat) evacuation practices are carried out.

Employees are given proper instruction in fire and evacuation procedures as part of their induction training and at other times during their employment. 

Fire officers/stewards are appointed at each site and proper liaison is carried out with the local fire brigade.

A register is maintained which identifies the maintenance required by the fire certificate.

All ‘No Smoking’ signs must be obeyed.

First Aid

First aid facilities are available to treat those who are injured whilst at work through trained first-aiders. Approved first aid training courses are provided as necessary for those becoming first-aiders and at regular intervals for refresher training.

In all cases the Human Resources Officer is notified concerning accidents or injury (however minor) using the established departmental line management.

Reporting Arrangements 

Procedures for reporting all injuries (however slight) and dangerous occurrences, and any sickness believed to relate to their work environment, have been established at each site and published in the staff manual, on notice boards and other appropriate ways.

Accident/incident report forms are used for the notification of injuries and dangerous occurrences.  They are completed by the appropriate Manager or supervisor who sends the report to Si Sports will maintain an accident book. Details of all reported accidents are kept for six years.

The H&S Officer examines the accident entries on a 6 monthly basis in order to monitor accident trends and other circumstances in the departments.

Safety Inspections

Regular safety inspections are carried out on all equipment and machinery and any associated safety devices. In particular:

1. All new equipment and machinery is examined to ensure that, when it is installed, it is up to the necessary standards for health and safety.

2. All means of entry to and from exits of places of work are inspected to ensure serviceability and freedom from obstruction.

3. Portable tools, electrical equipment, extension leads and plugs are regularly inspected (and withdrawn from use if faulty).

Safety Training

The training needs of employees in respect of health and safety is organised by H&S / Officer in conjunction with Si Sports Officer. The necessary arrangements will be put in place for the following:

· The training of first-aiders on approved courses as necessary.

· A short Health and Safety awareness programme.

· Fire stewards and other employees in the use of fire equipment and evacuation procedures.

· Training of Managers on external courses as necessary.

· Other courses to meet specific needs (e.g. lifting and handling).

Good Housekeeping

Good housekeeping standards are enforced. Managers and supervisors are responsible for maintaining standards.

Electrical Safety

Only properly trained, nominated, competent persons are permitted to work with designated electrical equipment e.g. changing light bulbs. Approved contractors will carry out all other electrical work.

Security Procedures

All visiting personnel (including Association employees not in their normal place of work) must report to the reception on arrival at the Association premises where they must record their name, time of arrival and the name of the person they are visiting.

On departure they must sign out, recording the time of departure.

Dangerous Substances

To conform with the control of Substances Hazardous to Health Regulations (COSHH) A ‘Dangerous Substances Manual’ is held on all sites to ensure that employees are provided with proper instruction and information regarding substances used. This information relates to application, preparation for use, nature of hazard posed, safety precautions, first-aid and disposal.

Managers must ensure that any new substances brought onto Association premises are recorded in the manual and that the appropriate safety information is communicated to all staff likely to use the substances.

Contractors on Association Premises

The Association has a Code of Conduct for contractors, which is reviewed every three years by the Board Management. The Code outlines the key responsibilities of contractors and the arrangements for supervision and annual review.    

Control of Contractors 

All staff who have responsibility for the contractors or who have Project Management responsibilities are aware of their legal obligations and receive appropriate training in order to ensure that the Association’s contracts are carried out in accordance with the CDM Regulations. Each project has a planning supervisor who fulfils this role and each project has a specific health and safety plan associated to it.  The health and safety plan will include such details as the method statement, code of conduct, materials to be used, personal protective equipment to be used, power and sewer points etc. A similar process exists for the day-to-day contractors and sample inspections are carried out in order to ensure compliance.  

Health and Safety Policy

Si Sports is committed to providing a safe and healthy environment for all its employees and anyone else who may be affected by its operations.

Si Sports Safety is detailed in the staff handbook. Please ensure that you read this document very carefully and keep it for future reference.

The remainder of this section describes the responsibilities of Si Sports but it is important that you understand your responsibilities also. These are as follows:  

· To comply with all reasonable instructions regarding your own safety and that of others you work with.

· To adhere to all established safety rules, procedures and systems of working.

· To do all that is reasonable to ensure your own safety and that of your work colleagues.

· To co-operate with management thus enabling the Association to carry out its legal responsibilities in respect of health and safety at work.

· To support contravention’s of health and safety rules and to notify management of identified hazards encountered at work.

First Aid  

Appropriate first aid facilities are available in all locations to treat those who are injured whilst at work. The Human Resources Officer will explain during your induction how to contact first aid in the event of an accident/emergency.

The H&S/Officer will provide a comprehensive list of first-aiders for display at your place of work.

Accident/Incident Reporting 

All accidents/incidents, however minor, must be reported. You are required to do this in an Accidents Report Book, which is available from either, a first-aider, your line Manager. It is important that all near misses, potential hazards and any damage are also reported immediately to H&S/ Officer/. Accident Report Forms should be given to your Line Manager who will investigate the circumstances of the accident and send the completed form to a Si Sports officer.

All Heads Si Sports will investigate reported accidents and incidents as appropriate. It is their responsibility to ensure that corrective action is carried out where appropriate to prevent recurrences with a.

Dangerous occurrences and sickness believed to be related to the work activity must be reported to your H&S/ Officer immediately. He/she will advise you accordingly an action to be taken.

Fire & Emergency Procedures  

It is imperative that if you see signs of a fire or any other emergency which could place someone in danger, that you SOUND THE ALARM immediately. You must not attempt to control the fire unless you know beyond any doubt that you are safe to do so and only then if there is assistance available.

Simon Seal

Director of Si Sports 

