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Workare Ltd 
Health and Safety Policy
Policy Statement
Workare Ltd will take all reasonable and practical steps to provide and maintain a safe and healthy environment on its premises for all its employees, customers and visitors. For staff who undertake activity away from the office, Workare Ltd will implement Health and Safety policy and the relevant procedures and ensure that staff and volunteers are aware of their responsibilities.
The Workare Ltd statement of general policy is:

· to provide adequate control of the health and safety risks arising out of its work activities 

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

· to provide and maintain safe 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

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

Responsibilities
The Managing Director has overall responsibility for all aspects of health and safety at Workare Ltd and for ensuring appropriate arrangements are made to comply with all statutory requirements.
The Managing Director is also responsible for ensuring that the policy is implemented.
All employees must:

· co-operate with managers 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 that of other people who may be affected by their acts or omissions at work
· familiarise themselves and comply with the Company’s procedures on health and safety

· work to the highest possible standards of safety with regard to customers 

· report all health and safety concerns to their Line Manager, the Health and Safety Officer or as detailed in this policy
· report all accidents or injury that are caused by the working environment are reported to their Line Manager

· report to their line manager if they are unsure how to perform a task safely, believe it would be dangerous to perform a specific job or use specific equipment

A breach of the Health and Safety policy or procedures could result in disciplinary action being taken.

Workare Ltd will ensure 
· The provision and maintenance of a working environment for its employees, customers and visitors that is safe, without risks to health and with adequate facilities

· A safe means of access to and exit from the workplace

· The provision and maintenance of equipment and systems of work that are safe and without undue risks to health

· Safety in the use, handling, storage and transport of articles and substances

· The provision of information, instruction, training and supervision necessary to ensure the health and safety of its employees, volunteers and service users.

Consultation with employees

Employees will be consulted on health and safety matters, through the Health and Safety Officer or during staff meetings.  Workare Ltd will act on any legitimate concerns expressed by any interested party.
Reporting

All hazards or potential hazards in the office should be reported to the immediate manager. Once notified, action should be taken to clear the hazard. All accidents whilst at work must be recorded in the Accident book and the Line Manager notified.

The Managing Director has responsibility for meeting the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985 and reporting such incidents to the Health and Safety Executive.  

Monitoring health and safety

Responsibility for carrying out monthly Health and Safety inspections will be delegated to the Office Manager The checklist for conducting inspections is in Appendix 3. The Office Manager should report findings of the inspections to the Chief Executive. The Managing Director will also do occasional health and safety spot checks.

Accidents will be investigated by the Managing Director and the safety systems will be reviewed to try and prevent a recurrence. Sick leave will be reviewed by the Managing Director who will investigate any work-related absences. 

Review
The Health and Safety policy and procedures will be reviewed every three years or when risk assessments indicate policy and procedures should be amended, whichever is the soonest.
Third Party Working
We check all policies and procedures of any subcontractors or associates we work with to ensure compliance with legal requirements. All third party and Consortium/Associate Companies or individual personnel Health and Safety Policies are requested and retained.
Useful Contacts

Further advice on Health and Safety can be obtained from the Health and Safety Executive on 0845 345 0055 or email hse.infoline@connaught.plc.uk 
The Health and Safety Officer is:

The First Aiders are:



The Fire Wardens are:
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Accidents, first aid and work-related ill-health
First aid boxes are located in the office.  All employees will be shown the location of the nearest first aid box and will be given the names of the designated first aid personnel.  This information is also displayed in prominently. 

All injuries, however small, sustained by a person at work, contractor or visitor must be reported to the line manager or in their absence an appropriate substitute and recorded in the Accident Report Book, located in Reception. All accidents will be investigated as necessary, with any required action being taken to prevent a recurrence of the problem.

The Managing Director is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority (see Reporting section).

Alcohol, Drugs or Substance misuse
Any staff member thought to be under the influence of alcohol or drugs will be subject to a disciplinary investigation as per the disciplinary procedure.

Display screen equipment
All staff at Workare Ltd who regularly use computers and display screen equipment must undertake an assessment, which is part of the workplace assessment, see Appendix 2. 
In accordance with legislation, employees who regularly use a display screen are entitled to:

· Regular eye tests paid by the employer

· Free corrective eye appliance (cost of NHS lenses) if necessary to use a computer

If the employee is entitled to the eye test it is their responsibility to arrange the appointment and to submit a request for payment.

All staff must complete the workplace assessment on an annual basis and the line manager must address all necessary actions. The Managing Director has a responsibility to ensure that the workplace assessment is carried out, recorded out and actioned. 

Electricity
The Managing Director will arrange for the electrical testing of all portable appliances by a suitably qualified electrician every 2 years. All managers are responsible for ensuring that unless the appliance is within a year old, no untested electrical appliance will be used within their area of work.

Staff must ensure that they use electricity in the safest possible way:

Never tamper with electrical equipment or electrically powered equipment,

Do not attempt to repair it or to remedy an electrical problem.

Do not overload sockets

Do not use taped joints to connect cables

Do not ignore obvious telltale signs such as faulty switching 

Do not adjust, move or otherwise tamper with any electrical equipment or machinery in a manner not within the scope of their job duties

Do not handle electrical appliances, plugs and flexes with wet hands

Do switch off equipment before unplugging and cleaning

Do report electrical equipment to the line manager which is not working properly

Do ensure they are aware of safety precautions
Employees at Special Risk
Workare Ltd recognises that some workers may from time to time be at increased risk of injury or ill-health resulting from work activities.  All employees must advise their line manager if they become aware of any change in their personal circumstances which could result in their being at increased risk.  This could include medical conditions, permanent or temporary disability, taking medication and pregnancy.

As an equal opportunities employer Workare Ltd would ensure that they make reasonable adjustments of their employment arrangements or premises in order not to place disabled people at a substantial disadvantage compared with non-disabled people.

Workare Ltd will make special arrangements for the supervision of young workers and volunteers in accordance with good practice guidelines.

Equipment
All employees will be instructed in the safe use of office equipment in their induction programme and as part of Health and Safety training. Employees should report any equipment failure to the Office Manager.

Company machinery, tools and equipment are only to be used by qualified and authorised personnel. It is the responsibility of all employees to ensure that any tools or equipment they use are in a good and safe condition.  Any tools or equipment which are defective must be reported to the line manager. In addition, new or second-hand equipment must be checked to ensure that it meets health and safety standards before it is purchased.

No tool should be used outside of the manufacturer’s guidance. Employees are prohibited from using any tool or piece of equipment for any purpose other than its intended purpose. Approved personal protective equipment must be properly used where appropriate. Persons using machine tools must not wear clothing, jewellery or long hair in such a way as might pose a risk to their own or anyone else’s safety.

All tools must be properly and safely stored when not in use.

The Managing Director shall be the point of reference for queries regarding equipment testing. Along with the staff he/she will identify all equipment that requires testing. It is the responsibility of the service manager to ensure that appropriate servicing/maintenance of equipment is carried out, to record the maintenance checks and inform the Managing Director of the findings.

Fire
Workare Ltd office has a detailed fire risk assessment carried out upon it by Fire Rite the Managing Director will take action on all risks identified. 
Fire instructions are displayed at various points around the building.  All employees have a duty to conduct their operations in such a way as to minimise the risk of fire and they are under a duty to report immediately any fire, smoke or potential fire hazards, such as faulty electric cable or loose connections. Employees should never attempt to repair or interfere with electrical equipment or wiring themselves.  

Smoke detectors and manually operated fire alarms are located at strategic points throughout the workplace.  If a smoke detector sounds or fire is discovered, it is the responsibility of any employee present to activate the alarm and evacuate the building.  Fire extinguishers are also located at strategic points throughout the workplace.  Employees are expected to tackle a fire themselves only if it would pose no threat to their personal safety to do so.  If the situation is dangerous or potentially dangerous, the employee should activate the fire alarm and evacuate the building immediately. The assembly point is detailed on the posters in the office.
Fire doors are designed to slow the spread of fire and smoke throughout the workplace. Fire exit doors and corridors must never be locked, blocked or used as storage space. All employees must ensure they are familiar with their evacuation route and designated assembly point in case of fire.  Practice fire drills will be conducted on a regular basis to ensure employee familiarity with emergency evacuation procedures and details of these will be recorded. 

Workare Ltd has a maintenance contract with Fire Rite for the maintenance of all fire extinguishers, emergency lighting and the fire alarm. 
Food Hygiene
In order to comply with the Food Safety (General Food Hygiene) Regulations 1995 the Chief Executive will ensure that:

· food handlers are supervised and trained in food hygiene matters;

· people handling food maintain the correct standards of personal hygiene;

· sanitary and wash basins are provided;

· the work area and equipment are clean;

· suitable premises are provided;

· suitable protective clothing is worn by all staff involved in food preparation;

· there are suitable arrangements for food waste;

All Workare Ltd staff who handle food as part of services delivered, will be required to attend a basic Food and Hygiene Certificate course. Following the initial certificated course, those staff who have direct contact with food preparation will be asked after 3 years to confirm their confidence in their knowledge and abilities within Food Hygiene. The Managing Director will confirm whether further training is required.

Monitoring of contractors compliance with Food safety regulations will be on an ongoing basis.

Housekeeping
It is the responsibility of all staff and volunteers to ensure the following:

· Materials and equipment must be stored safely and tidily at all times

· Walkways and passageways and exits must be kept clear and free from obstructions at all times

· If a walkway or passageway becomes wet the floor should be wiped up immediately

· Trailing cables should not be left in any passageway

· Where objects are stored in or around a passageway, care must be taken to ensure that no long or sharp edges jut out into the passageway

· Where a passageway is being used by vehicles or other moving machinery, an alternative route should be used by pedestrians where possible.  If no alternative route is available, the area must be clearly marked with warning signs.

· ID cards must be shown by staff and volunteers when conducting home visits. 

· All visitors should report to reception and be escorted around the building. If someone is on Workare Ltd premises or conducting Workare Ltd business and can not be identified, then they should be challenged and appropriate action taken

ID Cards
All Workare Ltd staff and volunteers are required to show ID cards when conducting visits. Staff must also acknowledge that the cards remain the property of Workare Ltd at all times and as such shall be surrendered upon request. 

Infectious Diseases 
For these guidelines an infectious disease is defined as one which could be transmitted either deliberately or unknowingly to another person / persons.

· All employees who may have contact with bodily fluids should seek guidance from their GP regarding vaccinations and should wear the appropriate protective clothing i.e. gloves / aprons / masks.

· The Manager must be advised if any staff, volunteer or service user is suspected of or diagnosed as having a contagious disease which may be passed to others in everyday occurrences. They must then inform the Managing Director. The member of staff or volunteers should not attend the project or come onto office premises until medical advice has been sought.  If a service user is suspected or diagnosed as carrying a contagious disease medical advice should be obtained before the service can continue. This does not contravene our equal opportunities policies and procedures including staff declarations of HIV and Aids status.

· Once the member of staff or volunteer has sought medical advice they should inform their Line Manager of the circumstances, who will discuss the implications with them.

· Confidentiality and dignity of the individual will be respected at all times and details of their condition will not be revealed to any third party without their agreement unless there is a significant risk to a third party

· Workare Ltd shall take appropriate care to prevent cross infection or contamination

Information, instruction and supervision
The Health and Safety Law posters are displayed in the passageway. Leaflets are available from the Health and Safety Officer.

Further health and safety advice is available from the Health and Safety Executive helpline.

Supervision of young workers or trainees will be arranged by the relevant member of staff to whom they are working

Managers are responsible for ensuring that employees working at locations under the control of other employers, are given relevant health 
and safety information.

Insurance
The Managing Director is responsible for insuring the activities of the organisation. Insurance certificates shall be displayed at each venue of the organisation.

Lone working 
It is recognised that from time to time staff will work alone both at Workare Ltd premises and at other venues. 

It is acknowledged that guidelines cannot cover eventualities / circumstances which are not possible to anticipate.  However, all staff and volunteers have a duty to ensure that priority is given to their own safety and to that of colleagues, service users, contractors and the public wherever possible. 

Guidelines for personal security and safety are given in the Lone Working policy.

Manual Handling
In all cases where Workare Ltd staff have to regularly carry, lift, push or pull items as part of their duties, a risk assessment should be undertaken and recorded. This is the same for the manual handling of people. The assessment should identify any unnecessary operations. Lifting and moving should always be done by mechanical devices rather than manual handling wherever reasonably practicable.  The equipment used should be appropriate for the task at hand. The route over which the load is to be lifted should be inspected to ensure it is free of obstructions. 

Manual handling operations which involve the risk of injury should be avoided. Employees should not attempt to lift or move a load which is too heavy to manage comfortably.  Employees should ask for assistance if there is any danger of strain.
Training in lifting techniques will be provided for those staff required to undertake the task. 

Employees should not attempt to obtain items from shelves which are beyond their reach.  A ladder or stepping stool should be used as long as the staff member has been instructed how to use this safely.  Employees should not use chairs or any makeshift device for climbing and should never climb up the shelves themselves.

Mobile phones
The use of mobile phones, with or without a hands-free adaptor, is prohibited whilst driving on Workare Ltd business. A mobile phone should only be used after the vehicle has stopped safely and the engine turned off. The use of a mobile phone whilst driving is not only a legal offence but will also be seen as a disciplinary offence. 

Risk assessments
It is a requirement of the Management of Health and Safety at Work Regulations 1999 that Workare Ltd undertakes and records risk assessments (see appendix 1 for a risk assessment template). Risk assessments will be undertaken by the Office Manager for the office premises and by individual service managers at the outset of their service and where new activities are introduced. Risk assessments will be reviewed on an annual basis. Where the assessor is unable to minimise the risk to an acceptable level, the findings of the risk assessment will be reported to the Managing Director 

The action required to remove or control risks will be approved by the Managing Director The local Manager and will be responsible for ensuring the action required is implemented and will check that the implemented actions have removed or reduced the risks.

Although risk assessments are undertaken prior to the activity being carried out, all staff have a responsibility for not undertaking activity if they consider that the risks to themselves or others is significant.

Safe Handling of Substances
Workare Ltd is required to carry out an assessment under the Control of Substances Hazardous to Health regulations 2002 in order to assess the workplace for risk to health from substances used on their premises.

A hazardous substance can be liquid, solid, dust powder, or gas which can damage health when it comes into contact with skin or eyes; or enters the body through the skin; or is breathed in, swallowed or even transferred to the mouth via contaminated hands.

In order to comply with CoSHH regulations Workare Ltd managers are required to take the following steps:-

· Identify the hazardous substance present.  Consider the risks they present to people’s health if the risk is significant.

· Decide who might be harmed or if others maybe affected indirectly.

· Evaluate the risk arising from the hazard and decide whether existing control measures are adequate or if more should be done.

· Record the findings and arrange for details to be inserted into the health and safety file and inform all staff and volunteers.

Assessments should be reviewed annually or until new guidance is given whichever is sooner. 

Staff required to use certain substances / chemicals will be required to comply with the following procedures:

· To use substances /chemicals in accordance with the manufacturer’s instructions.  If in doubt, they should check before use with their Line Manager.

· To use protective clothing / footwear /gloves / masks / eye protection as appropriate.
· To clean any spillage / soiling of such substances in an appropriate manner.

· To report any accidents / incidents or injuries to their Line Manager.

Smoking
Smoking is not allowed in Workare Ltd
Training
All employees and volunteers will receive health and safety training as part of their induction on joining the organisation. Training will include instruction on the safe use of any equipment provided and other information which is relevant to their specific role and responsibilities. Specific training sessions will be arranged if there is a change to health and safety procedures; if it is agreed as part of a member of staff’s training and development plan or to inform staff of a specific health and safety concern.
Any training and development needs should be reported to the Deputy Chief Executive.

Violence against staff

Workare Ltd will provide training and support to staff who may be at risk from threats or violence

Workare Ltd as an employer will:

· Undertake a systematic general examination of all their work activities (including the threat of violence to staff), record the significant findings of their assessment and implement all appropriate actions to prevent incidents.

· Provide appropriate training to employees on dealing with difficult customers, should it be required or requested.
· Report all violent incidents which lead to a major injury, or to three days’ absence from work, or if the person assaulted or involved in the incident is unable to do their normal work for three days as a result of the incident.

Any member of staff who feels that they may be at risk from verbal abuse, threats or actual violence should report this to their Line Manager immediately. 

Working Hours
Workare Ltd complies with the EU Working Time Directive by keeping a record of hours worked both in their employ.
HEALTH, SAFETY AND WELFARE
Workare Ltd aims to protect its staff and volunteers’ health from injury or long term illness; ensuring their safety by affording protection from immediate danger and their welfare by providing facilities for personal comfort at work.  

Access to Restricted Areas
All restricted areas must be clearly signed.  Access to theses areas is restricted to authorised personnel only.  Persons who have not been authorised must not enter the areas.

Cleanliness and Hygiene
All p Workare Ltd premises should be cleaned regularly.  Any concerns regarding cleanliness / hygiene should be reported to the Line Manger.  Protective clothing should be provided for all staff as required when handling bodily fluids and/or chemicals.

Drinking Water
Staff and volunteers should have access to drinking water.

Lighting
Workare Ltd should ensure that there is adequate lighting, preferably natural light to avoid visual fatigue.

Stress
Under the management of Health & Safety at Work Regulations 1999, Workare Ltd as an employer will make a suitable and sufficient assessment of the risks to the health and safety of their employees to which they are exposed whilst at work. This is now recognised by the courts as including excessive stress levels whether it is caused by difficult time pressures, bullying by co-workers, violence from within or outside the organisation or any other employee reported source of unacceptable stresses. Line managers will assess risks to employees

.
Temperature
Workare Ltd is expected to maintain workroom / office temperature of at least 16۫ C after the first hour of work where employees do most of their work sitting down or where the job does not involve serious physical effort.

If this temperature is not reached, the employee should ask for additional heating facilities to be provided immediately and, if this is not possible, should transfer to a place of work where an appropriate temperature prevails.

There is no maximum temperature.

Toilets
Every workplace should have at least one ‘conveniently accessible’ toilet.  This   means that it must be near to where people work.  A second toilet is needed as soon as the number of employees exceeds 16.  Sanitary disposal units must be provided if there are female employees.  Suitable washing facilities should be provided with hot and cold water, soap and towels.

Ventilation
Workare Ltd is required to ensure that there is adequate ventilation e.g. for workplace fumes and for toilets (toilets should be ventilated to the outside where possible).

Waste Disposal
Ensure that all rubbish or items for disposal are bagged / wrapped and placed in the appropriate receptacle or area.
Name: Lorainne Jenkins, Managing Director
Signature:  [image: image1.png]
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Appendix 1

RISK ASSESSMENT TEMPLATE

	What are the hazards?
	Who might be harmed?
	What are we already doing?
	Risk

Rating
	What further action is necessary?
	Who will action?
	By when?
	Date completed

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Appendix 2 Workstation assessment
Name: ________________________________________________
Date: ________________________                       

This self assessment document forms the main part of the workplace risk assessment. It is to be completed by each employee/volunteer, at their place of work, under the control of their Manager. If any of the activities are not applicable then a tick should be entered in the N/A column. If the answer to any question is NO then comments should be recorded below in the respective section and action taken by the Manager to resolve the points raised. Improvements that can be made at the time are to take place and the form annotated accordingly. A copy of the completed assessment is to be given to the employee/volunteer and the original held by the Manager. This is to be updated annually or as and when conditions change. 
1. EQUIPMENT

	A.  Computer – Display Screen Equipment (DSE)                                                                                YES     NO    N/A

	· 
	Is the Image on your display screen stable?
	
	
	

	· 
	Can you adjust the brightness and contrast of the screen?
	
	
	

	· 
	Does the screen swivel and tilt? 
	
	
	

	· 
	Is the screen free from reflective glare? Lighting, windows etc.?
	
	
	

	· 
	Remember – your eyes should be level with the top of the monitor screen. This ensures that you are looking slightly down when viewing the monitor, which relaxes the neck muscles.
	
	
	

	· 
	Remember – the screen should be at arms length away from where you are sitting.
	
	
	

	· 
	Remember – look away from the screen regularly to allow your eyes to re-focus and blink.
	
	
	

	B.  Computer – Keyboard (DSE)

	· 
	Can you tilt the keyboard?
	
	
	

	· 
	Is there enough space in front of the keyboard to provide support for your forearms?
	
	
	

	· 
	Is the keyboard clean and in good condition?
	
	
	

	· 
	Remember – have approximately 10cms (4’’) of room in front of your keyboard to rest your wrists during pauses in work. When keying always ensure your forearms remain horizontal, fingers pointing slightly down, with the angle of your wrists kept to a minimum. Wrists should not be supported – wrist-rests are there for when you stop typing - not during!
	

	· 
	Remember – vary your activities and take suitable breaks – at least 5 minutes every hour if task involves continual use of the computer
	

	C.  Work desk or work surface

	· 
	Is your desk sufficiently large for the task and does it have a low reflective surface?
	

	· 
	If a document holder is used, is it stable, adjustable and positioned to avoid unnecessary head/eye movement?
	

	· 
	Remember – there should not be obstructions under the desk to impede your ability to change position and move your feet and legs freely.
	

	D.  Chair (DSE)

	· 
	Does your chair have 5 legs and is it on casters?
	
	
	

	· 
	Is the back of your chair adjustable in both height and tilt?
	
	
	

	· 
	If you need a footrest (see below) - has one been provided?  
	
	
	

	· 
	Remember – move chair close enough to the desk so that you can reach the keyboard comfortably.
	

	· 
	Remember – when seated properly at your desk with the chair at the correct height, your forearms should be horizontal when placed on the desk, your lower leg perpendicular, both legs uncrossed and feet placed on the floor. (If this is not the case your may need a footrest). Never have any undue pressure on the underside of your thighs or on the back of your legs.
	

	· 
	Remember – sit well back into the chair with your back upright and relaxed in order to gain best support. Adjust the seat so your hips are just slightly above the level of your knees.
	

	· 
	Remember – sitting correctly also means sitting relaxed – do not sit with a strained face and with muscles tense.
	


	E.  Electrical Equipment                                                                                                                           YES    NO   N/A

	· 
	Is the fixed electrical system in your area in good condition? Visual check to see if any damaged sockets or wiring under your desk? If NO then report to Health and Safety Officer or line manager.  
	
	
	

	· 
	Are there enough sockets for your work needs? Plug in socket adaptors are not to be used
	
	
	

	· 
	Have all portable mains equipment issued to you been PAT tested in the last 12 months and marked as such? Checked by the Deputy Chief Executive 
	
	
	

	F.  Power Tools    

	· 
	Are only those tools listed on your issued equipment schedule being used? 
	
	
	

	· 
	Are battery-pack power equipment used in most circumstances over mains electric equipment and when mains electricity has to be used is a Residual Current Detector (RCD) always used?
	
	
	

	· 
	Are all tools and equipment serviceable?
	
	
	

	· 
	Have you been trained in the safe use of power tools in the last 12 months? (Including viewing of the Safe use of Tools video and do you have a record of this)
	
	
	

	G.  Working at Height:  

	· 
	If you have to use access equipment, as it is known, in the course of your work, are you aware that your manager needs to provide specific training in its safe use? Step-ladders, kick-stools etc
	
	
	

	· 
	Are you aware that your manager should also have all access equipment checked annually?
	
	
	

	· 
	Do you know to avoid using access equipment if it is damaged and who to inform?
	
	
	

	· 
	Are you aware that you must not use access equipment if you are unwell or on medication?
	
	
	

	     Step-ladders – prior to use

	· 
	Are you aware that step-ladders are only to be used if absolutely necessary; that two persons must be present, one to steady the ladder and assist with the move of any light items? Only light goods up to a maximum weight of 5kg are to be handled when using step-ladders? (Does not apply Handypersons who are trained in the use of their specialist step-ladder) 
	
	
	

	· 
	Is a pre-use check, including the feet, always carried out before the step-ladder is used?
	
	
	

	· 
	Do you always ensure the step-ladder is fully open, all four feet flat on the ground, and if a locking device is fitted, that it is always engaged?
	
	
	

	· 
	Do you always check the floor surface is clean and not slippery before placing the step-ladder?
	
	
	

	     Step-ladders – in use

	· 
	Are you aware that the step-ladder is to be used only for short duration work – maximum 20min?
	
	
	

	· 
	Do you know not to work off the top three steps unless you have a safe handhold?
	
	
	

	· 
	Are you aware that you must avoid working side-on – keep the rungs facing the work activity?
	
	
	

	· 
	Are you aware that you should never over-reach? Always make sure that your navel (belt buckle) stays within the stiles and keep both feet on the same rung/step throughout the task?
	
	
	

	H. Personal Protective Equipment (PPE)                                                  

	· 
	Have you been issued with, and trained in the use of PPE, for hazards that cannot be controlled?
	
	
	

	· 
	Is the issued equipment still adequate for the task, is it serviceable and in good order?
	
	
	

	· 
	Are you aware that issued PPE must be worn / used when carrying out that particular task?
	
	
	


2. WORK ENVIRONMENT
	A. Space requirements                                                                                                                            YES    NO   N/A

	· 
	Is your work area / workstation, designed to provide you with sufficient space to change position and vary movements?
	
	
	

	B. Lighting                                                                                                    

	· 
	Is the lighting in the workplace / room / storage area, satisfactory?
	
	
	

	C.  Heat & Ventilation                                                                                  

	· 
	Is the ventilation in your work area adequate for the tasks being undertaken?
	
	
	

	D. Noise                                                                                                         

	· 
	Is noise in your work area at a reasonable level?
	
	
	

	E. Manual Handling                                                                                     

	· 
	Is it correct to say that manual handling does not form part of your normal everyday work?
	
	
	

	· 
	If manual handling does form part of your everyday work are you provided with a mechanical means of lifting / moving stock / tools / items?
	
	
	

	· 
	If mechanical lifting is not possible have you been trained in safe manual handling techniques?
	
	
	

	· 
	If the manual handling training took place more than 3-5 years ago have you received any update training since?
	
	
	

	F. Fire                                                                                                                                                         YES    NO   N/A         

	· 
	Are combustible materials (paper etc) kept to a minimum in your immediate area?
	
	
	

	· 
	Do you know what to do if you come across a fire in your work area?
	
	
	

	· 
	Are you aware of the position of the fire exits and the routes from there to the fire assembly point, from those areas of the building you would expect to be in, in the event of an evacuation?
	
	
	

	G. Storage                                                                                                    

	· 
	Do you have adequate, safe storage available at your place of work?
	
	
	

	· 
	If you are required to carry out additional work at your home location as part of your role, do you feel the home location is safe and adequate for the task?
	
	
	

	· 
	Is it correct that no hazardous (flammable or toxic) material is ever stored at your place of work?
	
	
	

	· 
	If this is ever planned, even if the substance is locked in a metal container and the detail recorded on a COSHH record form, will you inform the Health and Safety Officer prior to the event?
	
	
	

	H.  Safe System of Work                                                                             

	· 
	Do you feel the safe system of work, in place within your workplace process to minimise the risks from any known hazard, is adequate? 
	
	
	

	J. Safety

	· 
	Are you happy that all hazards, likely to cause you to trip, hurt yourself or others, or any other safety risk, has been addressed and eliminated?
	
	
	

	· 
	If goods and equipment are placed upon shelves, cupboards, filing cupboards etc, in your area, are these secure and stable?
	
	
	

	K. Unfamiliar Work Environments                                                                                                          
	
	
	
	

	· 
	Are risk assessments routinely carried out prior to any work activity/ trip / event taking place or starting in an unfamiliar work environment?
	
	
	

	L. Lone Working                                                                                      

	· 
	You should never have to regularly work alone in an environment that causes you anxiety. Do you feel at ease in your normal work place on those occasions that you may be on your own?
	
	
	

	· 
	If you have to meet clients at their home, do you ensure that someone is always aware of where you are, when you are expected back, and that they know what to do if you miss a pre-arranged call or text? 
	
	
	

	· 
	Is there adequate provision for you to be accompanied if you have concerns about meeting a client on your own? 
	
	
	

	M.  Job Design  
	
	
	
	

	· 
	Are there adequate opportunities for regular breaks in your work activity?
	
	
	

	· 
	Does your daily work routinely include activities that take you away from the display screen?
	
	
	

	· 
	Have steps been taken to minimise repetitive or mundane tasks, such as continual data entry?
	
	
	

	N. Stress and Work/Life Balance                                                                   

	· 
	You should have few concerns about managing working hours, workload or work-life balance. Is this the case?
	
	
	

	· 
	Have you made your Line Manager or HR advisor aware of any physical, emotional or mental condition that you may suffer from, in order that we can ensure our duty of care obligation to you is properly fulfilled?
	
	
	

	· 
	Stress can be caused by circumstances in the home, your domestic life or at work.  Are you aware of the need to inform your Line Manager or HR advisor, if you feel any factor is causing you to be overly stressed at work, and as a result, having an effect on your health or well-being? 
	
	
	


COMMENTS

If your answer to any of the previous questions was NO then please write your comments below under the relevant category.  Continue on a separate sheet if necessary.
1. EQUIPMENT – (Manager to address any issues raised by the employee under the relevant category)

	1A
	Computer Display Screen (DSE)

	Employee

Manager


	

	1B
	Keyboard (DSE)

	Employee

Manager


	

	1C
	Work Desk/Work Surface (DSE)

	Employee

Manager


	

	1D
	Chair (DSE)

	Employee

Manager


	

	1E
	Electrical Equipment

	Employee

Manager


	

	1F
	Portable Power Tools

	Employee

Manager


	

	1G
	Working at Height – Step-ladders

	Employee 

Manager


	

	1H
	Personal Protective Equipment (PPE)

	Employee

Manager


	


2.  WORKPLACE ENVIRONMENT – (Manager to address issues raised by the employee under each category)

	2A
	Space Requirements

	Employee

Manager


	

	2B
	Lighting

	Employee

Manager


	

	2C
	Heat & Ventilation

	Employee

Manager


	

	2D
	Noise

	Employee

Manager


	

	2E
	Manual Handling

	Employee

Manager


	

	2F
	Fire

	Employee

Manager


	

	2G
	Storage

	Employee

Manager


	

	2H
	Safe Systems of Work

	Employee

Manager


	

	2J
	Safety

	Employee

Manager


	

	2K
	Unfamiliar Work Environments

	Employee

Manager


	

	2L
	Lone Working

	Employee

Manager


	

	2M
	Job Design 

	Employee

Manager


	


	2N
	Stress & Work/Life Balance

	Employee

Manager


	

	
	Any Other Comments

	Employee

Manager


	


Next Review Due  - 

User Signature _______________
____                      Name: _______________                      Date ____________

Managers Signature _______________                      Name ________________                     Date ____________

GUIDANCE - COMPUTER USERS
Desk

· Keep your desk clear of clutter. Keep the things you use the most next to you - avoid stretching. Files should be stored in filing cabinets. The action of collecting / returning files assists blood circulation, keeps you fit, and builds in natural breaks. 

· Keep the space under your desk clear to ensure your feet and legs have sufficient room to change position. 

Seating

· Move your chair close enough to the desk so that you can reach the keyboard comfortably.

· Sit with your bottom as far back into the chair as is comfortably possible, with your back upright and relaxed. There should never be any extra pressure on the underside of your thighs, or the back of your legs.

· Adjust the height of your chair in order that, with your hands resting on the desk, your forearms are then roughly parallel to the ground. Hips should be (just) slightly above the level of your knees.

· Legs should always be uncrossed with both feet firmly on the floor. If you cannot achieve this, you may need a footrest.

Remember - sitting correctly also means sitting relaxed - it is no good sitting with a strained face and your facial muscles tense. Smiling is good for you – its official!

Screen

· Screens should be clean, adjusted for brightness and contrast to the most comfortable setting, and ideally, placed so that light comes in from the side rather than from the front or behind the screen.

· The correct distance from your eyes to the screen is between 40-60cms; that is approximately an arms length. If possible there should be sufficient space behind the screen to enable you to look beyond it periodically to refocus and relax the eyes. 

· Your monitor is at the correct height when your eyes are level with the top of the monitor (this ensures that when viewing the screen your eyes are typically looking slightly down, approximately 15% below the horizontal plane.  

· Leave approximately 10cms (4 inches) of space in front of your keyboard to rest your wrists during pauses in work. 

Keying

· When keying, your hands should be angled down, fingertips comfortably curved and only need to be lightly placed on the keys. Keep your keyboard clean as this will ensure the keys maintain their free and easy movement.

· When keying always ensure your forearms remain horizontal and that the angle of your wrists is kept to a minimum, otherwise this can put unnecessary strain on your wrists

· Take a regular micro pause every 10 minutes, letting your hands drop by your side, and gently shake them about.

Remember - the space between your keyboard and the edge of your desk is to rest your wrists when NOT typing. Do not place your wrists there or on a wrist rest when typing.

Using the Mouse

When using a mouse, keep it level and to the side of the keyboard, your arm level and the angle of your wrist to a minimum.

Remember – keep your fingers pointing slightly down when using the mouse. Do not rest your wrist while using the mouse as this downward pressure can restrict the blood supply to your fingers. Drop your arms to your sides after each period of activity and gently shake them about. This allows blood to flow back into your fingertips. 

Eyes

Correct use of a display screen should not damage your eyes but it may make you more aware of some existing eye defects. Get your eyes tested regularly. The Charity will pay for tests and in some cases the cost of lenses. See your HR advisor. 

· Don’t forget to blink – the film over the front of the eye dries out if you don’t blink and this causes discomfort. To reduce eye strain, look away and vary your range of focus as much as possible. Periodically alter your focus by looking into the distance which should then cause you to blink which will lubricate the eye. Eye drops may also help.

· Organise your work so that you spend no more than 20 minutes at a time on any screen task and at least 5 minutes in every hour on non-screen activities.

Remember - At break times, rest your eyes, it is not a good idea to spend a lot of your lunch break reading a book.  

Exercises

It is important to change your posture regularly and some simple exercises, done at your desk, before you start work and at breaks, can help reduce tiredness. See the exercise guide on the HtA shared ‘G’ drive under Health and Safety / Guidance / Working with Computers.  Every 30 minutes or so, stand up and do some stretching exercises, or leave your workstation and have a quick walk – particularly if you are feeling stressed.  Finally every time you sit back down at your desk – check and readjust your posture
GUIDANCE - WORKING AT HEIGHT


ALWAYS 2 PERSONS (except Handyperson)  

Leaning Ladders – Set up

· Do a daily pre-use check including ladder feet

· Secure the ladder

· Check ground is firm and level. Floors should be clean, not slippery

· Maximum safe ground side slope is 16 inches. Level the rungs with a suitable device

· Maximum safe ground back slope is 6 inches

· Have a strong upper resting point – not plastic guttering


Leaning Ladders – in use

· Short duration of work – maximum 20-30 minutes

· Light work – up  to 5 kg

· Ladder angle 75 degrees – use the 1 in 4 rule. (1 unit out for every 4 units up)

· Always grip the ladder when climbing

· Do not over-reach – make sure belt buckle (navel) stays within stiles; keep both feet on the same rung throughout the task.

· Do not work off the top three rungs – this provides a handhold.

Stepladders – Set up

· Do a daily pre-use check including ladder feet

· Ensure there is space to fully open and that all four feet are in even contact with the ground

· Use any locking devices

· Ground should be firm and level

· Floors should be clean, not slippery

Stepladders – in use

· Short duration work – maximum 20-30 minutes  

· Light work – up to 5 kg

· Do not work off the top three steps, unless you have a safe handhold on the steps

· Avoid side-on working

· Do not over-reach – make sure your belt buckle (navel) stays within the stiles and keep both feet on the same rung or step throughout the task. 
Signed
[image: image2.png]


  

Name Lorainne Jenkins Managing Director

1/4/14

Appendix 3 






AUDIT REPORT FORM
Location       ……………………………………….       
Inspection date………………….                                                           

Inspection By: …………………………….                       
Manager’s Signature……………………………….

	Item
	Y/N
	Explanatory Note


	Notes of any problems requiring attention, action proposed, deadlines, person responsible etc.

Use separate sheet if necessary.

	General
	
	Note: these notes are only to be used as a prompt.  Requirements will vary with local circumstances.  Check with HSE online for further information.
	

	Awareness of Workare Ltd H&S Policy
	
	Is H&S poster(s) Displayed & filled in? Do staff have access to Workare H&S policies Has a training audit been carried out?  Is Staff training carried out & records kept? Is induction training provided?  Are staff consulted on H&S issues?
	

	Employers Liability Insurance Cert.
	
	Is Certificate displayed where employees can see it?  Is it up to date?
	

	Monitoring
	
	Are checks made of progress on risk assessments, accidents and maintenance records, management inspections etc?
	

	Appointed Persons/First Aiders
	
	Suitably trained on HSE approved courses. Do staff know what 1st aid arrangements are?  Is there an explanatory poster displayed?
	

	First Aid Boxes
	
	Is the 1st aid box properly stocked & under the control of 1st aider? Or appointed person?
	

	Availability of office thermometer
	
	Compulsory on each floor 
	

	Are all records kept locally?
	
	Unless stated otherwise assume all records should be available locally for inspection.  Suggest using H&S Folder with dividers.
	

	Visitor safety
	
	Consider signing in, confirming identity.  Is a notice of Workare visitor policy displayed? Have risk assessments taken account of visitor safety?   Is signage adequate for visitors?
	

	Security
	
	It is the responsibility of the employer to safeguard staff, clients and visitors.  Are staff safe when arriving/leaving, Is CCTV necessary?  Is Policy clear on lone working?  Are staff trained in dealing with aggression?  Are interviewing facilities secure?
	


	Fire & Emergency Procedures
	
	
	

	Workplace Fire Assessment
	
	Are assessments undertaken by Fire Safety Consultants?  Are any requirements outstanding?  Are all records kept (e.g. alarm logbook, service records etc)?
	

	Evacuation Plan
	
	Do you have a plan to deal with foreseeable emergencies*?  Do all staff have access to & understand the plan?    * E.g. fire, power failure, interruption to water supply, unattended packages etc
	

	Evacuation - Fire Marshals
	
	Do Marshals understand their duties? Are 6 monthly drills undertaken?  Are the results recorded?  6 monthly training?
	

	Escape routes – signage – smoke detectors – fire blankets etc
	
	Are escape routes clear & uncluttered? Are fire doors self- closing and clearly signed Are exits unobstructed & easily opened?  Is all safety equipment operational?
	

	Assembly Point
	
	Is this clearly indicated? Is it a safe distance from the workplace and safely accessible?
	

	Storage of Flammable Liquids
	
	Preferably not at all, otherwise safely stored ideally outside of building.  Consider also the storage of liquid petroleum gas, paints, thinners, aerosols and all other fire accelerants.
	

	Fire Alarm System
	
	Should be weekly tested and maintained quarterly with all records kept.
	

	Record of weekly alarm tests & events
	
	Regularly updated
	

	Extinguishers
	
	Where installed is there evidence of annual inspection?  Should be appropriately sited and secured to wall or purpose built stands.  Have staff been trained in their use?  Is all fire fighting equipment (e.g. hoses and dry risers) maintained and tested?
	

	Emergency Lighting
	
	Is it in good repair and does it adequately illuminate the escape routes?  Are monthly tests and 6 monthly services undertaken?  
	

	Smoking Policy
	
	How is smoking controlled?  How is the health of non-smokers safeguarded?  Ensure designated smoking areas do not compromise fire safety.
	

	Portable Electrical Appliances
	
	Have they been recently tested?  Check dates tests should be at least annual.  Is there policy on equipment being bought into the workplace?
	

	Electrical Installations
	
	Ensure that an electrical safety certificate for fixed electrical installations is obtained from a NICEIC or ECA electrical contractor to comply with the requirements of BS 7671: IEE Wiring Regulations. Inspections should be carried out annually and the test certificate issued at least once every five years.
	

	Gas 
	
	Is a Landlord’s annual safety certificate or annual inspection required?  Have any defects been addressed?  An inspection of the gas heating system, should be carried out annually in accordance with the Gas Safety (Installation and Use) (Amendment) Regulations 1996 by a CORGI member. All results should be recorded in a logbook and kept on site along with the inspection certificates
	

	Risk Assessments 
	
	
	

	Risk Assessments (RAs). Safe Working Practices. Job RAs?
	
	Are all workplaces, work practices & jobs risk-assessed and recommendations carried out?  Do any require re-assessment?  Are Client Risk Assessments required? Are Records kept?  
	

	Young persons (16-18)
	
	If young persons are working on the premises seek advice on RA.
	

	New & Expectant Mothers
	
	Has a RA been carried out for any member of this group?  Has it been acted upon?  Is HR routinely advised?
	

	Manual Handling
	
	Do heavy loads need to be moved?  If so seek advice on undertaking a proper assessment.
	

	Food Hygiene
	
	Are kitchens clean and food suitably stored?  Are all surfaces clean & readily cleansable?  Are all refrigerators properly managed?   See food hygiene guidance.


	

	Display Screen Equipment 
	
	Are assessments undertaken?  Have recommendations been followed?  Are new staff assessed? Are records kept?  See self assessment form.
	

	COSHH Assessments (& list of chemicals)
	
	Is there a list available of any hazardous chemicals used?  Are they safely stored?  Are they all essential? Training?  See COSHH risk assessment form.


	

	Assessment of Contractors ( e.g. cleaners, window cleaners)
	
	Are contractors H&S ‘competent’? Have they provided method statements and risk assessments for their activity on site? Have you received a completed contractor questionnaire?  Have they received an emergency evacuation explanation for your workplace?

REMEMBER YOU ARE RESPONSIBLE FOR THEIR SAFETY!
	

	Legionella
	
	Is water checked, records kept on site, defects acted upon?
	

	Asbestos management 
	
	Has building been assessed?  Are records available?
	

	Personal Protective Equipment
	
	Is any used?  Has that use been assessed?  Has training been provided?
	

	Regulation & Approved CoPs
	
	
	

	Waste Disposal /special waste
	
	Check evidence of efficient hygienic disposal? Risk assess as necessary.
	

	Machinery/PUWER/LOLER regulations 
	
	Are power tools/machines used? Are they maintained? Are Staff trained?  Are lifts or hoists inspected and maintained?
	

	Accident Reporting (RIDDOR)
	
	Is the accident book/form available and used? Do staff understand the reporting requirements?  Are incidents reported to HR for attention of the H&S committee? What action has been taken to prevent re-occurrence? Who reports RIDDOR?
	

	Ladders
	
	Are they necessary?  Suitably maintained, secure against unauthorised use, training provided?
	

	Lifts
	
	Are they regularly serviced?  Is the emergency alarm working and do staff understand its significance?
	

	Launderettes
	
	If present are they checked daily and regularly serviced?
	

	Disability Discrimination Act
	
	Is the service accessible to people with disabilities?  Can they be evacuated safely?
	

	Physical Environment & Work Equipment
	
	
	

	WCs
	
	Adequate number, clean, well ventilated, hand washing facilities etc?
	

	Lighting
	
	Guide: Natural lighting (where available) 1/5th floor area. Is the artificial lighting adequate and properly sited?

Externally – adequate for security purposes and the avoidance of trip hazards.
	

	Heating
	
	Guide: Minimum 16C.  If the workplace is too hot is ventilation adequate?
	

	Ventilation
	
	How does the workplace ‘feel’/smell?
	

	Cleanliness & repair
	
	Are all surfaces capable of being cleaned?  Are waste materials being removed?  Does disrepair cause hazard?
	

	Space 
	
	Guide: 11 metres cube per person of adequate unobstructed space
	

	Work Equipment
	
	Properly maintained?  Have staff been trained in its use? 
	

	Welfare provision
	
	Facilities to rest & eat, storage of clothing, work breaks
	

	Cupboards/general storage
	
	Are contents safely stored?  Can objects be reached without risk of injury?  Combustible materials? Locked if necessary?
	

	Car parking (if provided)
	
	Surface conditions, safe exit onto roads, lighting, space
	


Other observations and detailed comments:
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