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Health & Safety Policy General Statement of Intent
It is the policy of NCDN to comply with the requirements of the Health and Safety at Work etc Act 1974, the Management of Health and Safety at Work Regulations 1999 and all other relevant health, safety and welfare legislation pertaining to its operations.

NCDN aims to provide and maintain safe and healthy working conditions, equipment and systems of work that are, so far as is reasonably practicable, safe and without risks for all paid and unpaid staff, and to provide such information, training and supervision as they need for this purpose.  We also accept our responsibility for the health and safety of other people who may be affected by our activities.

Arrangements will be put in place to carry out suitable and sufficient risk assessments of all relevant activities in accordance with the Management of Health and Safety at Work Regulations 1999 and in partnership with relevant contractors.  

The NCDC Board has overall responsibility for health and safety standards within NCDN and to provide the necessary resources for the formulation, implementation, monitoring and review of the policy.  NCDN is committed to continuous improvement in health and safety performance and will ensure that Health and safety forms an integral part of our business objectives. 

Delegated responsibility from the Board has been given to NCDN’s Director who has the responsibility to ensure that an effective health and safety management system is in place for the implementation of the policy to the employees and monitoring of such.  The NCDN Director will be responsible for the day to day management of the policy arrangements.

Each employee has a legal obligation to take reasonable care of themselves and others as well as having responsibility for adhering to all policy arrangements and procedures and co-operate with management in maintaining good standards of health and safety.

Arrangements will be in place to promote joint consultation and employee involvement in health and safety at work.  This policy and associated arrangements and procedures will be brought to the attention of all paid and unpaid staff and those others who may be affected to ensure they understand NCDN policy and procedures.

This policy and associated procedures and practices will be reviewed at least annually or whenever a change requires it, to take into account new equipment, processes or changes to work which affect health and safety. 

The allocation of duties for safety matters and the particular arrangements, which we will make to implement the policy, are set out below.

Signed: ...................................................


Position: .................................................
  Date: ............................
Section 2 – Organisation 
Responsibilities

The NCDC Board has overall and final responsibility for health and safety within NCDN.
The Director of NCDN is responsible for this policy being carried out and for ensuring the preparation, implementation and review of risk assessments and safe work practices. 

Project Coordinators (including the NCDN City & Guilds Assessment Centre Quality Assurance Coordinator) are responsible for bringing to the attention of the NCDN Director any deficiencies in safety arrangements.
The following individuals have specific duties for safety in particular areas, and are all based at the organisation’s offices in Station House, 104, Station Road, Ashington:

Staff member

Quality Assurance Co-Coordinator 


Julia Lyford 
H&S Competent Person




Julia Lyford                  

First Aider                                                           
Andrea Perrett    
Fire Warden

Jackie Sewell                                                

First Aider and Fire warden for our secondary premises is Jane Field, located in the Bell View General Office, 33, West Street, Belford.

NCDN will use Health and Safety Executive (HSE) publication 
HSG65 ‘Successful Health and Safety Management’ as a benchmark. 

Paid and Unpaid Staff

All contractors have the responsibility to co-operate with above authorised personnel to achieve high standards of safety within the work area and to take reasonable care of themselves and others. Deficiencies or defects in current arrangements must be reported to the Quality Assurance Coordinator. Paid and unpaid staff will take part in a risk assessment of their own health and safety requirements and sign an agreement between themselves and NCDN to meet their H&S needs, which will be reviewed annually or sooner if requested.
Learners / clients 
Learners / clients’ health and safety will be addressed as part of learner induction, where they will be familiarised with the NCDN Health & Safety Policy document.  Learners / clients will be given the opportunity to self-assess their health and safety needs and any gaps in current provision will be addressed.

Health and safety will form part of the NCDN Learner’s Charter. Actions will be triggered by learning mentors making requirements known to tutors, assessors and quality assurance coordinators.
Section 3 - Arrangements

Premises

NCDN will use venues for training courses that have successfully demonstrated that they comply with health and safety legislation. Where they do not have specific equipment to meet any special needs of Learners / clients, NCDN will provide these in the first instance and work to improve access for the future with its premises partners.

NCDN contractors will ensure that they co-operate with all reasonable requests from the Quality Assurance Coordinators to ensure the above standards are maintained. Formal agreements are drawn up with sub-contractors and venue partners.
Housekeeping 

All NCDN staff and contractors are responsible for adhering to standards laid down by premises contractors, and will monitor that, where relevant:

· safe stacking and storage methods are followed

· standards of cleanliness and hygiene are maintained in kitchen areas

· waste is disposed of safely in appropriate containers

· corridors and exits are kept clear and free of obstruction

· equipment in their work area is in good working order.

· wiring is stored safely
IT Support Services 

Risks and solutions identified by NCDN’s IT project are:

	PROBLEM                                                            SOLUTION

	Heavy Equipment                                            Use suitable carrying or wheeled item

	Trailing Wires                                                  Increased use of wireless technology and 

	                                                                      Careful planning of wires to reduce the risk

	Eye/hand/back strain                                       Workstation assessments for both work and 

                                                                      Home workstations

                                                                      Provision of suitable equipment and furniture                                                                 

	                                                                      Regular breaks/ adequate lighting/ 


In order to comply with the Health and Safety (Display Screen Equipment) Regulations NCDN will ensure that risk assessments are undertaken for all workstations, eye sight tests will be available for those identified to be ‘Users’ and employees will be made aware of the risks associated with the use of their workstations.

Employees must ensure they use their workstation and equipment in accordance with the training and information they are given.

Electricity

NCDN recognises the importance of maintaining electrical equipment in order to prevent the possibility of electric shock.  Therefore all portable electrical equipment will be tested by a competent person and employees will be encouraged to carry out first user checks and report any defects in such equipment. This is carried out by Groundwork Northumberland who are responsible for the building.
Personal safety of staff and Learners / clients
Further guidelines are detailed in the Lone Worker Policy and in Child and Vulnerable Adult Protection / Safeguarding Policies.

Key risks include:
· Client’s behaviour. 

· Other people or situations encountered whilst doing job. 
· Travelling, visiting other venues and carrying money or equipment.
Measures for combating risk:
Staff are encouraged to regularly assess the situation they are in and the risks to which they are exposed. Staff will be involved in a risk assessment exercise as part of their induction, which will be reviewed annually or whenever circumstances change. 

An office mobile phone is available for staff use when taking part in activities alone.

Learners / clients take part in a thorough initial assessment process on a one to one basis with a trained and CRB checked Learning Supporter.

Personal safety guidelines should be followed: 

· Do not go into a situation if you feel at risk. 

· Use conflict resolution or defusing techniques. These include being aware of non-verbal communication; how to behave in a non-confrontational way; the importance of good customer care; being polite; and listening to clients. 

· Be aware of surroundings. Keep your wits about you at all times and be aware of the situation you are in. Be aware of your own actions and how others may perceive you. 

· If you feel threatened, make your excuses and leave. Make sure you can leave the premises quickly if you need to. 

· Staff working alone need to ensure that they let others know where they are. 

· Staff working alone are encouraged to use a mobile phone to call for help if needed and to let others know where and how they are. NCDN can provide a mobile phone for use in these circumstances. 

· Training and assessment should be carried out in public situations wherever possible. Two people should attend a work situation if the employee has particular concerns.

· All staff and Learners / clients will be made aware of NCDN policy on work-related violence and harassment. 

Information and Awareness
· Conducting a risk assessment of the tasks of the lone worker is essential. Employers need to find out if there is a problem, decide what action to take, take action, and review the action. 

· Personal safety or violence prevention training will be provided, reinforcing the following guidelines: 

· Do not go into a situation if you feel at risk. 

· Use conflict resolution or defusing techniques. These include being aware of non-verbal communication; how to behave in a non-confrontational way; the importance of good customer care; being polite; and listening to clients. 

· Be aware of surroundings. Keep your wits about you at all times and be aware of the situation you are in. Be aware of your own actions and how others may perceive you. 

· If you feel threatened, make your excuses and leave. Make sure you can leave the premises quickly if you need to. 

Communication

· Letting staff know where lone workers are. The use of work diaries and information boards to show the location of lone workers during the day was seen as essential by some of the participating organisations.

· Sharing experiences and concerns. This happened between employees within an organisation and between other relevant organisations. Organisations have found the following practices helpful: 

· Use an early warning or flagging system. This alerts colleagues about potentially violent clients, or problem areas.
- Talk about specific concerns and incidents. Relevant and practical solutions can be more easily found when problems and ideas are shared.
- Report all incidents. This helps management to evaluate and monitor the true scale and nature of violence and abuse incidents and so help to develop an effective policy to deal with the problem.
- Company policy, guidance, leaflets and posters. All staff should be made aware of the company policy on work-related violence. 

· Management support. In many organisations violence prevention measures have the full commitment and support of senior management. Managers felt that it was important that all staff should know this. 

Work equipment and environment

· Use of mobile phones or other communication device. Mobile phones were very popular. Lone workers use them to call for help if needed and to let others know where and how they are. 

Job design

· Training and assessment should be carried out in public situations wherever possible. Two people should attend a work situation if the employee has particular concerns. 

· Self risk assessments. The lone worker is encouraged to regularly assess the situation they are in and the risks to which they are exposed. 
Risk Assessment

Staff and Learners / clients will take part in a H&S risk assessment as part of their induction, and will have regular opportunities through supervision and review meetings to share further concerns and agree new actions. 

Risk assessments will be carried out for those activities that pose a significant risk and will be reviewed when appropriate. 

NCDN is committed to offer a service to disabled staff and Learners / clients that as a minimum meets the requirements of Disability Discrimination legislation, therefore assessment of their needs will be undertaken as and when required. 
External organisations that provide venues and sub-contractors will be risk – assessed using questionnaires and audit visits that conform to the standards required. These risk assessments cover responsibilities towards people and environments, and will be signed by both parties.  
Recording accidents and incidents

All accidents, injuries, diseases or dangerous occurrences must be reported to the First Aider, to include the date, time and place of the event, personal details of those involved and a brief description of the nature of the event or disease. 
Records will be kept in the NCDN accident book and relevant incidents will be reported as appropriate in compliance with RIDDOR ’95 and other relevant legislation. 
All accidents are to be reported to the First Aiders and recorded in the NCDN accident book held with the Quality Assurance Coordinator.

Unusual or unexpected incidents are also to be reported to the Quality Assurance Coordinator and recorded in the accident book for review of current arrangements.

Fire safety

NCDN operates a no smoking policy in its courses and premises.

All staff and contractors must ensure they are aware of learning site fire action procedures, location of fire alarms and fire exits and time of tests etc.
All staff will be given information and training regarding the fire and evacuation procedures whilst on NCDN premises.

Visitors are required to sign in and will be given information regarding the fire and evacuation procedures.

All NCDN contractors have a duty to identify that escape routes are clear at all times. Any deficiencies that cannot be resolved should be reported to the Quality Assurance Coordinators. 

Manual handling

Risks from Manual handling of loads will be reduced so far as is reasonably practicable. For those operations with significant risk appropriate risk assessments will be carried out.   Staff will be given information regarding the outcome of the risk assessments and training on safer lifting techniques and additional controls as necessary. 

All staff should follow appropriate systems of work laid down to promote safety during the handling of loads.  Make use of appropriate handling equipment and use approved handling techniques in accordance with their training and instruction.

Guidelines for Manual Handling

1. All staff  must follow the safe lifting techniques

2. Employees must not move any load which they think may cause them harm

3. Young Persons and those with ill health will not be expected to carry out any hazardous manual handling operations

4. Before moving a load it is important to:

· Stop and Think! – Plan the lift

· Assess the weight of the load. Do you need assistance? Can you use a trolley? Check the centre of gravity of the load

· Check for damage to the load or harmful properties

· Ensure that you have prepared your destination if possible

· Remove obstructions

· Make a few trips if you have too much to carry or lighten the loads

Good Handling Technique

1. Stop and Think!

2. Adopt a stable position – Feet apart one leg in front for stability and balance

3. Bend the knees and only have slight flexion of the back (Avoid Stooping) Try to keep the back in the natural position

4. Do not over flex the knees (Avoid Full/Deep Squatting)

5. Take a good grip of the load – Palmer grip

6. Lift smoothly, don’t jerk or snatch load – exhale on lift and keep your head up

7. Keep the load close to the body – you should be in charge of the load

8. Move feet – do not twist

9. Deposit the load safely – put load down first and then adjust

Training

All contractors and Learners / clients will complete an induction programme with information about Health and Safety arrangements within NCDN, and will be provided with a Health and Safety Policy Statement presented in plain English.

Any updates or changes to these arrangements will be discussed at staff meetings, ratified by the NCDN Learning & Support group and re-issued to staff, contractors and Learners / clients.

Staff will be offered further Health and Safety training to support their identified needs appropriate to their work tasks. At least two members of NCDN staff will be qualified or working towards qualifications in Health and Safety at work and First Aid.
Personal Protective Equipment

NCDN shall provide free of charge any personal protective equipment /clothing that may be required to protect the staff or learner and in doing so shall give adequate training and instruction in the wearing and use of such PPE/C.

First Aid
First aid boxes are kept by NCDC in the Store cupboard in the general office.
Andrea Perrett and Nafees Anwar are designated and qualified first-aiders.  In their absence, Geof Armstrong will act as appointed person, call the emergency services and ensure the comfort of any injured person.

Notices are placed around the premises in respect of first-aid.

A record of first-aid will be kept on the appropriate form held within the first aid box.
Employees must not take it upon themselves to render first-aid and must always seek the first-aiders or appointed persons. Emergency telephone numbers are displayed on the first-aid notice.

The Company aim to fulfil the requirements of the Health and Safety (First aid) Regulations 1981.

If further information is required, contact:

Quality Assurance Co-Coordinator 

Northumberland Community Development Company
Station House, 
104 Station Road

Ashington

NE63 8RN
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