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1.
Purpose

1.1
To establish the aims, principles and values which will be followed by the Group in maintaining a safe and healthy working environment for employees and providing appropriate levels of safety for other people affected by our activities, eg tenants, visitors, contractors, etc.

1.2
To provide the written statement required under Section 2(3) of the Health and Safety at Work Act 1974.

2.
Scope

2.1
The Policy shall be reviewed by the Chief Executive.

2.2
Responsibility for implementation of the policy is outlined in paragraph 5.2.2 and Appendix B.

3.
References

3.1
This Policy operates within the context of the legal framework for Health and Safety:


Health and Safety at Work Act 1974


The Management of Health and Safety at Work Regulations (1999)


“Successful Health and Safety Management” (HSG65), HSE (1997)


Workplace Health and Safety Regulations

3.2
Associated Policies


All Group policies and procedures need to consider the specific health and safety implications relevant to the policy or procedure in question.  Quality Management System procedures  which relate specifically to this policy are:

· Portable Appliance Testing 

· Workplace Responsibilities 

· Workplace Registers, Notices and Abstracts 

· Calling Out the Emergency Services 
· Workplace First Aid 

· Risk Assessments 

· Workplace Fire Precautions and Prevention 

· Accidents/Injury/Incident Reporting 

4.
Definitions

4.1
A “hazard” is anything which has the potential to cause harm.


A “risk” is the chance that someone could be harmed and how severe that harm may be.


“Harm” is physical injury or ill health.


“HSE” - is the Health and Safety Executive.

5.
Policy

5.1
Policy Statement of Intent

5.1.1
The Group’s Policy is to provide and maintain a safe and healthy working environment for all our employees, providing appropriate equipment, operational processes and safe systems of work covering all our activities.

5.1.2
Other people may be affected by our activities, eg tenants, visitors, contractors, etc, and we accept the responsibility to provide appropriate levels of safety for them.

5.1.3
We accept the responsibility for providing information, instruction and training to employees.

5.1.4
We will provide suitable facilities for the welfare of all our employees.

5.1.5
Where risks to safety or health need to be “assessed” under a specific legal duty, we will ensure that an “assessment” is carried out and actions shown to be necessary will be implemented.

5.1.6
Should any of our activities unavoidably endanger the health of any employee, they will be monitored and, where necessary, health surveillance provided.

5.1.7
We will provide suitable information regarding the safety or use of our services.

5.1.8
We plan to minimise the risks created by work activities and services, organise ourselves in a way that secures involvement and participation at all levels of the Group and measure performance against pre-determined standards.

5.1.9
The Group’s commitment to this Policy will assist us to develop a positive health and safety culture throughout all areas and activities.

5.2
Organisation for Carrying out the Policy

5.2.1
The overall responsibility for health and safety rests with the Chief Executive, on behalf of the Group Board. It is recognised that key employees will accept degrees of responsibility for carrying out our Policy.

5.2.2 The management structure for the implementation of Health and Safety will be:
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Group’s Competent Person

5.2.3 The Group is governed by a series of Boards and Committees.  Members serving on these Boards/Committees will ensure they support the Health and Safety Policy and that the Board/Committee reviews Health and Safety issues relating to its area of responsibility.

5.2.4 The appropriate Committee or Board will review at least annually reports on Health and Safety issues relating to its areas of responsibility. Where any major incident occurs an exception report will be made to the relevant Committee and its parent Committee.  Responsibilities of Board Members are summarised in Appendix C.

5.2.5
Health and Safety will be included as a key risk within the Group’s Risk Map and the Annual Report from the Chief Executive on Internal Controls.

5.3
Health and Safety Responsibilities of the Group



5.3.1
The Group is committed to improving our health and safety performance.  We will strive to manage health and safety successfully by having health and safety risks under control.  We will attempt to demonstrate a progressive improvement in our accident, injury and ill health record.  

5.3.2
We will achieve improvement by adopting the framework outlined in the HSE publication “Successful Health and Safety Management” (HS(G)65)(2) summarised below.


Our Policy will be cost effective and aimed at achieving the preservation and development of physical and human resources and a reduction in financial losses and liabilities.  Our health and safety policy will influence and allow activities and decisions to be made at the appropriate level, including those regarding the selection of resources and information, the design and operation of working systems, the design and provision of products and/or services and the control and disposal of waste.  We will make our policy widely available to those whom we work with and seek to ensure contractors maintain equivalent health and safety policies to our own.

5.3.4
Organising


To achieve high health and safety standards, our organisation will be structured and operated so as to enable our health and safety policy to be put into effective practice.  We appreciate that this will be helped by the creation of a positive culture, which secures involvement and participation at all levels.  We recognise that this will need to be sustained by effective communications and the promotion of competence that enables all our employees to make a responsible and informed contribution to health and safety issues.  We understand that the visible and active leadership by senior managers is necessary to develop and maintain effective and functional health and safety management.

5.3.5
Planning


We will adopt a planned and systematic approach to policy implementation.  Our aim is to minimise the risks created by work activities, products and/or services.  We will use risk assessment methods to decide priorities and set objectives for hazard elimination and risk control.  Performance standards will be established and performance measured against these.  Specific actions needed to promote a positive health and safety culture and to eliminate and control risks will be identified.  Wherever possible, risks will be eliminated by the careful selection and design of facilities, equipment and processes or minimised by the use of physical control measures.  Where this is not possible, systems of work and personal protective equipment will be used to control risks.

5.3.6
Measuring Performance


The success of action taken to control risks will be assessed through proactive self-monitoring involving a range of techniques.  This will include an examination of both hardware (premises, plant and substances) and software (people, procedures and systems), including individual behaviour.  Failures of control will be assessed through reactive monitoring which will require the thorough investigation of any accidents, ill health or incidents with the potential to cause harm or loss.  In both proactive and reactive monitoring, our objectives will not only be to determine the immediate causes of sub-standard performance but, more importantly, to identify the underlying causes and the implications of the design and operation of the health and safety management system and the prevention of recurrence.

5.3.7
Auditing and Reviewing Performance


Learning from all relevant experience and applying the lessons learned are important elements in effective health and safety management.  This will be done systematically through regular reviews of performance based on data both from monitoring activities and from independent audits of the whole health and safety management system.  This data will form the basis for our self-regulation and our compliance with Sections 2 to 6 of the Health and Safety at Work Act 1974.  Commitment to continuous improvement will involve the constant development of policies, systems, procedures and approaches in the implementation and techniques of risk control.

5.4
Health and Safety Responsibilities

5.4.1
Responsibilities of all our employees are defined in Appendix A.

5.4.2
Responsibilities of key personnel are summarised in Appendix B and outlined in more detail in the separate Quality Management System procedure, Workplace Responsibilities: Q/GRP/CS/720.

5.4.3 
A breach of Health and Safety legislation by an employee will be taken seriously and failure of a member of staff to observe Group Health & Safety requirements may result in disciplinary action being taken.

5.5
Health and Safety Rules

5.5.1
Quality Management System Procedures will outline the detail of H&S requirements for the Group including employees.  These procedures and requirements are prepared in accordance with legal requirements and acknowledged safe working practices.

5.5.2
We recognise that it is not possible to prepare in written form every possible safety rule as circumstances may vary depending upon the nature of the work.  However, our employees are expected to act in a sensible manner and adhere to oral and written instructions given by management.

5.6
Health and Safety Training

5.6.1
The Corporate Training Programme includes mandatory Health and Safety awareness training for employees.  It will also include mandatory training for Managers to support them in fulfilling their responsibilities.

5.6.2 The local Induction programme for new employees includes local health and safety issues.

5.6.3 Specific training is given to Health and Safety Co-ordinators to enable them to carry out the formal assessments.

5.7
Registers/Notices/Abstracts


There is a legal requirement to display notices, abstracts, regulations and certificates, etc, on the premises, to maintain certain registers and records and to have available certain advisory information for employees.  Arrangements to maintain and display all required registers, notices and abstracts are documented in a Quality Management System Procedure.

5.8
Other Arrangements

Quality Management System Procedures will document all the key health and safety areas.

5.9
  Risk Assessments

5.9.1
The Management of Health and Safety at Work Regulations 1999, Regulation 3(3) requires that a written or formal risk assessment be carried out to determine the risks associated with our working operations.  The assessment will need to identify risks both to employees and to any other person who may be affected.

5.9.2
The purpose of the assessment is to identify hazards and risks so as to “enable the employer to determine remedial actions necessary to comply with the relevant statutory provisions”.  This phrase covers the general duties in the various Regulations associated with the Health and Safety at Work Act 1974.

5.9.3
The Management of Health and Safety at Work (Amendment) Regulations 1994 requires employers to assess the risks to health and safety of young workers (under 18), pregnant workers, workers who have recently given birth and those who are breast- feeding, ensuring that the health and safety of these employees is not put at risk.  Harvest Housing Group is committed to ensuring that such assessments are carried out.

5.9.4
The record of the risk assessment will include information regarding the following:

a)
Any significant sources of harm (hazards) to health and safety identified during the assessment.

b)
The persons who may be affected by the risks identified in particular any personnel who may especially be at risk.

c)
Any existing control measures currently in place and their level of effectiveness in controlling those risks (with reference and access to work manuals or other documentation if appropriate).


d)
Any further actions required to adequately control/reduce risks.


e)
A date for review.

5.9.5 A separate procedure detailing the Risk Assessment process is included in QMS procedures. 

5.10
Monitoring, Measurement and Review of Health and Safety Performance


Health and Safety Action Plans will be developed from the results of risk assessment with the risks and actions being prioritised.  Arrangements for proactive and reactive monitoring and review will be documented in a QMS Procedure. [End]

Appendix A 

Responsibilities of Employees
All employees must:

1.
Comply with the Health and Safety Policy.

2.
Fully observe the Health and Safety Rules set out in the QMS Policy and Procedure documents and Health and Safety Guidance Notes.

3.
Report to management any health and safety hazard within their work area/activity or malfunction of any item of plant or equipment.

4.
Fully conform to all written or oral instructions given to them to ensure their personal safety and the safety of others.

5.
Dress sensibly and safely for their particular working environment or occupation.

6.
Conduct themselves in an orderly manner in the workplace and refrain from any form of horseplay.

7.
Use all safety equipment and/or protective clothing as may be provided and inform management of the need for any further equipment/protective clothing.

8.
Avoid any improvisations of any form which could create an unnecessary risk to their personal safety and to the safety of others.

9.
Maintain all implements and equipment in good condition and report any defects to management when they occur.

10.
Report all accidents to management whether injury is sustained or not.

11.
Attend as requested any training course designed to further the needs of health and safety.

12.
Observe all laid down procedures concerning processes, materials and substances used.

13.
Observe the fire evacuation procedure and the position of all fire equipment and exit routes.

14.
Bring to the attention of management any change in personal circumstances which would increase risk or be covered under health and safety legislation.

cont/...

In addition to the above responsibilities, the Health and Safety at Work Act 1974, places legal duties on all our employees.

These are:

Section 7 - “Health and Safety at Work  Act 1974”:
a)
To take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.

b)
To co-operate with management to enable the employer to carry out his legal duties or any requirements as may be imposed.

Section 8 - “Health and Safety at Work Act 1974”:
No person shall intentionally or recklessly interfere with or misuse any item provided in the interests of health, safety and welfare.

Regulation 12 of the Management of Health and Safety at Work Regulations 1992 further extends the duties of employees in the following manner:

1.
Every employee must use machines, equipment, dangerous substances, transport equipment, means of production or safety device provided by the employer in accordance with the training and instructions received (whether this be written or verbal).

2.
Every employee must inform the employer or any other employees with specific health and safety responsibilities for fellow employees.

a)
Of any work situation where it is considered that the training and instruction received by themselves or a fellow employee could represent a serious and imminent danger to their health and safety, and

b)
Of any matter where it is considered that the training and instruction received by themselves or a fellow employee could present a failure in the employer’s protection arrangements for their health and safety, even where no immediate danger exists.  [End]

Appendix B 

Responsibilities of Key Employees
The full responsibilities and monitoring requirements for key employees are detailed in the QMS procedure Health and Safety: Responsibilities of Key Employees.  In summary, responsibilities are as follows:

Chief Executive

The Chief Executive will have ultimate responsibility for health and safety within the Group but will delegate direct responsibility for implementation and acceptance of the policy to nominated employees.  He will provide support to those implementing the policy.  He will ensure that senior management periodically review health and safety performance against objectives.  He will report to the Group Board on an annual basis.

Operational Support Director

The Operational Support Director will have a delegated responsibility for the health and safety management system which supports implementation of the Group’s health and safety policy.  The Director will ensure the promotion of a proactive health and safety culture and ensure that employees receive appropriate training.  This will include ensuring that procedures for calling out the emergency services are defined and ensuring that there is a system for Group-wide implementation.  The responsibility will also include reporting regularly to fellow Directors and the Chief Executive regarding health and safety progress.

Directors
Directors will have a delegated responsibility for the implementation of the health and safety policy within their areas of control.  They will give assistance in prioritising the Group’s health and safety action plan and support the Chief Executive and Group Services Manager so that policy objectives can be met.  They will ensure that emergency procedures are implemented and communicated effectively.   They will ensure training needs are identified and communicated to the Training Officer.  They will ensure cost centre managers identify budget requirements to meet the necessary health and safety standards and that these are separately identified and debated in the budget making process.

Managers
Managers will have a clear understanding of the health and safety policy and procedures as it applies to their area of responsibility.  They will co-operate fully and support their Director and the health and safety co-ordinators.  They will make effective use of resources for health and safety and seek additional budget allocation as necessary.  They will ensure procedures for calling out the emergency services are communicated to employees and followed.

Nominated Managers
Nominated Managers will act as a key contact for offices where the line management of staff and/or the building may fall under different managers. They will act as a point of reference for both the Group’s Competent Person and Health and Safety Coordinators on local Health and Safety issues e.g. agreeing risk assessments, ensuring office walk arounds are completed and fire drills are completed.  

cont/...

Group Services Manager
The Group Services Manager will be directly responsible for the implementation of the Group’s health and safety management system and instrumental in setting the health and safety action plan.  The Manager will personally develop and promote a safety culture and philosophy and have a good understanding of the statutory framework and guidance.

Responsibilities will include:

· Channels of communication for employees;

· Systems for identifying and meeting training needs, including those of Heath and Safety Coordinators;

· Ensuring all activities are covered by safety systems of working;

· Ensuring systems are in place to meet relevant fire regulations under the Fire Working Order;

· Ensure appropriate arrangements are made for First Aid;

· Ensure assessment duties are undertaken and followed up;

· Ensure all injury accidents are recorded and reported;

· Ensure systems are in place to ensure plant and machinery receive appropriate maintenance.

· Managing the role of the Group’s Competent Person

Steering Group

The Steering Group will include all of the team leaders from the various sub groups that may be established to review in detail particular areas of operation or risk.  This should enable a clearer overview to be taken of the Group's Health and Safety arrangements.

The Steering Group will be responsible for:

· Reviewing draft reports for EMT, Committees and Boards as necessary;

· Reviewing draft annual reports on accidents and incidents for the above groups;

· Identifying new policy issues and advising senior management on changes required;

· Monitoring the completion of Risk Assessments and the subsequent implementation of action plans;

· Setting relevant H&S targets and monitoring progress against these targets;

· Analysing and recommending improvements to the system including Health and Safety QMS procedures;

· Maintain a high profile awareness of H&S amongst staff and managers; 

· Develop and review the H&S training strategy;

· Recommending and advising on the use of consultants; and

· Advising management on resources required including advice on H&S items to be included      in local budgets and assisting in monitoring Health and Safety expenditure across the Group.  

Group’s Competent Person
Under the Management of Health and Safety at Work Regulations 1999 there is a requirement for the Group to appoint a competent H&S adviser. The appointee is someone who has sufficient knowledge of the business to provide competent, authoritative and independent advice. 

The key activities for the Competent Person are to support the Steering Group in:

· Keeping up to date in relevant H&S legislation and best practice;

· Promoting a positive Health & Safety culture;

· Advising on the completion of risk assessments and reviewing the role and activities of the Group’s Health and Safety Coordinators;

· Monitoring the Group’s Health & Safety policy and plans;

· Completing reviews and audits of the Group’s Health & Safety systems as required;

· Coordinating health and safety activities, recommend changes in policy and contribute to establishing and maintaining the health and safety management system;

· Maintaining a system for accident reporting and investigation;

· Provision of reports to Steering Group;

· Investigate serious accidents and dangerous occurrences, suggesting actions, where possible, to prevent recurrence.  

Health and Safety Coordinators
Health and Safety Co-ordinators will be responsible for:

· Coordinating health and safety activities locally and contributing to establishing and maintaining the Group’s health and safety management system;  

· Developing the health and safety action plan and monitoring and reviewing progress towards meeting objectives;

· Ensuring risk assessments are understood and carried out with the results becoming part of the health and safety action plan;  

· Contributing to ensuring a positive health and safety culture is developed and promoted and that there is effective communication for employees to raise health, safety and welfare matters with managers, together with the relevant Director;  

· Supporting compliance with fire and first aid arrangements;  

· Assisting in the maintenance of accident figures and consider trends and corrective action. 

[End]
Appendix C

Responsibilities of Board Members
The Group is governed by a series of Boards and Committees.  Board Members serving on these Boards/Committees will ensure they support the Health and Safety Policy and that the Board/Committee reviews Health and Safety issues relating to its area of responsibility. [End]

PAGE  
1

