Policy

Health & Safety at Work Policy

1.Scope

This policy applies to all staff working on the premises, including
agency and relief staff, Board, volunteers and contractors.

2. Aim

Abbeyfield Scotland Ltd (ASL) recognises its responsibility to
ensure, so far as is reasonable practicable, the health, safety and
welfare of all employees, visitors and members of the public using
their premises.
The aim of this policy is to provide and maintain safe and healthy
working conditions for all. To ensure that equipment and systems
of work for all employees are robust and clear and to provide such
information, training and supervision as they need. ASL also
accepts responsibility for the health and safety of other people who
may be affected by any activities carried out, such as residents and
carers.

3. Equal Opportunities

All information will be provided in plain language and in suitable
sized print. Where requested, information will be provided in other
formats, including braille or audiotape. Information can be provided
in other languages where requested.

4. Policy Statement

The Health and Safety at Work etc. Act 1974 imposes statutory
duties on employers and employees. To enable these statutory
duties to be carried out, it is the policy of ASL so far as is
reasonably practicable, to ensure that responsibilities for safety and
health are assigned, accepted and fulfilled at all levels of the
Association.
The Health and Safety at Work Policy consists of four parts:
1. The statement of intent and policy objectives
2. How responsibilities are assigned for achieving the
objectives set out in the statement of intent
3. Related policies and procedures for implementing the
Health and Safety at Work Policy
4. The arrangements for measuring, monitoring and reviewing
ASL’s performance in relation to health and safety

5. Statement of Intent
The statement of intent was signed by both the Chair of the Board
and Chief Executive on the 16 August 2017.
See appendix 1 for the signed statement of intent.
6. Roles &
Responsibilities

ASL recognises that all individuals within the organisation have a
responsibility to ensure their own safety and that of others.
Consequently, all employees will have the potential to be held liable
if their acts or omissions result in harm being caused to any other
persons. Those in positions of responsibility have additional
obligations, by virtue of their ‘managerial’ functions.
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The following sections set out the principal Health and Safety
related responsibilities of individuals within the organisation.
The Board
See appendix 2.
Chief Executive
See appendix 3.
Director of Business Development & Housing
See appendix 4.
Service Manager/Human Resources Manager/ Asset Manager
See appendix 5
EVH health and safety support service
See appendix 6
Health and safety Committee
See appendix 7. Please note that the following members of staff will
form the health and safety committee:
 Director of Business Development & Housing
 Service Manager
 Health & Safety administrator (still to be appointed)
 HR Manager
 Asset Manager
 Rotating Area Supervisor
All members will be asked to sign the responsibilities as per appendix
7 and this will be attached to the policy.
Health and safety administrator
This role is due to be added to an existing position and is currently
in discussion. Once appointed the person will be asked to sign the
responsibilities as per appendix 8.
Employees
See appendix 9
Volunteers
All volunteers will cooperate as is reasonable practicable, to enable
ASL to perform any duty or to comply with any requirements, as a
result of any health and safety legislation which may be in force.
All volunteers will familiarise themselves and comply with this policy
and associated Health and Safety policies and procedures. They
must take reasonable care of their own safety and the care of
others. Wear all protective equipment provided for their safety and
ensure that any equipment used is done so in the correct manner.
7. Training
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Report to a member of senior management if any serious and
imminent danger to health and safety and any weakness in health
and safety procedures.
Contractors
The organisation employs many contractors which are engaged in
a wide variety of tasks ranging from building maintenance and
cleaning to training. All contractors must adhere to ASL’s health
and safety policies and procedures and ensure that their activities
do not place ASL’s employees, residents or visitors at risk.
The human resources manager (HR) and line managers are
responsible for ensuring that employees of ASL are provided with
adequate training to carry out their duty of care to themselves and
others. Other members of the CMT are responsible for keeping the
HR manager and line managers aware of any specific legislative
changes within their specialised area of work that would require
additional training. The training required is determined on a regular
basis based on legislative changes, staff changes and the need to
keep employees continuously up to date with the health and safety
requirements of their roles.
8. Policies
There are many policies and procedures that are crucial in ensuring
the aim of this policy is carried out and adhered to, these are listed
below (please note this is not an exhaustive list):













9.Measuring
Performance &
Monitoring

Risk assessments
RIDDOR - Accidents and incidents
First aid
Fire
COSHH (Control of substances hazardous to health)
Food safety – cooksafe house rules
Gas
Legionella
Electricity
Lone working
Stress
Electricity
Driving at work

In order to ensure regular monitoring of Health and Safety practices,
the following will be completed:






The monthly report to the Board on Health and Safety matters
Risk assessments
Health and safety information and training given to
employees
The EVH audit
Internal Health and Safety audits
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The Board
1)

The Board, headed by a chairperson, comprises ‘lay persons’ from the local community, acting
as a body to oversee the operations carried on by the organisation.

2)

It is recognised that the Board, while not actively involved in the day to day running of the
organisation, is collectively responsible for providing leadership and direction on health & safety,
and in particular the Chief Executive shall be responsible for implementing the Boards’ plan for
health & safety.

3)

The Board will endorse the health & safety policy and the health and safety control manual and
the Chairperson will sign the health & safety policy statement of intent along with the Chief
Executive. Where there is a change of personnel, the incoming Chairperson will sign the policy
to ensure the commitment on behalf of the Board remains current.

4)

The Board will place ‘Health & Safety’ as a standing item on the agenda of all Board meetings.
This will allow the Chief Executive and to report on safety performance, funding requirements,
safety failures and other Health & Safety related issues. The Board will give all such issues due
consideration and will make available all reasonable funding and support as may be required.

5)

The Board will be informed by way of a report on audits. The Board will review the findings
of all internal and external Health & Safety audits carried out within the organisation and will
authorise the use of all reasonable support required to rectify any significant noncompliances identified by the audits.

6)

The Board will take an active interest in the investigation of any significant safety failure,
making available all reasonable resources for a full investigation and for the taking of
adequate measures to rectify any deficiencies in the existing arrangements.

7)

All Board members will undergo training in ‘Health & Safety Awareness’ and in management
responsibilities. This will ensure that all members have a working knowledge of the topic,
which will assist in the discussion of Health & Safety at all meetings. This should also assist
the Board in determining whether the Chief Executive is managing Health & Safety
adequately within the organisation.

8)

The Board shall review their responsibilities at least annually.
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Appendix 6 EVH Support Service

1)

EVH maintains a contract with an external Health & Safety consultancy firm, which
provides professional and technical support to the Organisation. This service
complements the available internal resources, thus assisting the organisation to
discharge its duty as set out in the Management of Health & Safety at Work
Regulations 1999, as amended to appoint an adequate number of competent persons
to achieve and maintain legal compliance.

2)

The EVH H&S Support Service includes the provision of:





external auditing of the Health & Safety system
HSCM updating service
helpline for all Health & Safety related queries
specialist consultancy and training support as required

Appendix 7 Health & Safety Committee

1)

The H&S Committee will provide an open forum for the discussion of all Health &
Safety related issues raised by members of the Committee and by any other relevant
sources.

2)

All Committee members will undergo suitable training, which will include as a
minimum ‘Health & Safety Awareness’. This will ensure that all members have a
working knowledge of the topic, commensurate with their role in the Committee and
within the organisation as a whole.

3)

The Committee will suggest solutions and initiatives for issues arising, which will be
minuted and presented to the CMT following each meeting, without undue delay.

4)

Where appropriate, the Committee will draft and revise policy, procedures and
arrangements, for ultimate approval by the CMT.

5)

The Committee will delegate to appropriate persons within the organisation, actions
required to be taken to implement policies, procedures, arrangements and any other
initiatives authorised by the Director.

6)

The Committee will review the Health & Safety performance of the organisation,
analysing accident statistics, reported breaches of policy and procedures, audit and
inspection reports and data from other information gathering exercises.
Recommendations on options to improve safety performance will be made to the
Director without undue delay.
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Appendix 8 Health and Safety Administrator

1)

The function of the Health & Safety Administrator (HSA) is, by definition, one of
‘administration’ as opposed to ‘management’. The HSA will be fully supported by
the Chief Executive, Director of Business Development & Housing and members of
the CMT.

2)

The HSA will undergo suitable training, which will include as a minimum ‘Health &
Safety Awareness’ and instruction in the implementation of the policies, procedures
and arrangements set out in the HSCM.

3)

The HSA will maintain the master HSCM and the record keeping system in an up to
date and tidy condition. This will include the dissemination of all HSCM updates to
the HSCM folder and the filing of appropriate records.

4)

The HSA will comply with his/her duties as set out in the HSCM and will report the
findings of any inspections, audits and other information gathering exercises to the
H&S Committee without undue delay. Where the HSA has reason to believe that
personnel are, or may foreseeably become, exposed to significant risk, direction from
their line manager will be sought without undue delay.

5)

The HSA will provide assistance to the Chief Executive, Director of Business
Development & Housing the H&S Committee and HODs in the undertaking of risk
assessments, control implementation, policy development, etc. This may involve
liaison with the EVH H&S Support Service. It should be noted that the HSA will not
be solely responsible for developing corporate policy, merely for assisting in its
development and implementation.
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Appendix 9 – Employee responsibilities

1)

It is recognised that ALL employees have general duties to ensure their own safety
and that of others. Indeed, the Health & Safety at Work etc. Act 1974 (Section 7)
notes the following in respect of employees’ duties:
“It shall be the duty of every employee while at work –
(a) to take reasonable care for the Health & Safety of himself and of other
persons who may be affected by his acts or omissions at work; and
(b) as regards any duty or requirement imposed on his employer or any
other person by or under any of the relevant statutory provisions, to cooperate with him so far as is necessary to enable that duty or requirement
to be performed or complied with.”
The following procedures will, therefore, be adopted by all employees to ensure their
duties are adequately discharged.

2)

Employees will comply with the policies, procedures and arrangements set out in the
HSCM together with any information, instruction and training provided. In addition,
any risk control measures and equipment provided to ensure safe-working practices
will be properly used.

3)

Employees will report to their HOD or other member of management any identified
breaches of Health & Safety procedures, any accidents or safety related incidents
and any aspect, which appears to them to give rise to a significant risk to the Health
& Safety of employees or other persons. Such reports will be made without undue
delay.

4)

Employees will inform their HOD or other member of management, without undue
delay, where they believe that further training or other risk control measures would
be beneficial. Tasks will not be carried out where the employee believes significant
risk to be present.

5)

Employees will co-operate in all safety programmes, training, risk assessments and
other initiatives that are intended to reduce risk and will actively implement any control
measures identified as being required.

6)

Employees will not participate in horseplay, practical jokes or other acts, which may
result in harm being caused to themselves or to other individuals.
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