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SECTION 1
POLICY STATEMENT

It is the Company’s objective to promote a safe and healthy working environment in line with current legal
requirements and to meet its responsibilities to people and the working environment in a way that fulfills both
the letter and the spirit of the law.

In compiling Health and Safety information, the Company aims to demonstrate a planned and systematic
approach to policy implementation. This will include undertaking appraisals of both existing and foreseeable
hazards relevant to business operations, done in the form of inspections, assessments, and investigations.
Through the implementation of control measures, the Company seeks to minimize or eradicate all known or
perceived risks and combined with the opportunity for period reviews, maintain a commitment to high
standards.

Employees have a legal duty to comply with the Health and Safety at Work Act (1974), to take care of
themselves and others who may be affected by their actions or omissions at work. This includes not just
colleagues, but also service users, volunteers and visitors to our premises.

The overall aim of this policy is to prevent accidents and their consequences, primarily through:
e Fire prevention and control
e Promoting occupational health and safe working
e Preventinginjuries to staff and others alike
e Monitoring, reporting and investigating incidents
e Compliance with current legislation
e Ensuring employee awareness of responsibility




THE HEALTH AND SAFETY AT WORK ACT, 1974 (THE ACT)

This Act was passedin 1974 to help formalize the control of Workplace Health and Safety Issues. As
with any piece of legislation passed by Parliament, breaches of the Actare regarded as a criminal
offence, for employees and employers alike.

The Act sets out certain legal responsibilities on both employees and employers for Health and
Safety. The Company aims to meet its responsibilities in the form of appropriate assessments,
training, information, and instruction in accordance with the guidelines issued by the Health and
Safety Executive (HSE).

Under the guidelines of the Act, Health and Safety at work is everyone's responsibility. The
prevention of accidents at work must be the concern of all employees at every level of the
company.

Those charged with the management of JEP Youth Engagement will endeavor to take all
necessary steps to provide safe working methods, to highlight relevant work hazards and to set
out practical controls to reduce or remove the risks associated with the workplace. The
Company's aim is to ensure, as far as reasonably practicable, the health, safety, and welfare of
allemployees.

It is the duty of the employee to take reasonable care in avoiding injury to themselves or other
people who may be affected by their acts or omissions. The regulations of the Company aim to
provide the framework for the protection of its employees and any other persons who may be
affected by the actions of employees inthe workplace.

It is a serious offence to damage, remove or interfere with any item provided for the benefit of the
health and safety of persons in the workplace, such as fire extinguishers or personal protective
equipment (PPE).

The written JEP Youth Engagement Health & Safety Policy provides evidence of the Company's
efforts to comply withthe Act.

RESPONSIBILITIES

Overall responsibility for Health and Safety is vested in the Director of Youth Engagement, with
responsibility for administration and implementation also delegated to those Managers
reporting directly or indirectly to him. Incorporated in this role is the responsibility of the Director
of Youth Engagement to act in an advisory capacity to all managers. Jamie Pilling is the
Company’s Health and Safety Advisor and convened a Strategic Health and Safety Group to
assist the Advisor in the discharge of his duties

Individual Line Managers within the organisation have responsibilities toensure that:

e Recommendations are made on Health & Safety issues

e Anynecessary safety training is organised

e Any safety meetings or committees are organised

e Up-to-date safetyrules are applied

e Employees have sufficient, recorded training before undertaking any tasks relevant to
their work

e Employees receive a Health & Safety Induction

e 'On-the-job' training is recorded and updated

e Safety equipment or protective clothing is readily available and used incompliance with
legislation

e Managers are fully conversant with safety information relevant to theirdepartment(s)

e Regular monitoring of a manager's department(s) is carried out, and anynecessary




improvements are made

e Dueconsideration is given to planning external events

e Safety data sheets are available for substances that come under theControl of Substances
Hazardous to Health (COSHH) Regulations

e Work-related sickness/illness is monitored

Team Leaders and the Health & Safety Advisor have important roles to contribute towards
accident prevention, helping through oversight to ensure that:

e Adequate standards of cleanliness are maintained

e Goodhousekeeping measures are promoted

e Appropriate protective equipment is used in compliance with company policy and current
legislation, where necessary

e Allemployees are conversant with fire and first aid procedures

e Accidents/incidents are reported to first-aiders or appointed persons,recorded in the
accident record book and reviewed/ investigated as appropriate, with any necessary
remedial action taken

¢ No persons attempt anything beyond their capabilities

NOTIFICATION TO ALL EMPLOYEES

As covered in Section 2, The Health & Safety at Work Act (1974) requires all employees to “take
reasonable care for the Health & Safety of themselves and also of other persons who may be
affected bytheir acts or omissions".

All employees must co-operate in achieving compliance with this Act and any other regulations
relating to Health & Safety at Work.

Employees have a responsibility to themselves, their colleagues and the Companyfor ensuring that:

e Theyread, understand and comply with established safety proceduresapplicable to
their job/work area

e They operate machinery and equipment for which they have beenweboth safely and
correctly

e Theyunderstand and adhere to safe systems of work

e Theyreport immediately to a manager any injury, accident, incident orunsafe working
conditions

SMOKE-FREE WORKPLACE
It isillegalto smoke inside JEP Youth Engagement premises

The company operates a smoke-free workplace. This includes company vehicles. Smoking
(which includes the use of e-cigarettes and personal vaporisers) is only permitted in clearly
designated outside areas. Smokingin any undesignated placeis an act of gross misconduct that
willusually result in dismissal.

DEPARTMENTAL SAFETY INSTRUCTIONS
Information is available within the premises regarding:

e Fire precautions and procedures
e First Aid procedures

e Manualhandlinginformation

e Anyrelevant COSHH literature

COSHH: CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH
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There may be occasions when work activities require the use of substances that come under
COSHH regulations. Exposure to such hazards will be minimised by implementing safe working
practices and utilising alternative products wherever possible. If an employee is requested to
follow any unfamiliar procedure, they are required to seek instruction from a person trained to
carry out that task, to follow the manufacturer's guidelines for use and to wear appropriate PPE
provided for the safe completion of any tasks. Hazardous substances are stored in a locked
cupboard. Access is limited to external cleaning contractors and business support.

RISK ASSESSMENTS

The Company will carry out and review as necessary Risk Assessments on all relevant work-related
tasks and procedures. A copy of these assessments will be held by the Health & Safety Advisor. The
Company aims to remove or reduce all risks associated with the workplace and its activities, as far
as it is reasonably practicable. The Health and Safety Advisor will assist the Senior Management
Team in reviewing all risk assessments, when necessary, due to

passage of time work-related accidents, new legislation, new equipment or procedures and any
other relevant factors.

TRAINING

All employees should receive full and proper training in all aspects of their employment,
considering current and future Health & Safety legislation. On commencement of their
employment, employees will receive Health & Safety information as part of the company's
induction plan. The induction plans will be prepared and supervised by a Team Leader or Line
Manager.

It is then the responsibility of every employee to ensure that they apply the knowledge gained
and safety procedures are adhered to.

Line Managers have day-to-day responsibility for ensuring Health & Safety arrangements are
being effectively applied, including a commitment to implement regular safety checks as
appropriate. They will oversee investigations into any accidents or incidents and their causes
and initiate remedial action within their area of responsibility.

Under no account should any member of staff undertake any task which is beyondtheir level of
competence or for which they do not have proper training? Any training issues should be
addressed to a Line Manager, as part of the regular staffreviews, or directly (in writing where
possible) if the needis felt to be more urgent.

Each Line Manager is responsible for overseeing that their department maintains its training
records.

FIRST AID PROCEDURE

First aid provision in the offices of the company will be provided by the nominated firstaiders or
appointed persons trained to a minimum level of emergency first aid at work. The names of these
persons can be found throughout the premises, along with the location of appropriate first aid
equipment. Employees are required to seek first aid treatment when injured, however slight it
may appear at first. The accident should be reported to a first aider/appointed person and
recorded in the accident record book. All employees should be aware of the names of first aid
providers and the emergency telephone procedures. The Health & Safety Advisor, and Director
of Youth Engagement, shall initiate any investigation into accidents or incidents relating to the
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) and report
the necessary information to the appropriate authorities.

SAFETY COMMUNICATION
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Issues of immediate concern should be reported directly to the Health & Safety Advisor or any
Line Manager, preferably in writing. Less urgent issues can be addressed at any time in the
regular staff reviews.

Alternatively, Health & Safety is an agenda item at all Team Meetings enabling matters to be
discussed openly. Representation can be made directly to the local Environmental Health
Department or Employment Medical Advisory Service whose contact details can be found onthe
Health & Safety Law poster inreception.

The Company aims to fully meet its obligations to employees by providing whatever safety
information possible using correct signage, leaflets, posters, policy documents, risk
assessments and any other documentation (eitherin hard copy or electronically generated)
that comes into its possession and is relevant or of general interest.

FIRE PROCEDURES

All staff will be briefed on the emergency procedures, and the location of fire exits and fire-
fighting equipment as part of their Health & Safety Induction. Itis of the utmost importance that
in the event of a fire everyone in the company knows exactly what they are expected to do.

Fire evacuation instructions and the names of staff trained as fire marshals are posted
throughout the building;itisthe duty of every employee to ensurethatthey are familiar with these
procedures. The Health & Safety Advisor is responsible for maintaining the company's fire risk
assessment schedule.




SAFE SYSTEMS OF WORK

The company will endeavour to prepare safe systems of work for any specific machines and
processes, where appropriate. These will be reviewed as necessary and made available to all staff.

CONTRACTORS AND VISITORS

Any persons working on or visiting company premises will be required to comply with the
company safetyrules. Those responsible for appointing any contractors mustensure all relevant
safety information is exchanged. Copies of the Health & Safety induction detailing office safety
information will be available alongside the

Visitors' Book for inspection by any visitors.
PLANT AND MECHANICAL EQUIPMENT

Those responsible for commissioning the lease to hire or purchase of any equipment(for use
within the business of the company) shall be responsible for obtaining all relevant safety
information from the suppliers. In addition, they must oversee that any operators receive
adequate, recorded training before being allowed to use such machinery.

DISPLAY SCREEN EQUIPMENT

A user of a VDU (Visual Display Unit; any computer screen equipment) is broadly
defined as:

e A personwhousesa VDU for periods of an hour or more at any one time
e Aperson who uses a VDU in this way more or less daily
e People who have little or no choice in using VDUs due to jobdependency

The company will make provision for an appropriate eyesight test for any definedusers of VDU
equipment uponrequest.

Full provision for the use of Display Screen Equipment (DSE) is covered under thecompany
schedule of risk assessments prepared by the Health & Safety Advisor.

SAFETY RULES

e All passageways and access/egress points are always to be kept clear and unobstructed

e When appropriate, protective equipment must be worn in line with special instructions for
the use

e Care should be taken when lifting bulky or awkward items. Manual Handling is covered
under the company schedule of risk assessments prepared by the Health & Safety Advisor

e Nounauthorised electrical equipment should be brought into work

e Atno stage should any personrun withinthe premises

e Obeyanyalarms that are activated - if in doubt, proceed with the evacuation

e Nopersonmay enterthe premises unfit to work due to drink or drugs

The company attempts to cover all reasonable safety aspects in its literature and to make the
premises as safe as possible. Failure to follow specific guidelines may result in disciplinary action
against offenders.

THE MANAGEMENT OF SERVICE USERS

All Service Users participating in programmes/projects have the right to be protected under the
relevant insurance and health and safety legislation/guidelines. JEP Youth Engagement will
ensurethatall service users are covered under its Health and Safety Policy. JEP Youth Engagement
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will ensure that service users are covered by its public liability insurance policy. Co-ordinators will
provide information and training relating to health and safety for all service users as part of their
project. In the case of an incident or accident, it should be reported to their Line Manger no later
than the next working day.

Itis considered essential to the success of all projects that service users always feel safe. Risk
assessment is fundamental in ensuring this safety. The structure of risk assessment is covered in
detailin this policy. In cases where the service user is under the age of 16 (or under the age of 18 and
still living at home) consent shouldbe sought from the parent/carer before the young person is
accepted onto the project. For off-site visits/activities, additional consent should be sought for
each activity. Parents/carers/person responsible should be informed of the date, times,venue
and duration of each meeting and off-site activity. Parents/carers/persons with parental
responsibility must give consent for emergency or medical treatment. Co-ordinators wishing to
use outdoor activities with service users must be in possession of the appropriate qualification
to teach that activity or under the control of suitably qualified persons.

If using outdoor activity providers, projects must check that the provider holds the outdoor
adventures activity license and see a copy of that certificate along with their Public Liability
Insurance and risk assessments. Co-ordinators must obtain parental consent. Details of the
activity including venue, intended pickup and drop off time must be known to the family of the
service user. Detailed risk assessments must be carried out for all off-site visits and outdoor
activities and sent to the relevant manager 72 hours prior to the activity taking place.

All project staff using their vehicles to transport children, young people and vulnerable adults
must contact their insurance company to inform them of their intention to undertake driving
before accepting passengers. Decisions about insurance premiums are not clear cut but are
dependent on individual circumstances and are open to interpretation and change. Therefore,
the motor insurers for the individual should be asked for written confirmation that such use is
covered by the policy issued. A copy of the insurance certificate must be passed to Business
Support. Project staff must not use mobile phones while driving or be under the influence of
alcohol or other intoxicating drugs. Project staff who are required to drive minibuses must
undertake appropriate minibus driver training and have the relevant category to drive such a
vehicle on their driver's license.

All service users participating within projects are entitled to be protected under JEP Youth
Engagement’s insurance policies.
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When choosing a venue for your meeting with a service user, whenever possible, choose a public
place. Try to use a venue that is familiar so that you have some knowledge of the facilities
available priorto your meeting. Meetings between a staff member and a service user should take
place at a time/place suitable to both, and not on an impromptu basis. If lone working is to be
undertaken, this mustbe added into the lone working calendar available on Outlook.

YOUNG PERSONS IN THE WORKPLACE

As an organisation with a commitmentto 'create and develop the greatest range of opportunities
foryoung peoplein Salford', itis the intention of the Company to provide opportunities for young
persons to undertake work experience within Salford Foundation. Young people will be provided
with an induction and risk assessments as an employee would be.

The bulk of the company's activities involve young people at various levels - these can take place
in a range of environments. Post induction, other relevant training is provided by the company
when it identifies a suitable provider or on request when identified by (an) individual employee(s) to
assist staff in safe delivery of their activities. Risk assessment support from the Health & Safety
Advisor is available for allcompany projects.

HEALTH, SAFETY & ENVIRONMENTAL
As a conscientious employer, JEP Youth Engagement feels it is duty bound to consider
environmental issues in its everyday planning. The Company will work with appointed
contractors to be actively involved in the safe storage and recycling of materials used in the
everyday business of the company.

REVIEW DETAILS

The policy will be reviewed annually, and the date of the most recent review amended on the
cover page.
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Section Two:
HEALTH AND SAFETY GUIDELINES
FIRE

Detailed fire procedures are posted on notice boards in the kitchens and areincluded in
your induction.

Do you know:

e Thealarm procedure if discovering a fire?
e Wherethe nearest alarm pointis?

e Whatthe alarm sounds like?

e Who has fire training/fire marshal status?
e Howto access the nearest fire exit?

e The evacuation procedure?

e Theassembly points?

Do not:

e Run and Panic

e Stopto collect belongings orcoats

e Block passageways, corridors or exits

e Wedge openfire doors

e Re-enter the building untiltold to doso

Remember:
o Keep flammable products safely and securely stored. Do not store flammable items near
heaters

e Switch off electrical equipment when not inuse
e ltisillegalto smokeinthe building

FIRE EXTINGUISHERS

The following types of extinguishers can be found across sites

Water (Red Sticker) Class A

Carbon Dioxide (Black Sticker) Class A,Band E

Foam (Cream Sticker) Class A,B

Class A Fires: Ordinary combustibles (wood/paper/fabric/plastic etc)
Class B Fires: Flammable Liquids (petrol, oil, paint)

Class C Fires: Flammable gases (gas/methane/etc)

Class D Fires: Burning metals (magnesium/aluminium/etc)

Class E Fires: Fires involving electrical apparatus
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ELECTRICITY
Always switch off and unplug if:

e Electrical equipment appears faulty or fails

e Afuseblows

e Plugs appear broken or cracked

e Wires are visible, loose, or appear damaged

e Electrical equipment appears hot/overheatedSwitches appear faulty

Always:

e Reportfaults to your manager or supervisor
e Secure a warning notice to any equipment needing attention to prohibit its use

Remember:

e Disconnect electrical equipment when not inuse

e Switch off equipment before going home

e Don'tleave cables where people may trip over them
e Keep electrical equipment clean and dry

e Avoid kinks or twists in electrical cables

e Neveroverload power sockets

MACHINERY

Due to the nature of the company's business, there is limited exposure to dangerous machinery
in the office. However, this does not mean the risks can be taken lightly. Also, employees need
to be mindful of risks when visiting other companies' workplaces during the course of their
job.

Always:

e Disconnect machinery when not inuse

e Report faults to your manager or supervisor

e Secure awarning notice to any machinery needing attention to prohibit itsuse

e Do not attempt to repair machinery yourself, learn where any emergency stops are
located

DRESS FOR THE OCCASION

Itis essentialfor your own safety to dress appropriately. Beware of any looseitems or articles
(including hair) that could become trapped in any machinery. Wear shoes appropriate for the
tasks that you will be undertaking and always wear any protective equipment that is provided
for your use.

STORAGE & STACKING
Never:

e Storeitems sothat they are unsafe orunstable

e Stackitemsinfront of fire exits or equipment

e Store potentially flammable items close to sources of heat
e |eaveitemsinpassageways or exits

e |Leaveitemsdirectly behind doors

LIFTING & HANDLING
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Learn the correct procedure for lifting a heavy object and always abide by it.
Key Points:

e Bend at the knees, not the back
e Supportthe load with one hand whilst the other holds the load against thebody

Where Possible:

e Get help with lifting
e Break down the load into smaller pieces
e Usemechanical aids to assist with the load

Before lifting, check first:

e For sharp edges or splintersThat the load is stable
e That the travel route is clear of obstructions
e That the destination is clear for a clean 'put down'

GOOD HOUSEKEEPING
Remember:

e Clean up liquids spilt on floors

e Report any deterioration infloor conditions

e Donot trail cables across walkways

e Do not allow rubbish to accumulate excessively

e Do not leave personal or work-related items where people may trip overthem
e Only open onedrawer at atime

e Do not leave drawers open when not in use

e |eavethe workplace tidy

GENERAL SAFETY HINTS

e Donot assume all jobs are safeto do

e Taketime to learn the location of safety posters

e Study the information these posters provide

e Learnthe names and locations of first aiders, fire wardens, competent persons,
members of workplace committees and the Health & Safety Advisor

e Do not attempt something unfamiliar to you without seeking assistance from a member
of staff with the appropriate knowledge or training

e Do not attempt to repair anything you have not been trained to do so

e Report potential hazards to a manager

e Report broken, faulty or unsuitable equipment to a manager

e Takecarewithanytools provided inthe workplace; even smallitems like scissors can
cause injury

e Usethe righttoolsforthe job

e The workplace is not the proper environment for horseplay or practical jokes

e |findoubt, ask

YOUR HEALTH AND SAFETY AT WORK INDUCTION

As an employer, the company aims to provide all its employees with a basic health and safety
induction, supported by a formal written policy covering issues in more detail. This induction
aims to introduce all new members of staff to the procedures and actions that help deliver a
safe and healthy working environment, whether in this building or engaged in off-site visits. In
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this induction, the term Relevant Person is derived from the appropriate structure of the
company's chain of command, i.e. CEO - Senior Management Team - Team Leader, etc.

FIRE PROCEDURES

In the event of discovering a fire, the correct procedure is to first raise the alarm even if you
feel you can safely tackle the fire. Use the nearest alarm points (break-glass type) to raise
the alarm. The fire alarm might not be automatically registered to the nearest fire station,
so once at the assembly point call the emergency services and request the fire brigade
attend site. Anyinformation you can give regarding the scale and actual location ofthefire
will assist the fire brigade on their arrival.

Do not attempt to tackle the fire unless it is safe to do so; on each floor there are
extinguishers.

Leave the building at the nearest exit. Do not attempt to use the lifts. Do not run. Beware of
glass windows and doors in the event of a fire and keep as far away as possible from these.
Gather away from the building at the designated assembly point.

Details of staff with fire training are posted within the building, along with fire evacuation
instructions.

Ifyou have anyfire concerns, you mustraisethem withtherelevant person assoonas possible.
THE FIRE ALARM ISTESTED WEEKLY.
OFFICE SAFETY

An office environment is typically a relatively low risk environment; however, this does not
mean that theinherent dangers inthe workplace should be taken lightly.

Employees must never attempt any task, use any machinery, or modify any equipment inthe
workplace, unless specifically trained to doso. An employee has a duty of care for both their
colleagues and their own wellbeing whilst in the workplace; accordingly, they should act ina
responsible manner.

Manual handling causes more injuries in the workplace than any other hazard. Donot attempt
to lift any object until you have correctly determined its weight. If a load is too heavy or bulky
to lift safely, get assistance, use a trolley, or break down the load into smaller, more
manageable parts.

Use correct lifting procedures at all times. Bend the knees rather than the back when lifting.
Slips, trips and falls are the second greatest contributor to workplace injuries. Keep the
workplace, especially walkways, clear of clutter. Be mindful that if colleagues are carrying a
load, they may not be able to see an obstruction that would normally be easily spotted and
avoided. Do not run electric cables across any walkway unless securely taped down or
otherwise adequately covered.

The toner in the photocopier is probably the most hazardous substance found in the
workplace. Toner powder is enclosed in a container, and contact is minimal; however, toner
should only be changed under the guidance of experienced members of staff to ensure
procedures are safe. Gloves must be worn, and hands washed thoroughly afterwards.

The Health & Safety Law poster is prominently displayed in the kitchens, giving guidelines on
health and safety regulations in the workplace and how they involve employees.

JEP Youth Engagement recommends that staff using display screen equipment take regular

breaks and make use of the adjustable seating provided, thus helping avoid muscular strain
injuries. A break must be taken from the VDUs after one hour's continuous use.

pg. 15




Make yourself familiar with risk assessments identifying hazards and appropriate controls. If
you have any safety concerns, you must raise them with the relevant person as soon as
possible.

FIRST AID WITHIN THE WORKPLACE

In the event of an accident, inform the relevant person of what happened and record the
incidentin the accident record book, no matter how trivial it may seem. One major reason for
having an accident book is to allow the Senior Management Team to evaluate the log and
determine whether any trends are occurring in the frequency and types of accidents, hence
the needto record incidents.

Do not attempt to administer first aid to anyone unless you are qualified to do so. The
nominated first aider(s) for the company are posted within the building.

The accident book is kept in the Business Support office; there is a first aid kit on both the
ground and first floors, clearly signed.

VEHICLE PARKING AND WORK-RELATED TRANSPORT

Car parking is provided in the building's own car park. Be mindful of moving vehicles on
leaving the building. Try not to leave the building on your own in the winter months when it is
dark outside.

It is the duty of employees to ensure they have adequate insurance for their work-related
journeys. Copies of your driving licence, MOT and insurance certificate must be provided to
Business Support. If this is not done in an adequate time frame, travel expenses will be
withheld.
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FURTHER INFORMATION

This is your copy of the company's written Health and Safety Policy, fully detailing the
approach to the safety of its employees, visitors and contractors, as outlined inthisinduction.
A hard copy of this policy is stored with allother policy documents with Business Support. The
company will also carry out, and periodically review, risk assessments on the workplace and

tasks relevant to employees of JEP Youth Engagement.

If you have any queries or issues relating to health and safety in the workplace, then you
should raise them with the relevant person (Jamie Pilling).

Additional health and safety information can be found via the HSE website
http://www.hse.gov.uk/ or on the Health & Safety at Work poster, displayed in the premises.

ACCEPTANCE OF HEALTH AND SAFETY RULES

Name of Employee:

This confirms that | have received a personal Health and Safety induction concerning
the premises and practices relating to my employment with JEP Youth Engagement.

| have been given a full written copy of the Company's Health & Safety Policy for my own
records, incorporating a written version of my Health and Safety induction.

Training Delivered by:
Position:
Date:

Signature of Employee:

Signature of Trainer:
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