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All Trustees, employees and volunteers have a “Duty to Care” as a legal duty to both individuals and organisations who either use our premises under instruction or who are service users of the projects.

It is our duty to provide and maintain a safe environment and ensure that all processes and systems of work are designed to take account of health and safety and are properly supervised at all times.  To help us fulfill our responsibilities, competent people within the organisation will be appointed and where appropriate, specialists from outside the organisation will be drawn in.

Good health and safety depends not only on the management of the organisation, but also of the volunteers.  Therefore each volunteer will be given information and training where necessary to enable safe performance of work activities.  All staff and volunteers need to accept their personal responsibilities and work to promote and maintain safe working conditions.

EMPLOYER RESPONSIBILITIES

Regenerate-RISE will:
· Provide and maintain safe and healthy working conditions at each of its locations in accordance with the relevant statutory requirements

· Provide safety and job training for all staff and volunteers relevant to their work

· Provide all safety devices and protective equipment required and supervise use

· Ensure that all equipment at work is safe and without risk to health

· Will appoint a Safety Officer at each location

· Maintain a constant and continuing attention to all aspects of safety by:

a) Making regular location safety inspections

b) Ensuring that each location is given adequate health and safety cover by a person well versed in the safety requirements relating to the organisation’s activities

c) Ensure that all means of access or exit are known to persons using the premises

Employees will:

· Read and understand the Health and Safety Policy Statement

· Will make every effort to ensure that all health and safety regulations are in place

· Will act vigilantly during their working day to report all health and safety risks to their Supervisor

· Will ensure that there is minimal risk to clients on health and safety issues

· Will maintain the health and safety policy at all times
Volunteers/Placements/Work Experience Students must:

· Take reasonable care for their own health and safety

· Consider the safety of the other people who may be affected by their acts or omissions

· Refrain from interfering or misusing anything that has been provided for health and safety purposes

· Report any health and safety risks to the RISE Co-ordinator at once

· Take particular care whilst in clients homes and whilst respecting the clients wishes, report any health and safety issues that affect them personally or may endanger the lives of the client

Safety Officer

The function of the Safety Officer is as follows:

· To be aware of potential hazards and dangers for clients, staff, volunteers, students and visitors within all aspects of the work of Regenerate-RISE both on the premises and outside the premises

· To make representation to the Senior Management Team/Advisory Committee on general matters affecting the health, safety or welfare of anyone on the premises or involved in activities outside of the premises
· To attend meetings relating to the health and safety of clients in our care

· To ensure the building is safe at all times – including when used by outside organisations

Smoking Policy

There is a No Smoking policy within every building that Regenerate-RISE uses, according to legislation.  A designated area for smoking must be allocated in each location – away from the main premise.  Staff, volunteers, students and visitors must not smoke around clients either outside the building, near the minibus or when on outings or activities with clients.

Alcohol Policy

The consumption of alcohol is prohibited whilst staff, volunteers or students are on duty at all times.  Any suspicion that a staff member or volunteer is working or driving under the influence of alcohol whilst on duty must be reported immediately to the RISE Co-ordinator and to the Police if the person is driving.  Care must be taken when off duty whilst on holiday that there is no affect from drinking alcohol the night before when on duty the following day.
Under no circumstances should a client who is known or suspected to be an alcoholic, be served alcohol whilst on outings or away from the Centre either by a member of staff or another client.  The consumption of alcohol at each location is subject to the rules of that location.

Drugs Policy

The Drugs Policy is as follows:
· No illegal drugs are allowed at any of the locations and if found in the possession of clients, visitors or those using the premises – the drugs will be confiscated, the police called and the person banned from the premises.
· Neither staff, volunteers or students are allowed to administer drugs to clients under any circumstances – other than eye drops.

· Staff, volunteers or students must never give their own Paracetamol, Panadol or similar drugs to clients under any circumstances.

· Staff can purchase Paracetamol, Panadol or similar drugs for clients and hand them to the clients, making a note in the Daily Log that these have been purchased with the name of the client, the date and where they were purchased from.

Risk Assessments and Risk Management

A separate risk Assessment and Risk Management policy is in place for the health and safety of all clients, staff, volunteers, students, visitors and outside organisations using the premises.  Risk Assessments must be carried out before all new initiatives take place and Risk Assessments on regular activities must be reviewed twice a year.
The Trustees will:

· Regularly review the risks of the organisation and manage the risks accordingly

· Ensure staff are trained in Risk Assessments

· View the Risk Assessments on a regular basis

The staff will:

· Carry out Risk Assessments on all activities that take place

· Carry out Risk Assessments on the building, the minibus and activities that take place outside the location including events and outings

· Will maintain a register of the risks

· Will endeavour to minimize all risks

· Will inform the Trustees of any major risks that occur

The volunteers and students will:

· Be aware of Risk Assessment practices

· Be vigilant for new risks and report them to the RISE Co-ordinator when necessary

CoSHH Assessment

An assessment will take place regarding the Control of Substances Hazardous to Health (CoSHH) Regulations 1994 and this will be reviewed twice a year.  It is Regenerate-RISE’s practice not to hold substances hazardous to health on the premises, but if there are such substances – they must be kept in a locked cupboard away from clients and visitors to the building.

Conflict in the Workplace

An assessment of the possible conflict in the workplace which could result in violence or a violation of peoples’ rights will be undertaken on a regular basis.  Each location that Regenerate-RISE works in must be a “Safe and secure environment for everybody”.
The definition of “Conflict in the Workplace” is “Any incident in which an employee is abused, threatened or assaulted by someone else in circumstances arising out of the course of his or her employment or whilst carrying out his or her duty during the service given”.  This also applies to all clients, volunteers, students and visitors to the premises or to an event which is taking place under the umbrella of Regenerate-RISE.
The following must be adhered to:

· All conflict (whether verbal, emotional or physical) will be recorded in the Daily Log

· Disciplinary procedures will be taken for all “conflict in the workplace” whether by verbal or written warnings according to the Disciplinary Procedures Policy

· All abuse will be recorded and reported to the appropriate authorities and the Safeguarding Vulnerable Adults policy will be followed at all times

· Serious incidents will be reported to the Police

Stress in the Workplace

Regenerate-RISE has a “Stress in the Workplace” policy which will be reviewed annually by the Board of Trustees.

An assessment of the levels of stress will be carried out on a regular basis in each location and support will be offered to all staff, volunteers, students and clients who are experiencing stress in the workplace or the environment.  External support will be offered in certain circumstances.  It is hoped that stress in the workplace will be kept to a minimum by giving staff regular supervision and listening to issues as they arise.
Individuals with Specific Needs

This area covers pregnancy, work experience young people, employing young people under the age of 18 and the employment of disabled staff, volunteers or disabled clients.

The Trustees will:

· Ensure their Equal Opportunity Policy is carried out

· Encourage intergenerational work between young people and older people

· Follow the Employment Law in relation to working with young people

· Give special attention to disabilities, ensuring sufficient training and advice is sort and given at all times

The Staff will:

· Undertake to give special attention to those mentioned above and where applicable give extra training

· Encourage a tolerance amongst clients to staff, volunteers and students who have disabilities

· Treat everyone as equal

The volunteers and students will:

· Follow Regenerate-RISE’s equal opportunities policy
· Work alongside staff, students or clients who have special needs

· Be given training where appropriate

Food Hygiene – Safer Food Better Business

It is the practice of Regenerate-RISE to give all staff who are using the kitchen or preparing food or refreshments, training in Safer Food – Better Business.

A detailed Food Hygiene Policy is in place, along with Safety in the Kitchen Policy and Procedures.

Recording and Reporting of Sickness, Incidents and Accidents

All accidents and incidents which happen in the workplace or on an outing must be recorded in the Accident Book and where appropriate the Incident Book for minor incidents on the day that they occur.  The RISE Co-ordinator must be informed immediately and if a serious accident or injury occurs, the Chair of Trustees.

It is a legal requirement to report accidents and ill-health and the following must be reported:

· A death or major injury

· An “over three day” injury (ie one that results in the injured person being unable to work for more than three days)

· A work related disease

· A dangerous occurrence

· Any injury or ill-health which results in a member of the public being taken to hospital and admitted to hospital on a RIDDOR form and sent to Wandsworth Council immediately

Incidents can be reported in the following ways to the current address on the RIDDOR form, or to the Environmental Health Department of Wandsworth Council:

· By Telephone

· By email

· By post
Minibus Safety
Safety whilst driving on the road is paramount at all times and Regenerate-RISE has a Minibus Safety Policy and Procedure.  All drivers must have MiDAS training, have a D1 on their licence and must report to the RISE Co-ordinator if they are tired through lack of sleep.  
All drivers must:

· Ensure that the minibus is safe to drive at all times by carrying out the required weekly checks

· Do their best to minimize minor accidents and damage to the bus

· Minimize minor or major accidents to clients, staff or volunteers whilst in a stationery or moving vehicle

· Ensure that seat belts are worn at all times

· Ensure that the tail lift is used correctly at times

· Have an escort with them on the minibus

Fire Safety Procedures

Fire procedures are set out separately and the following must be adhered to:

· Weekly testing of the fire alarms and smoke detectors

· Annual maintenance of the fire extinguishers

· Bi-annual servicing of the fire alarm system

· Have a Fire Risk Assessment carried out and written down

· Hold Fire Evacuation practices

Security Policy and Procedures

The security of clients, staff, volunteers, students and visitors must be paramount at all times both within the building and whilst on outings, activities and visiting outside of the Centre.  General security is as follows:

· All staff and visitors should sign in on arrival at the Centre

· Staff, volunteers and students belongings must be kept in a secure place or cupboard away from the general public

· Clients must keep their personal belongings with them at all times

· All clients attending the Centre must be signed in on the Daily Register

· When staff are working in the Centre alone, the main doors must be kept locked

· All money should be locked away throughout the day and never left lying around

· The keys to the locked cupboards and rooms must be kept in a key safe

· All rooms with files or valuables in must be kept locked when the Centre is closed

· Clients must be made aware that coats, etc left in the hall are left at their own risk

Staff and Volunteers Visiting:

· Staff and volunteers must always inform their Supervisor when they are visiting a client and report back if there are any incidents or concerns afterwards

· Staff and volunteers visiting must be vigilant at all times and report any changes of behavior in either clients or relatives

Leaving the Building:

Follow the building’s procedures when leaving the building at all times, ensuring the alarm system is set on exit and that all the windows and doors are securely locked with all lights out.
Key-Holders:

· No keys must be given to anyone other than the named key holders, without prior permission

· Key holders must sign the appropriate Key Holder Form

· Keys lost must be reported immediately

· Key holders must inform the appropriate person when entering the building at other times than their usual working hours/hiring agreement

Alarm System:

· False alarms must be reported to the Security Company as soon as possible

· The alarm system must be set when leaving the premises

· The alarm system must be serviced twice a year

Information

By law, Regenerate-RISE must display copies of the following:

· A current certificate from our Insurance Company showing that we have Employers Liability Insurance

· The Health and Safety Law poster for employees

· Details of action to be taken in the case of fire

· The location of the First Aid points

Copies of the Health and Safety policy must be available for employees if requested.

Training must be given on:

· Emergency evacuation procedures

· Accident reporting

· First Aid treatment and facilities

· Arrangements for the health and safety problems specifically relating to their work including:

a) Rules and regulations

b) Risk Assessment of the workplace
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Regenerate-RISE is fully committed to do all that is reasonably practical to ensure the health, safety and welfare of the Trustees, employees, volunteers, students, clients and the general public within the diverse nature of its work

PART 1: General Statement of Policy

This document is the Health and Safety Policy of Regenerate-RISE

Our policy is to provide healthy and safe working conditions, equipment and systems of work for all our employees, volunteers, students and clients – and to provide training and information as necessary.  We also accept responsibility for all other people who may be affected by our activities.

This policy refers to:

Working with the elderly

Working with young people and students

Working within the community

This policy will be kept up to date and will be adapted where necessary for the different locations across the UK.  It will be reviewed at least once a year.

Overall and final responsibility is vested in:

Name:             ……………………………………….                            Date:     …………………………….
PART 2: Organisation of Health and Safety

PERSON WITH OVERALL RESPONSIBILITY

The person with overall responsibility for Health and Safety in Regenerate-RISE is:      


REGISTRATION OF ACTIVITIES

Regenerate-RISE was registered in accordance with the Food Premises Registration Regulations 1991 on


Regenerate-RISE signs an annual Service Level Agreement with Wandsworth Council to continue the activities on both of the above premises, as well as outings and events outside the premises.

FIRE PRECAUTIONS

The people with overall responsibility for Fire Precautions are:


The following tasks are designated to:

	a)
	Initial Risk Assessment and contact with Fire Brigade
	
	
	

	b)
	Obtaining and organizing the maintenance and testing of fire equipment and keeping records
	
	
	

	c)
	Completing the fire drill procedure

	
	
	

	d)
	Compiling the Fire Notice

	
	
	

	e)
	Preparing the emergency evacuation process
	
	
	

	f)
	Responsible for the Fire Register

	
	
	

	g)
	Making sure the drill is carried out on a regular basis
	
	
	


INSURANCE

The person responsible for insuring the activities of the organisation is:      …………………………….
The year runs from 29 April to 28 April

Regenerate-RISE is insured with:




            Phoenix Insurance











24 London Street











Chertsey KT16 8AA











Tel No: 01932 568077











Policy No 02/CBP/0177987

Public Liability Insurance:






£2m
Employers Liability Insurance:





£10m

FIRST AID

The person responsible for First Aid assessment in the organisation is:
…………………………….

The First Aiders in the organisation are:




…………………………….
REPORTING AND RECORDING ACCIDENTS AND INCIDENTS

The person responsible for investigating, recording and reporting

Accidents and incidents (including vehicles) is:


             …………………………….


MAINTENANCE OF THE MOTOR VEHICLE
The person responsible for maintaining the minibus and ensuring that

the Section 19 permit regulations are met is:




…………………………….

SECURITY
The person responsible for the security of the building and security of 

staff, volunteers and students is:





…………………………….
PART 3: Arrangements and Procedures

GENERAL FIRE SAFETY

a) Local Fire Brigade


b) Company hired to check, maintain and service fire safety equipment


c) List of equipment and its location


d) Notice of procedure in case of Fire

See attached

DRIVER REGISTRATION

A Driver’s Registration Form will be issued to all drivers over the age of 25 years of age, who have passed their driving test before January 1997 which entitles them to drive a 17 seater minibus for hire and reward.  No driver will be allowed to drive the minibus with clients until their driving ability has been assessed and they have completed the MiDAS training.  During the assessment, a decision will be made as to the number of hours driving practice will be required before driving clients.  The Driver’s Minibus Safety Policy must be adhered to at all times.

The following must be ascertained prior to driving a minibus:

· Name

· Age

· Address

· Driving Licence No

· Driving Licence checked for current address

· Date passed test

· Endorsements/points

· Date of MiDAS training

· Relevant medical conditions

A declaration will be signed by Drivers.

LIST THE ACTS AND REGULATIONS THAT ARE APPLICABLE TO REGENERATE-RISE

	

	

	

	

	

	

	

	

	

	


RISK ASSESSMENT

	
	YES
	N/A
	Date

	Risk Management by Trustees
	
	
	26.4.10

	
	
	
	

	
	
	
	

	
	
	
	

	Health and Safety
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	CoSHH
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Fire Procedures
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Violence
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	First Aid
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Security
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activities
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Outings
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Visiting
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Minibus/Transport
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Kitchen
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


As well as the above, regular Risk Assessments will be carried out on individual projects, outings, holidays and community events and the responsibility to do this remains with the RISE Co-ordinator and can be delegated to the Deputy RISE Co-ordinator.
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