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	Care Wellbeing and Learning Health & Safety Policy



1.
Introduction


Each group is required to have a Health and Safety Policy in place. It is 
recommended that the group’s Health and Safety Policy should be developed in 
conjunction with the Strategic Director and members of the group management team. 


The organisation and arrangements which support the H&S Policy (day to day 
management of Health & Safety) are the responsibility of the Strategic Director and 
the group management team.
2.
What should you do with this Model Health and Safety Policy?


The Model Policy is designed as a model where groups may complete the relevant 
blank sections and adapt for their own use.


The policy has three parts;


Part 1
- The Health and Safety Policy Statement


Part 2 - Health & Safety Responsibilities for employees

Part 3 – Group Management Arrangements


.

Part 1: Policy Statement

Care Wellbeing and Learning
Health & Safety Policy

The Health and Safely at Work Act 1974 (HSW Act 1974) places duties on employers to safeguard, so far as is reasonably practicable, the health, safety and welfare of their employees and persons not employed but who may be affected by work activities, such as service users and visitors.

The aim of the group policy and statement of intent is to ensure that all reasonably practicable steps are taken to secure the health, safety and welfare of all persons affected by the group’s activities, and to demonstrate commitment to implementing the Corporate Health and safety Policy and in particular:
· to provide adequate control of the health and safety risks arising out of our activities 

· to consult with our employees on matters affecting their health and safety

· to provide and maintain safe plant, equipment and systems of work
· to ensure safe handling and use of substances including their transportation and storage
· to provide information, training and supervision for employees

· to ensure all employees are competent to do their tasks, and to give them adequate training

· to prevent accidents and cases of work-related ill health

· to maintain safe and healthy working conditions including adequate facilities and arrangements for welfare
· to provide safe access and egress
· to review and revise this policy as necessary at regular intervals.

The Group Management Team will review this policy statement if there is any significant change or at least annually and update, modify or amend it as it considers necessary.
Signed: [image: image1.emf]
(Strategic Director)

Date:

8 April 2019
Review date:
March 2020
Part 2: Health & Safety Responsibilities

The Group Management Team has strategic responsibility for health and safety within all areas of the group’s undertakings and ensuring that health and safety performance is monitored regularly. The Strategic Director will also ensure that the health and safety policy and procedures are part of the day-to-day running of the group. To comply with regulatory controls, the Strategic Director is responsible for following advice from competent advisers on health and safety matters.

The Service Directors have responsibility for the day-to-day operation of health, safety and welfare policies and practices, within all areas of the group’s undertakings.    To comply with regulatory controls, the Service Directors are responsible for following advice from competent advisers on health and safety matters.

Managers are responsible for ensuring that safe working conditions are maintained for all employees, service users, visitors, members of the public and, where applicable, contractors.  To comply with regulatory controls within their sections, managers are also responsible for ensuring that advice from competent advisers is followed on health and safety matters.

Employees are responsible for their own health and safety, that of their colleagues and members of the public who may be affected by their work activities.

Further specific health and safety responsibilities are detailed below:
	Name
	Responsibility



	Steph Downey, Director Adult Social Care, Strategic Lead
Jacky McDonnell, Business Development Lead, Operational Lead
	Corporate Health & Safety Committee Representatives

	Jacky McDonnell, Business Development Lead
	Health & Safety Liaison Officer


	Service Directors   
	Legionella Co-ordinator

	As per individual service information in part 3
	Risk Assessors



	Steph Downey (Chair)
Jacky McDonnell (Operational Support)

Lee Foster – Adult Social Care

Victoria Johnson – Adult Social Care

Daniel McCormick – Children and Families
Danny Meek – Early Help
Alison Moses –Commissioning Quality and Performance
Andrew Carr – Learning and Schools

Moira Richardson – Public Health

Catherine Hardman – Workforce Development
Michael Walton – Human Resources

Lorraine Dixon – Corporate Health and Safety Team

Heather Taylor – Corporate Health and Safety Team

Adam Taylor – UNISON

Karen McArthur – UNISON

Kerry Glynn – UNISON

Mike Chastney – UNISON

Lynn Conner - UNISON

Keith Swaddle – GMB

Gary Pressley - GMB


	Care Wellbeing and Learning Health and Safety Working Group Representatives



Part 3: Health & Safety Management Arrangements
The Corporate Health & Safety Handbook contains various documented standards, forms and guidance materials, many of which are applicable to the group.  

https://intranet.gateshead.gov.uk/article/1365/Health-and-safety  
The group commits to following the procedures detailed below to ensure that employees, service users and members of the public are not put at risk by group activities.  There is an overall Group Action Plan and individual Service Action Plans in place to monitor health and safety systems and work taking place to improve health and safety management arrangements.
Information on specific service areas within the group can be found on the following pages: -
Adult Social Care – Service Director, Steph Downey
Children and Families – Service Director, Elaine Devaney
Commissioning Quality and Performance – Dr Lynn Wilson

Early Help – Service Director, Val Hall
Learning and Schools – Service Director, Steve Horne

Public Health – Service Director, Alice Wiseman 
Adult Social Care
Asbestos

	Adopted standard(s)


	Corporate Asbestos Management Plan
ASB-60 Asbestos Management Site Guide


	Specific group arrangements


	A ‘Responsible Person’ and Deputy Responsible Person’ have been appointed for all premises with asbestos containing material.  Names of the appointed persons can be found in the on-site Asbestos Management Plan where applicable. 

	
	All responsible persons have been provided with appropriate Asbestos Awareness Training.  Details can be found in the on-site Asbestos Management Plan where applicable. 

	
	All persons who are likely to come in to contact or disturb asbestos in their everyday work have been provided with appropriate Asbestos Awareness Training.  Details can be found in employee training plans.  E-learning is carried out by employees within the Care Call function.

	
	Site Specific Asbestos Management plans have been developed and implemented for all premises under the group’s control.


Consultation and Communication with Employees

	Adopted standard(s)


	LCS-HS-08: Communicating the Health & Safety Message
LCH-HS-10: Employee Consultation


	Specific group arrangements


	Health & Safety information is communicated to employees via email – such as safety alerts, minutes of H&S meetings, staff meetings and supervision sessions as well as on notice boards within services.

	
	Risk Assessment and H&S documents are circulated to all employees, who are then required to sign a document control sheet to confirm that they have received and read any risk assessments and policies which are appropriate to their area of work. These sheets are held by the H&S Representative for the service area. These are updated and circulated annually or when updates are made following changes in policy, process or legislation.

	
	Employee consultation takes place in the form of surveys and focus groups – this often includes health and safety information/ issues i.e.  stress survey. From these surveys and focus groups, service specific action plans are developed for actions to be taken to improve areas of concern.  These are reviewed and updated at regular intervals.

	
	Trade Union appointed Safety Representatives are from UNISON Adam Taylor, Karen McArthur, Kerry Glynn, Mike Chastney and Lynn Conner, from GMB Keith Swaddle and Gary Pressley. 

	
	The above-mentioned Safety Representative(s) will:

· Attend meetings of safety committees

· Liaise with managers on health and safety matters.

· Investigate accidents and potential hazards within the workplace

· Investigate complaints made by an employee they represent relating to health, safety and welfare at work

· Carry out inspections of the workplace

· Represent employees they were appointed to represent in consultations 

The above duties will be carried out in accordance with the Safety Representative and Safety Committee Regulations 1977


Display Screen Equipment

	Adopted standard(s)


	LCS-HS-21: Display Screen Equipment


	Specific group arrangements


	All regular DSE Users have been identified.   Details can be found in service/function risk assessments.

	
	DSE work station assessments are completed annually (or in the event of a desk move) by the trained DSE assessors in the service area.  

Copies of the assessments are held electronically. 

	
	All managers have responsibility for ensuring any actions required are implemented i.e. specialist equipment.


Driving

	Adopted standard(s)


	LCS-HS-22: Occupational Road Risk (Driving at Work)


	Specific group arrangements


	The following procedure is in place to ensure that any Council vehicle is maintained in roadworthy condition: -
Daily checks are completed for vehicles used in functions and recorded on Driving Record Log Book.

	
	Driver competency (license, MOT and insurance) are checked every year by the manager of the service/function.

	
	Driver medical checks are completed for new employees as appropriate.  After a period of 5 years, drivers will be required to have a medical refresher.


Electrical Safety

	Adopted standard(s)


	LCS-HS-23: Electrical Safety


	Specific group arrangements


	The H&S Representative for the service/function is designated the responsible person for preparing and maintaining an accurate up-to-date electrical maintenance register for portable appliances used.  Annual PAT testing of equipment is arranged as appropriate and takes place. PAT Certificates are held electronically. 

	
	All employees’ complete visual safety checks prior to using items and report any issues/ concerns to their manager or the H&S Rep. 

	
	5 yearly Electrical Hard Wire Tests are carried out on buildings by Facilities Management.


Fire

	Adopted standard(s)


	LCS-HS-24: Preparing a PEEP
LCS-HS-25: Fire Safety
Guides to Fire Safety Risk Assessment


	Specific group arrangements 
	Managers are responsible for completing PEEP’s for employees who will require assistance to leave the building in the event of a fire.  The PEEP should be updated annually or if the employee moves desks/locations.  Copies are kept electronically.

	
	Facilities Management is responsible for regularly reviewing the fire risk assessment.  In respect of out based buildings the Building Manager is responsible for ensuring that the Fire Risk Assessment is reviewed regularly.  An annual HS56 is completed by the responsible person for that location.

	
	Facilities Management is responsible for keeping the fire log book regularly updated.  In respect of out based buildings the Building Manager is responsible for ensuring that the fire log book is reviewed and updated regularly.

	
	All functions within the service receive the annual Fire Safety presentation in September each year. 


First Aid

	Adopted standard(s)


	LCS-HS-27: First Aid


	Specific group arrangements
	Adequate and appropriate equipment, facilities and personnel are provided to enable first aid to be given to employees if they are injured or become ill at work.                                      



	
	Details of the appointed persons / first aiders can be found throughout buildings including main reception areas and on the Council intranet.                                          


Incident reporting & investigation

	Adopted standard(s) 


	LCS-HA-58: Incident Reporting & Investigation Procedure


	Specific group arrangements 
	All employees are responsible for reporting incidents via an ‘HS20’ Incident Reporting Form and all managers are responsible for reporting relevant accidents, near misses, diseases and dangerous occurrences to the Council’s Health & Safety Team. 

	
	All managers are responsible for ensuring any actions which can be implemented internally to reduce incidents/ near misses are done so as appropriate. 

	
	An A5 incident report card is in place for out based employees who do not have immediate access to a pc.

	
	All employees are responsible for reporting minor incidents using the Care Wellbeing and Learning Minor Incident Reporting and Investigation Procedure (Threatening Behaviour/Verbal Abuse) CWL – HS 1.09.


Hand Arm Vibration

	Adopted standard(s) 


	LCS-HS-29: Hand Arm Vibration


	Specific group arrangements 
	Nothing specific, follow the Council’s Corporate guidance and procedure.


Hazardous Substances

	Adopted standard(s)


	LCS-HS-19: Control of Substances Hazardous to Health


	Specific group arrangements


	The manager of the service/function will be responsible for identifying all substances which need a COSHH assessment and maintaining an inventory.  This is subject to an annual review.

	
	The manager of the service/function will be responsible for ensuring that all actions identified in the assessments are implemented.


Infection Control 

	Adopted standard(s)


	LCS-HS-93: Control of Infections at Work
LCS-HS-103: The Disposal of Clinical Waste


	Specific group arrangements
	The manager of the service/function is responsible for ensuring any incidents are reported where appropriate to Public Health England.

Services/functions which deal with Clinical Waste have risk assessments in place and where necessary have contracts in place with registered providers for the safe disposal/removal of any such items.


Legionella

	Adopted standard(s)


	Legionella Policy
Legionella Management Plan


	Specific group arrangements


	A Legionella Co-ordinator (s) has been appointed in writing to act as a point of contact between the services and Council Housing, Design & Technical Services.

	
	Facilities Management has day to day responsibility for controlling any identified risk from legionella bacteria.

	
	The manager of the service/function is responsible for keeping the water hygiene folder regularly updated. 

	
	Services are responsible for ensuring employees are aware of water safety via Water Hygiene Awareness sessions.


Lone Working

	Adopted standard(s)


	LCS-HS-31: Lone Working


	Specific group arrangements


	All lone workers have been identified and the level of risk associated with their work assessed through the risk assessment process.  This information is held by relevant managers. 

	
	All lone workers have been briefed on the procedure to adopt when working alone.  

	
	All lone workers have been provided with suitable training, details of which can be found in individual employee training records.

	
	All lone workers use CareFirst to ensure they are aware of any possible risks prior to visiting clients and record their location on the whiteboard. 

	
	All lone workers use the ‘Care Call Lone Worker Monitoring System’. 

	
	A Corporate Warning Alert System is due to be implemented for employees to check for potentially violent people/situations prior to carrying out a visit. All Lone Workers should be checking the Corporate Warning Alerts System (CWAS) for any warning markers noted prior to carrying out a visit or meeting.


Management of contractors

	Adopted standard(s)


	LCS-HS-18: Construction (design and management)
LCS-HS-89: Assessment, Engagement and Management of Contractors
LCS-HS-98 Contractors Health and Safety Standards


	Specific group arrangements


	The commissioning service is responsible for ensuring competent employees have been appointed to assess contractor health and safety competency prior to appointment.  

	
	Suitable management arrangements are in place to monitor safety whilst contractors are carrying out work on site.


Manual handling/Moving and handling
	Adopted standard(s)


	LCS-HS-32: Manual Handling
LCS-HS-91: Moving and Handling of Service Users and Pupils


	Specific group arrangements


	Risk assessments are in place for services/functions as appropriate.  The manager is responsible for ensuring employees receive training and maintaining records.


Risk Assessment

	Adopted standard(s)


	LCS-HS-40 Risk Assessment (general)


	Specific group arrangements


	All managers are responsible for identifying all tasks within their areas of responsibility and ensuring risk assessments are carried out and these are reviewed within appropriate timescales.

	
	The findings of the risk assessment will be reported to the Team and Service Manager.

	
	Risk assessments will be approved by Team Managers.

	
	All managers have responsibility for ensuring any actions required are implemented.

	
	All risk assessors have received training in the last 5 years.  Details can be found within service/function training records.


Security/ Violence at work

	Adopted standard(s)


	LCS-HS-79: Violence at Work


	Specific group arrangements


	Individual service/function arrangements are in place to brief visitors on the group’s emergency evacuation procedures. 

	
	Access to premises is controlled by individual service/function arrangements.  ID badges are used to gain access to the Civic Centre back offices and unknown persons should be challenged if trying to gain entry.

	
	Employees recognised as being at risk from violence/aggression have been assessed and safe systems of work implemented.  Including Risk Assessments for duty/interview rooms.

	
	Warnings are added to CareFirst where a client may pose a possible risk of violence to employees.   This is also fed into the Corporate Warning Alerts System (CWAS).

	
	Violence and Aggression Risk Assessment (HS 45) is completed annually for the service area, approved by the Service Manager and circulated to all employees. Any actions following incidents are carried out as appropriate. 


Statutory Maintenance and Testing/ Management of Premises

	Adopted standard(s)


	LCS-HS-90: Management of Premises


	Specific group arrangements
	Facilities management is responsible for periodically monitoring the maintenance, inspection, examination or testing by the contractor.  For out based buildings it is the Building Manager. 


Stress

	Adopted standard(s)


	LCS-HS-41: Stress


	Specific group arrangements
	General Stress Risk Assessments are completed and updated annually for the service area, approved by Service Manager and circulated to all employees. 

	
	Work-related stress surveys are undertaken by individual services, action plans developed and monitored.

	
	All managers have been trained in how to manage stress.  Details can be found in individual employee/service/function training records.

	
	Referrals to Occupational health take place if there are any concerns about an individual. This can be identified by sickness procedure or during conversations such as supervision. Specific stress risk assessments and action plans are implemented if required. 


Training

	Adopted standard(s)


	 LCS-HS-09: Health and Safety Training
LCS-HS-77: Identification of Training Needs


	Specific group arrangements


	The manager of the service/function is responsible for preparing and updating the training plan.

	
	Training will be identified, arranged and monitored by the relevant manager.                                           

	
	Training records are kept in the service/function by the relevant manager.                               

	
	Induction training will be provided for all employees by the manager or an appropriate identified representative.                                                 

	
	Employees will be expected to attend any training relevant to their role i.e. Personal Safety Training, Safeguarding etc.


Work at Height

	Adopted standard(s)


	LCS-HS-43: Work at Height
LCS-HS-68: Ladders
LCS-HS-86: Stepladders


	Specific group arrangements
	Ladder/ stepladder checklists are completed monthly and located within individual service/function health and safety records.

	
	Working at Height Risk Assessments are completed and updated annually for the service area, approved by Service Manager and circulated to all employees.  


Work Equipment/ Lifting Equipment

	Adopted standard(s)


	LCS-HS-39: Provision and Use of Work Equipment
LCS-HS-72: Lifting Operations and Lifting Equipment


	Specific group arrangements


	The group possesses items of lifting equipment.  Details can be found within individual service/functions.

	
	Employees are trained in the operation of specific equipment through annual training sessions where they are to be deemed competent.

	
	Lifting equipment is subject to 6 monthly or annual thorough examinations which are undertaken by an approved contractor.  This is in addition to visual onsite checks by employees prior to each use.

	
	The manager of the service/function is responsible for ensuring existing and new items of work equipment are considered as part of a risk assessment. 

	
	HS08 Manual Handling Risk Assessments are completed as required for relevant areas of work i.e. OT lifting and carrying equipment as part of their role.


Monitoring
	Adopted standard(s)


	LCS-HS-60: Workplace Inspections
LCS-HS-61: Safety Tours


	Specific group arrangements


	All managers have been designated the responsible person for carrying out planned H & S inspections, including monitoring of contractor activities and all Service Directors carry out quarterly safety tours. These are then held electronically, and the H&S Representative ensures that any actions identified because of the tours/ inspections are completed.

	
	Unannounced inspections of provider services take place by health and safety nominated managers.


H & S Performance Review
	Adopted standard(s)


	LCS-HS-66: Health and Safety Operational Planning and Performance Review


	Specific group arrangements


	The H&S Representatives for ASC have been designated the responsible person for developing and implementing an effective H & S management action plan.

	
	The H&S Representatives have been designated the responsible persons for completing the H & S Performance Report (HS 39). This is updated annually.


Children and Families 
Asbestos

	Adopted standard(s)


	Corporate Asbestos Management Plan
ASB-60 Asbestos Management Site Guide


	Specific group arrangements


	A ‘Responsible Person’ and Deputy Responsible Person’ have been appointed for all premises with asbestos containing material.  For residential premises these are the Registered Manager and Assistant Managers. 

	
	All responsible persons have been provided with appropriate Asbestos Awareness Training.  Details can be found at the residential premises.

	
	All persons who are likely to come in to contact or disturb asbestos in their everyday work have been provided with appropriate Asbestos Awareness Training.  Details can be found at the residential premises.

	
	Site Specific Asbestos Management plans have been developed and implemented for all premises under the group’s control.

	
	Regular checks on residential premises are carried out by approved contractors and logs are retained by the Registered Manager.


Consultation and Communication with Employees

	Adopted standard(s)


	LCS-HS-08: Communicating the Health & Safety Message
LCH-HS-10: Employee Consultation


	Specific group arrangements


	Health & Safety information is communicated to employees via email, Team Meetings and face to face supervisions.

	
	Trade Union appointed Safety Representatives are from UNISON Adam Taylor, Karen McArthur, Kerry Glynn, Mike Chastney and Lynn Conner, from GMB Keith Swaddle and Gary Pressley. 

	
	The above-mentioned Safety Representative(s) will:

· Attend meetings of safety committees

· Liaise with managers on health and safety matters.

· Investigate accidents and potential hazards within the workplace

· Investigate complaints made by an employee they represent relating to health, safety and welfare at work

· Carry out inspections of the workplace

· Represent employees they were appointed to represent in consultations 

The above duties will be carried out in accordance with the Safety Representative and Safety Committee Regulations 1977




Display Screen Equipment

	Adopted standard(s)


	LCS-HS-21: Display Screen Equipment


	Specific group arrangements


	All regular DSE Users have been identified.   Details can be found service electronic health and safety folder.


	
	Initial DSE workstation assessments are completed by the relevant Team Manager.  Trained DSE assessors then undertake a second Assessment if further exploration is required.  Details can be found in service electronic health and safety folder.  All managers have responsibility for ensuring any actions required are implemented.



Driving

	Adopted standard(s)


	LCS-HS-22: Occupational Road Risk (Driving at Work)


	Specific group arrangements
	Driver competency (license, MOT and insurance checks) are checked every year by Exchequer Services (copies are collated and forwarded by Business Support Teams).



	
	Individual risk assessments are carried out where children are carried in vehicles for work purposes which are reviewed and adjusted wherever necessary to enable safe travel.  Employees in residential premises are trained to manage challenging behaviour.

	
	Car seats and booster seats are used by employees and foster carers transporting children in vehicles.  All employees and foster carers comply with legislation regarding use and training is provided on correct fitting.

	
	Contracts are arranged via the Transport Team within Commissioning, Quality and Performance with local taxi firms which include DBS and license checks for all drivers.


Electrical Safety

	Adopted standard(s)


	LCS-HS-23: Electrical Safety


	Specific group arrangements


	Health and safety representatives have been designated the responsible person for preparing and maintaining an accurate up-to-date electrical maintenance register for portable appliances used.




Fire

	Adopted standard(s)


	LCS-HS-24: Preparing a PEEP
LCS-HS-25: Fire Safety
Guides to Fire Safety Risk Assessment


	Specific group arrangements 
	Facilities Management is responsible for regularly reviewing the fire risk assessment at the Civic Centre and Registered Managers within out based services.  

	
	Facilities Management is responsible for keeping the fire log book regularly updated at the Civic Centre and Registered Managers within out based services.    

	
	Fire Alarms are tested on a weekly basis within residential premises and regular evacuation tests are carried out and recorded within the fire log book.  

	
	Firefighting equipment is regularly checked for safe use and to ensure fitness for purpose.

	
	The annual fire safety presentation is given to employees at a Team Meeting where they are reminded of the evacuation procedures and their responsibilities re discovering a fire etc.


First Aid

	Adopted standard(s)


	LCS-HS-27: First Aid


	Specific group arrangements


	Adequate and appropriate equipment, facilities and personnel are provided to enable first aid to be given to employees if they are injured or become ill at work.                                          



	
	Details of the appointed persons/first aiders can be found in various, visible locations throughout the office including notice boards and photocopier screens.                                       

	
	All residential employees are trained in First Aid and this is reviewed and updated regularly. The Registered Manager is responsible for maintaining the records around this. 


Incident reporting & investigation

	Adopted standard(s) 


	LCS-HA-58: Incident Reporting & Investigation Procedure


	Specific group arrangements 
	All incidents are recorded on ‘HS 20’ and all managers are responsible for reporting relevant accidents, near misses, diseases and dangerous occurrences to the Council’s Health & Safety Team.  The recording of the completion of HS 20 forms is also held by “Champions” within Business Support aligned to Social Work Teams so that a record is also maintained within the relevant service area.


	
	With regards to any minor incident occurring, all employees are responsible for completing the Care Wellbeing and Learning Minor Incident Reporting and Investigation Procedure (Threatening Behaviour/Verbal Abuse) CWL – 1.09.  This document should be circulated to both the Health and Safety Team and the  Employees Line Manager.


Hazardous Substances

	Adopted standard(s)


	LCS-HS-19: Control of Substances Hazardous to Health


	Specific group arrangements


	The Registered Manager will be responsible for identifying all substances which need a COSHH assessment and maintaining an inventory within the residential premises.


	
	The Registered Manager will be responsible for ensuring that all actions identified in the assessments are implemented within the residential premises.



Infection Control 

	Adopted standard(s)


	LCS-HS-93: Control of Infections at Work
LCS-HS-103: The Disposal of Clinical Waste


	Specific group arrangements
	The Registered Manager is responsible for ensuring that procedures are followed, and all employees are trained to deal with any incidents of sickness or infection within the establishment. 


Legionella

	Adopted standard(s)


	Legionella Policy
Legionella Management Plan


	Specific group arrangements


	A Legionella Co-ordinator (s) has been appointed in writing to act as a point of contact between the services and Council Housing, Design & Technical Services.

	
	Facilities Management has day to day responsibility for controlling any identified risk from legionella bacteria at the Civic Centre, this is the Registered Manager in out based buildings.

	
	Facilities Management is responsible for keeping the water hygiene folder regularly updated at the Civic Centre, this is the Registered Manager in out based buildings.


Lone Working

	Adopted standard(s)


	LCS-HS-31: Lone Working


	Specific group arrangements


	All lone workers have been identified and the level of risk associated with their work assessed through the risk assessment process. This information is circulated to Reliance Care and all Service/Team Managers to ensure all Employees have registered for a Lone Working Device. All Employees receive an E-Learning Training session; “The Use Of A Lone Working Device – Information for Employees” procedure has also been circulated to staff to adopt when working alone.   

	
	In service training available re personal safety, dealing with conflict/difficult situations and employees are permitted to withdraw from dangerous situations. 

	
	Controlled access to buildings via access cards, door locks and key pads. 

	
	Established protocol in place for tracking employees out on home or out of hour’s visits via the use of mobile phones, service wide electronic whiteboard to sign in/out and alternate parking provision for out of hour’s employees. Wherever possible visits are arranged within working hours. 

	
	Room search policy in place within residential premises. 

	
	A Corporate Warning Alert System is due to be implemented for employees to check for potentially violent people/situations prior to carrying out a visit. All Lone Workers should be checking the Corporate Warning Alerts System (CWAS) for any warning markers noted prior to carrying out a visit or meeting; the system can be accessed by Service Managers, Team Managers and Business Support “Champions” within Children’s Services.


Management of contractors

	Adopted standard(s)


	LCS-HS-18: Construction (design and management)
LCS-HS-89: Assessment, Engagement and Management of Contractors
LCS-HS-98 Contractors Health and Safety Standards


	Specific group arrangements


	The commissioning service is responsible for ensuring competent employees have been appointed to assess contractor health and safety competency prior to appointment.  

	
	Suitable management arrangements are in place to monitor safety whilst contractors are carrying out work on site.




Manual handling

	Adopted standard(s)


	LCS-HS-32: Manual Handling
LCS-HS-91: Moving and Handling of Service Users and Pupils


	Specific group arrangements


	Manual handling risk assessments are carried out by competent employees and are reviewed and held by Registered Managers. 


	
	All employees involved with manual handling have been provided with suitable, relevant training which is updated regularly. 


Risk Assessment

	Adopted standard(s)


	LCS-HS-40 Risk Assessment (general)


	Specific group arrangements


	All managers are responsible for identifying all tasks within their areas of responsibility and ensuring risk assessments are carried out.  

	
	The findings of the risk assessment will be reported to Managers.

	
	Risk assessments will be approved by Senior Management.

	
	All Managers have responsibility for ensuring any actions required are implemented.


	
	All risk assessors have received training in the last 5 years.  


Security/ Violence at work

	Adopted standard(s)


	LCS-HS-79: Violence at Work


	Specific group arrangements


	The following procedure is adopted for briefing visitors on the group’s emergency evacuation procedures - verbal instruction re the fire alarm and evacuation procedures. 


	
	Access to premises is controlled by ID card or keypad or door locks. 

	
	Employees recognised as being at risk from violence/aggression have been assessed and safe systems of work implemented.

	
	Room search policy in place for Residential premises.  

	
	In-service training available re personal safety, dealing with conflict/difficult situations. Employees permitted to withdraw from dangerous situations.

	
	Panic alarms are held within Business Support Teams for Social Workers to take into Interview Rooms and Reception areas. Social Workers are provided with information around using the devices and triggering the switch when entering Interview Rooms.

	
	Panic Alarms are tested on a weekly basis by Business Support Teams to ensure the devices are working.

	
	Appropriate staffing levels in Residential Homes with an established behaviour management policy.

	
	Employees to visit/meet with known PVPs in pairs with additional safety measures put in place if considered necessary i.e. if employees feel unsafe or individuals present as a risk - check Carefirst/PVP information facility prior to visits/meetings.


Statutory Maintenance and Testing/ Management of Premises

	Adopted standard(s)


	LCS-HS-90: Management of Premises


	Specific group arrangements
	Facilities management is responsible for periodically monitoring the maintenance, inspection, examination or testing by the contractor.  


	
	Registered Manager is responsible for maintaining records of visits and dealing with any issues that arise because of a test/inspection. 


Stress

	Adopted standard(s)


	LCS-HS-41: Stress


	Specific group arrangements
	Work-related stress surveys are undertaken by individual services, action plans developed and monitored.

	
	All managers have been trained in how to manage stress.  


Training

	Adopted standard(s)


	LCS-HS-09: Health and Safety Training
LCS-HS-77: Identification of Training Needs


	Specific group arrangements


	Service Managers are responsible for preparing and updating the training plan.



	
	Training will be identified, arranged and monitored by Managers through supervisions.                                        

	
	Training records are kept by Managers and Organisational Development.                                

	
	Induction training will be provided for all employees by Managers.                                                 


Work at Height

	Adopted standard(s)


	LCS-HS-43: Work at Height
LCS-HS-68: Ladders
LCS-HS-86: Stepladders


	Specific group arrangements


	Ladder/ stepladder checklists are completed monthly and located within the Health and Safety folder.



Work Equipment/ Lifting Equipment

	Adopted standard(s)


	LCS-HS-39: Provision and Use of Work Equipment
LCS-HS-72: Lifting Operations and Lifting Equipment


	Specific group arrangements


	Lifting equipment at Grove House is subject to 6 monthly or annual thorough examinations which are undertaken by approved contractors.

	
	The Registered Manager at Grove House is responsible for ensuring existing and new items of work equipment are considered as part of a risk assessment. 


Monitoring
	Adopted standard(s)


	LCS-HS-60: Workplace Inspections
LCS-HS-61: Safety Tours


	Specific group arrangements


	All managers have been designated the responsible person for carrying out planned H & S inspections, including monitoring of contractor activities and Service Director carries out safety tours.


H & S Performance Review
	Adopted standard(s)


	LCS-HS-66: Health and Safety Operational Planning and Performance Review


	Specific group arrangements


	Elaine Devaney, Service Director has been designated the responsible person for developing and implementing an effective H & S management action plan.

	
	Daniel McCormick has been designated the responsible person for completing the H & S Performance Report (HS 39).


Commissioning Quality and Performance
Asbestos – this has been considered but is deemed not applicable to this service area 
Consultation and Communication with Employees

	Adopted standard(s)


	LCS-HS-08: Communicating the Health & Safety Message
LCH-HS-10: Employee Consultation


	Specific group arrangements


	Health & Safety information is communicated to employees via email, team meetings, supervisions, A&D’s and service briefings.

	
	New and changes to documents, polices and procedures are circulated to employees as appropriate to their role and they are requested to confirm that they have read and understood the documents which is recorded and held by the Health and Safety Representative for each individual team within the Service.

	
	There is no specific Trade Union appointed Safety Representative within the service however Trade Union appointed representatives who attend the Care Wellbeing and Learning Health and Safety Working Group can advise, from UNISON Adam Taylor, Karen McArthur, Kerry Glynn, Mike Chastney and Lynn Conner, from GMB Keith Swaddle and Gary Pressley.


Display Screen Equipment

	Adopted standard(s)


	LCS-HS-21: Display Screen Equipment


	Specific group arrangements


	All regular DSE Users have been identified.   


	
	DSE workstation assessments have been completed, these are reviewed on an annual basis or when circumstances change i.e. changes to office accommodation.  Details of assessments can be found in the individual team folders.

	
	All managers have responsibility for ensuring any actions required are implemented supported by Alison Moses, Commissioning Officer.


Driving

	Adopted standard(s)


	LCS-HS-22: Occupational Road Risk (Driving at Work)


	
	Driver competency (license, MOT and insurance) are checked on an annual basis by Financial Services.

	
	Employees are encouraged to use pool cars.


Electrical Safety

	Adopted standard(s)


	LCS-HS-23: Electrical Safety


	Specific group arrangements


	Alison Moses, Commissioning Officer has been designated the responsible person for preparing and maintaining an accurate up-to-date electrical maintenance register for portable appliances used, with PAT taking place as required.

	
	Employees complete visual safety checks prior to using items and electrical testing takes place as required.


Fire

	Adopted standard(s)


	LCS-HS-24: Preparing a PEEP
LCS-HS-25: Fire Safety
Guides to Fire Safety Risk Assessment


	Specific group arrangements 
	Facilities Management is responsible for regularly reviewing the fire risk assessment.  In addition, a Service risk assessment is prepared and reviewed annually a copy of which is held in the Commissioning, Quality and Performance health and safety shared folder on the G drive.

	
	Facilities Management is responsible for keeping the fire log book regularly updated.  

	
	All employees within the service receive the annual Fire Safety presentation in September each year. 

	
	Managers are responsible for completing and updating Personal Employee Evacuation Plans (PEEPS) in relation to employees who may require assistance to leave the building in an emergency, copies of plans are provided to Facilities Management.  A reminder was sent to Managers 05 March 2019 as per the request from the Corporate Health and Safety Team.


First Aid

	Adopted standard(s)


	LCS-HS-27: First Aid


	Specific group arrangements


	Adequate and appropriate equipment, facilities and personnel are provided to enable first aid to be given to employees if they are injured or become ill at work.                                           



	
	Details of the appointed persons / first aiders can be found on the notice board.  
                                        

	
	Service First Aid representative is Heather Laidler, Assessment Support Worker.




Incident reporting & investigation

	Adopted standard(s) 


	LCS-HA-58: Incident Reporting & Investigation Procedure

	Specific group arrangements 
	All incidents are recorded on ‘HS 20’ and all managers are responsible for reporting relevant accidents, near misses, diseases and dangerous occurrences to the Council’s Health & Safety Team supported by Alison Moses, Commissioning Officer. 


	
	A minor incident log is in place to record minor verbal abuse and threatening behaviour incidents, CWL Minor Incident Reporting and Investigation Procedure (Threatening Behaviour/Verbal Abuse) CWL – HS 1.09.


Hazardous Substances – this has been considered but is deemed not applicable to this service area 
Infection Control – this has been considered but is deemed not applicable to this service area 
Legionella – this has been considered but is deemed not applicable to this service area 
Lone Working

	Adopted standard(s)


	LCS-HS-31: Lone Working


	Specific group arrangements


	All lone workers have been identified and the level of risk associated with their work assessed through the risk assessment process.  This information is held by relevant managers, this is being revisited following concerns identified. 

	
	All lone workers have been briefed on the current procedure to adopt when working alone and will be involved in the development of any new procedures.  

	
	All lone workers have been provided with suitable training, details of which can be found in individual employee A&D/supervision records further training will be provided if the current procedure changes significantly.

	
	Lone Working risk assessments are in place and held in the Commissioning Quality and Performance health and safety shared folder on the G drive.

	
	A Corporate Warning Alert System is due to be implemented for employees to check for potentially violent people/situations prior to carrying out a visit. All Lone Workers should be checking the Corporate Warning Alerts System (CWAS) for any warning markers noted prior to carrying out a visit or meeting.


Management of contractors – this has been considered but is deemed not applicable to this service area 
Manual handling

	Adopted standard(s)


	LCS-HS-32: Manual Handling


	Specific group arrangements
	Manual handling risk assessments are completed and held in the Commissioning Quality and Performance health and safety shared folder on the G drive.


Risk Assessment

	Adopted standard(s)


	LCS-HS-40 Risk Assessment (general)


	Specific group arrangements


	All managers are responsible for identifying all tasks within their areas of responsibility and ensuring risk assessments are carried out.

	
	The findings of the risk assessment will be reported to the Service Director and Service Managers.

	
	Risk assessments will be approved by the Service Director and Service Managers.

	
	All managers have responsibility for ensuring any actions required are implemented.

	
	Risk assessors are Alison Moses for Commissioning and Louise Lydall for Quality and Performance.  Risk Assessments are reviewed at least annually.


Security/ Violence at work – this has been considered but is deemed not applicable to this service area other than what is identified as part of the lone working process
Statutory Maintenance and Testing/ Management of Premises – this has been considered but is deemed not applicable to this service area 
Stress

	Adopted standard(s)


	LCS-HS-41: Stress


	Specific group arrangements
	Information on training courses is provided to all managers to offer training in how to manage stress.

	
	Individual stress risk assessments are conducted as required details of which are held by managers in Commissioning Quality and Performance.



Training

	Adopted standard(s)


	LCS-HS-09: Health and Safety Training
LCS-HS-77: Identification of Training Needs


	Specific group arrangements


	Managers are responsible for preparing and updating the employees’ health and safety training information held in A&D/supervision records.

	
	Training will be identified, arranged and monitored by individual managers as part of the A&D process.                                        

	
	Training records are kept with A&D forms by managers.                               

	
	Induction training is provided for all employees by managers supported by risk assessors.                                                 


Work at Height – this has been considered but is deemed not applicable to this service area 
Work Equipment/ Lifting Equipment – this has been considered but is deemed not applicable to this service area 
Monitoring
	Adopted standard(s)


	LCS-HS-60: Workplace Inspections
LCS-HS-61: Safety Tours


	Specific group arrangements


	All managers have been designated the responsible person for carrying out planned H & S inspections, including monitoring of contractor activities and Service Director carries out safety tours quarterly supported by Alison Moses, Commissioning Officer.


H & S Performance Review
	Adopted standard(s)


	LCS-HS-66: Health and Safety Operational Planning and Performance Review


	Specific group arrangements


	Alison Moses, Commissioning Officer has been designated the responsible person for developing and implementing an effective H&S management action plan.

	
	Jacky McDonnell, Business Development Lead and Alison Moses, Commissioning Officer have been designated the responsible person for completing the H & S Performance Report (HS 39) on an annual basis.


Early Help
Asbestos – this has been considered but is deemed not applicable to this service area as the service does not have responsibility for the out based buildings from which services are delivered
Consultation and Communication with Employees

	Adopted standard(s)


	LCS-HS-08: Communicating the Health & Safety Message
LCH-HS-10: Employee Consultation


	Specific group arrangements


	Health & Safety information is communicated to employees via Team Meetings, Senior Management Team, supervisions and A&D’s.

	
	Service Safety Representative is Danny Meek.  A health and safety group meet quarterly and is made up of workers from each of the sections within the service.  Martin Anderson (Targeted Family Support Service), Gerry Bowman (Specialist Support Service), Steve Sullivan (Children Centres and Play) and Mike Chastney (UNISON)

Trade Union appointed Safety Representatives are from UNISON Adam Taylor, Karen McArthur, Kerry Glynn, Mike Chastney and Lynn Conner, from GMB Keith Swaddle and Gary Pressley.

	
	The above-mentioned Safety Representative(s) will:

· Attend meetings of safety issues within Early Help

· Raise health and safety matters to Senior Management Team and be involved in their monitoring
· Investigate accidents and potential hazards within the workplace

· Investigate complaints made by an employee they represent relating to health, safety and welfare at work

· Carry out inspections of the workplace

· Ensure health and safety is actively supported within Early Help
The above duties will be carried out in accordance with the Safety Representative and Safety Committee Regulations 1977


Display Screen Equipment

	Adopted standard(s)


	LCS-HS-21: Display Screen Equipment


	Specific group arrangements


	All regular DSE Users have been identified and an action plan was established in Autumn 2018 for all employees within Early Help to have a new DSE completed by April 2019.   Details can be found in the service shared drive with completed assessments being saved and recorded in service files.

	
	DSE work stations assessments have been are completed by the trained DSE assessors.  Refresher training was held in December 2018 with 8 assessors present and adequate coverage being obtained across the service. Details can be found in the service shared drive.

	
	All managers have responsibility for ensuring any actions required are implemented.


Driving

	Adopted standard(s)


	LCS-HS-22: Occupational Road Risk (Driving at Work)


	Specific group arrangements


	The following procedure is in place to ensure that any Council vehicle is maintained in roadworthy condition (provide details specific to the group)

· Fleet vehicles are corporately insured, and checks undertaken every 2 years by Communities and Environment. 

	
	Driver competency (license, MOT and insurance) are checked every 2 years, within their service, where drivers carry service users it is captured in the transporting services users risk assessment and forms part of the lone working risk assessment.

The service Health and Safety group is developing a transporting Children and Young People Risk Assessment and are consulting with staff and managers before finalising this.


	
	Individual risk assessments are carried out where children are carried in vehicles for work purposes which are reviewed and adjusted wherever necessary to enable safe travel.  

	
	Car seats and booster seats are used by employees transporting children in vehicles.  


Electrical Safety

	Adopted standard(s)


	LCS-HS-23: Electrical Safety


	Specific group arrangements


	Health and safety representatives have been designated the responsible person for preparing and maintaining an accurate up-to-date electrical maintenance register for portable appliances used.

	
	Health and safety representatives liaise with Managers to ensure PAT is completed as appropriate.


Fire

	Adopted standard(s)


	LCS-HS-24: Preparing a PEEP
LCS-HS-25: Fire Safety
Guides to Fire Safety Risk Assessment


	Specific group arrangements 
	Facilities Management is responsible for regularly reviewing the fire risk assessment at the Civic Centre, individual assessments are in place for out based buildings which are used by Early Help.  

	
	Facilities Management is responsible for keeping the fire log book regularly updated at the Civic Centre, individual assessments are in place for out based buildings which are used by Early Help.    

	
	All functions within the service receive the annual Fire Safety presentation in September each year. 


First Aid

	Adopted standard(s)


	LCS-HS-27: First Aid


	Specific group arrangements
	Adequate and appropriate equipment, facilities and personnel are provided to enable first aid to be given to employees if they are injured or become ill at work.                                          



	
	Details of the appointed persons / first aiders can be found on notice boards and in individual section/function training plans.                                       


Incident reporting & investigation

	Adopted standard(s) 


	LCS-HA-58: Incident Reporting & Investigation Procedure

	Specific group arrangements 
	All incidents are recorded on ‘HS 20’ and all managers are responsible for reporting relevant accidents, near misses, diseases and dangerous occurrences to the Council’s Health & Safety Team. 

	
	All employees are responsible for reporting minor incidents using the Care Wellbeing and Learning Minor Incident Reporting and Investigation Procedure (Threatening Behaviour/Verbal Abuse) CWL – HS 1.09.


Hazardous Substances

	Adopted standard(s)


	LCS-HS-19: Control of Substances Hazardous to Health


	Specific group arrangements


	Each section/function within the service is responsible for identifying all substances which need a COSHH assessment and maintaining an inventory.

	
	Health and safety representatives are responsible for ensuring that all actions identified in the assessments are implemented.


Infection Control – this has been considered but is deemed not applicable to this service area
Legionella – this has been considered but is deemed not applicable to this service area as the service does not have responsibility for the out based buildings from which services are delivered
Lone Working

	Adopted standard(s)


	LCS-HS-31: Lone Working


	Specific group arrangements


	All lone workers have been identified and the level of risk associated with their work assessed through the risk assessment process.  This information is held by relevant managers. 

	
	All lone workers have been briefed on the procedure to adopt when working alone.  A buddy system and use of Care Call service is in place and the Lone Working Risk Assessment was refreshed and adopted in December 2018.

	
	All lone workers have been briefed on the procedure to adopt when working alone.  A buddy system and use of Care Call out of hour’s service is in place.

	
	All lone workers have been provided with suitable training, details of which can be found in individual section/function training plans.

	
	A Corporate Warning Alert System is due to be implemented for employees to check for potentially violent people/situations prior to carrying out a visit. All Lone Workers should be checking the Corporate Warning Alerts System (CWAS) for any warning markers noted prior to carrying out a visit or meeting.


Management of contractors

	Adopted standard(s)


	LCS-HS-18: Construction (design and management)
LCS-HS-89: Assessment, Engagement and Management of Contractors
LCS-HS-98 Contractors Health and Safety Standards


	Specific group arrangements


	The commissioning service is responsible for ensuring competent employees have been appointed to assess contractor health and safety competency prior to appointment.  

	
	Suitable management arrangements are in place to monitor safety whilst contractors are carrying out work on site.

	
	Representatives have been identified in associated sections/functions (SEN, Early Years and Early Help).


Manual handling

	Adopted standard(s)


	LCS-HS-32: Manual Handling


	Specific group arrangements


	Individual functions within the service are asked to consider if there is a need to address manual handling, risk assessments and training are undertaken as appropriate.

	
	All employees involved with manual handling are provided with suitable, relevant training which is updated regularly.


Risk Assessment

	Adopted standard(s)


	LCS-HS-40 Risk Assessment (general)


	Specific group arrangements


	All managers are responsible for identifying all tasks within their areas of responsibility and ensuring risk assessments are carried out.  

	
	The findings of the risk assessment will be reported to Service and Team Managers.

	
	Risk assessments will be approved by the Service Director.

	
	All managers have responsibility for ensuring any actions required are implemented.

	
	All risk assessors have received training in the last 5 years.  Details can be found in individual training plans. 


Security/ Violence at work
	Adopted standard(s)


	LCS-HS-79: Violence at Work


	Specific group arrangements


	The following procedure is adopted for briefing visitors on the group’s emergency evacuation procedures - verbal instruction re the fire alarm and evacuation procedures. 


	
	Access to premises is controlled by ID card or keypad or door locks. 

	
	Employees recognised as being at risk from violence/aggression have been assessed and safe systems of work implemented as part of the lone working procedures.



	
	In-service training available re personal safety, dealing with conflict/difficult situations. Employees permitted to withdraw from dangerous situations.

	
	Panic alarms in interview rooms and reception areas.

	
	Employees to visit/meet with known PVPs in pairs with additional safety measures put in place if considered necessary i.e. if Employees feel unsafe or individuals present as a risk - check ChildView, Carefirst/PVP information facility prior to visits/meetings.


Statutory Maintenance and Testing/ Management of Premises – this has been considered but is deemed not applicable to this service area as the service does not have responsibility for the out based buildings from which services are delivered
Stress

	Adopted standard(s)


	LCS-HS-41: Stress


	Specific group arrangements
	Work-related stress surveys are undertaken by individual services, action plans developed and monitored.

	
	All managers have been trained in how to manage stress.  Details can be found in individual training plans.

	
	Management of stress is a priority area and all employees are encouraged to undertake relevant training.


Training

	Adopted standard(s)


	LCS-HS-09: Health and Safety Training
LCS-HS-77: Identification of Training Needs


	Specific group arrangements


	Health and safety representatives are responsible for preparing and updating the training plan.

	
	Training will be identified, arranged and monitored by health and safety representatives in conjunction with Group Health and Safety Working Group.                                           

	
	Training records are kept in the service shared drive.                               

	
	Induction training will be provided for all employees by Team Managers.                                                 


Work at Height – this has been considered but is deemed not applicable to this service area
Work Equipment/ Lifting Equipment 
	Adopted standard(s)


	LCS-HS-39: Provision and Use of Work Equipment
LCS-HS-72: Lifting Operations and Lifting Equipment


	Specific group arrangements


	This is managed through risk assessments for each individual reparation projects where lifting maybe required.


Monitoring
	Adopted standard(s)


	LCS-HS-60: Workplace Inspections
LCS-HS-61: Safety Tours


	Specific group arrangements


	All managers have been designated the responsible person for carrying out planned H & S inspections, including monitoring of contractor activities and all Service Directors carry out safety tours.

	
	Carried out on a regular basis with all issues addressed and Corporate Health and Safety contacted for advice as appropriate.


H & S Performance Review
	Adopted standard(s)


	LCS-HS-66: Health and Safety Operational Planning and Performance Review


	Specific group arrangements


	Danny Meek, Assistant Team Manager has been designated the responsible person for developing and implementing an effective H & S management action plan.

	
	Danny Meek, Assistant Team Manager has been designated the responsible person for completing the H & S Performance Report (HS 39)


Learning and Schools (Dryden Centre)

Asbestos – this has been considered but is deemed not applicable to this service area as the service does not have responsibility for the out based buildings from which services are delivered
Consultation and Communication with Employees

	Adopted standard(s)


	LCS-HS-08: Communicating the Health & Safety Message
LCH-HS-10: Employee Consultation


	Specific group arrangements


	Health & Safety information is communicated to employees via regular communication of all correspondence [information and training related] received from the Council’s Central Health and Safety Team and through inclusion on the fortnightly Team Managers’ Meeting/Inspectors Meeting and Service Team meetings.

	
	Trade Union appointed Safety Representatives are from UNISON Adam Taylor, Karen McArthur, Kerry Glynn, Mike Chastney and Lynn Conner, from GMB Keith Swaddle and Gary Pressley.

	
	The above-mentioned Safety Representative(s) will:

· Attend meetings of safety committees

· Liaise with managers on health and safety matters.

· Investigate accidents and potential hazards within the workplace

· Investigate complaints made by an employee they represent relating to health, safety and welfare at work

· Carry out inspections of the workplace

· Represent employees they were appointed to represent in consultations 

The above duties will be carried out in accordance with the Safety Representative and Safety Committee Regulations 1977


Display Screen Equipment

	Adopted standard(s)


	LCS-HS-21: Display Screen Equipment


	Specific group arrangements


	All employees within the service are regular DSE Users.  

	
	DSE work station assessments have been are completed by the trained DSE assessors.  Details of assessments conducted are held at Team level.

	
	All managers have responsibility for ensuring any actions required are implemented.


Driving

	Adopted standard(s)


	LCS-HS-22: Occupational Road Risk (Driving at Work)


	Specific group arrangements


	Employees in the Service use either private cars or, less usually, public transport for work related travel.

	
	Driver competency (license, MOT and insurance) are checked by the individual team’s Admin when new employees start or when they change their car. Exchequer Services conduct yearly checks.


Electrical Safety

	Adopted standard(s)


	LCS-HS-23: Electrical Safety


	Specific group arrangements


	Kevin Pearson, Andrew Carr and Beverley Murphy have been designated the responsible persons for ensuring that PAT Testing is completed annually based on information provided by Teams.

	
	PAT testing of equipment takes place as appropriate.


Fire

	Adopted standard(s)


	LCS-HS-24: Preparing a PEEP
LCS-HS-25: Fire Safety
Guides to Fire Safety Risk Assessment


	Specific group arrangements 
	Facilities Management is responsible for regularly reviewing the fire risk assessment.  

	
	Facilities Management is responsible for keeping the fire log book regularly updated.  

	
	Service Fire wardens are:

Andrew Carr

Joy Brotherton

Susan Burn

Barbara Murray

Tracey Cavanagh 

	
	All functions within the service receive the annual Fire Safety presentation in September each year.


First Aid

	Adopted standard(s)


	LCS-HS-27: First Aid


	Specific group arrangements


	Adequate and appropriate equipment, facilities and personnel are provided to enable first aid to be given to employees if they are injured or become ill at work.                                            



	
	Details of the appointed persons/first aiders can be found on posters in each of the Service’s workrooms.   In addition, several tutors have been trained in the Learning Skills Team to address the issue of working in scattered locations.                                     

	
	Currently there is no First Aider.  This issue needs to be taken up with Facilities Management who are in charge of the building.



Incident reporting & investigation

	Adopted standard(s) 


	LCS-HA-58: Incident Reporting & Investigation Procedure

	Specific group arrangements 
	All incidents are recorded on ‘HS 20’ and all managers are responsible for reporting relevant accidents, near misses, diseases and dangerous occurrences to the Council’s Health & Safety Team. 

	
	All employees are responsible for reporting minor incidents using the Care Wellbeing and Learning Minor Incident Reporting and Investigation Procedure (Threatening Behaviour/Verbal Abuse) CWL – HS 1.09.


Hazardous Substances – this has been considered but is deemed not applicable to this service area 
Infection Control – this has been considered but is deemed not applicable to this service area 
Legionella

	Adopted standard(s)


	Legionella Policy
Legionella Management Plan


	Specific group arrangements


	A Legionella Co-ordinator (s) has been appointed in writing to act as a point of contact between the services and Council Housing, Design & Technical Services.

	
	Facilities Management has day to day responsibility for controlling any identified risk from legionella bacteria.  

	
	Facilities Management is responsible for keeping the water hygiene folder regularly updated.  

	
	The Service Director is the identified Legionella Co-ordinator for this service.


Lone Working

	Adopted standard(s)


	LCS-HS-31: Lone Working


	Specific group arrangements


	All lone workers have been identified and the level of risk associated with their work assessed through the risk assessment process.  This information is held by relevant managers. Work has been undertaken to ensure that the arrangements operating in each area are appropriate to that area and have been communicated to employees. 

	
	All lone workers have been briefed on the procedure to adopt when working alone.  

	
	A Corporate Warning Alert System is due to be implemented for employees to check for potentially violent people/situations prior to carrying out a visit. All Lone Workers should be checking the Corporate Warning Alerts System (CWAS) for any warning markers noted prior to carrying out a visit or meeting.


Management of contractors

	Adopted standard(s)


	LCS-HS-18: Construction (design and management)
LCS-HS-89: Assessment, Engagement and Management of Contractors
LCS-HS-98 Contractors Health and Safety Standards

	Specific group arrangements


	Contractor training was undertaken by employees as appropriate.

	
	Suitable management arrangements will be put in place to monitor safety whilst contractors are carrying out work on site following training.


Manual handling

	Adopted standard(s)


	LCS-HS-32: Manual Handling


	Specific group arrangements
	Risk Assessment reviewed annually is in place.



Risk Assessment

	Adopted standard(s)


	LCS-HS-40 Risk Assessment (general)


	Specific group arrangements


	All managers are responsible for identifying all tasks within their areas of responsibility and ensuring Risk Assessments are carried out.  

	
	The findings of the Risk Assessments will be reported to the Service Director.

	
	Risk Assessments will be approved by the Service Director.

	
	All managers have responsibility for ensuring any actions required are implemented.

	
	Several employees have undertaken Risk Assessment Training.  


Security/ Violence at work

	Adopted standard(s)


	LCS-HS-79: Violence at Work


	Specific group arrangements


	Access to the premises is controlled by Facilities Management.

	
	One team regularly has meetings with members of the public and a panic button has been installed in the meeting room.


Statutory Maintenance and Testing/ Management of Premises

	Adopted standard(s)


	LCS-HS-90: Management of Premises


	Specific group arrangements
	Facilities management is responsible for periodically monitoring the maintenance, inspection, examination or testing by the contractor.  


Stress

	Adopted standard(s)


	LCS-HS-41: Stress


	Specific group arrangements
	All managers have been provided with information relating to the management of stress.  Some have received training and/or sought advice from the Central Health and Safety Team as necessary.  Details can be found in individual team files.  Training opportunities will continue to be promoted as they become available.


Training

	Adopted standard(s)


	LCS-HS-09: Health and Safety Training
LCS-HS-77: Identification of Training Needs


	Specific group arrangements


	Training needs are identified through the Annual Health and Safety Action Planning Process.  Team Managers are responsible for identifying which employees need to attend and when.

	
	Training records are kept in individual files by Team Managers. 

	
	Induction training is provided by Team Managers.                                                 


Work at Height – this has been considered but is deemed not applicable to this service area 
Work Equipment/ Lifting Equipment – this has been considered but is deemed not applicable to this service area
Monitoring
	Adopted standard(s)


	LCS-HS-60: Workplace Inspections
LCS-HS-61: Safety Tours


	Specific group arrangements


	All managers have been designated the responsible person for carrying out planned H & S inspections and designated employees carry out safety tours.


H & S Performance Review
	Adopted standard(s)


	LCS-HS-66: Health and Safety Operational Planning and Performance Review


	Specific group arrangements


	Andrew Carr is the designated person with responsibility for developing and implementing an effective H & S management action plan each year.

	
	Andrew Carr has been designated the responsible person for completing the H & S Performance Report (HS 39)


Public Health
Asbestos – this has been considered but is deemed not applicable to this service area 
Consultation and Communication with Employees

	Adopted standard(s)


	 LCS-HS-08: Communicating the Health & Safety Message
LCH-HS-10: Employee Consultation


	Specific group arrangements


	Health & Safety information is communicated to employees via email and team meetings.

	
	There is no specific Trade Union appointed Safety Representatives for Public Health.  However, the Trade Union representatives that attend the Health and Safety Working Group can advise, they are from UNISON Adam Taylor, Karen McArthur, Kerry Glynn, Mike Chastney and Lynn Conner, from GMB Keith Swaddle and Gary Pressley.


Display Screen Equipment

	Adopted standard(s)


	LCS-HS-21: Display Screen Equipment


	Specific group arrangements


	All regular DSE Users have been identified.   Details can be found in Public Health admin files.

	
	Moira Richardson PH Programme Lead has attended the DSE training and DSE workstation assessments are in the process of being carried out across the team.

	
	All managers have responsibility for ensuring any actions required are implemented supported by Moira Richardson Public Health Programme Lead.


Driving

	Adopted standard(s)


	LCS-HS-22: Occupational Road Risk (Driving at Work)


	
	Driver competency (license, MOT and insurance) are checked on an annual basis by Financial Services.


Electrical Safety

	Adopted standard(s)


	LCS-HS-23: Electrical Safety


	Specific group arrangements


	Moira Richardson Public Health Programme Lead has been designated the responsible person for preparing and maintaining an accurate up-to-date electrical maintenance register for portable appliances used.

	
	Employees complete visual safety checks prior to using items and electrical testing takes place as required.


Fire

	Adopted standard(s)


	LCS-HS-24: Preparing a PEEP
LCS-HS-25: Fire Safety
Guides to Fire Safety Risk Assessment


	Specific group arrangements 
	Facilities Management is responsible for regularly reviewing the fire risk assessment.

	
	Facilities Management is responsible for keeping the fire log book regularly updated.  

	
	Public Health Programme Lead and Public Health Business Support are responsible for disseminating fire information and presenting to team meetings where appropriate.


First Aid

	Adopted standard(s)


	LCS-HS-27: First Aid


	Specific group arrangements


	Adequate and appropriate equipment, facilities and personnel are provided to enable first aid to be given to employees if they are injured or become ill at work.                                           



	
	Details of the appointed persons / first aiders can be found on the notice board.                                          


Incident reporting & investigation

	Adopted standard(s) 


	LCS-HA-58: Incident Reporting & Investigation Procedure

	Specific group arrangements 
	All incidents are recorded on ‘HS 20’ and all managers are responsible for reporting relevant accidents, near misses, diseases and dangerous occurrences to the Council’s Health & Safety Team supported by Moira Richardson Public Health Programme Lead. 

	
	All employees are responsible for reporting minor incidents using the Care Wellbeing and Learning Minor Incident Reporting and Investigation Procedure (Threatening Behaviour/Verbal Abuse) CWL – HS 1.09.


Hazardous Substances – this has been considered but is deemed not applicable to this service area 
Infection Control – this has been considered but is deemed not applicable to this service area 
Legionella – this has been considered but is deemed not applicable to this service area 
Lone Working – this has been considered but is deemed not applicable to this service area 
Management of contractors – this has been considered but is deemed not applicable to this service area 
Manual handling

	Adopted standard(s)


	LCS-HS-32: Manual Handling


	Specific group arrangements
	Manual handling risk assessments are completed.



Risk Assessment

	Adopted standard(s)


	LCS-HS-40 Risk Assessment (general)


	Specific group arrangements


	All managers are responsible for identifying all tasks within their areas of responsibility and ensuring risk assessments are carried out.  

	
	The findings of the risk assessment will be reported to the Director of Public Health.

	
	Risk assessments will be approved by the Director of Public Health.

	
	All managers have responsibility for ensuring any actions required are implemented.

	
	All risk assessors have received training in the last 5 years.  Details can be found in personal files.

	
	Moira Richardson Public Health Programme Lead completed IOSH June 2014.


Security/ Violence at work – this has been considered but is deemed not applicable to this service area 
Statutory Maintenance and Testing/ Management of Premises – this has been considered but is deemed not applicable to this service area 
Stress

	Adopted standard(s)


	LCS-HS-41: Stress


	Specific group arrangements
	Information on training courses is provided to all managers to offer training in how to manage stress.


Training

	Adopted standard(s)


	LCS-HS-09: Health and Safety Training
LCS-HS-77: Identification of Training Needs


	Specific group arrangements


	Public Health Managers are responsible for preparing and updating the training plan.

	
	Training will be identified, arranged and monitored by individual managers in the Public Health team as part of the A&D process.                                        

	
	Training records are kept with A&D forms by Public Health managers.                               

	
	Induction training will be provided for all employees by Public Health managers.                                                 


Work at Height – this has been considered but is deemed not applicable to this service area 
Work Equipment/ Lifting Equipment – this has been considered but is deemed not applicable to this service area 
Monitoring
	Adopted standard(s)


	LCS-HS-60: Workplace Inspections
LCS-HS-61: Safety Tours


	Specific group arrangements


	All managers have been designated the responsible person for carrying out planned H & S inspections, including monitoring of contractor activities and all Service Directors carry out safety tours supported by Moira Richardson Public Health Programme Lead.


H & S Performance Review
	Adopted standard(s)


	LCS-HS-66: Health and Safety Operational Planning and Performance Review


	Specific group arrangements


	Moira Richardson Public Health Programme Lead has been designated the responsible person for developing and implementing an effective H & S management action plan.

	
	Moira Richardson Public Health Programme Lead has been designated the responsible person for completing the H & S Performance Report (HS 39).


Footnote: Further assistance and guidance is available by contacting Health and Safety, telephone number 0191 433 2272 / 2281 / 2270 / 2237 / 3827 / 2371 
LCS-HS-05
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